DEPARTMENT OF THE ARMY
US ARMY INSTALLATION MANAGEMENT COMMAND
US ARMY GARRISON ABERDEEN PROVING GROUND
4510 BOOTHBY HILL AVENUE
ABERDEEN PROVING GROUND MARYLAND 21005-5001

REPLY TO
ATTENTION OF

IMAP-EE SEP 16 2013

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: Command Policy on Procedures for Providing Reasonable Accommodations
for Individuals with Disabilities, DA Civilians

1. References:

a. U.S. Army Procedures for Providing Reasonable Accommaodation for Individuals
with Disabilities, 17 March 2009 (Enclosed).

b. The Rehabilitation Act of 1973, as amended.
¢. The Americans with Disabilities Act of 1990.
d. Executive Order 13164, 26 July 2000.

2. Purpose: To establish policies and procedures for providing reasonable
accommodations to individuals with disabilities.

3. Applicability: The U.S. Army Procedures for Providing Reasonable Accommodation |
for Individuals with Disabilities is applicable to all Army Civilian employees assigned to
or receiving operational support from Installation Management Command (IMCOM).

4. Policy:

a. |'am committed to the fair and equal treatment of employees with disabilities. It is
the Army's policy to reasonably accommodate qualified individuals with disabilities
unless the accommodation would impose an undue hardship. In accordance with the
references, accommodations will be provided to qualified individuals with disabilities
when such accommodations are directly related to performing the essential functions of
a job, competing for a job, or to enjoy equal benefits and privileges of employment.

b. This policy applies to all applicants, employees, and employees seeking
promotional opportunities. Supervisors, managers, and employees are responsible and
accountable for complying with the requirements outlined in the Rehabilitation Act of
1973. ‘



IMAP-EE
SUBJECT: Command Policy on Procedures for Providing Reasonable Accommodations
for Individuals with Disabilities, DA Civilians

5. This policy memorandum will be issued to new employees and newly appointed
supervisors during the New Employee EEO Orientation training. In addition, this policy
should be posted on all official bulletin boards.

6. The Equal Employment Opportunity Office is the proponent of this memorandum.

7. Point of contact is the Chief, Equal Employment Opportunity, commercial (410) 278-
1140.

8. This memorandum supersedes previous documents of this nature issued by the
(Garrison.

Encl
U.S. Army Procedures for Providing Reasonable Accommodation for Individuals with
Disabilities, 17 Mar 09

DISTRIBUTION:
G



DEPARTMENT OF THE ARMY
OFFICE OF THE ASSISTANT SECRETARY
MANPOWER AND RESERVE AFFAIRS

111 ARMY PENTAGON
WASHINGTON, DC 20310-0111

SAMR-ZA WAR 17 2009

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: US Amy Procedures for Providing Reasonable Accommodation for
Individuals with Disabilities

1. The enclosed provides written procedures for processing reasonable
accommodation requests made by Army employees and applicants for employment.

2. The Army is committed to providing reasonable sccommodations to its employees
and applicants with disabilities in order to ensure that all individuals have full access to
equal emplioyment opportunity. These procedures help fulfill our commitment by
providing a prompt, fair, and efficient process for responding to reasonable
accommodation requests.

3. For questions regarding the above, contact Ms. Emi Moya, Director of the Program
for Individuals with Disabilities. Ms. Moya can be reached at (703) 607-1977, DSN:
327-1977, or TTY (703) 607-0150. Email: moyaer@hgda.army.mil.
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INTRODUCTION

1. Purpose.

These written procedures are established in accordance with Executive Order (EO) 13164
“Requiting Federal Agencies 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 accomirodation under Section 501 of
the Rehabilitation Act of 1973, as amended. This. Army GQuidance provides. written procedures
for processing reasonable accommodation requests made by Army emplayees and applcants
with disabilities, throughout Army. These procedures will assist the Ammy in fulfilfing its.
obligations for ensuring that individuals with disabilities who request reasonable accommodation
receive & proper response within the shortest time possible. Further, these procedures
establish criteria for collecting and annuaily reporting data on the numbers and types of
reasonable accommodation requests received and processed throughout Army.

2. Applicability.

These procedures apply to all Depam'nem of tha Army appropriated or non-appropriated fund
activities, their employees and applicants for amployment. Thess 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 techricians, uniformed members of the
military working part-time off duty for non-appropriated fund activiies or the Army and Air Force
Exchange Service. It also does not apply 1o non-L.S. citizens employed by the Army outside of
the United States, or to U.S. citizens employed as indirect hire employees oulside of the United
States.

