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Lexxic Workplace Needs Assessment 

Line Manager/HR Manager Information Form
 
 
We are currently supporting your colleague with a Workplace Needs Assessment.  A comprehensive discussion will take place with the individual about their job role, responsibilities, some of the challenges they have been facing in their role and how this has been affecting them. 
 
As their Line Manager or HR Manager, we would like you to complete this information form. This will help us gain a more holistic understanding of the strengths and challenges your colleague is currently facing as work.
 
	Line Manager/HR Manager Information 
Please complete the following fields: 

	Name:
	 

	Job Role:
	 

	Email Address:
	 

	Contact Number:
	 

	Employee Name:
	 


 



 
	Please provide answers to the following questions:

	 
What has prompted the assessment?
 
	 

	 
What areas of strength and skill have you noticed that your colleague shows in their role?
 
	 
 
 

	 
What areas of challenge have you noticed that your colleague experiences in their role? 
 
	 
 
 
 
 
 

	 
How long have you worked with your colleague? 
 
	 
 
 
 

	 
Can you describe the key activities of the role?
 
	 
 
 

	Does the individual currently have any targets they are working towards? If so, please add any details here
	 

	Are you aware of any adjustments which have been put in place to support the individual in their role? 
	 
 
 

	 
Is there any other information you feel would be relevant for us to know?
 
	 
 


 


The information captured on this form will be taken into consideration by the assessor and details may be included in the Workplace Needs Assessment Report. 
The report will provide an overview of the discussion with the individual during the assessment, and recommended adjustments to support them with their reported areas of challenge. 
Generally, the recommendations will fall into three categories: 
· Recommendations for the employee to implement
· Recommendations for the Line Manager to implement
· Equipment and training. 
 
We would advise that the individual and their Line Manager set aside time together to discuss the contents of the report and agree on next steps. If there are any questions regarding the report, please contact Lexxic at hello@lexxic.com. 
 
Please send the completed information form by email to hello@lexxic.com.
 
The form is scanned and saved on a secure drive. We hold this information for as long as necessary for the relevant activity. All personal information provided will be processed in accordance with current data protection legislation. For detailed information relating to how Lexxic protects and respects your privacy, please refer to our Website and Service User Privacy Notice, which is held on our website www.lexxic.com.
 
Feedback to Lexxic
If you would like to get in touch with Lexxic to provide us with any feedback please email: feedback@lexxic.com. 
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