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HEADQUARTERS 
DEFENSE HUMAN RESOURCES ACTIVITY 

   4800 MARK CENTER DRIVE, SUITE 03E25 
   ALEXANDRIA, VA 22350-4000 

 
OPERATING INSTRUCTION 

 
SUBJECT: Defense Human Resources Activity Reasonable Accommodations Program  
 
REFERENCES:  

(a) Executive Order 13164, 3 CFR § 102 “Requiring Federal Agencies to Establish  
  Procedures to Facilitate the Provision of Reasonable Accommodation,” July 28,   
       2000.   

(b) Title 29 U.S.C. §§ 791, 794, 794d, “The Rehabilitation Act of 1973,” Sections  
 501, 504 and 508, as amended.   
(c) The Americans with Disabilities Act Amendment Act of 2008 (ADAAA),  
 January 1, 2009.   
(d) DoD Directive 1020.012E, “Nondiscrimination on the Basis of Handicap in 

Programs and Activities Assisted or Conducted by the Department of Defense,” 
November 21, 2003. 

(e) DoD Instruction 1000.31, Computer/Electronic Accommodations Program     
      (CAP). 
(f)  DoD Instruction 6025.18, “Privacy of Individually Identifiable Health Information 

in DoD Health Care Programs,” December 2, 2009 
 
1. PURPOSE. 

This Operating Instruction (OI) establishes policies, responsibilities, and procedures for the 
Reasonable Accommodations (RA) Program within the Defense Human Resources Activity 
(DHRA).   
 

2. APPLICABILITY. 
This OI applies to the DHRA Enterprise. DHRA consists of a Headquarters function and 
individual Components with unique missions. 

 
3. SUMMARY OF CHANGES. 

This instruction supersedes DHRA OI, RA Program, dated, August 30, 2018, and 
incorporates changes recommended by Equal Employment Opportunity Commission 
(EEOC) to include more detailed information regarding DHRA “Procedures.” 
 

4. DEFINITION OF TERMS 
4.1 Approving official.  Any leader within the DHRA employee’s supervisory chain who 

can grant a reasonable accommodation to the employee or to the requestor. 
4.2 Disability.  Physical or mental impairment that substantially limits one or more of the 

major life activities of an individual; a record of such an impairment; or being regarded 
as having such an impairment.  The term “disability” will be construed in favor of broad 
coverage of individuals to the maximum extent permitted by the terms of the ADAAA.  
Disabilities include: 
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4.2.1 Mental impairments or psychological disorders, such as an intellectual disability, 
organic brain syndrome, emotional or mental illness, and specific learning   
disabilities. 

4.2.2 Physical impairments that are constant, episodic, or in remission, when the 
disability substantially limits a major life activity when active.  

4.3 Employee.  Any civilian assigned to DHRA.  This does not include contractor 
employees. 

4.4 Essential functions.  Job duties or functions so fundamental to the position the 
individual holds or desires to hold that the job cannot be done without performing them. 
A function can be “essential” if, among other things:  The position exists specifically to 
perform that function.  There are a limited number of other individuals who could 
perform the function. The function is specialized and the individual is hired based on his 
or her ability to perform that function. 

4.5 Interactive Process.  Informal conversation between a manager and an employee to 
assess whether an employee’s disability can be reasonably accommodated. This is a 
conversation that covers an array of questions and answers to determine the best 
possible accommodation solution for the individual and that will not create an adverse 
impact on the Component’s ability to fulfill mission obligations. 

4.6 Job applicant. This means any person seeking employment with DHRA but who does 
not yet work at DHRA. 

4.7 Qualified individual with a disability.  An individual with a disability is qualified if the 
individual satisfies the requisite skill, experience, education, and other job related 
requirements of the position. The individual can perform the essential functions of the 
position, with or without reasonable accommodation. 

4.8 Reasonable Accommodation (RA).  Any change in the work environment or in the way 
things are customarily done that would enable a qualified individual with a disability to 
obtain equal employment opportunities.  Reasonable accommodations must be 
provided, if appropriate, to qualified individuals regardless of whether they work part-
time, full-time, or are considered probationary. 