3. Authority.
The Rehabilitation Act of 1973, as amended, Title 29, United States Code, section 791 st seq.
The Amencans with Disabilities Act of 1990, Title 42, United States Code, section 12101, et

Title 29 Code of Federal Regulations, part 1630
Executive Order 13164, dated 26 July 2000

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

5. Expiration Date.
These procedures will rernain in affect until rescinded or superseded.

6. Originator.

Deputy Assistant Secretary of the Armny (Equal Ermployment Opportunity and Civil Rights)
(EEO&CR), Assistant Secretary of the Army (Manpower and Reserve Affairs) (ASA (M&RA)).
Requests to mogdify or change these procedures should be submitted to EEO&CR, ATTN:
Director, Program for Individuals with Disabilities, 1225 S. Clark Street, CG 2 Suite 207,
Ardington, VA 22202-4572.

7. Proponent and Exception Aumorﬂy

The proponent of these procedures is the Assistant Secretary of the Army (Manpower and
Reserve Affairs) (ASA (M&RA)). The proponent has the authority to approve exceptions that are
consistent with averall Army policy, controlling laws, regulations and Executive Orders.



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

9. Labor Relations Obligations. :

Where these procedures have-an impact oh bargaining unit employesas, activities are reminded
to satisfy their statutory labor relations obfigations prior to implementing these procedures.
Quastions concerning labor relations obligations can be addressed to the servicing Civilian
Personne! Advisory Center and servicing agency attorney/labor counsetlor.

ARMY POLICY

The Army’s policy is 1o fully comply with the reasonable accommodation requirements of the
Rehabilitation Act of 1973, as amended. Under the law, Federai agencies must provide
reasonable a_oonmrmdatlon to quahfled emp_loyms or applicants with disabiities, uniess to do
s0 would cause undue hardship. The Army-is committed to providing reasonable
accommodations to its employees and applicants for employment in order to assure that
individuals with disabilities have full access 1o equal employment opportunity. These
requirements cover applicants for and employees in part:time, temporary, term, and tull time

The Army will promiptly process requests for reasonable accommaodation and, where
appropriate, provide reasonabie accommodatlon in-a prompt, fair, and efficient manner.

Section 1. Key Terms

1.1. Agency Attorney/Labor Counselor,

The agency attomey/labor counseior provides legal advice and assistance to military and
civilian managers and supervisors regarding civilian personnel, labor relations, and EEO-related
issues, including reasonable accommodation issues. Agency attorneys/ labor counselors are
available to provide advice lo decision makers and to Disability Program Managers at the
earliest possible stage to ensure that managemant's actions not only comply with applicable
laws, directives, reguiations, and guidance but that they alsc are legally defensible and
-otherwise appropriate.

1.2. Alternative Dispute Resolution (ADR).
A variety of techniques and methods used 1o resofve disputad issues informally, including but
not limited to facifitation, mediation, fact-finding or any combination thereof.

1.3. Computer/Electronic Accommodations Program (CAP).

The Computer/Elsctronic Accommodations Program, a cantraily funded reasonable
accommodations program, provides assistive technology and services 10 people with
disabilities, federal managers, supervisors, and Information Technology professionals. CAP
increases access to information and works to remové barriers to employment opportunities by
eliminating the costs of assistive technology and accommodation solutions. See Appendix D-2.

1.4. Decision Maker.
The decision makeris an agency official within the employee’s chain of command, usually the
employee’s immediate supervisor. In-the case of an applicant, the decision maker will usualty



be the selecting official, an agency official in the selecting official’s chain of command, ora
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 undér the Office of the Deputy
Assistant Secretary of the Amy (EEO & Civil Rights), OASA (M&RA), is responsible for
developing and evaiuating Army-wide policies and procedures for the Amy . Disability Program
and providing ieadership to Army Commands {ACOM), Army Service Component Commands
(ASCC), and Direct Reporting Units (DRU).

1.6. Disability Program ‘
A Disability Program Manager will ba appoiried at the headquarters of all Army Commands
{(ACOM), Dimc:t Reporting Units (DRU), and Ammy Service Component Commands (ASCC).
Based on Army doctrine, these commands will determine where subordinate command
Disability Program Managers will be appointed. The Disahility Program Manager (DPM) is
familiar with the principles of personnel management and serves as a resource for supervisors
and managers with respect to potential reasonable accommoadations and assists in obtaining
medical documentation. The DPM facilitates the reasonable accommodation process and shall
not serve as an employee advocate. The DPM also oversees the information tracking and
provides ongoing assessment of the organization's reasonable accommadation program.

1.7. Equal Employment Opportunity (EEO) Officer.

The individual designated by the activity commander to administer the activity's EEO program.
This includes managing the Special Emphas;s Programs to include the Individuals with
Disabilities Program.

