Access Stamp — Reasonable adjustment request template

Subject: Request for reasonable adjustments

Dear [Manager / HR contact],

I am writing to request reasonable adjustments under the Equality Act 2010 because I face a substantial disadvantage at work.

Barrier
Describe the workplace barrier in plain language. Focus on the task or situation, not clinical detail.

Impact
Explain how the barrier affects your ability to do your job safely, reliably, or on equal terms.

Adjustment requested
1. [Specific adjustment and how it removes the disadvantage]
2. [Alternative if the first option is not possible]

Reason
Briefly explain why this adjustment is reasonable and practical.

Next steps requested
Please confirm receipt, who will lead the response, and a date to review progress.

Thank you,
[Your name]
[Date]