4.9 RA Program Manager.  The RA Program Manager provides policy, coordination, and 
oversight for issues of employment, advancement, retention, accessibility, and 
reasonable accommodations. 

4.10 Reassignment.  Movement of an employee from one position to another position. 
4.11 Undue hardship.  A significant difficulty or expense focused on the resources and 

circumstances in relationship to the cost or difficulty of providing a specific reasonable 
accommodation.  Undue hardship refers not only to financial difficulty, but also to 
reasonable accommodations that are unduly extensive, substantial or disruptive, or those 
that would fundamentally alter the nature of operations.  Agencies will assess on a case-
by-case basis whether a particular reasonable accommodation would cause undue 
hardship. In making the determination as to “significant difficulty or expense,” 
Agencies will consider: 
4.11.1 Overall size of DHRA’s program with respect to the number of employees,  

number and type of facilities and size of budget; type of operation, including the 
composition and structure of DHRA’s workforce; 

4.11.2 The nature and net cost of the accommodation needed under this part, taking into 
consideration the availability of outside funding; 



3 
    
 

4.11.3 The overall financial resources involved in the provision of the reasonable 
accommodation, the number of persons employed and the effect on expenses and 
resources; 

4.11.4 The overall financial resources available to DHRA with respect to the number of  
its employees and the number, type, and location of its facilities; 

4.11.5 The type of operation or operations of DHRA, including the composition, 
structure and functions of the workforce and the geographic separateness and 
administrative or fiscal relationship of DHRA’s facility or facilities in question; 
and the impact of the accommodation upon the operation of the facility, 
including the impact on the ability of other employees to perform their duties and 
the impact on the facility's ability to conduct business. 

 
5. POLICY. 

5.1 DHRA is both committed and required to provide reasonable accommodations to the 
known physical or mental limitations of qualified employees or applicants for 
employment with a disability, unless doing so would cause undue hardship to DHRA. 
This policy is in accordance with Section 501 of the Rehabilitation Act of 1973 which 
requires Federal agencies to provide reasonable accommodation for qualified employees 
or applicants with disabilities, unless to do so would cause undue hardship.  This Policy, 
and the accompanying Procedures, fully comply with the Rehabilitation Act of 1973, 
Executive Order 13164 (requiring Federal agencies to establish procedures to facilitate 
the provision of reasonable accommodation), and EEOC regulations at 29 C.F.R. § 
1614.203(d)(3) (clarifying the written procedure requirement). 

5.2 It is DHRA’s policy that no qualified employee or applicant for employment shall be 
subjected to discrimination on the basis of disability under any program or activity that 
receives or benefits from Federal financial assistance disbursed by a Department of 
Defense (DoD) Component or under any Federal program or activity that is conducted 
by a DoD Component.  

5.3 Requests for reasonable accommodation will be processed in accordance with 
References (a) through (f), as relevant, and this OI.  Supervisors should recognize 
potential request for Reasonable Accommodation by using three (3) methods:  (1) self-
observation; (2) third party notification; and, (3) individual does not request a 
reasonable accommodation but communicate to their supervisor a need for assistance to 
perform their position duties. 
 

6. RESPONSIBILITIES.   
6.1 Employees and/or applicants for employment are responsible for requesting and 

participating in the interactive process of reasonable accommodations.  
6.2 Supervisors are responsible for the following: 

6.2.1 Documenting requests for all RAs. 
6.2.2 Engaging in the interactive process with the individual to discuss the job 

functions, the need for accommodation, and identify an effective accommodation 
that does not impose an undue hardship on DHRA.  

6.2.3 Notifying the requesting individual in writing of the final decision whether to 
grant or deny the accommodation.  If the request is granted, the notice will 
include how the accommodation will be provided.  If the request is denied, the 
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notice will include the requestor’s reconsideration and appeal rights and/or the 
right to seek Equal Employment Opportunity (EEO) counseling. 

