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INTRODUCTION

1. Purpose. o

These written procedures are established in accordance with Executive Order (EQ) 13164,
“Requiring Federal Agencles to Establish Procedures to Facilitate the Provision of Reasonable
Accommodation,” dated 26 July 2000, which requires federal agencies to implement effective
written procedures for processing requests for reasonable accommodation under Section 501 of
the Rehabliitation Act of 1973, as amended. This Army Guidance provides written procedures
for processing reasonable accommodation requests made by Army erriployees and applicants
with disabilities, throughout Army. These procedures wili assist the Army in fulfilling its
obligations for ensuring that individuals with disabilities who request reasonable accomrmodation
receive a proper response within the shortest time possible, Further, these procedures
establish criteria for collecting and annually reporting data on the numbers and types of =
reasonable accommodation requests received and processed throughout Army. -

2. Applicability, , SRR : _ _ B
These procedures apply to all Departmerit of the Army.appropriated or non-appropriated fund
aclivities, their émployees and applicants for:employment.  These procedures do not apply to

uniformed members of the military, persons employed or applying for positions in.the-Army and

Air Force Exchange System, Army National Guard techfiicians, uniformed members of the - -
military working pant-time off duty for non-approprialed fund aclivities or the Army and Air Force
Exchange Service, It also does.not apply to non-U.S. citizens employed by the Army outslde of
the United States, or to U.S. citizens employed as indirect hire employees outside -of _ihe;!J,nitged
States, - : C

3. Authority. o _ R _ :

The Rehablitation Act of 1973, as amended, Title 29, United Stales Gode, secfion 791 et seq. |
The Americans with Disabilities Act of 1930, Title 42, United Slates Code, section 12101, et

e of Federal Regulafions, part 1630 B

ol

rder 13164, dated 26 July 2000

Tile 29, €
Executive O

4, Effectwe Date. | : .
This document is effective March 17, 2009.

5. Expiration Date. ) R L
Thefse_proce,dgreg will remain in elfect until rescinded or superseded.

6. Originator.
Deputy Assistant Secretary of the Army

(EEOLCR), Assistant Secretd

The proponerit of these procedures ist > Assistant Secretary of the Army (Manpowerand -
f . The proponent has the authority lo approve exceptions that ar

slicy, coniroliing laws, regulations and Execltive Orders,




8. Supplementation.
Supplementation of this Guidance and establishment of command, regional or local forms are
prohibited without prior approval.

9. Labor Relations Obligations.

Where these procedures have an impact o bargalning unit employees, activities are reminded
to satisfy thelr statutory labor relations obligations prior to implementing these: procedures
Questions concerning labor relations oblrgatlons can be addressed to the servicing Civilian
Personnel Advisory Center and servicing agency attorney/labor counselor.

ARMY POLICY

The Army's policy |s to fully comp!y with the reasonable accommodation requirements of the
Rehabilitation Act of 1873, as amended, Under the law, Federal agenciés must provide
reasonable accommodation to qualified employees or applicants with disabilities, unless to do
so would cause undue hardship. The Army is committed to prowdlng reasonable -
accommodatlons to |ts employees and applrcants for employmenl in order to assure that
reqwremenls caver applreants fot and employees 1A part- trme temporary, term and full time
posmons

The Army will promptly process requests for reasonable accommodation and, where
appropriate, provide reasonable accommodalron ind prompt fair, and efficlent manner.

Section 1. Key Terms

1.1. Agency Attorney/Labor ‘Counseldry, - '

The ‘agency altomeyflabor counselor prowdes legal advice and assistance to military and
civilian managers and supervisors regarding civilian personnel, labor re!allons and EEO-related
issues, including reasonable accommodation isslies. Agency atlorneysl labof counselors are
available to provide advice to decision makers and {0 Drsabrlrty Program Managers atthe
earliest possible stage to ensure that management's actions not only comply with applicable
laws, directives, regulations, and guidance but that they .also are legally defensible and
otherwise appropriate. _

1.2. Alternative Dispute Resolution (ADR).
A variety of lechniques and méthods tised to resolve dlsputecl issues informally, including but
not limited to facilitation, mediation, fact: frndmg or any combination thereof.

"s;Program (CAP) _

‘ Program, a centrally funded teasonable -
accommodqlio program. provrdes assistive techr and seivicés'to ’people with
disabillties, federal managers, slipénviors, ‘and Information Techndlog jonals. CAP
increases access to informalion and works to remove barriers to ernployment opporlunltles by
eliminating the costs of assistive technology and acoomn:roclatlon solullons See App dix D-2,

ctronié. Aceofimodat

14. Deoi 'on"ll_ﬂaker SRR e
The detislon. m ker'is an agency olfrcaal w:thln the employee 5 oha:n ol comman' WL
employee’ s imimediate supervisor. In the caseof an applroant the detision maker will usually '




be the selecting official, an agency official in the selecting officlal’'s chain of command, or a
Human Resources staff member assigned to process the vacancy.

