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3. Any questions regarding this memorandum should be directed to Ms. Erni Moya,
(703) 604-0616, or moyaer@hqda.army.mil.

Encl JAY D\ARONOWITZ
i puty Assistant Secretary
portunity and Civil Rights)

DISTRIBUTION: (w/encl)
HQDA, AASA

US ARMY EEO OFFICERS

ARMY COMMANDS (ACOM:

US ARMY FORCES COMMAND (FORSCOM/AFPE-EE)

US ARMY MATERIEL COMMAND (AMC/AMCEE)

US ARMY TRAINING AND DOCTRINE COMMAND (TRADOC/ATCS-E)

ARMY SERVICE COMPONENT COMMANDS (ASCC):
US ARMY EUROPE & 7" ARMY (USAREUR/AEAGA-EEO)

CONT

Printed on @ Recycied Paper



SAMR-EO
SUBJECT: US Army Procedures for Providing Reasonable Accommodation for
Individuals with Disabilities

DISTRIBUTION: (CONT)

US ARMY SOUTH (ARSO)

US ARMY PACIFIC (USARPAC)

US ARMY SPECIAL OPERATIONS COMMAND (USASOC/AOEE)

US ARMY SPACE MISSILE DEFENSE COMMAND/US ARMY FORCES
STRATEGIC COMMAND (SMDC/ARSTRAT/SMDC-EE)

EIGHTH US ARMY/KOREA (EAEE)

DIRECT REPORTING UNITS (DRU):

US ARMY NETWORK COMMAND ENTERPRISE TECHNOLOGY COMMAND
(NETCOM/NETC-EEO)/9™ SIGNAL COMMAND (ARMY)

US ARMY MEDICAL COMMAND/THE SURGEON GENERAL
(MEDCOM/MCEE)

US ARMY INTELLIGENCE AND SECURITY COMMAND (INSCOM)

US ARMY CORPS OF ENGINEERS (USACE/CEEO)

US ARMY TEST & EVALUATION COMMAND (ATEC/CSTE-EEO)

US MILITARY ACADEMY (USMA)

US ARMY RESERVE COMMAND (USARC/AFRC-CXE)

US ARMY INSTALLATION MANAGEMENT COMMAND (IMCOM/IMAH-Z)

US ARMY MILITARY ENTRANCE COMMAND (MEPCOM)

US ARMY NATIONAL GUARD (ARNG)

DIRECTOR:
EEO OFFICER, HQDA EEO
EEOCCR (ARBA)

EEOCR FY 09-47



DEPARTMENT OF THE ARMY
OFFICE OF THE ASSISTANT SECRETARY

MANPOWER AND RESERVE AFFAIRS
111 ARMY PENTAGON
WASHINGTON, DC 20310-0111

SAMR-ZA VAR 17 200

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT: US Army Prccedures 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 empioyment.

2. The Army is committed to providing reasonable accommodations to its employees
and applicants with disabilities in order to ensure that all individuals have full access to
equal employment 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. Eri Moya, Director of the Program
for Individuals with Disabilities. Ms. Moya can be reached at (703) 604-0616, DSN:

664-0616 or e-mail: movaer@hada.army.mil.
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INTRODUCTION

1. Purpose.

These writter procedures are established in accordance with Executive Crder {£0) 13164,
"Reguiring Federal Agencies to Establish Procedures to Facilitate the Provision of Reasonable
Accommodation,” dated 26 July 2000, which requires federal agencies to ‘mplemant sfiective
written procedures for processing requests for reasonable accommodation under Section 501 of
the Rehabilitation Act of 1973, as amended. This Army Guidance provides written procedures
for processing reasonable accommodation requests made by Army employees and applicants
with disabilities, throughout Army. These procedures will assist the Army in fulfilling its
obligations for ensuring that individuals with disabuities who request reasonable accommodation
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,

Thesge procedures apply to all Department of the Army appropriated or nen-appropriated fund
activities, their employees and applicants for employment. These procedures de nnat apply to
uniformed members of the military, persons employed or applying for positions in the Army and
Air Force Exchange System. Army National Guard technicians, uniformed members of the
mifitary working part-time off duty for non-appropriated fund activities or the Army and Air Force
Exchange Service. 1t also does not apply to non-U.S. citizens employed by the Army outside of
the United States. or to U.S. citizens employed as indirect hire emplovees outside of the United
Statcs.