6.3 The DHRA Chief of Staff (COS) is responsible for ensuring the effective functionality 
of the DHRA RA policy and procedures with oversight to the DHRA Reasonable 
Accommodation program. 

6.4 The DHRA RA Program Manager is the representative responsible for processing 
requests for reasonable accommodation, as well as: 
6.4.1 Administering the RA program by reviewing requests of employees and 

applicants for completeness; assessing requests to determine whether the 
individual meets the definition of an individual with a disability and needs the 
accommodation requested; initiating the interactive process with the requesting 
employee and appropriate officials.   

6.4.2 Obtaining and evaluating documentation supporting an accommodation request 
(such as medical information) when the disability and/or need for accommodation 
is not obvious. 

6.4.3 Working with the employee's supervisor to ensure that any accommodation, if 
appropriate, meets the individual's disability-related needs, does not entail 
eliminating essential functions of the position, is feasible, and does not pose an 
undue hardship. 

6.4.4 Working with applicants with disabilities who need accommodation to apply for 
or be interviewed for a job. 

6.4.5 Administering the agency-wide budget to cover all costs associated with 
providing reasonable accommodations, including sign language interpreters, 
furniture, technology, and other significant purchases. 

6.4.6 Receiving and maintaining reasonable accommodation requests and notifying 
supervisors immediately when employees submit a RA request. 

6.4.7 Requesting and receiving medical documentation in support of the reasonable 
accommodation request, safeguarding the documentation, and forwarding it to the 
Federal Occupational Health (FOH) physician, or another medical provider 
contracted by DHRA for a medical sufficiency review when the disability and/or 
need for RA is not obvious. 

6.4.8 Entering information related to all RA requests and case disposition into an 
electronic tracking system. 

6.4.9 Medical information or documentation of an employee’s impairment or disability 
must be kept in a separate file from normal personnel records and be properly 
secured when not in use by the authorized parties.  All information about 
employees’ disabilities or impairments and reasonable accommodation(s) must be 
kept confidential and must not be shared with others unless on a need-to-know 
basis or where that person is directly involved in the decision-making or is 
providing consultation. 

6.5 Physicians contracted by DHRA are responsible for reviewing the medical 
documentation and assisting DHRA in determining whether the documentation is 
sufficient to make a decision, whether the medical condition impairs the individual’s 
ability to perform the essential functions of the job, and for providing detailed 
information on the individual’s functional limitations to assist the supervisor in 
identifying what types of accommodation(s) would be reasonable and effective.  
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7. PERSONAL ASSISTANCE PROGRAM (PAS).  Pursuant to Section 501 of the 

Rehabilitation Act of 1973, as amended, DHRA provides Personal Assistance Services 
(PAS) to its employees.  PAS are available to help eligible DHRA employees who, because 
of targeted disabilities, require assistance to perform basic activities of daily living that is not 
otherwise required as a reasonable accommodation, like eating and using the restroom.  (See 
Enclosure A for detailed description of PAS services). 
 

8. REASONABLE ACCOMMODATIONS (RA) PROCEDURES.  This instruction 
 prescribes procedures for recognizing and processing reasonable accommodation requests 
submitted by employees of DHRA Components and their authorized representatives.  (See 
Enclosure B for detailed procedures regarding the RA Process). 

 
9. EFFECTIVE DATE:  The Effective Date of this OI is on the date of the signature below. 
 
 
 
 
 William H. Booth 

  Director 
 
Enclosures: 
1. Personal Assistant Services (PAS)  
2. RA Procedures 
3. Interactive Process Flowchart  
4. DHRA Form 1 - Request for Reasonable Accommodation 
5. DHRA Form 2 - Reasonable Accommodation Medical Documentation Request 
6. DHRA Form 3 - Interactive Process Checklist for Supervisor 
7. DHRA Form 4 - Denial of Reasonable Accommodation 
8. DHRA Form 5 - Information Reporting 
9. Federal Occupational Health (FOH) Form 6 - Medical Release Document 
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ENCLOSURE 1 
PERSONAL ASSISTANCE SERVICES (PAS) 

 
1. Pursuant to Section 501 of the Rehabilitation Act of 1973, as amended, DHRA provides 

Personal Assistance Services (PAS) to its employees.   
1.1 PAS are available to help eligible DHRA employees who, because of targeted 

disabilities, require assistance to perform basic activities of daily living that is not 
otherwise required as a reasonable accommodation, like eating and using the restroom. 