1.5, Department of the Army Disability Program Director,

The Department of the Army Disability Program Director under the Office of the Deputy
Assistant Secretary of the Army (EEQ & Civil Rights), OASA (M&RA), is responsible for
developing and evaluating Army-wide policies and procedures for the Army Disability Program
and providing leadership to Army Commands (ACOM), Army Service Component Commands
(ASCC), and Direct Reporting Units {DRU). '

1.6. Disability Program Manager.

A Disability Program Manager will be appointed at the headquarters of all Army Commands
(ACOM), Direct Reporting Units (DRU), and Army Service Cormponent Commands {ASCC).
Based on Army doctrine, these commands will determine where subordinate command
Disability Program Managers will be appointed. The Disability Program Manager (DPM) is
familiar with the principles of personne! management and serves as a resource for supervisors
and managers with réspect to potential reasonable accomrnodations and assists in obtaining
medical documeritation, The DPM facliitates the reasonable accommodation process and shall
not serve as an employee advocale. The DPM also oversees the information tracking and
provides ongoing assessment of the organization’s reasonable accommodation program.

1.7. Equa! Employment Opportunity (EEO) Officer. o

The individual designated by the activity commander to administer the activity's EEQ program.
This includes managing the Special Emphasis Programs to Include the Individuals with
Disabilities Program., :

1.8. Essential Functioks. : B | _ Lo -

The fundamental job duties of the ermployment position the individual with a disabjlity holds or
desires. A funiction is "essential” if, among other things, the reason the position exists Is to
perform that functlon; there are a limited number of other employees available among whom the
performance of that job function could be distributed; or, the function Is highly specialized so
that the incumbént is hired based on her/hls expertise or ability to perform it, Detérmination of

the essential functions of a position must be made on 4 case-by-case basis.

1.9. Individual with a Disability.

An individuaf who has (1) a mental or physical impairment that substantially limits one or more
major life activities; (2) a record of such Impainment; or (3) is regarded as having such
impairment. Indlviduals who are solely regarded as having a disability are not-entitled to
reasonable accommodation. _ : : '

1.10. Major Life Activities, . _ -

Functions such as caring for oneself, performing manual 1asks, seeing; hearlrig, eating,
sleeping, walking, standing, lifting, bending, speaking, breathing, learning, reading,
concentrating, thinking, communicating,.and working. A major-life activity also.includes the
operation of miajof bodily fundtions siich a8 functions of the immurie system, norral cell growth,
digestive, bowel, bladde n‘e_l;ijrol_og“ica'l,r,brain;-%:rés‘_piratdty,j'-‘ci_(;;iulatqf‘y.if%@dd@jtirpjé;ﬁﬁﬂ_7 o
réproductive funclions,. This‘is hot anexhaustive lisl, but Is representative of the types of
ac’ti’v’it"ies-'fthat-'arert':bhsiéfé_red:maj'o_r'I_ifé?'acii\ii_tie_S;, S S T

1.11. Ot:cupatianal Medicine P':hysiéian_ (OMP) |
The Occupational Medicine Physiclan provides services necessary to anticipate, identify,
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assess, communicate, mitigate and control occupational disease and injury threats. The
Occupationa! Medicine Physician may review medical documentation to assist in assessing
functional abilities.

1.12. Physical or Mental impairment.

a. Any physmloglcai dssorderor condition, cosmetic disfigurement, or anatomical loss
affecting one or more of the following body systems: neurclogical, musculoskeletal
special sense organs, respiratory (including speech organs), cardlovascular
reproductive, digestive, genitourinary, hemic and Iymphatlc skin, and endocnne or

b. Any mental or psychologtcal disorder such as mental retardation organic brain
syndrome, traumiatic bram m;ury, emotional or menta! iliness, and specmc learning
dlsabﬂmes '

1.13. “Duallf:ed" Indw:dual wlth a Dlsabmty ' '

An individual with a disability, who satisfies the requisite skill, experience, education, and other
job-related tequirements of the position, and who with or without reasonable accommodahon
can perform the essenhal funchons oi lhe posmon

1.14. Reasonab!e Accommodatlon

A change in the work environment or in the way things aré customaniy done that would enable
an individual with a disability to enjoy: equal emp!oyment opportumtles There are three
categories of reasonable dctorhmodations:

a. Modifications or adjustments 1o the application process to permit an indiyidual wuth a
disability to be considered for a job (such as provndlng apphcat:on forms in aiternat:ve
formats €g. {arge print, Bra:EIe)

b. Modmcahons of adjustments necessafy to enable a qualn‘led mdawduai Wwith a disability to
peifdrm the essenua! funcuons ofthejob, e.g., prowdlng a sugn langUage tnterpreter

C. Modaﬂcahons or adjustments that gnable individuals wnh dlsabllltles to enjoy equal
benefits and privileges of employment, e.g., removing physncal barriers in bundlngs

1.15. Undue Hardship. C

A specmc accommodation that would cause sugnlflcant dxifnculty or expense, This
determination, which must be made on-a case-by-case basis, considers factors such as the
" nature and cost of the accommodation needed and the impact of the accommodahon onthe
operations of the Aimy.

Section 2. !t’iitié’gi n‘,g the ,;Rg_a’soné b'le ‘At:‘c_ummddation?,rbéeg‘;si

al'tequest 1

writtén, requ
o; change-at work or fn the

St ¢ C
accornmbdahon by ariind c'iLIal ‘ay be for an’ adJUStm
application:process for.a réas latéd to.a r edlcal o
individual to mention the Hehabn?ttatlon Act or use the phrase -reasonable acoommodatlon" or
"dlsablhty " A request for accommodatlon may be made at any tlme




2.2. Contact and Confirmation Sheets. The Contact Information Sheet for Reasonable
Accommodation at Appendix A must be made readily available in the workplace by posting
on bulletin boards, websites or provided as handouts,

2.3. The obligation to consider an Individual's request begins when the request is made to any
of the following personnel: his/her supervisor, a supervisor or manager In the individual’s
immediale chaln of command; the organization's EEOQ Office or the servicing EEO Office, the
Human Resources Office or Disability Program Manager;.and, for an applicant, .any Army
employee with whom the applicant has had contact in connection with the application process.