3. Authority.

The Rehabilitation Act of 1573, as amended, Title 29, United States Code, saction 791 et seq.

The Americans with Disabilities Act of 1990, Title 42, United States Code, section 12101, et
seq.

Title 29, Code of Federa! Regulations, part 1630

Executive Order 13164, dated 26 July 2000

4. Effective Date.
This document is effective March 17, 2000,

5. Expiration Date.
These procedures will remain in effect until rescinded or supersaded.

6. Originator.

Deputy Assistant Secretary of the Army (Equal Employment Opportunity and Civil Rights)
(EEO&CR), Assistant Secretary of the Army (Manpower and Reserve Affairs) (ASA (M&RA)).
Requests to modify or change these procedures should be submitted to EEO&CH, AT T N:
Director, Program for Individuals with Disabiiities, 1225 S. Clark Street, CG 2, Suite 207,
Arlington, VA 22202-4572.

7. Proponent and Exception Authority.

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



8. Supplementation.
Supplementation of this Guidance and establishment of command, regiona! or loca! forms are
prohibited without prior approval.

8. Labor Relations Obligations.

Where these procedures have an impact on bargaining unit employees. activities are reminded
to salisfy their statutory labor relations obligations prior to impfementing thase procedures.
Questions concerning labor relations obligations can be addressed to the servicing Civilian
Personnel Adviscry Center and servicing agency attorney/abor counselor.

ARMY POLICY

The Army's policy is to fully comply with the reasonable accommodation requirements of the
Rehabilitation Act of 1873, as amended. Under the law, Federal agencies must provide
reasonable accommodation to qualified employees or applicants with disabilitiss, unless to do
30 wou'ld cause undue hardship. The Army is commitied to providing reasonable
accommeoedations o its employees and applicants for emplovment in order 1¢ assurs that
individuals with disabilities have full access to equal employment opportunity. These
requirements cover applicants for and employees in part-tima, ternporary, term, and full time
posiions.

The Army will promptly process requests for reasonable accommodation and, where
appropriate, provide reasonable accommaodation in a prompt, fair, and efficiern! manner.

Section 1. Key Terms

1.1. Agency Attorney/Labor Counseior.

The agency attorney/labor counselor provides legal advice and assistance to mulitary and
civilian managers and supervisors regarding civilian personnel, labor relations, and EED-related
issues, including reasonable accommodation issues. Agency atiorneys/ labor counselors are
available to provide advice to decision makers and to Disability Program Managers at the
earliest possible stage to ensure that management's actions not only comply with applicable
laws, directives, requlations, 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 to resolve disputed issues informally, including but
not limited to facilitation, mediation, fact-finding or any combination thereof.

1.3. Computer/Electronic Accommaodations Program (CAP).

The Computer/Electronic Accommodations Program, a centrally funded reasonable
accommodations program, provides assistive technology and services 1o people with
disabilities, federal managers, supervisors, and Information Technology profossionals. CAP
increases access o information and works o remove barriers to employment opportunities by
eliminating the costs of assistive technology and accommodation solutions. See Appendix D-2.

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



be the selecting official, an agency official in the selecting official’s chain of comraand. or a
Human Resourcas staff member assigned to process the vacancy.

1.5. Department of the Army Disability Program Director.

Tre Department of the Army Disability Program Director under the Ofice of the Deputy
Assistant Secretary of the Army {EEC & Civil Rights), OASA (M&RA), is responsible for
developing and cvaluating 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 Component Commands (ASCC).
Based on Army doctrine, these commands will determine where subordirate command
Disability Program Managers wil! be appointed. The Disability Program Manager (DPM) is
tamiliar with the principles of persennel management and serves as a resource for supervisors
and managers with respect to potential rcasonable accommadations and assists in obtaining
medical documentation. The DPM facilitates the reasonabie 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 reasonzble accommondation program.

1.7. Equal Employment Opportunity (EEQ} Officer.

The individual designated by the aclivity 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 Functions.