1.2 PAS are not the same as services that help the individual perform job-related tasks, such 
as sign language interpreters for individuals who are deaf or readers for individuals who 
are blind or have learning disabilities.  Medical conditions that are more likely to result 
in the need for PAS include, for example, missing limbs or paralysis due to spinal cord 
injury.   

 
2. The process and the forms used in requesting PAS are the same as in requesting a reasonable 

accommodation.   
2.1 The individual does not need to mention Section 501 or the EEOC's regulations 

explicitly, or use terms such as “PAS” or “affirmative action” to trigger the agency's 
obligation to consider the request.   

2.2 The process is integrated into the RA process and is under the responsibility of the RA 
Program Manager.   

 
3. As with the reasonable accommodation process, individuals who request PAS and the 

managers deciding whether to grant or deny the request engage in the informal interactive 
process unless it is obvious that the individual has a targeted disability and needs the 
requested services.  

 
4. Requests for PAS may be denied if the requester is not an employee of DHRA; the requester 

does not have a targeted disability; the targeted disability does not create a need for PAS; the 
requester is not able to perform the essential functions of the job, even with PAS and any 
reasonable accommodations; the requester would create a direct threat to safety on the job, 
even with PAS and any reasonable accommodations; or providing PAS would impose undue 
hardship on the agency. 

 
5. Medical information gathered in this process is confidential and may only be shared with 

individuals who need to know the information to consider PAS for a specific individual.  
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ENCLOSURE 2 
REASONABLE ACCOMMODATION PROCEDURES 

 
1. Requesting for a Reasonable Accommodation (RA). 

1.1 The RA process begins when an individual with a disability, or the individual’s 
representative, requests an adjustment or modification to assist the individual to perform 
the essential functions of the position, to complete the application process, or to allow the 
individual to obtain equal access to a term, benefit, or privilege of employment. 

1.2 A healthcare professional, family member, or any other person, may serve as a 
representative to request an accommodation on behalf of an individual.  This request 
should be in writing, but is not mandatory.  Employees are recommended to fill out 
DHRA Form 1, “Request for a Reasonable Accommodation” (See Enclosure D) which 
will document the request to leadership and the RA Program Manager. 

1.3 An individual need not have a particular accommodation in mind before making a 
request. 

1.4 Whenever possible, the approving official will confirm the request with the individual 
needing the accommodation.  Within five business days, absent unusual circumstances, 
the DHRA official who receives the request, if other than the approving official, will 
promptly forward the request to the approving official for action.  Regardless of which 
DHRA official receives the initial notification, the approving official will normally 
provide a decision approving or denying the request for reasonable accommodation 
within 30 business days of receipt of all relevant documentation to support the reasonable 
accommodation request.  This timeline may be extended when medical documentation is 
requested and when the interactive process is ongoing. 

1.5 Reasonable accommodation requests can be made orally or in writing, at any time, to an 
employee’s first line supervisor, second or third line supervisor, any senior management 
official’s supervisor, or the RA Program Manager.  DHRA requires the completion of a 
RA request form for recordkeeping purposes (See Enclosure D). 

1.6 Once a decision is made, the requester’s supervisor will communicate the results of the 
decision to the requester. 

1.7 The approving official and the employee with a disability should engage in an informal 
discussion to clarify the employee’s needs and identify the appropriate reasonable 
accommodation.  This discussion begins the RA Interactive Process. (See Enclosure C 
for more information on the Interactive Process). 