2.4, Those individuals requesting accommodation must submit a written confirmation of the
request for reasonable accommodation using Confirmation of Request for Reasonable
Accommodation at Appendix B, available through the appropriate supervisor or the Disability
ProgramManager. A copy of the confirmation form must be provided to the Disability Program
manager, who will assign it a log number-and return it to the supetvisor,

2.5. A decision maker must begin processing an oral request immediately upon récelpt of such
a request and should not wait fot the wrilten confirmation. .-

2.6. A family member, health pr_oféss_i_pnal or other representative fnayi'request_ a reasonable
accommodation.on behalf of an individual seeking reasdnable acéommodation, The decision

maker should confirm that the employee in fact wants-an accommodation.-

2.7. Military personne! are covered by separate I’aw‘s,‘ reg’ul,a'_tiong;, and policies. The Equal

Opportunity (EO) program for military personnel is implemented by Army Regulation 600-20,
Army Command Policy. :Military persoriel and famlly:members on thelf behaif who request
assistance from the Disability Program Manager wil be referréd 1o the appropriate command
EO Office ot medical:authority. - ' o S

Section 3. Processing Requests for Beasqnabl’é Accqmmodaﬁdn

3.1. The request-for accommodation begirs an interactive and flexible process between the
requester and thé decision maker. - This process may include cormunicating with the requestar
to clarify the request, obtaining and exchanging information with the reguester to the extent
necessaty regarding needs and alternatives, searching for solutions, consulting Army and
outside resources, and evaluating possible accommodations and additional information; jf
needed. ' :

3.2. If the person receiving the request for reasonable accommodation does not have authority
to approve the request, the reguest must be forwarded promptly to theapproptiate official, with
a copy to the Disability Program Manager. A copy of the request will alse be'forwarded to the
setvicing agency attorney/iabior céunséior fot information purposes.. - c

3.3. If a decislon maker does not immediately grant a requested accommadation; sthe should
consult directly with the Disability Program Manager. Disabllity Prograrmi Managers will
coordinate ;a8 needed, With the sefvicing agercy:: ney/laborcounselorprior to'iproviding a
decision makerwith any recommendations in connection with aregusst fofdgcommodation,
Legal reviews musl:be conducted for-all proposed denials of a redsonable -accommodation or -
the.accommodationrequested.-. .~ . . w0 T T T




3.4. As soon as the decision maker determines that an accommodation will be provided s/he
shall immediately communicate the decision orally orin writing to the Individual. If the decision
maker initially communicates the determination orally, s/he must-follow-up in writing.

3.5. A decision maker granting a request is responsible for following through and making any
necessary arrangements to ensure thal the accommodation is provided within the applicable
time fimit. Each organization will determine how funding will be provided to support the -
provision of reasonable accommodatlon not covered through the Compuler/Eleclronlc
Accommodations Program (CAP).

3.6. The decision maker or any other official who recelves [nformation in connection with &
request for reasonable accommodation may share Information that is confidential and *
connected with that request with other Army officials only when those-other Ammy officlal(s) need
to know the inforination In orderto make ‘determinations on an: acoommodatlon request, or to
assist the decision maker in making stich a determination.

3.7. Information that must be kept confidential includes the fact that someone is receiving an -
accommodation or has a d:sabrllty Should questioris arise from coworkers about what Is -
perceived as “different” or "special* reatment of an accommodated employee, managers should
explainthe’ pollcy of asslstlng any ernployee wha encounters difficultiés in thé workplace, The
manager also may find it*helpful to polnt out that.many ¢ of the workplace jssues encourtered by -
employees are personal, and that, In-these crrcumstances lt s the agency's polrcy to respect
employee prwacy :

3.8. Any EEO Office sleff member who has any invo!vement in processlng a request for
Reasonable Accammadation should recuse her/himself m paitlcipating in the processing of
any subseguent formal or- informal comiplaint challénging {he act h’andlrng ofthe &
accommodalion request. Recusal s a safégiiard agarnsl ac_ual or apparenl conflicts of interest,
In EEQ offices where there are limited EEO resources, a hlgher-tevel EEO ¢ommand officlal
may b designated to handie'the -complaint of transtér it'tothehearest’EEO Office to avoida -
conflict of interest, An EEO Officer should ‘also take steps to safeguard against actual or
“apparent conflicts of interests arising with: respect to formal orinformal compldints where a
Disability F’regrem Manager and EED counselors are: co- localed n the same EEO olllce

3.9. Resources for assistance. wrth reasonable accommodauon posslbllltres and lists of other
resources may be found at Appendices.D-1, D-2, and D-3. -

Section 4. 'Time Limits

41, The actlvrty will: process requesls for reasonable accommodatlons ;ahd. provlde
accommodatlons ‘when approprlale assoon-as reasOnany possrble All parties, however,-
should recognize that the time*riécessdry tp procéssa request will depend on the natufe’ of the
~ accommodation requested and whethsr itis neoessery o obla:n sUpportlng mformatron and or
rnedlcal dooumenlahon ' . _ . . . 0