The fundamental job duties of the employment position the individual with a disability holds or
desires. A function is "essential” if, among other things, the reason the paosition exists is to
perform that function; there are a limited number of other employeess available among whom the
performance of that job function could be distributed; or, the function is highly spscialized so
that the incumbeant is hired based on her/his expertise or ability to perorm 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 substantizlly imits one or more
major life activities; (2) a record of such impairmant; or {3) is regarded as having such
impairment. Individuals 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 tasks, seeng, hearing. eating,
sleeping, walking, standing, lifting, bending, speaking. breathing, leaming, reading,
concentrating, thinking, communicating, and working. A major life aclivity also includes the
cparation of major bodily functions such as functions of the immune system, normial cell growth,
dicestive, bowel, bladder, neurclogical, brain, respiratory, circulatory, endacrire, and
reproductive functions. This is not an exhaustive list, but is reprasentative of the types of
activities that are considered major life activities.

1.11. Cccupational Medicine Physician (OMP).
The Occupational Medicine Physician provides services necessary {0 anticipate, identty,
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assess, communicate, mitigate and contro! cccupational disease and injury thraats, The
Occupational Medicine Physician may review medinal documentation to assist in assessing
functiona! abilitics.

1.12. Physical or Mental Impairment.

a. Any physiological disorder or condition. cosmetic disfigurement. or anatomica! loss
affecting one or more of the following body systems: neurc! rc:m‘ musculosieletal
special sense organs. respiratory (anclemg speech organs). cardiovascular.
reproductive. digestive, oenrtouma'y hemic and lymphatic skin, and endocrine: or

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

1.13. “Qualified” Individual with a Disability.

An individual with a disability, who satisfies the reguisite skill, experience, education, and other

;Of‘-\rolai»‘:‘d requirements of the position, and who with or without reassnzb’e accommedation,
an 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 disability to enjoy equal employment opporunities. There are throe
categories of reasonable accommodations:

a. Modifications or adjustments to the application process to permit an individual with 2
disability to be considered for a jeb (such as providing application forms in alternative
formats, e.g., large print, Braille);

b. Modifications or adjustments necessary fo enable a quahf!ed individual with a disability to
perform the essential functions of the job. e.g., providing a sign language interpreter;

c. Modifications or adjustments that enable individuals with disabilities to enjoy squal
benefits and privileges of employment. e.g., removing physical barriers in buildings.

1.15. Undue Hardship.

A specific accommodation that would cause significant difficulty or expense. This
determination, which must be made on a case-by-case basis, considers factors such as the
nature and cost of the accommedation needed and the impact of the accommadation on the
operations of the Army.

Section 2. Initiating the Reasonable Accommaeodation Process

2.1. Anindividua! may start the reasonable accommodation process by making an oral or
written request for a reasonable accommodation. The written or cral request for
accommodation by an individual may be for an adjustment or a charge at work or in the
application pracess for a reasen related to a medical condition. The request does not require the
individual to mention the Rehahilitation Act or use the phrase "reasonable accommodation™ or
“disability.” A request for accommodation may be made at any fime.



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

2.3. The obligation to consider an individua!'s request beging when *ha recuest is madn to any
of the following parsonnel his’her supervisor, a supervisor or manager in the individual's
ramediate chain of command: the organization’s EEQ Office or the servicing EEO Office, 12
Human Resources Office or Disability Program Manager; and, for an applicant, any Army
emplovee with whom the applicant has had cortact in connection with the application process.

2.4. Those indhiduals requesting accommodation must submit 2 writtan confirmation of the
reguest for reasonable accommaodation using Confirmation of Request for Reasonazbie
Accommodation at Appendix B, available through the appropriate supervisor or the Disability
Program Manager. 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 supsrvisor.

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

2.6. Afamily member, health professional or other reprasentative may request a reasonable
accommeodation on beha¥ of an individual sseking reascnable accommadation. The decision
maker should confirm that the employee in fact wants an accommodationr.

2.7. Military personnel are covered by separate laws, regulations and policies The Equal
Oprortunity (EQ) program for military personnel is implemented by Army Requlation 600-20,
Army Command Policy. Military perscnnel and family mombers on their bahalf who request
assistance from the Disability Program Manager will be referred to the appropriate command
EQ Office or medica! authority.

Section 3. Processing Bequests for Reasonable Accommaodation

3.1. The request for accommodation begins an interactive and flexible process between the
requaester and the decision maker. This process may include communicating with the requester
to clarify the request. obtaining and exchanging information with the requestior to the extent
necessary regarding needs and alternatives, searching for solutions, consuiting Army and
outside resources, and evaluating possible accommaodations and additinnal information, if
needed.

