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(Également disponible en français)
** Go to Page 3 to begin completing or updating the Passport.**
About the Passport
The GC Workplace Accessibility Passport (the Passport) is a tool used by federal employees to:
document barriers faced by an employee at work, and the most effective solutions to address these barriers
streamline the implementation of individual adjustments by facilitating conversations between employees with disabilities and their managers
Accessing the Passport
The Passport is available in two formats:
· a Microsoft Word version – to access a blank copy, visit: GC Workplace Accessibility Passport on Canada.ca
a digital application available to employees in GC organizations that have onboarded the application – access the myAccessibleWorkplace (myAW) application on the TBS Applications Portal (TAP)
As an employee
· You are responsible for sharing the content of your Passport with your manager and, if necessary, a Human Resources (HR) professional such as a diversity and inclusion advisor.
If, to action your workplace adjustment requests, your manager needs to share information from your Passport with a third party, they should get your written consent (for example, by email). They should only share the relevant sections of the document.
· Once you’ve added information to your Passport, save it as a Protected B document.
· Refer to How to use the Passport and Definitions in the Instructions and Definitions portion of this document.
· For more information, visit: Government of Canada Workplace Accessibility Passport on Canada.ca.
Accessibility Statement
The Government of Canada Workplace Accessibility Passport follows accessibility guidelines for Microsoft Word documents, and every effort has been made to ensure it is accessible. You can change the font used in Microsoft Word documents by selecting Design tab > Fonts menu or by pressing Alt + G, T, F, Down Arrow to the font of your choice and pressing Enter. 
To learn more, visit: Accessibility tools for Word – Microsoft Support.
If you encounter accessibility barriers using this document, contact: AccessibilityPassport.Passeportdaccessibilite@tbs-sct.gc.ca
[bookmark: _GC_Workplace_Accessibility]

GC Workplace Accessibility Passport
Before adding any personal information, please review the Privacy Notice.
Note: The Passport should not contain any medical information about an individual’s health condition, diagnosis, or treatment.
Instructions: An asterisk (*) marks the beginning of each response area. Type your response immediately after the asterisk.
Section 1 – General Information
[bookmark: _Employee_Information]Employee Information
Name: *
Email Address: *
Telephone Number: *
Department or agency: *
Personal Record Identifier (PRI): *	
Current Manager’s Information
Name: *
Email Address: *
Telephone Number: *
Section 2 – Situations, Barriers, and Solutions
For guidance and examples, refer to Instructions and Definitions.
For commonly-used terms, access the List of Situations, Barriers and Solutions at: GC Workplace Accessibility Passport on GCpedia. If you do not find a suitable term in the list, you can add a custom term to your Passport.
Situation A (work activity, location, working conditions)
*
Table 1: Barriers and solutions for Situation A
	Barrier (encountered in situation A)
	Solution (tool, device, service, support measure that can address the barrier in situation A)

	
	

	
	


Situation B (work activity, location, working conditions)
*
Table 2: Barriers and solutions for Situation B
	Barrier (encountered at work in situation B)
	Solution (tool, device, service, support measure that can address the barrier in situation B)

	
	

	
	


Situation C (work activity, location, working conditions)
*
Table 3: Barriers and solutions for Situation C 
	Barrier (encountered at work in situation C)
	Solution (tool, device, service, support measure that can address the barrier in situation C)

	
	

	
	


Section 2 – Previous recommendations or adjustments
Have your workplace adjustment needs been previously assessed?
Yes / No *
If yes, what were the recommended adaptive tools or measures?
*
Were any solutions (adaptive tools or support measures) provided by a previous manager?
Yes / No *
If yes, what solutions were implemented?
*
Do you consent to your current manager contacting your previous manager, who implemented these solutions?
Yes / No *
If yes, provide contact information for the previous manager:
*
What additional support from managers or colleagues would enable your success in the workplace?
*
Section 3 – Additional Information
For more information, refer to: 
· How to complete the Passport > Section 3 – Additional Information
· Definitions
Note: You are not required to disclose information about your health, your condition, any treatments, or other medical information, unless this information has an impact on your safety or that of others in the workplace. If you choose to share your Passport, the recipient should not forward or share your information without your consent.
*
Section 4 – Passport Agreement
Following one or more conversations with your manager, record a list of the adaptive tools, services, or measures they have agreed to provide.
The manager’s signature signals acknowledgement of the barriers faced by the employee and their commitment to implement or contribute to the implementation of the agreed-upon solutions.
*
Date of Agreement
*
Employee Attestation
I certify that the statements I have made and the information I have disclosed in this document are true, in accordance with the Values and Ethics Code for the Public Sector.
Yes *
Employee Consent
This agreement is about barriers that I face in the workplace and the solutions that will be implemented to address these barriers. I consent to the collection, use, disclosure, and retention of my personal information by my organization for the purposes of recording this agreement between myself and my manager.
Yes *
Employee Signature or Typed Name
*
Manager Signature or Typed Name
I support my employee in implementing this solution or set of solutions:
*
Section 5 – Passport Review and Amendments
The information contained in the Passport should be reviewed on a regular basis or when you change position, manager, or organization.
Date of implementation
Record the implementation date of all agreed-upon measures listed in Section 4:
*
Required training 
If applicable, has all training needed to make the most of the identified solutions been completed?
Yes / No / In progress *
Date of test
*
Amendments
*
Reason for Amendments
*
Comments
*
Employee Signature or Typed Name
*
Manager Signature or Typed Name
*