4.2, A"declsion maker recelvmg' _equest for reasonable‘
the requastimimediately,: Absenl extenuatirig clrcumstar
shouid be granted, modlfled or-denled within ‘30 busrne ,
maker receives the initial request. The 30 businéss day llrne period slops runnrng while waiting
to receive information from the requester or a heath care provider. Once the medical
_ lnforrnatron has been recelved, however the timé perrod beglns to-run agaln. '
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4.3. Extenuating circumstances are very limited and include only such situations as waiting for
information/documentation from an individual's thealth care provider or factors that could not
reasonably have been anticipated or avoided in advance of the request for the accommodation,
such as where equipment must be back- ordered or where reassrgnrnent is being explored as an
accommodation. _

4.4, Where there is a delay in either processing a request for or prowdmg a reasonable
accommodation, the decision maker must notify the individual of the reason for the delay.
there is a delay, the decision maker must consider whether a provisional accommodation should
be provided. A decision maker could consider, for example, a temporary job restructuring or the
use of equipment- that might permit the individual to perform some of the functrons of the job,

Section 5. Medlcai In!ormatlon

5.1. When the disabllity-and/or need for accommodation is ot obvious, the employee or
applicant seeking accommodation may be as}red to provide appropriate medical information
relaled to the functional impairmerit and/or Irmrtatrons at issue and the. requested
accommodation, The decision maker must.seekithe assistance of the Drsabrlrty Program
Manager prior to obtaining any medical documentation, The Disability Program Manager, in
coordination with the servicing agency attorney/labor counselor as neaded, will assist in
obtaining appropriate medical documentation, Medical information will only be requested to the
extent reasonably necessary to esteblrsh thatthe fequester Is an individual with a disability
and/or needs the requested acchmmoidation, such as:

a. ?‘he past, present, and expected fulure na!ure, sevenly, and duratron bfthe -
impaifment (g, 9. functional ltmrtatzons syrnptorns side affects of anytreatments
etc.);

b. The activity or activities the impairmem limits;

c. The exlent to which the impairment lrmrts the individual's ability to perform the aclivity
or activities; andfor

d. Why the individual requrres the parhcular accemmodatlon requested and how the
accommodation will assist the individual to apply for a job, perform the essential
functions of the ;ob or enjoy a beneht of the workplace.

5.2. Basedonthe medical documentatron provrded the decrsron maker may elect to approve
the reguest for reasonable accommodation. ‘Or a case- by -case basis, the Disability Program
Manager may submit medical documentation to an OMP or other medroal expert for asslstance
in assessrng {unotronal abrlltlee '

5. 3 Authonzetron for Drsolosure of Medrca] or Dental Inférmation (Deparlmen{ of Defense (DD)

iformat ; D ;regram Ma ge oproceesthe;reasonable :
acoommodahon request ’The applrcant or employ

cases; emtre medlcal records may not-be requested or‘furmshed because lhey are I|kely to -
contain rra!orrnatron unrela!ed Io whether an app!rcant or employee cen perform the eesemral ij
funcllons P ‘ _ . _ - Sy



5.4. Supplemental medical documentiation may be requested when the information already
submitted is insufficient to document the (1) existence of & disability, and (2) the need for
reasonable aocornrnodanon Additional documentation may be requested to:

a. Clearly explain the nature of or functional limitations due to the disabllity and the
need for reasonable accommodation, or

b. Clarify how the requested accommodation will agsist the employee to perform the
.esse‘htial functions of the job or enjoy the bane!its and privileges of the wo‘r’kp1aoe

5.5. If the supplemen!al request does pot result in sufficient-information, the activity may require
the employee requesting the accommodation to be examined by a health care profess&onal of
the agency's choice at the activity's expense.

5.6, Dlsabllny Program Managers, decision makers and other persons who have access to
information ‘necessary to make a decision on a request for reasonable accommodation must
maintain this information in a secure location'and may not further disclose this information
except as provided below. Officlals must be informéd aboutithe confidentiatity requ:rements
where medical Information Is disclosed to any of lhe o{holais be!ow

a. Supery:sors and managers ‘who need to know may be told about necessary restrlot:ons
on the work.of duties of the émployee and aboui neCessary aocommodatron(s

b. Bundmg managers and others planning for emergency evacuatlons may be told, in order
to include specldl prowsmns in emerganoy EVECU&IIDH pianmng and procedures

¢ First aid and safety personnel may be fold if tha dtsabihty mlght require emergency
treatment.

d. Government officials may be given information necessary to, mvestlgate the Army’s
compliance with. the Act.

e. The Information may In cértain circumstances be disclosed to workers compensation
offices or insurance carriers.

f. Other agericy ofﬂcaals who have an official need to know in order to execute their
mission, for example, agency attorneys/labor counselors, Human Resources personnel,
the OMP/medloa1 expert and EEO specrallsts

Sectmn 6. Reass:gnments
6.1. Reassignment is the aooornmoda’non of last resort. Fieassrgnment is avallable onl_y to

emnployees, not o applicants. : A reassignment will only be considered jfino. aocommod' sare
ava:labla o:anabia the mdwrdua! 10 perform the; essentia funchon uourrent»job