3.2. lf the person receiving the request for reascnable accommaodation Zdoes not have authonty
10 approve the raquest, the request must be forwarded promptly to the appropriate official, with
a copy to the Disability Program Manager. A copy of the request will also be forwarded to the
servicing agency attorneylabor counselor for information purposes.

3.3. If a decision maker does not immediately grant a requested accommaodation, s/he should
consult directly with the Disability Program Manager. Disability Program: Managers will
coordinate. as needed, with the servicing agency attornay/labor counseior prior to providing a
decisinn maker with any recommendations in connection with a request for accommodation.
Legal reviews must be conducted for all proposed denials of a rezsonable accommodation or
the accommodation requested.



3.4. As sgon as the decision maker datormines that an accommodation will be provided s’he
shall immediately communicate the decision orally or n writing to the individual. If the decision
maker inftially communicates the determination orally, s:he must follow-up in writing.

3.5. A decision maker granting a request is responsible for following throush and making any
necessary arrangements 1o ensure that the accommodation is provided within the applicable
time Imit. Each crganization will determine how funding will be providad to support the

[

provision of reasonable accommodatior not coverad through the Computer Tlgatronic
Accommedations 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 request with other Army officials only when those other Army official(s) nead
to know the information in order to make determinations on an accommodation reguest. or to
assist the decision maker in making such a determination.

3.7. Information that must be kept confidential includes the fact that someane is receiving an
accommodation or has a disability. Should questions arise from coworkers about what is
nerceived as “different” or “special” treatment of an accommodated emplovee managers should
explain the policy of assisting any emplovee who encounters difficulties in the workplace. The
manager also may find it helpful 1o peint out that many of the workplace issues encountared by
employees are personal, and that. in these circumstancess, it is the agency's policy o respect
amnloyes privacy.

3.8. Any EEO Office staff member who has any involvement in processing a request for
Reasonable Accommodation should recuse herhimselt from participating in the processing o
any subsequent formal or informat complaint challenging the activity's handling of the
accommodation request. Recusal is a safeguard against actuat or apparent confiicts of interest.
In EEO offices where there are limited EEQO resources, a highar-lavel EFO command official
may be designated to handle the complaint or fransfer it to the nearest EEQ Office te avoid a
conflict of interest. An EEC Officer should also take steps to safeguard against actual or
apparent conflicts of interests arising with respect to formai or informal complaints where a
Disability Program Manager and EEO counselors are co-located in the same EEQ office.

3.8. Rescurces for assistance with reasonable accommodation possibilities and bsts of other
resources may be found at Appendices D-1, D-2, and D-3.

Section 4. Time Limits

4.1. The activity will process requests for reasonable accommadzations and provide
accommodations. when appropriate, as soon as reasonably possible. All parties, however,
should recognize that the time necessary tc process a request will depend on the nature of the
accommodation requested and whether it is necessary o ¢btain supporting informaticn and or
medical documaentation.

4.2. A decision maker receiving a request for reasonable accommodation may be able to grant
the request immediately. Absent extenuating circumstances, the requested accommadation
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 stope running white waiting
to receive information from the requester or a heath care provider. Once the medical
information has been received, however, the time pernod begins to run again.

8



4.3. Extenualing circumstances are very limited and include only such situations as waiting for
irformation/documentation from an individual's health cars provider or factors that could not
reasonably have been anticipated or avoided in advance of the request for the accommodatisn,
such as where equipment must be back-ordered or where reassignment 1s being explored as an
accommaodation,

4.4. Where there is a delay in sither processing a request for or providing a reasonzble
accommodation. the decision maker must notify the individual of the reason for tha delay. If
there is a delay, the decision maker must consider whether a provisional accommaodation should
be provided. A decision maker could consider, for example a temporary job restructuring or the
use of equipment that might permit the individua! to perform some of the functions of *he job.

Section 5. Medical information

5.1. When the disability andfor need for accommeodation s not obvious, the emnlovee or
applicant seeking accommodation may be asked !o provide appropriate medical information
related to the functional impairment and/or limitations at issue and the requasted
accommodation. The decision maker must seck the assistance of the Dizability Program
Manager prior to obtaining any medical documentation. The Disability Program Manager, in
conrdination with the servicing agency attorney/labor counselor as needed, will assist in
obtaining appropriate medical documentation. Medical information will only be requested to tha
extent reasonably necessary 1o eslablish that the requester is an individual with a disabiiity
and/or needs the requested accommodation, such as:

a. The past. present. and expected future nature, severity, and duraticn of the
impairment {e.g., functional limitations, symptoms, side effects of any tregtments,
et );

b. The activity or activities the impairment imits;

c. The extent to which the impairment limits the individual's avility to perform the activity
or activities; and /or

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

5.2. Based on the medical documentation provided, the decision maker may slect to approve
the request for reasonable accommodation. On a case-by-case basis, the Disability Proaram
Manager may submit medical decumentation to an OMP or othar medical expert for assistance
in assessing functional abilities.

