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Menopause symptoms and action plan template
Before you start: Set aside about 20 minutes for this conversation, somewhere private. Ask the employee in advance so they can think about their symptoms first.
This template helps you and the employee identify menopause symptoms that affect their role, and agree adjustments that may help. Use it together in a private, supportive conversation, led by what the employee tells you.
How to use this template: For each symptom the employee experiences, mark its severity and how often it happens. Then agree any adjustments that may help. The examples in the last column are a starting point, not a full list.
Employee name: 
Line manager: 
Date completed: 
Review date: 
The severity columns are mild, moderate and severe. The frequency columns are daily, weekly, monthly and constant. Tick the boxes that apply for each symptom.
	Symptom
	Mild
	Moderate
	Severe
	Daily
	Weekly
	Monthly
	Constant
	Adjustments that may help

	Hot flushes
	
	
	
	
	
	
	
	A fan, a seat near a window, access to showers

	Changes in body temperature
	
	
	
	
	
	
	
	

	Night sweats
	
	
	
	
	
	
	
	Flexible shift start times

	Brain fog
	
	
	
	
	
	
	
	

	Irregular periods
	
	
	
	
	
	
	
	Flexibility with breaks, arranged discreetly

	Mood swings
	
	
	
	
	
	
	
	Telling the team so they can be mindful; access to a quiet room

	Fatigue
	
	
	
	
	
	
	
	Flexible shift start times

	Hair loss
	
	
	
	
	
	
	
	

	Sleep problems
	
	
	
	
	
	
	
	

	Difficulty concentrating
	
	
	
	
	
	
	
	

	Memory lapses
	
	
	
	
	
	
	
	

	Dizziness
	
	
	
	
	
	
	
	

	Weight gain
	
	
	
	
	
	
	
	

	Bloating
	
	
	
	
	
	
	
	

	Changes in body odour
	
	
	
	
	
	
	
	

	Irregular heartbeat
	
	
	
	
	
	
	
	

	Depression
	
	
	
	
	
	
	
	

	Anxiety
	
	
	
	
	
	
	
	

	Irritability
	
	
	
	
	
	
	
	

	Panic disorders
	
	
	
	
	
	
	
	

	Muscle tension
	
	
	
	
	
	
	
	

	Digestive problems
	
	
	
	
	
	
	
	

	Bad breath and gum problems
	
	
	
	
	
	
	
	

	Itchy skin
	
	
	
	
	
	
	
	

	Headaches
	
	
	
	
	
	
	
	

	Osteoporosis
	
	
	
	
	
	
	
	


Important: Agree a review date so you can check whether the adjustments are still working, and update this plan if the employee's symptoms change.
For advice from an HR professional at Breathing Space HR, call 0113 426 7735 or email us at howtohr@breathingspacehr.co.uk
DISCLAIMER: Breathing Space HR offers advice and these documents to UK organisations as a free service and cannot be responsible or liable to any person or entity in respect of any cost, loss or damage caused, consequential or otherwise, directly or indirectly by the information contained in any advice, policies or procedures or their component parts, this includes any mistakes therein on this website.
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