DEPARTMENT OF THE ARMY
OFFICE OF THE DEPUTY CHIEF OF STAFF, G-1
CIVILIAN HUMAN RESOURCES AGENCY
3330 RARITAN AVENUE
ABERDEEN PROVING GROUND, MD 21005

REPLY TO
ATTENTION OF

DAPE-CHP 29 FEB 2op

MEMORANDUM FOR All Civilian Human Resources Agency Employees

SUBJECT: Procedures for Providing Reasonable Accommodation for Individuals
with Disabilities through Reassignment, Standard Operating Procedure (SOP)
720(b)-12-SOP-01

1. References:

a. US Equal Employment Opportunity Commission (EEOC) Procedures for
Providing Reasonable Accommodation for Individuals with Disabilities, February 9,
2001.

b. EEOC Enforcement Guidance: Reasonable Accommodation and Undue
Hardship under the Americans with Disabilities Act, October 17, 2002.

c. EEOC Practical Advice for Drafting and Implementing Reasonable
Accommodation Procedures Under Executive Order 13164, July 2005.

d. Memorandum, SAMR-ZA, March 17, 2009, subject: US Army Procedures for
Providing Reasonable Accommodation for Individuals with Disabilities.

2. Purpose: This document establishes procedures for Civilian Personnel Advisory
Centers (CPACs) to follow when assisting managers in providing reasonable
accommodation to individuals with disabilities through reassignment to vacant positions.
This document does not cover other reasonable accommodation measures nor does it
cover actions to be taken when an employee cannot be accommodated through
reassignment.

3. Policy:

a. EEOC policy, as stated in reference b, is that “Reassignment is the reasonable
accommodation of last resort and is required only after it has been determined that:
(1) there are no effective accommodations that will enable the employee to perform the
essential functions of his/her current position, or (2) all other reasonable
accommodations will impose an undue hardship.” Reassignment must be considered
as an accommodation prior to terminating an employee with a disability who cannot be
accommodated in his/her current position.
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b. Reference d defines “undue hardship” as a specific accommodation which would
cause significant difficulty or expense. This determination is made on a case-by-case
basis taking into account the nature and cost of the accommodation needed and the
impact of the accommodation on Army operations.

c. Army policy, as stated in reference d, is that reassignment is available only to
employees, not applicants. Reasonable accommodation reassignments may be made
only to vacant positions. Positions will not be created nor other employees displaced in
order to reassign employees with disabilities. Only permanent employees will be
considered for reasonable accommodation reassignments.

4. Responsibilities:

a. The decision maker, an agency official within the employee’s chain of command
(usually the employee’s supervisor), is responsible for responding to an employee who
requests reasonable accommodation. The decision maker determines what reasonable
accommodation can be made. If no other accommodation is possible without undue
hardship to the organization, the decision maker must consider reassignment.

b. The Disability Program Manager (DPM) serves as a resource for supervisors and
managers with respect to potential reasonable accommodations including reasonable
accommodation through reassignments and assists in obtaining medical
documentation. The DPM does not serve as an employee advocate.

c. The servicing CPAC, at the request of the decision maker, conducts a search for
a vacancy which will accommodate the employee.

d. As requested by the CPAC or DPM, the Occupational Health Specialist or Nurse
may review a proposed reassignment to ensure the employee’s physical abilities are
commensurate with the physical demands of the position.

5. Procedures:

a. Search for Vacant Positions:

(1) Request: The employee notifies the decision maker (or DPM) of his/her need
for reasonable accommodation. The employee may be asked to provide medical
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documentation if the need for accommodation is not obvious. The decision maker
determines what reasonable accommodation can be made. If no other accommodation
is possible without undue hardship, the decision maker must consider reassignment.

(2) Determining employee qualifications and geographic mobility. The decision
maker will determine if the employee is willing to accept a lower grade position if no
position at his/her current grade is available or to accept a part-time position. The
decision maker should also discuss with the employee whether he or she is willing to
relocate to another Army installation or activity within or outside of the commuting area if
no appropriate positions are available at the employing installation or activity. The
employee should be counseled that he/she would be responsible for all relocation
expenses. Based on the parameters identified by the employee, the CPAC will review
the employee’s qualifications and experience to determine potential placements, i.e.,
vacant positions within the agency for which the employee may be qualified, with or
without reasonable accommodation.