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



5.4. Supplemental medical 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 he requested 1o

a. Clearly explain the nature of cor functional imitations due to the disability and the
need for reasonable accommodation, or

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

5.5. i the supplemental request dogs not result in sufficient information, e activity may require
the emplovee requesting the accommodation to be examined by a heaith care professional of
the agency’s choice at the aclivity’s expense.

5.6. Disability Program Managers, decision makers and cther persons who have access to
information necessary to make a decision on a request for reasonable accommaodation must
maintain this information in a secure location and may not further disclose this information
except as provided below. Officials must be informed about the corfidentality requirements
where medical infarmation is disclosed to any of the officials below.

a. Supervisors and managers who need to know may be teld about necossary restrictions
on the work or duties of the emplovee and about necessary accommaodation{sh.

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

¢. First aid and safety personnel may be told if the disability might require emargency
treatment.

d. Government officials may be givon information necessary to investigate the Army's
compliance with the Act.

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

wte

Other agency officials who have an official need to know in order to execute their
mission; for example, agency attormneys/abor counsetors, Human Resources personnel.
the OMP’medicat expert, and EEO specialists.

Section 6. Reassignments

6.1. Reassignment is the accommodation of fast resort. Reassignment is available oniy to
emplovees. not to applicants. A reassignment will only be considered if no agcommedaticns are
available to enable the individual to perform the essential functions of the current job. or if the
only effective accommodation would cause undue hardship. Reassignment may he made only
to a vacant posttion, not to create new positions or displace employees from their jobs.

6.2. If reassignment is being considered. the decision maker should axplain to the employee
why s/he cannot be accommodated in the current position. The decision makar shouid
determine the employee’s preferences with respect to the rcassignment. such as whether:
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a. The emplovee is willing to be reassigned outside the facility or cutside tha commuting
area. Inciuding outside the geographical area, and if so, to what lonations;

b The employes is willing to be reassigned to a different type of position for which s'he may
be qualifiad, and if 50 to what typa(s);

c. The employee 1s willing to be reassianed o a different sub-component of the department,
and i so, to which one!s);

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

6.3. if a reassignment is beng considered, the decision maker must corsult with the servicing
Civiliar Personnet Advisory Center. The servicing Civilian Personne! Advisary Center wili
conduct a vacancy search based upon the employes's expressed preference and qualifications.

8.4. A qualified emplovee with a disability requesting accommadatior can be offerod a
reassignment as a reascnable accommodation 1o a position for which g vacancy announcement
has bean published as long as a selection o fill the position has not bean marde and there are
no pending DoD Pricrity Placement maltches. If an employee is being reassigned 1o a different
geographical area, the employee must pay for any relocation expenses unless the activity
routmely pays such expenses when granting voluntary transfers to other employees,

Section 7. Denial of Requested Accommaodation

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

7.2. When an individual's request for an accommodation is denied, the individual must be
notified i writing of the denial and the specific reascns tor the denial {e.g.. why the madical
documentation is inadequate to establish that the individual has a disability or needs reasonable
accommodation, why the requested accommodation would not be effectve. or why the
accommodation would pose an undue hardship). The decision maker must use the Denial of
Accommeoedation Request at Appendix E and include the following information:

a. The name cf the manager who made the decision
b. If a specific requested accommodation has been denied and another offered in its place,
the reasons for the denial and the reasons the decision maker believes the offered

accommodation will be effective

¢ Information about the individual's right to file an EEO complaint and to invoke other
statutory processes. and

d. Information about the availability of the informal dispute resolution process.
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7.3. In determining whether a proposed reasonable accommodation posas an undue hardship,
the overall resources and options available {o the Army must be considered, not just the budgoe!
or resources of an individual segment, sub-component, or division within tha Army.