(Return to Form)
Instructions and Definitions
About the Passport
· Use of the Passport is voluntary for employees.
· Once completed, the information is confidential and must not be shared without the employee’s written consent.
· The employee should decide when and with whom to share their information.
· When an employee gives written consent to share all or part of their Passport with a non-government professional, the information should only be transmitted in a manner that protects its confidentiality.
· Employees who would benefit from workplace adjustments or modifications are encouraged to use the Passport, as they are responsible for informing their manager of any workplace adjustment needs.
· Employees can document assessment related barriers and solutions in the Passport in the context of selection processes.
· Employees are not required to self-declare as persons with disabilities to use the Passport.
· Employees can use the Passport to start a conversation with managers and document workplace adjustment requirements and decisions when:
· Applying for a new position
· Getting a new manager
· Starting in a new job
· Considering language training or any other learning programs
· When a temporary disability results in workplace barriers
· Other changes in circumstances which may require a workplace adjustment
· Employees may be able to borrow adaptive workplace equipment from the Shared Services Canada Lending Library Service.
[bookmark: _How_todo_I]How to use the Passport
Employee
· The barriers you may face at work depend on the tasks you need to perform, the conditions and location of your work. In Section 2, enter a brief description of the situation in which you face barriers at work. For each situation, complete a table listing the barriers you are facing in that situation and proposed solutions for each barrier:
1. Enter a brief description of the work situation in which you are facing one or more barriers.
2. In the corresponding table:
a. enter a brief list of the barriers you face in the given situation.
b. propose one or more solutions for each barrier.
3. Repeat steps 1 to 3 above for each situation, if needed.
· You may use the Passport document to help you articulate the barriers and solutions related to a work situation in preparing for a conversation with your manager or an advisor.
· Share the Passport with your manager to start or continue the discussion about tools or support measures you need to do your job. For more information, visit Create a Passport > Discuss solutions with your manager - Canada.ca
· If you have questions about the best workplace adjustment tools or support measures, consult your organization’s Corporate Services Professionals / Accessibility Advisors or the Accessibility, Accommodation and Adaptive Computer Technology (AAACT) program. Email: ssc.aaact-aatia.spc@canada.ca).
· Update the Passport when your workplace adjustment requirements change, or when you change managers – even if temporarily.
· Protect the privacy of the information contained in your Passport, by saving it as Protected B. You can store the document on your personal computer or use a secure electronic storage. You may wish to add a password to protect it by using Microsoft Word features:
a. Select File > Info > Protect Document > Encrypt with Password or press Alt + F, I, P, E, then Enter.
b. Type a password, then type it again to confirm it.
c. Choose a password easy to remember or write it in a secure location.
d. Save the file to activate the password.
· Store printed copies of the Passport according to organizational policies regarding the storage of Protected B hard copy documents.
Note: The Passport contains your personal information and cannot be shared without your written consent. However, Section 8 (2) of the Privacy Act states that personal information may be disclosed in certain circumstances. When you share all or part of your Passport with your manager or another individual via email, ensure the email is classified as Protected B.
Managers
1. Create an inclusive workplace by asking each of your employees, “how can I best support you to be successful in your job?”
Have open conversations about workplace adjustment needs and promote the Passport as a mechanism to facilitate these conversations.
Use Passports completed by employees to ensure workplace adjustment requests have been implemented as soon as possible and continue to be useful.
Protect the confidentiality of the information contained in each employee Passport and do not share information contained in a Passport or the Passport itself without the employee’s written consent.
For more information, visit:
· GCpedia – GC Workplace Accessibility Passport
· Canada.ca – GC Workplace Accessibility Passport Guidance for Managers 
Corporate Services Professionals and Accessibility Advisors
Support managers and employees with information and ensure they have access to expert advice regarding workplace adjustments.
[bookmark: _How_do_I]Facilitate the procurement and delivery of adaptive tools and services.
(Return to Form)