6.2.. Il reassrgnrnem is: belng cons dered the decisron makershould exp]ain to the emponee
why s/he cannot be accommodated in‘the current; position.“The deoision maker.sholild- -
detérming the erployee’s preferences w;th réspect 1o the reasmgnment such as whether‘
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a. The employee ig wrlfrng to be reessrgned oulsrde the facility or outside the commulrng
area, including outside the geographicai area, and if so, to what locations;

b. The employee is willing to be reassigned to a different type of position for which s/he may
be qualrfred and if so to what type(s)

c. . The employee Is wllhng to be reassrgned to a different sub component ol the department
and if 5o, to which one(s}; - .

d. The employee is‘willing, If no position is avallable at her or his current grade/pay band
level, to be reassigried to a lower-grade/pay band posrtron anid it 50, down to what
grade/pay band

6.3. lia reassrgnment is being consrdered the decrsron maker rnust consult with the setvicing
Civilian Personnel Advisory Center. The servicing Civilian Personinel Advisory Center will
conduct a vacancy search. based uponthe empfoyee s expressed prelerence and gualifications.

6.4. A quahfred employee wrth a: drsabr!ity requestrng accommodetion can be offered a
reassignment as a reasonable accomnodation 1oa posrtrorr for which a vacancy announcement
has been published as long as a selection to fill the position has not been rade and there are
no pending DoD: Priorrty Placement matches, *If an employee is béing reassigned to.a different
geographrcel area; the: emp[oyee must pay forany relocation. expenses nless:the aclrvrty
routingly pays siich expenses when grantrng yoluntary transfers to other-employees; .-

Sectron 7 Demal of Requested Accommodatron

7.1, Decrsron makers must consutt drrect!y wrth the Drsabrlrty Progrem Manager prror to denymg
a reqtiest for, accommodatron or the particularaccommodation requested.. Legal reviews must
be conducted for-all proposed densals ofa reasonab!e accommodatron or the panicular
accommodahon requesF : :

7.2, When an individual's request for an accommode!ron is denied, the |ndrvldual must be
notified in ‘writing of the denial and the spegific: teasons for the denial (e, g.-why the medical
documentation is Ihadequate to establish that the individual has a- disabifity or fieeds reasonable
accormmeodation, why the requested accommodation would not be effective, of why the
accommodation would pose an undue hardship). The decrslon maker must use the Denial of
Accommodation Hequest at' Appendix E and Include the following information:

a. The name of the rnanager"'Who made the decigion

b. Ifa specrfic requested accommodation’has been deriled and another:offered in its place,
the reasons for the denial and the reasons the decision maker believes the dffered
accommodairon wril be effeotrve _

c. Informehen aboui the indrvrdual 5 rrght to frie en EEO complalni and to rnvoke olher
stetutory processes, ard : e _

d. Information aboeut the -a‘vai[ability of the informal dispute résolution process;, s
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7.3. In determining whether a proposed reasonable accommodation poses an undue hardship,
the overall resources and options available to the Army must be consideraed, not just the budget
or resources of an indiv%dua’t segment, sub-component, or division within the Army.

Sectron 8. Information Tracktng

8.1. The EEO Office will establish a system of reoord keepmg to traok the processmg of
requests for.reasonable aooornrnodaﬂon At Appendix F is the Heasonable Accommodatton
Information Report. ‘ :

8.2. The records related to the employée that requested reasonable accommodation will be
maintalned al a minimum for the duration of the employee's tenure. This will ensure that:an
employee is not asked to provide medical information prevrously submitted.- Subsequent to an
employee's tenure, records must be maintained by the Dtsabmty Program Manager in
acoordance with the Army § records retentlon pollcues

8.3. The EEO Office wlit retaln intormatron or any oumu!atrve records pséd to track the activity's
performance with regard to reasonab[e accommodatton for at least three years. Tracking
perfermance over:a three yearpenod is critical to enable the actMty to assess: whether it has
adequately processed and prowded reasonable accommodatlon :

8.4, lntormation wrli be summanzed in the annual Management Dtrectwe 715 (MD 71 5) Report
to the Equai Employmem Opportunlty .Corrimission {EEOC) through.gommand channsls. On an
anriual basis; activities will report the. fo!towtng infofmation through the MD 715 process.

a. The number of reasonabte aooommodattons bytype thathave been requested for
the apptloatlon process and whether those requasts have been granted or denled.

b. The types of reasonable aocommodattons that have been requested by ij seriest

c. The number of reasonable accommodatrons by type for each job that haVe been
approved/dented

d. The number of requests for- reaSOnabIe aooomrnodatlons by type that relate to the
benetits or privileges of employmenl and whether those requeste have been granted
of denled

e. Thereasons for denial of requests fof reasonable acoommodat:on

t. The amount of time taken to process each fequest tor reasonable accommodation.

g. Thesburcés. of techn;cal ass&stanoe that have been oonsutted In trylng to
, tdentlfy posmble reasonable accommodations : .