Section 8. Information Tracking

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

8.2. The records rolated to the emplovee that reguested reasonable acocommaodation will be
maintained at a minimum for the duration of the employee's tenure. This wili ensure that an
employee is not asked to provide medical information previously submiticd. Subsequent to an
employee’s tenure, records must he maintained by the Disability Program Manager in
accordance with the Army’s records retention pelicies.

8.3. The EEQ Office will retain infcrmation or any cumulative records usad to track the activity's
periormance with regard to reasonable accommadation for at least three vears. Tracking
performance over a three year period is critical to enable the activity to assess whether it has
adeguately processed and provided reasenable accommodation.

8.4. Information will be summarized in the annual Management Directive 715 (MD 715) Report
to the Equal Employment Cpportunity Commission (EEQC) through command channels. On an
annual basis, activities will report the following information through the MD 715 process:

a. The number of reascnable accommodations, by type, that have baen requested for
the application process and whether those reguests have been granted or denied.

b. The types of reascnable accommedations that have been reguested by job series.

c. The number of reasonable accommodations. by type. nr each oh that have been
approved/denied.

d. The number of requests for reasonable accommodations. by hvpe, that relate to the
benefits or privileges of employment, and whether thoze requests have beer granted
or denied.

e. The reasons for denial of requests for reasonable accommodation.

f.  The amount of time taken o process each request for reasenable accommaodation.

g. The sources of technical assistance that have been consuilted in trying to
identify possible reasonable accemmodations.

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

a. Length of time it takes fo respond to requests for different types of reasonable

accommaodations;
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b Whether there are particular types of reasonable accommadations that tha Army has
heen unabis to provide;

c. Whether there are activities that are consistently not granting reasonable
accomnmodations; and

d. The various reasons for denial of a request for reasonable accommadaton,
Section 9. Informal Dispute Resolution and EEO Complaints

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

8.2 Anindividual whose reguest for accommaodation has beer denied may tile an EEC

complaint in accerdance with AR 690-600. An employce whose request for accommodation

has been r*enied and who is covered by a collective bargaining agrecmant may elecitofile a

clarm of discnmination under a negoetiated grievance procedure which covers such claims or
through the FEO complaint process. but not hoth. An emplover filing an EEO complaint at any
stage of the complaint process also may request the use of ADR.

8.3. The informal dispute resolution process does not affect the time limils governing the EEQ
complaint process. An individuals participation in the ADR procadures does not satisfy the
requirements for bringing a claim under the EEOQ. Merit Systems Protection Board (MSPB). or
uninn grievance procedurcs. When a request for reasonahie acenmmadation is denied, the
individual wishing to pursue the EEQ complaint process must do $0 within 45 days of the denial,
aven if sihe has already requested participation in the ADR process.
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APPENDIX A
CONTACT INFORMATION FOR

REASONABLE ACCOMMODATIONS

Employees are encouraged to contact their supervisors as the first step in
connection with requests for reasonable accommodation.

Organization

Name: Fort Carson, EEO Office
Location: Bldg 1659, 6282 Barkeley Ave, Fort Carson, CO 80913
Website: http://www.carson.army.mil/EEO/new%20site/index.html

EEO Officer

Name: Tami Gale

Phone: 719-526-9673

Fax: 719-526-2567

Email: tami.nadinggale@us.army.mil

Disability Program Manager

Name: Patricia Rosas

Phone: 719-526-5818

Fax: 719-526-5818

Email: patricia.rosas@us.army.mil

Alternative Dispute Resolution Contact

Name: Tami Gale

Phone: 719-526-9673

Fax: 719-526-2567

Email: tami.nadinggale@us.army.mil




APPENDIX B
CONFIRMATION OF REQUEST FOR REASONABLE ACCOMMODATION

1. Individual Information

Application or Employee Name (Last, First, Ml): Phone:

Pay Plan, Series, Grade: Email: __
(NSPS Occupational Code, Pay Schedule, Pay Band)

Job Title: Date of Request:

Organization:

Form Completed by: Date Form Completed:

Phone: ‘ Email:

2. Accommodation Requested (Be as specific as possible, e.g., adaptive equipment, reader, interpreter)

3. Reason for Request

If accommodation is time-sensitive, please explain:

Return form to Supervisor
(Disability Program Manager will assign number)

4. Log Number:

Note: This form should be completed by the employee making the reasonable accommodation request and
provided to his/her supervisor. An applicant should return the form to any Army employee with whom the
applicant has had contact in connection with the application process. If a third party is completing the form on
behalf of the employee or a management official is documenting an oral reasonable accommodation request, a
copy of the completed form will be provided to the employee to confirm receipt of the reasonable
accommodation request. Supervisors must provide a copy of this form to the EEO Disability Program
Manager, who will assign a log number and return a copy of the form to the supervisor.