1.8 The approving official may ask the individual requesting the accommodation relevant 
questions to enable an informed decision about the request including the nature of the 
disability, the individual’s functional limitations, and the appropriate types of reasonable 
accommodation. 

1.9 In all instances where the individual’s disability is not obvious, sufficient medical 
documentation is required to substantiate the request for the accommodation. 

1.10 Recurring reasonable accommodations, such as the assistance of sign language 
interpreters or readers, do not need a written confirmation.  Only the first request requires 
a written confirmation.  Thereafter, the individual must give appropriate notice each time 
he or she needs the accommodation.  
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2. Timeframes for Processing Requests.  

2.1 The amount of time it takes to respond to a request for reasonable accommodation 
depends on the nature of the accommodation and whether medical documentation is 
needed to confirm the existence of the disability and the need for a reasonable 
accommodation. 

2.2 Approving officials should respond to reasonable accommodation requests as soon as 
possible.  The process timeframe begins when an individual makes an oral or written 
request for a reasonable accommodation. 

2.3 Initial Supervisory Steps: 
2.3.1 Within five (5) calendar days of receipt of the request, absent unusual 

circumstances, the supervisor shall acknowledge the request in writing and 
respond to the requestor by explaining that he or she will be the deciding official 
on the request. 

2.3.2 Within five (5) calendar days of receipt of the request, absent unusual 
circumstances, the supervisor shall complete the DHRA Form 5, Information 
Reporting (See Enclosure H) that will be provided to the requestor for signature if 
the request is made in an alternate format.  

2.3.3 Within five (5) calendar days of receipt of the request, absent unusual 
circumstances, the supervisor shall have an initial discussion with the employee 
and/or their representative to discuss the processing of the request, and the DPM 
will notify the employee of medical or additional supporting information needed 
to process the request.  

2.3.4 Interactive Process.  Communication is priority and essential throughout the entire 
process.  This means that the applicant or employee requesting the 
accommodation should also participate, to the extent possible, in helping to 
identify effective accommodations that are related to the interview and/or the 
essential functions of the job.  Resources available to help both the deciding 
official and the individual requesting the accommodation are explained.  As part 
of the interactive process, the supervisor (or RA Program Manager) and the 
employee (or applicant) requesting the reasonable accommodation shall 
communicate to ensure a full exchange of relevant information. 

2.3.5 The supervisor, normally within 30 calendar days, will notify the RA requester 
whether his or her request has been approved or denied. 

2.3.6 Third Party Requests.  Prior to proceeding, the supervisor should, if practical, 
confirm that the individual with the disability does, in fact, want a reasonable 
accommodation.  In this situation, the supervisor will process the third party’s 
request to the extent possible and consult directly with the individual potentially 
needing the accommodation as soon as it is practicable. 

2.3.7 Absent extenuating circumstances, the approving official must begin the 
Interactive Process within five (5) business days and use the existing information 
to approve or reject the reasonable accommodation request in 30 calendar days.  
The requirement to provide a decision within 30 calendar days is suspended when 
the approving official requires medical documentation or additional information 
to make an informed decision, and starts again once adequate documentation or 
the required additional information is provided.  
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2.4 However, if the approving official can provide a particular reasonable accommodation in 
less time than is authorized under these procedures, the approving official should respond 
promptly to the request. 

2.5 Expedited Processing.  In certain circumstances it is possible that a request for 
reasonable accommodation will require an expedited review and decision in a timeframe 
that is shorter than 30 calendar days.       

2.6 If approved, the employee will normally receive the accommodation within 15 business 
days unless extenuating circumstances delay implementation.  Extenuating circumstances 
include factors that could not have reasonably been anticipated or avoided in advance of 
the request for accommodation. 

2.7 When delays occur, approving officials must consider and provide temporary 
accommodations whenever possible.  Approving officials will notify the employee, 
within three calendar days, if practicable, that such delays exist and a reason for the 
delays.  