1.8. Essential Functions.

The fundamental job duties of the employment position the individual with a disability holds or
desires. A function is "essential” if, ammong other things, the reason the position-exists is to
pertorm that function; there are a limited number of othar employeas available among whom the
performance of that job function could be distributed; or, the function is highly specialized so
that the incumbent is hired based on hetthis expertise or ability to perform it. Determination of
the essential functions of a position must be made on a case-by-case basis.

1.9, Individual with a Disability.

An individual who has (1) a mental or physical impairment that substantially limits one or more
major lite activities; (2) & record of such impairment; or (3) is regarded as having such
impairment. individuals who are solely regarded as having a disability are not entitled to
reasonable accommaodation.

1.10. Major Life Activities. _

Functions such as caring for oneself, performing manual tasks, seeing, hearing, eating,
sleeping, walking, standing, lifting, bending, speaking, breathing, ieaming, reading,
concentrating, thmking, communicating, and working. A major fife activity also incluges the
operation of rmajor bodily functions such as functions of the immune system, normat cell growth,
digestive, bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, and
reproductive functions. This is not an exhaustive list, but is representative of the types of
activities that are considered major life activities.

1.11. Occupational Medicine Physician (OMP).
The Occupational Medicine Physician provides services necessary to anticipate, identity,
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assess, cornmunicate, mitigate and control occupational disease and injury threats. The
Occupational Medicine Physician may review medical documentatlon to assist in assessing
functional abiiities, ‘

1.12. Physical or Mental Impairment.

a. Any physiological disorder or condition, cosmetic disfigurement, or anatomical loss
affecting one or more of the following body systems: neurological, musculoskelstal
spocial sense organs, respiratory (including speech organs), cardiovascular,
reproductive, digestive, genitourinary, hemic and lymphafic skin, and endocrine; or

b. Any mental or psychological disorder such as mental retardation, organic brain
syndrome, traumatic brain injury, emotional or mental iliness, and specific learning
disabilities.

1.13. “Qualified” individual with a Disability.

An individual with a disability, who satisfies the requisite skill, axperience education, and other
job-related requirements of the position, and who with or without reasonable accommodation,
can perform the essential functions of the position.

1.14. Reasonable Accommodation. _

A change in the work environment or in the way things are customarily done that would enable
an individual with a disabiiity 1o enjoy equal employrnent opporunities. There are three
cateqgories of reasonable accommodations:

a. Modifications or adjustments to the application process 10 permit an individual with a'
disability to be:considered for.a jub (such as providing apphcaﬁon forms in aitemative
formats, e.g., large print, Braille);

b. Modifications or adjustments necessary to enable a qualified individual with a disability to
perform the essential functions of the- job e.g.. providing a sign language interpreter,

c. Modifications or adjustmenits that enable individuals with disabilities to ehjoy equal
benefits and privileges of employment, e.g., removing physical barriers in buildings.

1.15. Undue Hardship.

A specific accommodation that would cause significant dafﬁcuny 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 aecommodauon on the
operations of the Army. ‘

Section 2. Initiating the Reasonable Accommadation Process

2.1. Anindividual may start the reasonable accommodation process by making an oral or
written request for a reasonabie accornmodation. The written or oral request for
accommodation by an individual may be for an adjustment or a change at work or in the
application process for a reason related to a medical condition. The request does not require the
individual to mention the Rehabiitation Act or use the phrase "reasonable accommodation” or
*disability.” A request for accommodation may be made at any time.



2.2, Contact and Confirmation Sheets. The Contact Information Sheet for Reasonable
Accommodation at Appendix A must be made readily availabie 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
immediate chain of command; the organization's EEQO Office or the servicing EEQO 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 submiit a written confirmation of the
request for reasonable accommedation using Confirmation of Request for Reasonable
Accommodation at Appendlx B, availabie through the appropriate supervisor or the Disability
Program Manager. A copy of the oonﬂrmahon form must be provided to the Disability Program
manager, who wili assign it a log number and retum it to the supervisor.

25 A decascon maker must begin processing an oral request immediately upon receipt of such
a request and should not wait for the written confirmation.

2.8.. A family member, health professional or other representative may request a reasonable
accommodation-on behalf of an individual seeking reasonable accommodation. The decision
maker should confirm that the employee in fact wants an accommodation.

2.7. Military personnel are covered by separate laws, regulations, and policies. The Equal
Opportunity (EO) program for military personnel is implemented by Army Regulation 600-20,
Army Command Policy. Military personnel and family members on their behalf who request
assistance from the Disability Program Manager will be referred to the appropriate command
E0 Office or medical authority.