NOTE: To view the entire U.S. Army Procedures for Providing Reasonable Accommodation for
Individuals with Disabilities please go to the below website, TAB Policy Letters
http://iwww.carson.army.mil/EEO/new%20site/index.html



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 o
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?

s Which job duties are affected?

. What suggestions does the employee have for accommodntion?

" Is there more than one accommodation that would allow the emplovee 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 Personne! 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
accommodation issues. such as the Computer/Electronic Accommaodations
Program (CAP) officials?

Is any coordination needed with facilities or fiscal managers?

Prior to implementing a reasonable accommeodation, has the CPAC cooerdinated
with the employee’s bargaining unit representative (if applicable}?

Has the Disability Program Manager been consuited prior t¢ requasting medical
information®?

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

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

DIRECTOR, DISABILITIES PROGRAM

Equal Employment Opportunity and Civil Rights Office

Office of Deputy Assistant Secretary of Army (Manpowsr & Reserve Aftairs)
1225 S. Clark Strest

Crystal Gateway 2, Suite 207

Arlington, VA 22202-4572

FPhone: (703) 604-0616

Fax:  {703) 607-0685

Web site: hitn /A

e eena grry

COMPUTER/ELECTRONIC ACCOMMODATICONS 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 -8075

Web site: Bt wwny ricare

COMPUTER/ELECTRONIC ACCOMMODATIONS PROGRAM TECHNOLOGY
EVALUATION CENTER (CAPTEC)
Pentagon, Room 2A2589
Phone: {703) 693-61838 (TTY)
{703) 893-5160 (Voice)
Email: cap@tma.osd.mil

JOB ACCOMMODATION NETWORK (JAN)
918 Chestnut Ridge Road

Suite 1, West Virginia University

P.0O. Box 6080

Morgantown, WV 26506-6080

1-800-526 79’34 (Voice/TDD)

Web site: hilp/vwerwjan wyuedu

DISABILITYINFO.GOV

This user-friendly Web site contains links to information of interest to people with disabilities their farmihies,
em; 'J!o,em senvice providers and other commurity members President George W. Bush's Neow Froedemr
Initistive directed federal agencies to create Disabilitylnfo.gov. This interagency Web site connecis peonle

Wi th disabiiities 1o the information and resourcas they nsed to pursue thelr personal and professinnal ambitions
- dehvering on America's promise of equal access to opportunity for all citizens.
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Appendix D-2

Department of Defense {DoD)
Computer/ Electronic Accommodations Program

[N Y S X A " : I b
Bite-www tricare milfeen

The Computer/Electronic Accommodations Program (CAP) offere assistive technology. devices.
and services at no cost to the activity. CAP provides assistance identifying, evaluating, and
selecting the appropriate modification or adjusiment to your werk environmant that enables you
to perform the essential functions of your job. CAP was established as a contralized point of
contact to assist DoD components and the military services to secure reasonable
accommodation egquipment for individuals with disabilities.

DoD CAP’s charter is:

a.

Te provide assistive technology and accommodations to ensure individuals with
disabilities have equal access to the information environment and opportunities in DoD.

To assist DoD components in providing assistive technology for individuals with
disabiiities.

To support the DoD goals of increasing representation of emplovees with
targeted disabilities to 2% of the civiian workforce.

To assist DoD components and milltary services to comply with existing laws and
requiations.

The CAP Initiatives include support to the:

a.

Workforce Recruitment Program for College Students with Disabilities by providing
assistive technology and services 1o activities and students who participate in the
Program.

Healthy Waork Practices Program cffers prevention and accommodation services to DoD
commands: teaming with workers compensations officials to assist employees in their
return to work process; and assists DeD managers in implementing telework through
workstations/assistive equipment.

Military Treatment Facilities (MTF) Partnership  CAP works closely with MTF sta# 1
provide information, resources, and assistive technology to wounded service members
and their families. Soldiers recover at MTFs due to injuries sustzined on active duty.

