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Step 1: gather information before writing
· Gather as much information as possible, such as; what they like to be called, hobbies, how they communicate
· Talk to people who know the service user well to gather this information 
· Try to involve the service user in the process
Step 2: use a template
· If you are new to making communication passports, it might be useful to use the template which can be found at the end of the document. There is a blank template and another which has question prompts to help to fill it in. There is also an example of what it could look like.
· There are many different templates and this one may not work for your service user. Passports can vary in length, so can be one page, whereas others may be much longer. Choose the one that best suits the person’s needs.
· This website has further information: https://www.communicationmatters.org.uk/types-of-aac/communication-passports/ 
Step 3: information into the template
· Put your information into the suitable headings 
· Write in first person (‘I like …, my name is…’) as it is the service users passport - their voice
· The passport is usually written in the 1st person and has pictures/symbols added.
· Involve the individual in the process as much as possible. Make it a positive document and identify strengths!
Step 4: pictures
· Add pictures of their likes and try and get them to choose! It may be nice to get them to choose a colour for the background or add a picture of them on it! 
· Adding photos of family and friends can be a nice, personal touch
· If the service user uses symbols to communicate put these in the passport 
Step 5: checking information 
· Check all of your information when you are finished!
· Check if anyone (the individual/carers/family/staff) has anything else they want to add
Step 6: print and finish
· Print your communication passport 
· Consider the size - do they want to carry it around (A5 or smaller?) do they have poor vision (need larger font on A4?)
· Laminating the passport makes it easier to clean and avoids the passport getting ruined by spills etc.
· It should be regularly updated to have the most up to date information.

Top tips for writing a Communication Passport
· Write in the first person, ‘I’
· Avoid using judgemental words such as “lazy”, “idle”, “X chooses to target women” but instead explain their behaviour. 
· State the behaviours and communications.
· Remember that we are making a hypothesis about what the service user is communicating - we do not know for certain! Use phrases like “ I may” or “sometimes I can”
· Think about the relevance of including historical behaviours/incidents. If you feel they are necessary to include, use careful wording e.g. “ in the past I have…” or “ I used to…”
· [bookmark: _GoBack]Try to avoid the phrases such as “challenging behaviour” and “attention seeking”- but instead describe what the individual does - this is more helpful for people supporting the individual.
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