Section 3. Processing Requests for Reasonable Accommodation

3.1. The request for accommaodation begins an interactive and flexible process between the
requester and the decision maker. This process may- include communicating with the requester
to clarify the request, obtaining and exchanging information with the requester to the extent
necassary regarding nieeds and alternatives, searching for solutions, consuiting Army and
outside resources, and evaiuating possibie accommodations and additionat information, if
needed.

3.2. If the person receiving the request for reasonable accommodation does nict have authonty
to approve the request, the request must be forwarded promptly 1o the appropriate official, with
a copy to the Disability Program Manager. A copy of the request will also be forwarded to the
servicing agency attorney/labor counselor for information purposes.

3.3. it a decision maker does not immediately grant a requested accommeodation, s/he should
consult directly with the Disability Program Manager. Disability Program Managers will
coordlinate, as needed, with the servicing agency attorney/labor counselor prior to providing a
decision maker with any recommeangdations in connection with a request for accommaodation.
Legal reviews must be conducted for all proposed denials of a reasonable accommodation or
the accommaodation requested. '



3.4. As soon as the decision maker detarmines that an accommaodation will be provided s/he
shall immediately communicate the decision orally or in writing to the individual. It 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 that the accornmodation is provided within the appiicable
time limit. Each organization will determine how funding will be provided to support the
provision of reasonable accommodation not covered through the Computer/Electronic
Accommodations Program (CAP).

3.6. The decision maker or any other official who receives information in connection with a
request for reasonable accommodation may share information that is-confidential and
connected with that reguest with other Army officials only when those other Army official(s) need
to know the informaition in order to make determinations on an accommodation request, or 10
assist the decision maker in making such a determination.

3.7. Information that must be kept confidential includes the fact that someone is receiving an
accommaodation or has a disability. Should questions arisé from coworkers about what is
perceived as "different” or "special® treatment of an accommodated employee, managers should
explain the policy of assisting any employee who encounters difficulties in the workplace. The
manager also may find it helpful to point out that many of the workplace issues encounterad by
employees are personal, and that, in these circumstances, itis thé agency's poik:y to respect
employee privacy.

3.8. Any EEO Office staff mamber who has any involvement in processing a request for
Reasonable Accommaodation should recuse herhimself from participating in the processing of
any subsequent formal or informal complaint challenging the activity's handling of the
accommodation request. Recusal is a safeguard against actual or apparenit conflicts of interest.
In EEO offices where there are fimited EEO resources, a higher-level EEQO comrand.official
may be designated to handle the complaint or transfer it to the nearest EEO Office to avoid a
conflict of interest. An EEQ Officer should also take steps to safeguard against actual or
apparent conflicts of interests arising with respect to formal or informal complaints where a
Disability Program Manager and EEQO counselors dre co-located in the samie EEQ office.

3.9. Resources for assistance with reasonabie accommodation possibilities and lists of other
resources may be found at Appendices D-1, D-2, and D-3.

Section 4. Time Limits

4.1, The activity will procass requests for reasonable accommodations and provide
accommodations, when appropriate, as soon as reasonably possible. Al parties, however,
should recognize that the time Nacessary to process a request will depend on the nature of the
accommodation requested and whather it is necessary to obtain supporting information and or
medical documentation.

4.2. A decision maker receiving a request for reasonable accommodation may be abile to grant
the request immediately. Absent extenuating circumstances, the requested accommodation
should be granted, modified, or denied within 30 business days from the date the decision
maker receives the initial request. The 30 business day time period stops running while waiting
to receive information from the requester or a heath care provider., Once the medical
information has been received, however, the time period beging to run again.
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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 heaith 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 reassignment is being explored as an
accommodation.

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

Section 5. Medical Information

5.1. When the digability and/or need for. accommodation is not obvious, the employee or
applicant seeking accommodation may be asked 1o provide appropriate medical information
related to the functional lmpairmm and/or limitations at issue and the requested
accommodation. The decision maker must saek the asgistance of the Disability Program’
Manager prior to obtaining any medical documentation. The Disability Program Manager, in
coordination with the servicing agency attorney/labor counselor as needed, will assist in
obtaining appropriate medical documentation. Medical information will onty be requested to the
extent reasonably necessary to establish that the requester is an individual with a disability
and/or needs the requested accommodation, such as:

a. The past, present, and expected future nature, severity, and duration of the
impairment {a.g., functional limitations, symploms, side effects of any treatments,
etc.); '

b. The.activity or activities the impairment fimits;

¢, The extent 1o which the impairment limits the individual's ability to perform the activity
or activities; and for

d. Why the individual requires the particular accommodation requested, and how the
accominodation will assist the individual to apply for a job, perform the essential
functions of the job, or enjoy a benefit of the workpiace.

5.2. Based on the medical documentation provided, the decision maker may elect to approve.
the request for reasonabie accommodation. On a case-by-case basis, the Disability Program
Manager may submit medical documenitation to-an OMP or other medical expert for assistance
in assessing functionai abilities.