2.8 When there is a delay, any official who is involved in facilitating an effective 
accommodation solution must notify the employee’s approving official.  In such cases, 
the approving official must then confer with the employee to discuss providing 
temporary measures. If there is a delay in providing a reasonable accommodation, which 
has been approved, the supervisor shall determine whether temporary measures can be 
taken to assist the employee.   For example, where an employee requests telework or an 
alternative work schedule as an accommodation due to his or her impairment, the 
approving official may grant the accommodation on a temporary, provisional basis while 
evaluating the request. 

2.9 If a delay exists in either processing a request or delivering a reasonable accommodation 
and the delay is not attributable to the requesting individual, the approving official will 
notify the individual, in writing, of the specific reasons for the delay. 

2.10 Whenever possible, the approving official should keep the individual informed of 
DHRA’s expected process completion date. 

2.11  Case-by-Case Basis.  Every reasonable accommodation is evaluated on a case-by-case 
basis.  When the disability or the need for an accommodation and the type of 
accommodation to be provided is clear, extensive discussions may not be necessary.  If 
the approving official can provide a particular reasonable accommodation in less time 
than is authorized under these procedures, the approving official should respond 
promptly to the request.   

2.12 Non-Responsiveness 
2.12.1 To the extent that DHRA fails to respond at all to a request for reasonable 

accommodation within the prescribed timeframes, this may constitute a “denial” 
of reasonable accommodation.  In such cases, employees may appeal this 
“denial” to their second-level supervisor.  

2.12.2 To the extent that an employee who has requested a reasonable accommodation 
becomes non-responsive during the process; that is, does not respond to requests 
for requested documentation after repeated attempts, or otherwise, fails to 
continue the interactive discussion, absent extenuating circumstances, the DPM 
should make reasonable efforts to contact the employee and determine the 
reasons for the employee’s non-responsiveness 
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2.12.3 If the employee remains non-responsive for 60 calendar days after the original 
request, the supervisor shall administratively close the case by completing the 
Denial of Reasonable Accommodation and the Reasonable Accommodation 
Information Reporting Worksheets, filling in the item pertaining to the reasons 
for the closure, attaching all supporting documents and providing a copy of the 
Denial of Reasonable Accommodation Worksheet to the employee.   The 
supervisor shall also provide a copy of both worksheets to the DPM. 

 
3. Requests for Computer and Electronic Equipment.  When funds are available, the 

Computer/Electronic Accommodations Program (CAP) provides computer and electronic 
equipment to all DoD employees with disabilities.  In order to maximize the use of all 
available resources, DHRA employees with a disability will first request assistive technology 
from CAP, if relevant to the disability, to fulfill a reasonable accommodation request.  When 
funding or equipment is not available from CAP, DHRA will provide the assistive technology 
as part of an approved accommodation, as applicable.  
3.1 Employees or approving officials may directly submit equipment requests to CAP.  All 

information will be kept confidential.  Employees or approving officials must provide a 
copy of the CAP request to the DHRA RA Program Manager.  Additional information is 
available on the CAP website at www.cap.mil. 

3.2 CAP Procurement Exceptions.  DHRA will acquire assistive technology equipment for 
an approved reasonable accommodation when CAP has notified DHRA that funding is 
not available or the requested accommodation will take substantially longer than 30 
business days to acquire using the CAP process.   
 

4. Approval of Reasonable Accommodation Requests.   
4.1 Approving officials must provide reasonable accommodation decisions in writing.  The 

form used to document the approval is DHRA Form 5, Information Reporting (See 
Enclosure H). 

4.2 An approving official does not need to provide specific reasons for the decision to 
approve or partially approve a request, but should do so for record-keeping purposes.  

4.3 Within five business days, as practicable, of providing the written decision to the 
requesting individual, the approving official will provide a copy of the final official 
reasonable accommodation decision to the RA Program Manager, for recordkeeping. 

