
Procedure Statement 

Scope All staff, including casuals and those based at UNSW Canberra. 

Are Local Documents on this 
subject permitted? 

☐ Yes, however Local Documents must be consistent with this 
University-wide Document 

☒ No 

Procedure Processes and Actions 

 

 

1. Introduction 

UNSW is committed to creating an inclusive workplace environment for all staff employed at the University. 
This includes supporting staff members who may require workplace adjustments as part of their 
employment by making sure that an optimal environment and/or equipment is provided to carry out their 
duties. 

A person with disability has a right to be protected from discrimination when seeking employment and in the 
terms and conditions of their employment. The Disability Discrimination Act 1992 (Cth) makes it unlawful for 
the employer to discriminate against someone on the grounds of disability. An employer must treat a person 

https://student.unsw.edu.au/els
https://student.unsw.edu.au/els
https://www.workerscompensation.unsw.edu.au/
https://www.workerscompensation.unsw.edu.au/
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https://unsw.sharepoint.com/sites/human-resources/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Fhuman%2Dresources%2FShared%20Documents%2FHR%2DPolicies%2FRecruitment%20and%20Selection%20Guidelines%20%2D%20v1%2E0%20approved%20CHRO%2023%20June%202022%20%2D%20effective%2023%20June%202022%2Epdf&parent=%2Fsites%2Fhuman%2Dresources%2FShared%20Documents%2FHR%2DPolicies&p=true&ga=1
https://unsw.sharepoint.com/sites/human-resources/SiteAssets/SitePages/Forms/Workplace-Adjustment-Request-Form-v3.pdf?web=1
https://unsw.sharepoint.com/sites/human-resources/SiteAssets/SitePages/Forms/Workplace-Adjustment-Request-Form-v3.pdf?web=1
mailto:access_equity_inclusion@unsw.edu.au
mailto:EDI@adfa.edu.au
https://unsw.sharepoint.com/sites/human-resources/SiteAssets/SitePages/Forms/Workplace-Adjustment-Plan-v0.1--3-.pdf?web=1
https://unsw.sharepoint.com/sites/safety-wellbeing/SitePages/Workplace-Adjustments.aspx
https://unsw.sharepoint.com/sites/safety-wellbeing/SitePages/Workplace-Adjustments.aspx


mailto:access_equity_inclusion@unsw.edu.au
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5. has obtained approval for leave for the proposed activity 

6. has been granted School or Unit funds to cover standard costs for travel for the proposed activity 

7. requires additional financial assistance to accommodate adjustments to travel arrangements. 

The fund is not available for travel on personal leave (recreation, long service,

https://unsw.sharepoint.com/sites/human-resources/SiteAssets/SitePages/Forms/Disability-Travel-Support-Fund-application-form-v2.pdf?web=1
mailto:access_equity_inclusion@unsw.edu.au
https://unsw.sharepoint.com/sites/safety-wellbeing/SitePages/Workplace-Adjustments.aspx


https://unsw.sharepoint.com/sites/human-resources/SitePages/Business-Partner.aspx
https://www.gs.unsw.edu.au/policy/documents/complaintmanagementprocedure.pdf
mailto:access_equity_inclusion@unsw.edu.au
mailto:EDI@adfa.edu.au
mailto:access_equity_inclusion@unsw.edu.au
https://humanrights.gov.au/complaints
https://www.antidiscrimination.justice.nsw.gov.au/Pages/adb1_makingacomplaint/adb1_makingacomplaint.aspx
https://hrc.act.gov.au/
https://www.legislation.nsw.gov.au/%23/view/act/1977/48
https://www.legislation.gov.au/Details/C2016C00763
http://www.legislation.act.gov.au/a/1991-81/current/pdf/1991-81.pdf
https://www.legislation.nsw.gov.au/%23/view/act/2002/71/whole
https://www.legislation.nsw.gov.au/%23/view/act/1998/133
https://www.legislation.gov.au/Details/C2017C00323
https://www.gs.unsw.edu.au/policy/documents/equitystatement.pdf
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Supporting Documents 

Workplace Adjustments Request Form 

Workplace Adjustments Plan 

Workplace Adjustments Passport 

Disability Travel Support Fund 

Application Form  

 
 
 
 
 
 

 
Related Documents 

Disability Inclusion Action Plan 2022-2025 

Injury Management Program - Procedure 

https://unsw.sharepoint.com/sites/human-resources/SiteAssets/SitePages/Forms/Workplace-Adjustment-Request-Form-v3.pdf?web=1
https://unsw.sharepoint.com/sites/human-resources/SiteAssets/SitePages/Forms/Workplace-Adjustment-Plan-v0.1--3-.pdf?web=1
https://unsw.sharepoint.com/sites/human-resources/SiteAssets/SitePages/Forms/Workplace-Adjustment-Passport.pdf?web=1
https://unsw.sharepoint.com/sites/human-resources/SiteAssets/SitePages/Forms/Disability-Travel-Support-Fund-application-form-v2.pdf?web=1
https://unsw.sharepoint.com/sites/human-resources/SiteAssets/SitePages/Forms/Disability-Travel-Support-Fund-application-form-v2.pdf?web=1
https://www.edi.unsw.edu.au/diversity-inclusion/strategies-polices/disability-inclusion-action-plan
https://www.gs.unsw.edu.au/policy/injurymanagementprogramprocedure.html
https://www.gs.unsw.edu.au/policy/returntoworkprogramprocedure.html
https://www.gs.unsw.edu.au/policy/travelpolicy.html
/content/dam/pdfs/governance/policy/2022-01-policies/flexibleworkpolicy.pdf
/content/dam/pdfs/governance/policy/2022-01-policies/privacypolicy.pdf
https://unsw.sharepoint.com/sites/human-resources/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2Fhuman%2Dresources%2FShared%20Documents%2FHR%2DPolicies%2FRecruitment%20and%20Selection%20Guidelines%20%2D%20v1%2E0%20approved%20CHRO%2023%20June%202022%20%2D%20effective%2023%20June%202022%2Epdf&parent=%2Fsites%2Fhuman%2Dresources%2FShared%20Documents%2FHR%2DPolicies&p=true&ga=1
/content/dam/pdfs/governance/policy/2022-01-policies/recruitmentandselectionpolicy.pdf
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workplace adjustments 

In the context of employment, workplace adjustments are changes to the work 
environment which allow a person with disability to perform the inherent requirements of 
their job. Examples of such adjustments include but are not limited to the provision of 
assistive software, hardware and other equipment, building modifications and changes 
to usual work arrangements necessary to accommodate the needs of a person with 
disability (for example, by allowing the work to be performed across a different span of 
hours, or remotely from the workplace). 

In the employment context, an adjustment to be made by UNSW is a workplace 
adjustment unless making the adjustment would impose “unjustifiable hardship” on 
UNSW. 

 
 
 
 
 
 
 
 
 

 
unjustifiable hardship 

In determining whether a hardship that would be imposed on UNSW would be an 
unjustifiable hardship, all relevant circumstances of the particular case must be taken 
into account, including the following: 

a) the nature of the benefit or detriment likely to accrue to, or to be suffered by, 
any person concerned (including students and other staff) 

b) the effect of the disability on any person concerned 

c) the financial circumstances, and the estimated amount of expenditure required 
to be made, by UNSW 

d) the availability of financial and other assistance to UNSW 

e) any relevant action plans that UNSW has in place under the Disability 
Discrimination Act. 

 

  essential requirements  Refer to the accountabilities of the role. 
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