Accommodation applies to employees for non-work related long-term or permanent disabilities.  The reasonable accommodation process is an interactive and flexible process between employees and management officials.

1.  Be tuned in to your employees.  Most employees will not use the words “reasonable accommodation;” instead they may say something along the lines of “I’m having difficulty performing my duties due to a medical condition.”

2. If you believe an employee is making a verbal request for reasonable accommodation (RA), don’t assume anything.  Instead have a discussion with the employee and simply ask, “Are you requesting an accommodation?”

3. Tell your employee you are concerned about their health and the performance of their duties.

4. Have the employee complete Appendix B included in the Department of the Army’s Procedures for Providing Reasonable Accommodation for Individuals with Disabilities. 

 5. If the employee’s disability/medical concerns are not readily apparent, request the employee provide medical documentation to support the request.  Inform the employee to provide the medical documentation to the Occupational Health Clinic.

6. Provide a copy of the completed Appendix B to the EEO Office Disability Employment Program Manager.

7. If you can provide the requested accommodation do so.  The EEO Office will assist you in drafting a letter to provide to the employee regarding the approval of the requested accommodation.

8. If you cannot provide the requested accommodation discuss the accommodation request with the EEO Office Disability Employment Program Manager for possible alternatives to the requested accommodation.

9. If you believe the employee cannot be accommodated in their current position, contact the EEO Office Disability Program Manager to coordinate a Reasonable Accommodation Committee Meeting to discuss alternative positions in which the employee may be accommodated.  Reassignment is the accommodation of last resort.

10. Attempt to temporarily accommodate an employee until a determination can be made on the reasonable accommodation request.  Forms of accommodation can include restructuring duties, work hours or break periods and flexible leave approval.  

A reasonable accommodation is a change in the work environment that would enable an individual to enjoy equal employment opportunities.  An essential element of reasonable accommodation is the interaction between the employee and management to ensure consideration of alternatives, options and potential solutions are explored to meet the needs of the agency and the employee.                                                      




         

 

