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[bookmark: _Toc38353406]Purpose and Scope
The Guidance Notes outline how NAB will implement effective workplace adjustments and provide adjustments for job applicants. These Guidance Notes apply to NAB recruitment processes and to all NAB employees. This includes but is not limited to employees in positions that are permanent full-time, part-time, short-term contracts and agency staff.

The Guidance Notes and Workplace Adjustment Standard Operating Procedures (SOP) will provide information and resources that enable employees and People Leaders to implement effective workplace adjustments in a timely way, with mechanisms in place to follow up and review to ensure these adjustments are improving the productivity and access of NAB’s people. 

The Guidance Notes are to be read in conjunction with the Request for Workplace Adjustment form and Guidelines for People Leaders to understand our commitment and process and to effectively implement requests for workplace adjustments. These guidance notes sit within the Health, Safety & Wellbeing Policy.

[bookmark: _Toc38353407]What is a workplace adjustment?
A workplace adjustment is a change to a work process, practice, procedure or environment that enables an employee with disability, including mental illness and medical conditions, to perform their job in a way that minimises the impact of their disability.[footnoteRef:1] [1: The UN Convention on the Rights of Persons with Disabilities defines disability as “those who have long-term physical, mental, intellectual or sensory impairments which in interaction with various barriers may hinder their full and effective participation in society on an equal basis with others.” The DDA 1992 (Cmth) also covers conditions that exist now, have existed in the past, may exist in the future, or which the person is assumed to have.] 


Workplace adjustments allow a person to:
· perform the inherent or essential requirements of their job safely in the workplace
· have equitable opportunity in recruitment processes, promotion and ongoing development
· experience equitable terms and conditions of employment
· maximise productivity[footnoteRef:2] [2:  Australian Network on Disability, ‘Workplace Adjustments’, refer to: https://www.and.org.au/pages/workplace-adjustments.html] 

NAB recognises that the provision of workplace adjustments will be unique for each employee because the impact of disability is different for each person. We understand our responsibility to have collaborative solution focussed conversations with employees that focus on the tasks and responsibilities of the job role and the work environment, to determine the adjustments that will assist the employee to perform their role. 

Each applicant that applies to NAB and all employees must have the right to participate in equitable recruitment, employment, professional development, and provision of goods and services, that provides them with an opportunity to perform at their best. 
It is imperative at NAB that we foster an environment and culture where employees and applicants can confidently share information about disability when requesting adjustments. These conversations should be strengths-based and collaborative, built on trust and effective and timely action. For examples of how to establish this strengths-based and collaborative communication, please refer to the Guidelines for People Leaders. 

[bookmark: _Toc38353408]Legal Requirements
NAB has a legal obligation to provide workplace adjustments under the Disability Discrimination Act 1992 (Cth), (DDA), which states that it is against the law to discriminate against a person due to his or her disability in relation to employment. Employers must make reasonable adjustments to the workplace so that an employee with disability can do their job effectively and failure to do so may amount to discrimination.[footnoteRef:3] NAB is also required to provide an accessible and inclusive work environment for people with disability, illness or injury under the Work Health and Safety Act 2011 (Cth). [3:  Australian Human Rights Commission, refer to: https://www.humanrights.gov.au/quick-guide/12110] 


Conventions and state legislation

Article 27 of the United Nations Convention on the Rights of Persons with Disabilities (ratified by Australia in 2008) states that employers must ensure that reasonable accommodation is provided to persons with disabilities in the workplace. Similarly, state legislation requires that employers make reasonable adjustments for persons with disabilities.[footnoteRef:4] [4:  Australian Disability Clearinghouse on Education and Training, refer to: https://www.adcet.edu.au/students-with-disability/disability-and-discrimination/state-legislation/ ] 


[bookmark: _Toc38353409]Exceptions
When workplace adjustments are requested, and it is found that it cannot be met without incurring unjustifiable hardship[footnoteRef:5], NAB will undertake to investigate and implement alternate solutions that would still accommodate the person’s requirements in an effective manner. [5:  Unjustifiable hardship is based on an assessment of what is fair and reasonable in the circumstances. A person or organisation must thoroughly consider how access might be provided or adjustments be made, discuss the issues directly with the person or groups involved, and consult relevant sources of advice. Refer to: https://www.humanrights.gov.au/quick-guide/12105] 


[bookmark: _Toc38353410]Review of a decision
An employee has the right to request a review of a decision to refuse the provision of a workplace adjustment. The employee can request a review of this decision which will be carried out in a case review forum including the General Manager - Inclusion / Diversity, Associate Director Accessibility and a representative from the Leadership Team of Health, Safety & Wellbeing. This request should be submitted in writing and a response will be provided within 28 days (from receipt of the request). 

[bookmark: _Toc38353411]Privacy and confidentiality
[bookmark: _Toc38353412]NAB complies with the Privacy Act 1988 (Cth) and applicable state and territory privacy legislation. NAB has an employee privacy policy which outlines how the NAB Group collects and handles the personal information of people who work for us and with us (such as employees, contractors, and people who work for our suppliers). 

When assessing a workplace adjustment application, NAB may be required to collect sensitive information, including health information of an employee. Where NAB needs to collect health information or sensitive information from employees it will only collect this with an employee’s consent or as permitted by law.

Communication of the Guidance Notes
The Workplace Adjustment Guidance Notes, SOP, Guidelines for People Leaders, and Request for Workplace Adjustment form will be posted across both the NAB website and internal intranet. This will ensure that all NAB employees and potential applicants have access to the relevant documents. Employees and People Leaders will be encouraged to read these documents together, as they are intended to be read and responded to as a collective.

Information will also be included with induction material and as part of regular employee updates. Twice a year, all employees will be reminded of the Workplace Adjustment Guidance Notes and SOP by email or other suitable communication methods used at NAB such as the Intranet or Workplace.

[bookmark: _Toc38353413]Review of the Guidance Notes
NAB will review these Guidance Notes annually. NAB will review feedback obtained from stakeholders throughout the year. NAB may invite various stakeholders, including but not limited to People Leaders, Talent Acquisition staff, and employees with disability to participate in the review process.

[bookmark: _Toc38353414]Further information
Enquiries about the Workplace Adjustment Guidance Notes should be addressed to the Health, Safety & Wellbeing Team at Health.Management@nab.com.au or Jenny Watts-Sampson (Associate Director, Accessibility) at jenny.wattssampson@nab.com.au. 

[bookmark: _Toc38353415]Related documents
· Request for Workplace Adjustment form
· Workplace Adjustment Standard Operating Procedures
· ‘Better Together. Accessibility Action Plan 2019 – 2020’
· Guidelines for People Leaders (includes FAQs)
· Flexible working arrangements
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