(3) Positions to be considered in search:

(a) Active Recruit/Fill Actions: The CPAC should review current vacant positions
for which the employee is qualified and which are under recruitment at the employing
installation or activity and for which there are no pending Department of Defense (DoD)
Priority Placement matches. These are identified by a review of all active Recruit/Fill
actions at or below the current grade level of the employee using the In Box Statistics
portlet of the Army Civilian Personnel Online (CPOL) Portal.

(b) Projected Vacancies: If there is no active Recruit/Fill action which is an
appropriate placement, the CPAC should review positions for which the employee may
qualify and which the CPAC has reason to believe will become vacant and be recruited
for within 60 days from the date the search is initiated. This includes known pending
retirements and separations as well as promotions or reassignments of other
employees which are expected to result in a subsequent recruitment action. These
positions are identified by a review of separation, promotion or reassignment non-fill
actions in the In Box Statistics portlet of CPOL Portal for the employing installation. The
CPAC must confirm that management intends to recruit before considering the
position as a potential reasonable accommodation placement.
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(c) Positions at other Army installations/activities: If the employee cannot be
accommodated with a placement at his/her employing activity, the CPAC should search
for current and projected vacancies at Army installations/activities in the commuting
area. The CPAC can also search for positions at Army installations or activities outside
of the commuting area if the employee has indicated a willingness to relocate. The
CPAC should advise the Regional Staffing Proponent when the vacancy search is
extended beyond the employing activity. If no one at the CPAC has global access in
CPOL in order to conduct these searches, the regional staffing proponent may be able
to assist. The servicing CPAC is responsible for coordination with the CPAC and
management at the potentially gaining activity before an offer is extended.

(4) Duration of the search period: The CPAC should commence the search for
an appropriate reassignment as soon as the employee’s qualifications and geographic
mobility have been established. The initial search is for vacant positions at the
installation. If necessary, the search is expanded to include projected vacancies as
described in paragraph 5a(2)(b). If no appropriate vacancies or projected vacancies
exist and if the employee is willing to relocate, the search is expanded to other Army
installations as described in paragraph 5a(2)(c). The actual search may be completed
in a day or take several days but is not open ended.

b. Extending an Offer: The CPAC representative should advise the decision maker,
DPM, and, if necessary the Occupational Health Specialist or Nurse, when an
appropriate vacancy is identified. If management concurs in the placement, a written
offer of the position is given to the employee. The offer provides information about the
organizational and geographic location, duties, unique working conditions or
requirements, proposed date of assignment and salary to include pay retention
information, if applicable. (DoD Instruction 1400.25-V536, paragraph 3c(5) extends pay
retention to an employee who accepts a lower grade position to accommodate a
disabling medical condition.) The offer should also inform the employee about the
consequences of rejecting the offer. The CPAC should inform the DPM about the
outcome of the search, and, if an appropriate position was identified, whether the
employee accepted the position offer.

c. Documentation to be maintained by the CPAC.:

(1) Copy of employee’s request for reasonable accommodation.
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(2) Request from decision maker stating that reasonable accommodation in the
employee’s current position is not possible without undue hardship to the organization
and requesting the CPAC search for a vacant position for which the employee qualifies.

(3) Date(s) vacancy search was conducted.

(4) List of positions (current and projected to be filled within 60 days from date
the search is initiated) that were considered as placement possibilities. This list could
be an extract from In Box Statistics data exported to a spreadsheet and annotated to
indicate whether employee met the qualifications and medical requirements of the
position. (See Enclosures 1 and 2 for sample spreadsheets which document position
search.)

(5) If medical information was requested from the employee to assist in
identifying an appropriate position, this information should be given to the DPM for
retention.

6. Questions may be directed to your Regional Staffing Proponent.

o/

Division Chief Technical Review

Zchond 72 Ll

2 Encls BARBARA P. PANTHER
Director, Civilian Human Resources Agency
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