5.3. Authorization for Disclosure of Medical or Dental Information (Department of Defense (DD)
Farm 2870) will be used to request the use and/or disciosure of an individual's protected health
information in order for the Disability Program Manager 1o process the reasonable
accommodation request. The applicant or employee should check “OTHER,” Block 7 of DD
Form 2870 and write “reasonable accommodation request” in the space provided. In most
cases, entire medical records may not be requested or furnished because they are likaly to
contain information unrelated to whether an applicant or employee can perform the essential job
funictions.



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

a. Clearly explain the nature-of or functional limitations. due to the disability and the
néed for reasonable.accom"wdaﬁon, or

b. Ciarify how the requested accommodation will assist the employee to perform the
essential functions of the job or enjoy the benefits and pnviieﬁees of the workplace.

5.5. It the supplemental request does.not result in sufficient infarmation, the activity may require
the employee requesting the accommodation to ba examined by a health care professional of
the agency’s choice-at the activity's expanse.

5.6. Disability Program Managers, decision makers-and cther persons who have access to
information necessary 10 make a decision on a request for reasonabie accommodation must
maintain this information in a secure location and may not further disciose this information
except as provided below. Officials must be informed about the confidentiality requirements
where medical information is disclosed to any of the officiais below.

a. Supervisors and managers who need to know -may be toid about necessary restrictions
on the work or duties of the employee.and about necessary sccommodation(s).

b. Building managers and athers planning for emergency evacuations may be told. in order
to include special provisions in emergency evacuation planning and procedures.

c. Firstaid and safety personnel may be toid it the disability might require emergency
treatment. ‘ '

d. Govemnment officials may be given information necessary ic investigate the Army’s
compliance with the Act.

e. The information may in certain circumstances be disclosed 1o workers compensation
offices or insurance carriers.

f. Other agency officials who have an official need to know in order to execute thair
mission; for example, agency attorneys/labor counselors, Human Resources personnel,
the OMP/madical expert, and EEQ specialists.

Section 6. Reassighments

6.1. Reassignment is the accommodation of last resort. Reassignrmentis available only to
employees, not to applicants. A reassignment will.only be considered if no accommodations are
available to enabie.the individual to perform the essential functions of the current job, or if the
only effective accommodation would cause undue hardship. Reassignment may be made only
10 a vacant position, not to create new positions or displace employees from their jobs.

6.2. if reassignment is bamg considered, the decision maker should explain to the employee
why s/he cannot be accommodated in the current position. The decision maker should
determine the employee’s preferances with respect to the reassignment, such as whether:
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a. The employee is willing to be reassigned outside the facility or outside the commuting
area, including outside the geographical area, and if 50, to what locations;

b. The employee is willing td be reassigned to a different type of position for which s/he may
be qualified, and if s6 to.what type(s);

c. The employee is willing to be reassigned to a different sub-component of the department,
and if s0, to which one(s);

d. The employee is willing, if no position is available at her or his current gradeipay band
lavel, to be reassigned to a lower-grade/pay band position, and if so, down to what
grade/pay band.

6.3. If a reassignment is being considered, the decision maker must consuilt with the servicing
Civilian Personnel Advisory Center. The servicing Clvilian Personnil Advisory Center will
conduct a vacancy search based upon the employee’s expressed preference and qualifications.

8.4. A qualified employee with a disability requesting accommodation can be offered a
reassignment as a reasonable accommadation to a position for which a vacancy announcement
hag been published as long.as a selection to fill the position has not been made and there are

" no pending DoD Priority. Placement matches. !f an employee is being reassigned 1o a differant
geographical area, the employee must pay for any relocation expenses unless the activity
routinely pays such expenses when granting voluntary transfers to other employeses.

Section 7. Denial of Requestad Accommodation.

7.1. Decision makers must consult directly with the Disability Program Manager prior to denying
a request for accommodation or the particular accommodation requested. Legal reviews must
be conducted for all. proposed danials of a reasonable accommodation or the particular
accornmodation requested.

7.2. When an individual's request for an accommodation is denied, the individual must be
notified in writing of the denial and the specific reasons for the denial (e.g., why the medical
documentation is inadequate to establish that the individual has a disability or needs reasonable
accommodation, why the requested accommodation would not be effective, or why the '
accommodation would pose an undue hardship). The decision maker must use the Denial of
Accommodation Request at Appendix E and inciude the following information:
a. The name of the manager who made the decision
b. f.a specilic requested accommodation has been denied and ancther offered in its place,
the reasons for the denial and the reasons the decision maker beligves the offered
accommoedation will ba effective

¢. Information about the individual's right to file an EEQ compiamt and to-invoke other
statutory processes, and

d. Information about the avaitability of the informal dispute resolution process.
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7.3. In determining whether a proposed reasonable accommodation poses an undue hardship,
the overall resources and options availabie to the Army must be considered, not just the budget
or resources of an individual segment, sub-component, or division within the Army.