How to complete the Passport
To make this Microsoft Word version of the Passport as accessible as possible, there are no edit fields. Simply enter information after each asterisk (*).
Section 1 – General Information
This section includes basic employee and current manager’s name and contact information.
Section 2 – Situations, Barriers, and Solutions
The purpose of this section is to explain to your manager how you interact with the environment and the specific barriers you may face in doing your job. You are not required to disclose any medical or health information unless such information is directly related to your safety or that of others in the workplace.
For commonly-used terms, access the List of Situations, Barriers and Solutions at: GC Workplace Accessibility Passport on GCpedia. If you do not find a suitable term in the list, you can add a custom term to your Passport.
To add a situation, barrier and solution to your Passport:
· Add a situation: Briefly describe the situation (work activity, location, and working conditions) where you may encounter barriers and require workplace adjustment solutions.
· Examples of situations include:
· A policy analyst working in an office with unassigned seating.
· A border services officer working in an airport.
· A laboratory technician working from home two days per week to draft reports and three days in a laboratory to conduct experiments.
· Add one or more barriers and their solutions: In the table immediately below the situation, describe:
· The barrier or barriers you encounter in that situation. For example, noise, inadequate lighting, using a regular computer or monitor, participating in virtual meetings.
· Proposed solutions to address each barrier, including adaptive tools such as an ergonomic keyboard and text to speech software, or support measures such as frequent breaks, meeting summaries, or a quiet space. 
· If you know the adaptive tools or support measures that will help you succeed in your job, describe them in this section. If not, discuss with your manager how to go about having your workplace adjustment needs assessed.
· If you have more than one situation, group associated barriers and solutions using the table provided immediately below each situation. 
· Briefly describe any adaptive tools or support measures you have used in a previous job. You can also mention tools or measures you have tried that were not effective.
· Provide the contact information for the previous manager, if applicable.
· Outline any additional support you would need from your manager or colleagues.
· Only answer the questions applicable to you.
Adding requests to your Passport means that you are proposing potential solutions. You and your manager will collaborate to determine the most effective and reasonable solutions, subject to organizational requirements. Consultations with corporate services professionals or workplace adjustment experts within or outside of your organization should take place if both you and your manager are not sure of available options.
[bookmark: _Section_3_–]Section 3 – Additional Information
In this section, list, summarize or attach any documentation you may have to support your workplace adjustment request, such as:
· prior formal or informal assessments or recommendations, with respect to workplace barriers; and
adaptive devices, supports or other measures that are already in place or that could address these barriers.
If you have received a Medical Exclusion from the Public Service Commission (PSC), contact the PSC at CFP.DELO-EAO.PSC@cfp-psc.gc.ca to receive instructions on what to include in your Passport. For additional information, refer to PSC’s guidance on Exclusions from meeting official language proficiency - Frequently Asked Questions - Canada.ca.
Section 4 – Passport Agreement
This section should be completed jointly by you and your manager. Its purpose is to record the results of conversations and, if necessary, any assessment of your workplace adjustment needs.
· It should clearly list and briefly describe the adaptive tools or support measures that will be provided.
· Both you and your manager must sign and date the Passport in this section.
Section 5 – Passport Review and Amendments
The information contained in the Passport should be reviewed on a regular basis or when you change position, manager, or organization. Unless these changes are significant, no additional documentation should be requested with the review. Complete this section:
· on a regular basis to update the agreement, to ensure the solutions listed in the agreement section of the Passport are still meeting your needs
when a change in the job or situation requires amendments to the type or nature of workplace adjustments to be provided
to add to, rather than replace, information in your Passport – such as a description of a new situation and barrier, and solutions to address them; remember to discuss it first with your manager
to clearly indicate the date each update was made, to preserve a history of the workplace adjustments implemented