 
5. Requests for Medical Documentation.  

5.1 The approving official, in coordination with the RA Program Manager, must confirm that 
the individual requesting a reasonable accommodation has a disability covered by 
reference (c).  When the disability and need for reasonable accommodation is obvious or 
the individual previously provided the approving official with sufficient information to 
substantiate the need for reasonable accommodation, the approving official does not need 
to seek additional medical documentation to prove the existence of the disability. 

5.2 If not already known to the approving official, the individual must provide medical 
documentation regarding the disability and any resulting functional limitations that show 
the need for a reasonable accommodation to the DHRA RA Program Manager.  
Documentation must:  
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5.2.1 Describe the nature, severity, and duration of the individual’s disability, the 
activities the disability limits, and the extent to which the disability limits the 
individual's ability to perform the essential job functions. 

5.2.2 Substantiate the need for the requested reasonable accommodation. 
5.3 Employees will need to sign an Authorization for Disclosure of Information (See 

Enclosure I for current form) and send it to the RA Program Manager.  The RA Program 
Manager will send the complete medical package to the FOH (or other contractor 
provider) for recommendations.  

5.4 The approving official will make a determination if additional medical documentation is 
necessary.  The approving official will promptly process the individual’s request when 
additional documentation is not necessary. 

5.5 The approving official may provide an interim reasonable accommodation until the 
employee provides sufficient documentation.  The DHRA RA Program Manager will 
work with the approving official and the requesting individual to acquire sufficient 
documentation to substantiate the reasonable accommodation. 

5.6  If there is a request for medical documentation, the time for making the decision on 
whether to grant or deny the RA request will be suspended until sufficient 
documentation is received.  Supervisors shall document this fact on DHRA Form 4 (See 
Enclosure G) 

 
6. Denial of Reasonable Accommodation Requests.  

6.1 When an approving official denies an individual’s request for reasonable 
accommodation, the approving official must complete DHRA Form 4 (See Enclosure G) 
in its entirety and record the reason for the denial.  The approving official must ensure 
that the decision to deny the request is provided to the employee and the DHRA RA 
Program Manager within 10 business days of the decision.  The form must be in writing 
and contain one or both of the following reasons for the denial: 
6.1.1 Why the requested accommodation would not be effective; and/or 
6.1.2 Why the requested accommodation poses an undue hardship. 

6.2 Before denying the request, the supervisor shall confer with appropriate subject matter 
experts to determine whether other effective reasonable accommodations exist which 
would not impose an undue hardship and, therefore, could be provided. 

6.3 When evaluating budgetary or administrative concerns to determine if undue hardship 
exists, the DHRA shall follow the regulatory standards in 29 CFR § 1630.2(p)(2). 

6.4 If the supervisor denies the reasonable accommodation request, he or she will promptly 
communicate this decision to the requestor and complete DHRA Form 4 (See Enclosure 
G).  The supervisor shall also provide a copy of the written denial to the individual who 
made the request and a copy of both worksheets to the RA Program Manager. 

6.5 The supervisor should provide requester information on how to file an EEO complaint 
and explain that the individual must initiate contact with an EEO Counselor within 45 
days of the denial, regardless of whether the individual participates in an informal 
dispute resolution process. 

6.6 Approving officials must write the reasons for the denial in plain language with as much 
specificity as possible. 

6.7 If the approving official denied the specific requested reasonable accommodation, but 
offers an alternate solution, the DHRA official should explain both the reason(s) for the 
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denial of the individual’s requested reasonable accommodation and the reason(s) why the 
alternative accommodation may be more effective. 

6.8 Notification of Denial must be provided to the DHRA Employee by his or her supervisor 
providing notice of the  right to: 
6.8.1  Engage in informal dispute resolution, including the right to request for 

reconsideration and appeal to the next-level supervisor; and  
6.8.2 Contact the DHRA EEO Office within 45 days of receipt of the written notice of 

denial, in accordance with 29 CFR § 1614.105(a)(1). 
6.9 If an employee elects to seek reconsideration and appeal of the denial, the 45-day time 

period to contact the DHRA EEO Office is suspended until the final disposition of the 
request.  Upon final disposition of the appeal it is the employee’s responsibility to 
contact the EEO Office within 45-days of learning of the denial of the final appeal. 