8.5. Relevantinformation w||l be exammed dunng Arrny son- 5|te EEO Program revlews The
Army. revrew will evaluate the. jorganization’s: performance in respondtng 10 requeets for
reaeonable aocommodatton Reviews will inciude the” followmg : R
a. Length of tithe it takes to respond to requests- tor dtfferent types of reasonable
accommodattons ,
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b. Whether there are particular typéé;"'é‘? reasonable accommodations that the Army has
been unable to provide;

c. Whether there are activities'that dré Consistently not‘granting reasonable
accommeodadtions; and '

" d The variotis Téasons for dénlal o & fequsst for reasonabls accommodation.
Section 8. Informal Dispute Resolution and EEO Compiaints

9.1. The Army’s preferred method of informal dispute resolution is Alternative Dispute
Resolution {ADR). -An individual whose request for accommodation has been denied has the-
option to initiate ADR through any applicable ADR process established by the Army that covers
such disputes. ' A

9.2 An individual whose request for accommodation has been denied may file an EEO
complaint In d¢cordance with AR 690-600. An employee whose request for accommodation
has been denied and who Is covered by a collective bargaining agfeermnent may electto file a
claim of discrimination under a negotiated grievance procedure which covers such claimsor:
through the EEO complaint process, but riot both. An employee filing an EEQ complaint at any
stage of the complaint process also may request the use of ADR.

9.3. The Informal dispule resolution process does not affect the time limits governing the EEQ
complaint procéss. An Individual's patticipation In the ADR procedlires does not satisfy the
requirements for bringing a claim Under the EEQ, Merit Systemns Protection Board (MSPB), or
union grievance procedures. When a request for reasonable accommodation is-denled, the

individual wishing to pursus the EEO complaint process must do 50 within 45 days of the deriial,

even if s/he has already requested participation in the ADH process,

13




AFPENDIXA

CONTACT INFORMATION FOR
- REASONABLE ACCOMMODATIONS ..

Employees are encouraged to contact their sugerwsors as the flrst st_gm connectlon with requests
for reasonable accommodation.

Organization
Name:
Location:

Webhsite:

EEO Offsilcer :
Name:
Phone:

Fax:

Email:

Disability Program Man_ager
Name:

Phone:

Fax:

Email;

Alternative Dispute Resolution Contact

Name:
Phone:
Fax:

Email:



~ APPENDIX B

CONFIRMAT!ON OF,_B_EQUEST
_ FOR REASONABLE ACCOMMODATION

sk

1. INDIVIDUAL INFORMATION

Applicant or'Erapiofée.'Na"mé: o " Date of Requést:
Emaill: . " 7 ' Caers oo SR - Phone;
Pay Pian, Serles, Grade; loh Titla:l -

Organization:

Form Completed By: S : Date Compjeted:

Email- Phone.

T

2. ACCOMMODATION REQUESTED {Be as speclflc as posslble, e g adaptive equlpment, reader, interpreter, ete}

3. REASON FOR REQUEST

If accommeodation is time sensitive, please explain:

Return Form to Supervisor

{Disabllity Program Manager willl asslgn Number)

4,106 NUMBER: _ o ) . Dater

Note: This form should be completed by the employes making the reasonable accommodation request and provlded to his/her
supervisor. An applicant should return the form to any Army émployee with whom the applicant has had contact in connection
with the application process. If a third partyis com pleting the form on behalf of the emplayee of a management official is
documenting an oral reasonable accommodation request, a copy of the completed form will be provided to the employee to
confirm recelpt of the reasonable accommodation request. Supervisors must prowde a copy of this form to the EEQ Dlsablllty _
Program Manager, who W|l| assign a log number and retum a copy ofthe form tothe SupEt‘VISDr.



Reaso nab?IEFiAccemmodaiion -Heqd:e%?t Resource
A discussion between management and an employee as part of, the mteractlve N
processto discuss or clarify the employee’s need for an accommodatlon orto
explore potentlal accommodations might include topics such as the following (as
applicable to the particular s:tuat:on)

" How is the employee s ability to perform job d utxes affected by the medical

goridition?
. Which job duties are affected?
" What suggestzons does the employee have for accommodatlon’?
. ls there more thara cne accommodatlon that would allow the empleyee to

perform the essential functions of the position?

If a meeting with the employee is needed as part of the interactive process, has
the Civilian Personnel Advnsory Center (CPAC) coordinated with the employee's
bargaining unit representative (if appl:cable)?

Which, if any, of the accommodatlons bemg considered are avallab!e? Which
are reasonable? :

Is there a need to consdlt with a resource spemallzlng in rehabilitation and
accommodation issues, such as the ComputerlElectromc Accommodations
Program (CAP) officials?

ls any coordination needed with facilities or fiscal managers?

Prior to implementing a reasonable aceommodation has the CPAC coordmated
with the employee’s bargalning unit representatwe (if apphceble)‘? '

Has the Dleablllty Program Manager been consulted prior to requesting medical
information?

Has the servicing agehcy attomeyllabor counselor conducted a Iegal review prior
to the denial of a requested accommodation or.the particular. aceommedation
requested?

16



| APPERDIX D4
Selected Reasonable Accommodahon Resources

DIRECTOR, DISABILITiES PROGRAM : L7
Equal Employment Opportunity and Civil F’.lghts Ofﬂce
Office of Deputy Ass;stanl Secretary of Army (ManpoWer & Fieserve Affalrs)
1225°S; Clark Street -~ _

Crysta) GateWay'.E
Arlington, VA" 572
Phone: (703) 504-0696

Fax: *(703) 607-0685

Web site: htto I eeoa army.mil

S lter2{)7

COMPUTEHIELECTHONIC ACCOMMODATIONS PROGHAM (CAP)
Defense Medical System SUpport Center

5111 Leesburg P|ke ‘Suite B10 -

Falls Church, VA 22041-3206

Phone: (703) 681-8871 (Vo:cef TTY)

Fax; (703) 6819075 - |

Web site: hitp: I/www ticare milfcap

COMPUTEFIIELECTRONIC ACCOMMODATIONS PROGRAM TECHNOLOGY
EVALUATION CENTEFI (CAPTEC) e e 2 , AL
Pentagon, Room 2A259.
Phohe: (703) 693:6189 (TTY)

(703) 693-5160 (Voice)
Email: cap@trna osd mll

JOB AGCOMMODATION NETWORK (JAN)
B Chestnut thge Road

Suite 1, Waest Virginia Unlversny

P.O.B6% 6080 . . . .

