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What is an Inclusion Passport? 
The health and wellbeing of our staff is our number one priority. We are committed to supporting colleagues to look after themselves and each other. The Inclusion Passport will help you explore your own needs and help guide honest and supportive conversations with your manager; making them aware of anything that is going on in your life that might require workplace adjustments.
The passport is there to help you thrive at work. For example, it may enable you to successfully continue working while managing a health condition or caring for a loved one. The passport also reduces the need for conversations to be repeated and arrangements to be re-agreed if you change manager.

Who is the passport for?
For anyone who wants to have a conversation with their manager about what support they need to be at their best at work. The Inclusion Passport is also for managers, who have a responsibility to understand, engage with and promote the inclusion passport. (Please look at the Manager Guidance.)
The passport might not work for everyone. You might communicate your needs in a different way. Whether you use the passport or not, as an organisation we’ll support you and work with you to find an approach that meets your needs.


Benefits of the passport:
· Provides you and your manager with a template for having an open conversation and a transparent record of arrangements that have been agreed
· Reduces the need to renegotiate arrangements with a new manager
· Provides a clear timeline for you and your manager to review how the arrangements are working
· Provides you with an opportunity to suggest adjustments or arrangements, and to decide with your manager what will work best given the demands of your role
· Provides you with the confidence that your manager will know how to respond when there are changes in circumstances. For example, if your health gets better or worsens, or the person you’re caring for becomes more independent.
How should I use the passport?
The template below can form the basis for an open, confidential discussion between you and your manager. The passport can be completed in a way that works for you. You can either work on the passport independently and then use it to guide the conversation with your manager, or you can work on it with your manager - communicating and completing it at the same time.
The agreed adjustments should be signed off by both parties. Your manager may have to consult their manager, our People team, and/or Occupational Health before certain adjustments can be implemented. However, this won’t be done without your consent and you’ll be kept updated throughout this process. 
If you change roles at Sue Ryder, you can show the passport to your new manager. Your new manager should continue the adjustments that have previously been put in place unless there are clear reasons that prevent this from being possible. In this case, the template can provide useful insight into what has worked well previously and, again, form the basis of a supportive discussion. With your consent, your previous manager should have a conversation with your new manager focusing on the adjustments in place and what they have done to ensure that they work well. This will ease the transition between managers. 
The passport is for you to keep and can be stored on the People Hub if you wish. If you store the Passport in People Hub and you change managers, your new manager will be able to see your passport. To store your passport, go to your profile and select ‘documents’ on the left hand side. Under ‘Document Type’ select ‘Inclusion Passport’
There are many factors, including your identity, that influence your needs
Some examples include: a parent or carer needing additional support; a colleague needing flexible hours during a religious festival; a colleague experiencing the menopause who needs additional equipment; a trans colleague needing time off during parts of their transition. (This isn’t an exhaustive list.)



Name:

Pronouns (if you are comfortable):

Role:

Line manager name:

Date of agreement:

The circumstances: 
For example, do you have caring responsibilities? Are you disabled or do you have a health condition? Do you experience poor mental health? 


The impact of the circumstances:  
How are you affected? How does this impact you at work? What barriers do you face?




What signs should we look out for if the circumstances are impacting you 
more than usual?  
How does this impact you at work? Are there any additional actions we should take?



How can we support you to thrive?  
Say a little bit here about the arrangements or adjustments you might need to enable you to thrive at work. This could include adjusted working hours, more regular check-ins with your manager, no meetings at a particular time of day, having the same desk reserved to sit at everyday etc.




Adjustments and arrangements agreed with your manager:







Would you like your team to be aware of what is going on for you and, if so, how would you like them to be informed? 
There is no obligation for you to let your team know about your personal circumstances. Some staff find it useful, whereas others prefer the information to be kept private. Nothing will be shared with your team without your consent.



Employee responsibilities and commitment
I agree to the support needs listed above. I understand it’s my responsibility to communicate with my manager about any future changes and future needs. If no changes occur, I am happy to meet with my manager every six months to review the support put in place. 
(Print or sign your name).


Manager responsibilities and commitment
I agree to the inclusion support needs listed above and will ensure that the information declared will be treated in the strictest confidence (unless otherwise agreed). If further exploration or resources are required, I’ll find the answers and provide regular updates on progress. I agree to meet every six months to review the support put in place.

I’ll also promote the Inclusion Passport; sharing with new starters and other team members. (Print or sign your name)


If anyone else needs to see and store the document you can give your permission here:
Persons name: <Write your text here>

Sign here:  <Write your text here>

Regularly review your Inclusion Passport
The passport should be formally reviewed after three months (or sooner if there are any changes in your circumstances). This helps quickly and easily iron out anything that isn’t working well. After this point the passport should then be reviewed every six months. It is worth scheduling your reviews to ensure they happen.

If you need additional support:
Our  Employee Assistance Programme (EAP)
Organising a risk assessment
You may want to have a look at some of our staff policies, for example, Flexible working policy, Bereavement policy, Trans and non-binary policy, Menopause policy, Sickness Absence Policy, Drug & Alcohol Policy, Flexible Retirement Policy, Hybrid Working Policy, Home Working Policy.

You can also join one of our Staff Networks:
· Ethnic Diversity and Equity Network
· LGBTQ+ Network
· People with Disabilities Network
· Women and Non-Binary Individuals Network.

There when it matters
Sue Ryder is here to make sure everyone approaching the end of their life or living with grief can access the support they need. There is no one size fits all when it comes to how we cope and the help we need, but with our support, no one has to face dying or grief alone. We are there when it matters. 


Contact us
Call: 0808 164 4572
Email: info@sueryder.org
Visit: sueryder.org
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Sue Ryder, 183 Eversholt Street, London NW1 1BU



This document is available in alternative formats on request.

Sue Ryder is a charity registered in England and Wales (1052076) and in Scotland (SCO39578). 
Ref. No. 07454. © Sue Ryder. May 2022.
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