Sample Employment Policy and Procedure for Employee

Reasonable Accommodations

Employment Policy

                          policy is to comply fully with all applicable laws that relate to employment, including those that pertain to persons with disabilities.  ____________ provides equal opportunity in employment for all qualified persons with disabilities.  ____________'s policy extends to all terms, conditions and privileges of employment.  All employment practices and activities, whether provided or conducted by ____________ or another entity on its behalf, will be conducted on a non-discriminatory basis in compliance with the law.  ____________'s nondiscrimination policy includes, but is not limited to, the following areas of employment: recruiting, accepting applications, interviewing, job assignments, organizational structure, position descriptions, compensation, benefits, leave time, opportunities for professional training, etc.  ____________ is also committed to not discriminating against any qualified employee or applicant because he or she is related to or associated with a person with a disability.  

This list above is neither exhaustive nor exclusive.  ____________ is committed to taking all other actions necessary to ensure equal employment opportunity for persons with disabilities in accordance with all applicable federal, state and local laws.

Procedure for Reasonable Accommodations

____________ must make "reasonable accommodations" to the known physical or mental limitations of an otherwise qualified job applicant or employee.  ____________ must do this unless ____________ can demonstrate that the accommodations would impose an "undue hardship."  A reasonable accommodation is any change in the work environment or in the way things are customarily done by ____________ that enables an individual with a disability to enjoy equal employment opportunities.  The concept of reasonable accommodation applies to all phases of employment.  Examples of reasonable accommodations include the following: making facilities used by employees readily accessible and usable; restructuring jobs; allowing part-time or modified work schedules; acquiring or modifying equipment or devices; and providing readers or sign language interpreters.

If an employee or applicant thinks that he or she is entitled to a reasonable accommodation due to a physical or mental disability, he or she should request one.  Employees may make requests for accommodations to their supervisor, and applicants may request accommodations from the person conducting the interview.  Once an accommodation has been requested by a qualified individual with a disability, ____________ must make a reasonable effort to determine the appropriate accommodation.  Supervisors should consult with the 504/ADA Employment Coordinator to discuss the request and to review ____________'s reasonable accommodation process.  This process is as follows:


(1)
working from the job description, analyze the particular job functions involved and determine the purpose and essential tasks;


(2)
consult with the individual to find out how the disability limits job functions and how the limitations can be overcome with an accommodation;


(3)
identify possible accommodations and assess their effectiveness in helping the person perform the essential functions of the job; and


(4)
consider the employee's preferences and then select the most appropriate accommodation for both the employer and the employee.

After following the process described above, the supervisor will make the accommodation if it is necessary in order to allow the person to perform the required job functions unless the accommodation will not achieve its purpose or is an undue financial or administrative burden or requires an accommodation to a job description that alters the “essential job functions.” 

In such instances, the supervisor will document his or her reasons for denying the accommodation and consult with the 504/ADA Employment Coordinator.  The appropriate Division Director will make any decision to deny an accommodation and may reopen discussions with the employee as to possible ways to resolve the problem.

____________ will require verification of eligible disability status and the need for and efficacy of requested accommodations unless those facts are known or obvious (for example, if a blind person requests a voice computer).  All such verification information will be kept confidential.

504/ADA Grievance Procedure
____________ has adopted the following grievance procedure providing for prompt and equitable resolution of complaints alleging any action prohibited by federal regulations implementing Section 504 of the Rehabilitation Act of 1973, as amended (29 U.S.C. Sec. 794) and the Americans With Disabilities Act (72 U.S.C. 12101 et seq.).

The laws and regulations may be examined in the offices of ____________’s 504/ADA Employment Coordinator, who is:



Name



Address



Phone, fax, TDD

She has been designated to coordinate the efforts of ____________ to comply with the employment regulations.

An applicant or employee may file a grievance for alleged discrimination on the basis of a disability, including failure to provide a reasonable accommodation, by contacting any one of the following:



Name



Address



Phone, Fax, TDD

To report discrimination on the basis of a disability in connection with employment, employees may also contact:

Massachusetts Commission Against Discrimination

One Ashburton Place, 6th Floor

Boston, MA    02108

(617) 727-3990

Equal Employment Opportunity Commission

One Congress Street, 10th Floor

Boston, MA    02114-2023

(617) 565-3200

Investigation of  Discrimination on the Basis of  Disability
If a grievance is not resolved, a complaint may be filed with the 504/ADA Employment Coordinator.  The 504/ADA Employment Coordinator or his designee will then conduct an investigation of the allegation(s).  The investigation will be conducted fairly and expeditiously and in a manner that will maintain confidentiality to the extent practicable under the circumstances.  It may include a private interview with the person filing the complaint and an examination of the circumstances surrounding the denial of an accommodation.

When the investigation is completed, the 504/ADA Employment Coordinator will, to the extent appropriate, inform the person filing the complaint and the person alleged to have committed the discriminatory conduct, if any, of the results of that investigation.  If it is determined that discrimination has occurred, prompt action will be taken to eliminate the offending conduct or make the appropriate accommodation.  Where it is appropriate, disciplinary sanctions may be imposed.

Employment Advertisements

____________'s advertisements for employment opportunities should contain the language described below in addition to the "Equal Opportunity Employer" language:

____________ will provide reasonable and appropriate communication auxiliary aids and services to persons with disabilities upon request.

____________'s TDD telephone number (__________) should be listed along with ____________'s voice telephone numbers.  In addition to placing advertisements in local newspapers, ____________ may do a mailing to ____________'s Disability Group Mailing List.  Please consult with the 504/ADA Employment Coordinator for further information.

REFERENCES

ADA regs: 28 CFR 35.140: and 29 CFR Part 1630

HUD 504 regs: 24 CFR 8.10 - 8.13

DOE 504 regs: 10 CFR 1040.66 - 1040.69

DHHS regs: 45 CFR 85.31 (See 9 CFR Part 1613)

ACTION 504 regs: 45 CFR 1232.9 - 1232.12