MorgantOWn WY, 26506 6080
1-800:526-7234 (Voioeﬂ' DI)

Web snte http //www;:an wvu edu

DISABILITYINFO GOV

Th[S user-‘fnendfy Web site contains links:to Informatlon of fnteres: 10 people with disabllities, their. families
Pl SRR | P



Appendix .D-2

~“Departimént of Deférise (D6D)’ ™
Computer/ Electronic Accommodations Program
htt;:s //www*trmare nul/eeg =

.y. ix

and services at no cost to the actwlty ‘CAP prowdes ass:stance ldenﬂfylng. evaluatmg, _and :
selecting the appropriate modification or adjustment to your work env;ronment that_eneblee you
to pefform the essential functions of your job. CAP was established as d centralized po}nf of
contact fo assist DoD components and the military services to secure reasonable .
accommodation equipmeént for individuals with disabilities.

DaD CAP’s charter is: o
a. Toprovide assistive technology and accommodations {o ensure Indrvsduals with
disabilities have equal access to the' informataon enwronment and opportunltses in DoD.

b. To assist DoD components In providing assistive technology lor mdwlduals w:th
dlsabllttres . : o -

¢. To support the DoD goals of increasing repreeentation of employees W|th
targeted disabilities to 2% of the civilian workforce.,

d. To assist DoD components and military services to comply with existing laws and
regul t;ons -

The CAP Imhauves lnclude support to the Tl homdn g LY RS
a. Workforce Recruitment Pragrami for College Students wrth D|sabll|t|es by provldlng
assistive 1échnology and services to activities and students who pamc:pate In the
Program. :

b, Healthy Work Practlces Program offers prévention and eccommodahon setvices to DoD
commands; teaming with workers compenset:ens officlals to assist employees in melr
return to work process; and assists DoD managers in |mplementmg 1elework ihrough
workstaliong/assistive equipment.

c. Military Treatment Facilities (MTF) Partnership. CAP works closely .kwﬂh MTF staff to
provide information, reésources, and asgjstive !echnology {6 wie inded service members
and thelr families. Soldiers récover at MTFs due to m!urues ,suetamed on aciwe duty

d. The Exceptional Farmiy Members Program (EFMP) The EXcephonat Faml!y Member
Program (EFMP) is a mandatoty enrolimient program that works with other mikitary and
civilian agentles to prov;de comprehenswe and coordinated communlty suppot, housing,
and educational, medical, and personnel services fo famal:es with speclal needs

f, Operatlon Warf:ghier Always a Soldler U S Army Wounded Warnor Program end
CARES {Civilian Army Hecruatment of Exceptional Soldlers) mltlatives

18



¢ (Cont:nued)

'Requesting COMPUTEH/ELECTHONIC ACCOMMODATIONS
Equnpment orSetvices =

" Provided through the Departmiént of Defense -
Computer/Electr‘on:c Accommodahons Program’ (GAP)

TO MAKE INITIAL REOUEST FOR
« ELECTRONIC EQUIPMENT
« COMPUTERS
. SOFTWAHE PROGRAMS

Confirm request in writing, preferably by
completing the "GAP” Heqiiest Form

1.

CAP Form availablé in 5i(éfnaiive formats
on'web at:
hitp: I/www trgcare miilcapl

2. Submit completed foim’ lo CAP
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Selected EEQC Fle‘SGUrceé' on fﬁéasﬁﬁiahlé Accommodation

Persuns usmg these resources are cautloned of the need to determme it the resource
has been updated to incorporate new developments in the iaw.

Notice Concerning the Amaricans wnh Dzsabllmas Act Amendmems Act of 2008 September
2008 TR T

Hevisetl Enforcement Guidance; Reagonable Accommodatlon and Undue Hardahin tnder the Amerlcans With
Disabilities Act October, 2502 . . ‘ o .

Sea alsa: ADA Technncai Assistance Manual Addenddm October. 2002

EEOC Policy Guidance on Exacutive Ofder 13164; E-&-lz{l;h&hinq Pmc,edures o Faclhtate the F’rowsmn of -
Reasonable Accommodation Oclober, 2000

Sae alsor Qi ea%mns And Answers Bolig g Gutdar_we On Executive Order 13164; Eatablishing
a visior Heasonabfe Accommodahon

Enfcrcemem Gui'danc.e 0[1 Iiii.sei’br?ii' ek _lnnunrmq and Medscai Exammanons o! Emnloveen Underthe
Armerlcans with Di‘séibiliti'ias':-Aéff(A’DA) duly, B0 :

Sed'alsorld nﬂatlons and AnswersyEnldicément Guidance on Dlsﬂk}imvﬁniamd inqufries and Medioal
Examinations of Emplovees Under ihé Amércans with Disabilities Act (ADA‘#

EEQC, T"’DLOV Guiddnce on Exabitive Ordet 13145: To Prohibit Discrimir;atlon in Feterat Emm[ovmeni Basad bin
Genellc Information July, 2000