Section 8. Information Tracking

8.1. The EEO Office will establish a system of record keeping to track the processing of
requests for reasonable accommodation. At Appendix F is the Reasonable Accommodation
information Report.

8.2. The records related to the employee that requested reasonabile accommodation will be
maintained at a minimum for the duration of the employee's tenure. This will ensure that an
employse is not asked to provide maedical information previously submitted. Subsequent to an
employee’s tenure, records must be maintained by the Disability Program Manager in
‘accordance with the Army’s records retention policies.

8.3, The EEO Office will retain information or any cumulative records used to frack the activity's
performance with regard to reasenable accommodation for at least three years. Tracking
performance over a three year period is critical fo enable the activity to assess whether it has
adequately processed and provided reasonable accommodation.

8.A4. Infcrmatlon will be summarized in the annual Management Directive 715 {MD 715) Report
to the Equal Employmenit Opportunity Commission (EEOC) through command channels. On an
annual basis, activities will report the fofiowing information through the MD 715 process:

a. The numbor of reasonable accommodations, by type, that have been requested .ior
the application process and whether those requasts have been granted or denied.

b. The types of reasonable accommodations that have been requested by job series.

c. The number of reasonable accommodations, by type, for each job that have been
approved/denied.

d. The number of requests for reasonable dccommodaltions, by type, that relate to the
benefits or privileges of employment, and whether those requesis have been granted
or denied.

e Thé reasons for denial of requests for reagonable accommodation.

f. The amount of time faken to process each request for reasonabie accommodation.

g. The sources of technical assistance that have been consuited in trying to
" identify possible reasonable accommodations.

8.5. Relevant information will be examined during Army’s on-site. EEQ Program reviews. The
Army review will evaluate the organization’s performance in responding to requests for
reasonable accommodation. Reviews will include the following:

a. Length of time it takes to raspond 1o requests for different types: of reasonable
accommaodations;
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b. Whather thers are particular types of reasonable accommaodations that the Army has
been unable to provide;

¢. Whether there are activities that are consestently not grantirig reasonable
accommodations; and

d. The various reasons for deniai 6f a request for reasonable accommodation.
Section 8. informal Dispute Resolution and EEO Complaints.

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

9.2 An individual whose request for accommodation has been denied may file-an EEQ
complaint.in accordance with AR 690-600. An employee whose request for accommodation
has been denied and who is covered by a coliective bargaining agreement may elect to file a
claim of discrimination under a negotiated grievance procedure which covers: such claims or
through the EEO complaint process, but not both. An employee filing an EEO complaint at any
stage of the complaint process also may request the use of ADR.

9.3. The informal dispute resolution process does not affect the time limits governing the EEO
complaint process. An individual's participation in the ADR procedures does not safisfy the
requirements for bringing a claim under the EEQ, Merit Systems Protection Board (MSPB), or
union grievance procedures. When a request for reasonable accommodation i denied, the
individual wishing to pursue the EEQ complaint process must do.so within 45 days of the denial,
even if s/he has already requested participation in the ADR process.
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APPENDIX A

CONTACT INFORMATION FOR
REASONABLE ACCOMMODATIONS

Fax

Emali
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APPENDIX B

CONFIRMATION OF REQUEST
FOR REASONABLE ACCOMMODATION*

1. INDIVIDUAL INFORMATION

Applicant or Employee Name (Last, First, M) _ Phone

Pay Pian, Series, Grade Email

{NSPS Occupational Cods. Pay Schedule, Pay Band)

Job Title . Date of Request

Organization

Form Complated by Date Form Completed

Phone . Emall
3 ACCORICONTION REDUESTED T o6 e as i e ——— rmerj

H accommodation is time sgnsitive, please explain:

e T

(Disability Program Manager will assign number)

4. Log Number: Date

‘Note: This form should be completed by the employee malungthereasmabla accommodation request and provided
1o his/her supervisor, An applicant shodld return the form to any Ammy employee with- whom the agplicant has had
contactin conhection wih the application process. If a third party is completing the form on behalf of the employee or
a management official is documenting an.oral reasoriable accommodation ragurest, a opy of the completad form will
be provided to the smployee to confirm. receipt of the: raasonabile scéommeodation request. Supervisors must provide
acopyoﬁhlsloﬂntotheEEODisabii‘lyProgramManager who will 8%8ign 2 log number and refurn a copy of the
fom-utomusupemsor
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| APPENDIX C
-Reasonable Accommodation Request Resource

A discussion between management and an employee as part of the interactive
process to discuss or clarify the employee’s need for an accommodation or to
explore potential accommodations might include topics such as the following (as
applicable to the particular situation):

. How is the employee’s ability to perform job duties affected by the medical
condition?