(Return to Form)
[bookmark: _Definitions]Definitions
Situation
A brief summary of work-related activities, the location where these activities are performed, and relevant working conditions.
Barrier
Anything that would hinder an employee from achieving their full participation in a work environment. For the purposes of the Passport, a barrier can be work or task specific. It can be caused by the working conditions or environment. A barrier is not an individual’s disability or health condition.
Solution
Any mainstream or adaptive tool, support measure and any other adjustment that addresses the barriers so an employee can fully participate in the workplace and succeed.
Adaptive tool or device
Software or tool designed to provide alternative means to use regular workplace equipment or facilities, such as text to speech, magnification, dictation, keyboard switches, and Braille display.
Support measure
Any (non-tangible) measure that can mitigate or address a workplace barrier faced by an employee with a disability. Support measures do not require the purchase of any software or devices. Examples of support measures include modified work schedules, flexible work hours, meeting planning templates, meeting notes or summaries, prioritizing deliverables, and reorganizing work among team members.
Service
For the purposes of the Passport, a service is one that facilitates the full participation of an employee with a disability in the workplace. Examples of services include sign language interpretation, Communication Access Realtime Translation (CART), visual interpretation, and personal support individual.
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[bookmark: _Privacy__]Privacy Notice
Your privacy matters!
The Government of Canada (GC) is committed to safeguarding your privacy and ensuring that your personal data is handled securely and in accordance with applicable laws. This notice explains what the GC will do with the information you provide in the GC Workplace Accessibility Passport (the Passport), and how the information will be protected.
What information is the GC collecting?
The Passport contains information about your work situations, the barriers you face in these situations, and the solutions needed to address these barriers. The GC collects and processes personal information necessary for the provision and implementation of these solutions.
How does the GC use the information?
The GC uses the information contained in your Passport for the following purposes:
· implement the solutions agreed upon between you and your manager;
· identify gaps in addressing barriers in public service organizations;
· analyze and monitoring progress in removing barriers; and
· help improve the design of the Passport.
GC organizations may publish high-level aggregate information and analyses in formats such as annual accessibility updates. Organizations may also link Passport data with other human resources data stored in organizational case management systems.
Use of the Passport is voluntary. If you decide not to use the digital Passport, you may provide the information to your manager in alternate ways (such as the Word version of the Passport or discussing directly with your manager). Failing to provide relevant information may lead to a delay in your accommodation process.
Where will my information be stored?
· The information you decide to share will be stored securely and kept confidential in accordance with the Privacy Act as described in the Government of Canada Workplace Accessibility Passport Personal Information Bank – TBS PCE 702.
· Your organization may store its employees’ Passport data for analysis and reporting purposes.
Who can access your information?
The individuals with whom you have shared your Passport, or those with whom you have given written consent, can access information in your Passport.
Legal authority to collect this information
The legal authority for the Passport to collect this information is pursuant to paragraphs 7 and 11 of the Financial Administration Act.
How can you access your information at a later date?
Under the Privacy Act, you have the right to request access to your personal information held by a government institution and to request corrections should you believe the information you provided contains errors or omissions.
You can submit an Access to Information and Privacy (ATIP) request to your departmental ATIP coordinator.
Who can you contact with questions or concerns?
· If you have questions about the Passport program, contact: accessibilitypassport.passeportdaccessibilite@tbs-sct.gc.ca.
· If you have questions about this privacy notice statement or how your personal information is handled, contact your departmental ATIP coordinator.
· If you aren’t satisfied with the way we’re handling your personal information, you can file a complaint with the Privacy Commissioner:
Office of the Privacy Commissioner of Canada
30 Victoria Street
Gatineau, Quebec
K1A 1H3
Or you may submit your complaint online at: Online Complaint Form.


Privacy Notice Statement – Canada Revenue Agency
Personal information is collected under the authority of paragraphs 30(1)(d) and 51(1)(i) of the Canada Revenue Agency Act. Your information will be used to for the monitoring and reporting of accommodation cases within the Canada Revenue Agency (CRA), and where applicable, to support the effective management of cases related to an injury, illness, medical condition, or disability. Information may also be shared or verified within the CRA for purposes of facilitating the accommodation process, collecting statistical information and conducting program evaluation. For cases related to an injury, illness, medical condition, or disability, the information may also be shared outside of the CRA with the health assessment services contractor as well as with employees’ personal physicians or medical practitioners for the purposes of determining employee’s medical limitations and restrictions, to the extent authorized by law. Failure or refusal to provide complete or accurate information may result in the CRA being unable to effectively manage the accommodation case.
Refer to Personal Information Bank Occupational Health and Safety PSE 907 at canada.ca/cra-info-source. Under the Privacy Act, individuals have a right of protection, access to and correction or notation of their personal information and to file a complaint with the Privacy Commissioner of Canada regarding our handling of their information.
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