See also; Quéstions and Answers: EEQC Pallﬁv Gwdance on Executive Order 13145 Prohlblting
[iseiim] n‘ﬂtoh in Fetlgral Emblo\fmenfBaSed on Genelic Information

EEQC Eiilarediviont Guidange on the Americans with Disabliittes Act and Payohiatic Disabilities March, 1997

EEQC Enforgémiont Guidance on the Effec! of Represent ligns Made In Aprlicaisns for Benafits on the
Detarmination of Wliethet a Paison Is a *Qualifiet] ndividual with a8 Disability" Under the Amerfcans with
Dlsqbihﬂes Act ol 1940 (ADA) February, 1997 ' -

EEQC Enlorgemeant Guidahce;_Wo’r‘kers’.’Gdrﬁh@ﬁéiléﬁ and _the-ADA September, 1996

Complianee Manual Section 902: Deimitaon of lhe Term ] S&bi[lhf ‘Maich, 1995
See alsa: Execulive Sl GcﬁﬁTﬁiiﬁﬁﬁe, Mariual Spction 802: Definition of fhe Tecm Digability
Juna, 1993 ' '
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* BENIAL OF HCCOMMODATION REQUEST"

Individual Requesting Reasonable Accommodation:

Type(s) of accommodation requested

Reguest for accommodation denied because (mav check more than one box)
Accommodation Would Cause Undue Hardship
[]Medical Documentation Inadequate
D Accommodation Would Reqmre Removal of one or more essentraljob func’uons
D_Othe_r(PIea_s_e identify) .. . - '

Detailed Reason(s} for the denial of a requested accommodation (Must be speclflc e.g., why
accommodatlon Is Ineffective or causes undue hardship):

If the individual proposed one type ¢ of reasonable accommodation which [s bemg denied, but rejected
an offer of a different type of reasonab]e accommodation, exp]am both the reasons for denial of the
requested accommodation and why the chosen accommodation is effective. .,

[ , .
An mdlvudual who dlsagrees wrth the demal of an accommodatlon request |5 encouraged to m:tiate
alternative dispute resolution (ADA) through any appllcable ADA process estabhshed by the Army

If the individual wishes to file an EEO complamt or pursue Merlt Systems Protect:on Board (MSPB)
appeal and union grievance procedutes, s/he must take the followmg steps, The time, |ImItS for thése
steps apply Whether or not the mdrwdual has m:tlated ADR '

s ForanEEOD complamt pursuant to 29 C.F.R. 1614, contact an EEO counselor in the Equal'
Em ployment Opportunity office within 45 days from the date of this notice of dental of
accommodation request; or

s Foracollective bargaining.claim, file a written grievance in accérdance with the provisions of the
Collective Bargalning Agreement or

« Initiate an appeal to the MSPB W|thm 30 days of an appealable adverse act|on as defmed in5C F R.
§1201.3. a : :

~ Printed/Typed Name .~~~ Date R_eq_ue_sté‘c]'i\'e'i:ém'r"r‘ib'aa'tio'i'i:'D"éh'ied
Signature of Deciding Official :

Employee Signature Ack’nowledéih“g'R'e'&éiﬁtf-' E } _Date of Receipt



REASONABLE ACCOMMODA__“ON“INFORMATION REPORT

To be completed by manager/official who processed the accommodation request. Submit to local Disabllities
Program’ Manager (EEO Office). {Use additiofial sheets if necessary)

.1',

10.

11.

12,
13.
14,

15,

D S SR TR RSP TR S R

‘Request for accammodation: (Check-one} -

I:IApproved
DDenled (Attach copy of the written demal memo sent to mdnndual )

Date reasonable accomriodation requested
Who receivedrthe_reqdesfcgr )

Date reasonable acco.mm.odation request referred to decision maker (1.6,, supervisor, Office 'Ii:iirector):
Name and position of Declsion Maker: |

Date request approved or denied:

Date reésdl‘!able’a&Cd_hﬁlﬁodatidn'r')'rd\?idéd (it different fro'rh date approved):

If time frames outlined in the Reasonable Accommodation Procedures were fiot met, pléasé explain why:

lob held or desired by mdlwdual requesting reasonable accommodation (lnclude occupatlonal series, grade
Ievel or equwalent NSPS mformatlon and ofﬁce) - :

I

Reasonab[e accommodatmn needed for: (Check one)
APpllcatlon Process I A T

I]Performmg Job Functions of Accessing the Work Envrronment _
DAccessmg a Benefit or Prlvriege of Em ployment (e g, attendlng a trammg program)

Type(s) of accommodatnon requested (e.g. adaptwe eqmpment staff asslstant removal ofarchltectural
barrier): : - '

Type(s) of reasonable accom_modetion provided (if different from what was requested): -

From what organlzation was adaptwe equ1pment obtained? Ce S |

W.as medfca! -mfo—rm ationlre‘qmred to process thIS reduest? if yes‘ e;(plam why

Sources of technical assistance, if any consulted in trymg to identify possiblé reasonable accommodations

(e.g., Job Accommodation Network Computer/EIectromc Accommodatlons Program dlsablhty orgamzatron,
D]sablllty Program Manager) ‘ -

""a"..-;, 7}'.

Name: o : Organizatlon

Submitted bV ! K

R S | EMAIAAAress: < e




