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EMPLOYEE REQUEST FOR 
A REASONABLE ADJUSTMENT
The Education Authority (EA) has in place a Policy and Code of Practise on the employment of People with Disabilities. EA is committed to equal opportunities for all applicants and employees with disabilities. The Disability Discrimination Act 1995 (as amended) (DDA) states that an employer has a statutory duty to make reasonable adjustments to prevent their practices or arrangements discriminating against a person with a disability. This duty is ongoing and reasonable adjustments should be reviewed on a regular basis to ensure they are effective.
This duty is ongoing and reasonable adjustments should be reviewed on a regular basis to ensure they are effective.  
This also aligns with commitments made by EA which are outlined in our Disability Action Plan 2018 – 2022.  

Please use this form to make a request for a reasonable adjustment

Name:

Address:

Employee Staff Number/TR NO:

Employee contact telephone details:

Employee email address:
Date of request:

I wish to ask for some changes to my work arrangements. I want to be able to do my job well and making these changes will support me to do that.

Explain how your condition affects your work. Give the facts, be specific and clear, including as much input as possible, as you know the effects of your disability best and if you have any suggestions in the following categories, please inform us.
	



· The adjustments you believe you need at work 
	



· How this would help you do your job better
	



· Details of supporting information – this may include GP’s recommendations, Occupational Health recommendations, Psychological or other professional assessment 
	



Signature:





If you wish to speak to someone about completing this form or to return it please send to: 

The Disability Employment Support Service
Education Authority
Equality & Diversity Unit
40 Academy Street
Belfast BT 1 2NQ
Tel: 02890 564214
Text: 07918695322
Relay app: 18001 07918695322

Please contact disabilitysupport@eani.org.uk




Data Protection Statement
The information provided on this form by you to the EA is required by us to help us identify any reasonable adjustment which a member of staff may require and whether it is necessary for us to refer any member of staff to Occupational Health.  When we process personal information, for example, collect it on a form or store it in a file or on a computer, the EA is obliged to comply with the General Data Protection Regulation (GDPR). 
We will process the personal information which we collect via this form on the legal basis that it is necessary for compliance with a legal obligation and necessary for the purposes of exercising obligations or rights of the EA (as the controller) or staff member, (as the data subject) under employment law.
We have published detailed Privacy Notices on our website (https://www.eani.org.uk/about-us/privacy/ea-privacy-notices) . Our Privacy Notices provide further information on how and why we process your personal information as well as details on how to contact us if you have any questions or concerns. Please read our Privacy Notices carefully before completing this form.
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