. Which job duties are affected?
. What suggestions does the employee have for accommodation?

« ls there more than one accommedation that would allow the employee to
perform the essential functions of the position?

Ifa meeﬁng- with the employee is needed as part of the interactive process, has
the Civilian Personnel Advisory Center (CPAC) coordinated with the employee's
bargaining unit representative (if applicable)?

Which, if any, of the accommodations being considered are-available? Which
are reasonable?

Is there a need to consult with a resource specializing in rehabilitation and
-accommaodation issues, such as the Computer/Electronic Accommodations
Program (CAP) officials?

Is any coordination needed with facilities or fiscal managers?

Prior to implementing a reasonable accommodation, has the CPAC coordinated
with the employee’s bargaining unit representative (if applicabie)?

Has the Disability Program Manager been consuited prior to requesting medical
information?

Has the servicing agency attorney/iabor counselor conducted a legal review prior

to the denial of a requested accommodation or the particular accommodation
requested?
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APPENDIX D-1
Selected Reasonable Accommodation Resources

DIRECTOR, DISABILITIES PROGRAM

Equal Employment Opportunity and Civil Rights Office

Office of Deputy Assistant Sacretary of Army (Manpower & Reserve Affairs)
1225 S. Clark Strest

Crystal Gateway 2, Suite 207

Arlington, VA 22202-4572

Phone: (703) 604-0616.

Fax: (703) 607-0685

Web site: hitp://w

COMPUTER/ELECTRONIC ACCOMMODATIONS PROGRAM (CAP)
Defense Medical System Support Center

5111 Leesburg Pike, Suite 810

Falls Church, VA 22041-3206

Phone: (703) 681-8811 (Voice/TTY)

Fax: (703) 681-9075 .

Web site: hitp://vwww. tricare. milfcap

COMPUTER/ELECTRONIC. AOCOMMOBAT!DNS PROGRAM TECHNOLOGY
EVALUATION CENTER (CAPTEC)
Pentagon, Room 2A259
Phone: (703)693-6189 (TTY)
(703) 693-5160 (Voice)
Email: cap@tma.osd.mil

JOB ACCOMMODATION NETWORK (JAN)
918 Chestnut Ridge Road

Suite 1, West Virginia University

P.O. Box 6080

Morgantown, WV 26506-6080
1-800-526-7234 (Voice/TDD)

Web site: hitp://www.jan wyu. edu

DISA_B!LiT‘l INFO.GOV

This user~fnandly Web site contains. links to information of intereet to people with disabilities, :helr fmltes

employers, service providers and other community membais. President George W. Bush's Ngs Freedon

Initiative directed jederal agencies to craate Disabilityinfo.gov. This interagency Wab site cunnects people

with disabllities to the information and resources they need to pursue their personal and professional ambitions
- delivering on America's promise of equal access o dpportunity for ail citizens.
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~Appendix D-2

Department of Defense (DoD)
Computer/ Electronic Accommodations Program
hitp:iwww tricare. mi

The Computer/Electronic Accommodations: Program (CAP) offers assistive technology, devices,
and services at no cost to the activity. CAP provides assistance identifying, evaluating, and
selecting the appropriate modification or adjustment to your work environment that enables you
to perform the essentiai functions-of your job. CAP was established as.a centralized point of
contact to assist DoD components and the military services to secure reasonable
accommodation equipment for individuals with disabilities.

‘! : i i -
. To provide assistive technology and accommodations to ensure individuails with
disabilities have equal access to the information environment and opporiunities in DoD.

. To assist-DoD componenis in providing assistive technology for individuais with
disabilities.

. To support the DoD goals of increasing representation.of employses with
targeted disabilities 10 2% of the civilian workforce.

. To assist DoD components and military services 1o comply with existing laws and
regulations.

N Woﬂfforoe Hammment Progfamfor College Students with Disabilities by providing
assistive technology and services to activities and students who participate in the
Program.

. Healthy Work Practices Program offers prevention and accommiodation services to DoD

commands; teaming with workers compensations officials to-assist employees in their
return 1o work process; and assists DoD managers in implémenting telework through
workstations/assistive equipment.

. Military Treatment Fagcilities (MTF) Partnership. CAP works clogely with MTF staffto
provide information, resources, and assistive technology 10 wounded service members
and their families. Soldiers recover at MTFs due to injuries sustained on active duty.

