Access Request Template
Use this to ask for an adjustment, at work, in a service, or anywhere else. Change any wording so it sounds like you. You do not need to explain more than you want to.
A written request
I’m writing to ask for [the adjustment] so that I can [take part / do my job / attend]. This would help because [a brief reason]. Could you let me know by [date] whether this is possible, or what alternative you can offer?
A shorter version, for a message or text
Hi [name]. To take part on [date], I need [the adjustment]. Can you confirm this is possible, or let me know what you can offer?
Planning the request
What exactly would help?
 
 
Who can actually say yes?
 
How will I ask? (in writing, in person, using AAC, with a supporter, through an advocate)
 
What might they say, and what would I do next?
 
 
If the answer is no
1. Ask for the reason, ideally in writing.
1. Ask what would make it possible, or what alternative they can offer.
1. Say you will consider your options, rather than deciding on the spot.
1. Seek advice from an advocate, union or advice service.
1. Decide whether to escalate, adapt, or let it go for now. Each is a legitimate choice.
In Ireland, employers have a duty to provide reasonable accommodation. In the UK, employers and service providers have a duty to make reasonable adjustments. This is general information, not legal advice.
A record of requests
	Date
	Asked whom
	What I asked for
	Their response
	Next step
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