The Exceptional Family Members Program (EFMP). The Exceptional Family Member
Program (LFMP} is a mandatory enroliment program that works with other military and
civilian agencies to provide comprehensive and coordinated comsmunity support, housing.
and educational, medical, and perscnnel 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 worid.

Operation Warfighter, Always a Soldier, U.S. Army Wounded Warrior Program, and
CARES (Civilian Army Recruitment of Exceptional Scldiers) initiatives.
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Appendix D-2 {Continued}

Requesting COMPUTER/ELECTRONIC ACCOMMODATIONS.
Equipment, or Services

Provided through the Department of Defense
Computer/Electrenic 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 | onwebat
i

hitpr//hvww tricare.milcap/

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

Persons using these resources are cautioned of the need o determine if the rescurce
has been updated to incorporate new developments in the law.

Notice Cone

ing the Amerinans with Disabilitine Act Amandmenta Act -1 2008 Segptomber

- Frifnreamort Gendanee: Renemable &ccomm

Hardslhup Under the Amencans With

“dum October. 2002

Oetober. 2000

See also; Th

s March, 1997

A Septernber 1695

tnmes Waork

March 18895

June. 1933
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APPENDIX E
DENIAL OF ACCOMMODATION REQUEST

Log Number

1. Individual Requesting Reasonable Accommodation:

2. Type{s) of accommodation requested:

3. Request for accommodation denied because {rmay check more than one box):
Aceommadation Would Cause Undue Hardship
.. Medical Documentaticn Inadequate
_Aceommadation Would Reauire Remova! of one or more essential fob functions
. Other (Please identify! _ i

4. Detailed Reason(s) for the denial of a requested accommodation (Must be =nocific, e.g. why
accommodation is ineffective or causes undue hardshipy:

5. [lthe individual proposed one type of reascnable accommodation which is being denied, but rejected
an offer of a different type of reasonable accommaodation. expizin both the reasons for denial of the
retuested accommodation and why the chosen accommadation i sfactive,

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

7. It the individual wishes to file an EEO complaint, or pursue Merit Systems Protection Board (MSPB)
appeal and union grievance procadures, s'he must take the following steps. The time limits for these
steps apply whether or not the individual has intated ADR:

¢ Forar EEQ complaint pursuant to 29 C.F.R. 1614, contact an EEO counselor in the Equal
Employment Opportunity office within 45 days from ihe date of this notice of domal of
accommodation request or

= Faor a coliective bargaining claim. file a wntten grisvance in accordance with the provisions of the
Collective Bargaining Agreement; or

s Intiate an appeal to the MSPB within 30 days of an appealable adverse action as defmed in &
CFR §1PD1.3.

Printed/T 'ypéﬂii Name Date Requesréb Accommodation Denied
Signature of Deciding Official

Employee Signature Acknowledging Receipt Date of Receipt
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APPENDIX F
REASONABLE ACCOMMODATION INFORMATION REPORT

Ta he completed by manager/cfficial who processed the accommndation request. Submit 1o local
Disabilities Program Manager (EEC Office} {Use additionai sheets if necessary)

1. Request for accommaodation: (Check one)

Approved

Denied (Attach copy of the written denial memo sent to individual.)
2. Date reasonable accommadation requested:

3. Who received the recuest:

4. Date reasonable accommodation requast referred to decision maker (i.e., supervisor, Office
Directony

5. MName and position of Decision Maker:
8. Date request aporoved or denied:
7. Date reasorable accommaodation provided (if different from date approved):

8. If time frames outlined ir the Reasonable Accommodation Procedures were not met, please
exptain why.

9. Job held or desired by individual requesting reasonable accommodation imclude
occupational series, grade level’or equivalent NSPS information and office}:

10. Reasonable accommodation needed for: {check one}
______ Application Process
_______________ Performing Job Functions or Accessing the Waork Environment
_ Accessing a Benefit or Privilege of Employment (e.g., attending a training program)

11. Type(s) of accommodatior requested {e.g., adaptive equipment. staff assistant, removal of
architectural barrier).

12. Type(s) of reasonable accommodation provided (if different from what was requested)

13. From what organization was adaptive equipment obtained?

14. Was medical information required to process this request? if ves, explain why.

15. Sources of technical assistance, if any consulted in trying to identify possible reasonable
accommodations (e.g.. Job Accommodation Network, Computer’Elecironic

Accommodations Program, disabifity organization, Disabifity Pregram Manager:.

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