. The Exceptional Family Members Program (EFMP). The Exoeptional Family Member
Program (EFMP) is a mandatory enroliment program that works with ather military and
civilian agencies {o provide comprehensive and coordinated community support, housing,
and educational, medical, and personnel services to families with special needs.

. DoD Education Activity (DoDEA) schools serve the children of military service members
and Department of Defense civilian employees throughout the world.

Operation Warfighter, Always a Soldier, U.S. Army Wounded Warrior Program, and
CARES (Civilian Army Recruitment of Exceptionat Soldiers) initiatives.
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“Appendix D-2 (Continued)

Requesting COMPUTER/EL ECTRONIC ACCOMMODATIONS,
Equipment, or Services

Provided through the Department of Defense.
Computer/Eleclronic Accommodations Program (CAP)

TO MAKE INITIAL REQUEST FOR:
| < ELECTRONIC EQUIPMENT
« COMPUTERS
. SOFTWARE PROGRAMS

Confirm request in writing, preferably by 1. CAP Form available in alternative formats
completing the “CAP” Request Form an web at: |
hitp:fiwww.tricare.mil/cap/

2. Submit completed form to CAP
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| APPENDIX D-3
Selected EEOC Resources on Reasonable Accommodation

Persons using these resources are cautioned of the need to determine if the resource
hubeenupdmdminmpomnewdm!ummts in the law,

Notice Concerning the Americans with Disabilities Act Amendments Act of 2008 Sepiember
2008
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~ APPENDIXE
DENIAL OF ACCOMMODATION REQUEST

Log Number
1. Individual Reguesting Reasonable Accommodation:

- 2. Type(s) of sccommodation requested:

Request for accommodation denied because (may check more than one box}):
Accommodation Would Cause Undue Mardship
Maedical Documentation inadequate
Accommodation Would Require Removal of one or more essentlal job functions
. Other {Please idantify) ‘

4. Detalled Reason(s) for the denial of a requested accormmudation (Must be specific, e.g.. why
accommodation is ineffective or causes undue hardship):

5. H the individual proposed one type of reasonable accommodation which is being denied, bul rejected
an offer of a differert type of reasonable accormmodation, explair both the reasons for denial of the
requested accommaodation and why the chosen accommodation is effective.

6. An individual who disagrees with the denial of an accommodation request is encouraged to initiate
alternative dispute resolution (ADR) through any applicable ADH process established by the Army.

7. If the individual wishes to file an EEQ compiaint, or pursue: Merit Systemns Protection Board (MSPB)
appeal and union grievance procedures, S/he must take the following steps. The time limits for these
steps apply wheﬂver or not the individual has initiated ADR:

+ Foran EEO complaint pursuant to 29 C.F.R. 1614, contact an EEQ counselor in the Equal
Employment Opportunity. office Withint 45 days from the date of this notice of denial of
accommodation request, or

« Fora collective bargaining claim, file a written grievance in accordance with the provisions of the
Collective Bargaining Agreement, or

s Initiate an appealtotheMSPB w:rfunaodaysafanappeaiahlesdverseacﬁmasdaﬂned ins

CF.R §12013
Printed/Typed Name _ Data Requested Accommodation Denied
Signature of Deciding Official
Empioyee Signature Mging Raceipt Date of Raceipt
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APPENDIX F
REASONABLE ACCOMMODATION INFORMATION REPORT

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

1.

10.

11,

12.
13.
14,

15.

Request for accommeodation: (Check one)

Approved ‘

_Denied {Attach copy of the written denial memo sent to individual )
Date reasonable accommodation requested:
Who received the request:

Date reasconable accommodation request referred to decision maker (i.e., supervisor, Office
Director)

Name and position of Decision Makaer:
Date request approved or denied:
Date reasonable accommodation provided (it different from date approved):

If time frames outiined in the Reasonable Accommodation Procedures were not met, please
explain why.

Job held or desired by individual requesting reasonabie accormodation (include
occupational serigs, grade. tevel/or equivalent NSPS Information and office):

Reasonable accommodation needed for: (chack orie)

Application Process

- Pertorming Job Functions or Accessing the Work Environment

Accessing a Benefit or Privilege of Employment (e.g., altending a training program)

Type(s) of accommodation requested (e.g.. adaptive equipment, staﬂ assistant, removal of
architectural barrier).

Type(s} of reasonable accommodation provided (if different from what was requested)
From what organization was adaptive equipment obtained?

Was medical information required to process this request? If yes, explain why.

-Sources of technical assistanice, if any ¢onsulted in {rying 1o identify possible reasonable

accommodations (e.g., Job Accommodation Network, Comptutet/Electronic
Accommodations Program, disability organization, Disability Program Manager).

Submitted by (Name, Organization, Phone, and Email Address):
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