 
7. Medical Information Confidentiality 

7.1 Any DHRA official involved in the reasonable accommodation process should only 
disclose the individual’s medical documentation to those with a specific need to know, 
such as relevant personnel in HCD or OGC.  Coworkers do not need to know the medical 
condition or be made aware that an accommodation was granted to the individual.  

7.2 All medical documentation obtained through the reasonable accommodation process is 
confidential.  This means the approving official should keep all medical documentation 
obtained regarding a request for reasonable accommodation, including information about 
functional limitations and needs, in designated files separate from the employee’s 
personnel file.  It also means anyone with knowledge of such information is strictly 
bound by confidentiality requirements to limiting access on a need-to-know basis.  The 
approving official will provide the RA Program Manager with a copy of all medical 
documentation involved in the request. 

7.3 Personnel with knowledge of the disability will only discuss the information if necessary, 
and only as follows: 
7.3.1 The employee’s approving official may be told about the employee’s work 

restrictions, adjustments, limitations, and necessary accommodations. 
7.4 If the medical documentation provided by the employee does not result in sufficient 

information, DHRA may request the employee to go to a health care provider of 
DHRA’s choice at the Agency’s expense. Consideration should be given to providing the 
employee interim or partial reasonable accommodations during the time the additional 
documentation is being obtained.  
 

8. Reassignments 
8.1 A reassignment will only be considered if no reasonable accommodations are effective to 

enable the employee to perform the essential functions of the current job, or if the only 
effective reasonable accommodation would cause undue hardship to DHRA, as 
determined by management. 
8.1.1 If an alternative reasonable accommodation is not available, DHRA shall attempt 

to reassign the employee to a vacant position for which the employee is qualified 
and the reassignment would not cause an undue hardship.  Consideration of a 
reassignment is only available to current DHRA employees. 
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8.1.2 A reassignment can be granted as a reasonable accommodation to a qualified 
probationary or career employee to a vacant position outside the employee’s 
commuting area if the employee is willing to relocate 

8.1.3 A qualified employee with a disability requesting reasonable accommodation 
may be offered a reassignment as a reasonable accommodation to a position for 
which a vacancy announcement has been published, as long as a selection to fill 
the position has not been made. 

8.1.4 In considering whether there are positions available for reassignment, the 
supervisor shall coordinate with DLA HR and the individual requesting the 
reasonable accommodation to identify: 
8.1.4.1 All vacant positions within the employee’s component (and, if the 

employee wishes, DHRA wide) for which the employee is qualified, 
with or without reasonable accommodation; and, 

8.1.4.2 All positions that DLA HR has reason to believe will become vacant 
over the next 90 calendar days and for which the employee is qualified. 

8.1.5 The supervisor and DLA HR shall initially focus on positions that are equivalent 
to the employee’s current job in terms of pay, status and other relevant factors. 

8.1.6 If there is no vacant equivalent position, the supervisor and DLA HR shall 
consider vacant lower-level positions for which the individual is qualified. 
 

9. Information Tracking. 
9.1 The DHRA RA Program Manager will maintain records related to an individual’s 

request for a reasonable accommodation for five years or the length of the employee’s 
tenure or longer.  The RA Program Manager will track all RA request and collect at a 
minimum: 
9.1.1 The specific reasonable accommodation requested 
9.1.2 The job (occupational series, grade level, and agency component) sought by the 

applicant or held by the employee requiring the accommodation. 
9.1.3 Whether the request was needed to apply for a job, perform the essential 

functions of a job, or enjoy the benefits and privileges of employment. 
9.1.4 Whether the request was granted or denied.  If denied the basis for the denial. 
9.1.5 The identity of the deciding official. 
9.1.6 The number of days to process the request. 
9.1.7 The annual report will also be provided to the EEOC Federal Agency Annual 

EEO Program Status Report Special Program Plan for the Recruitment, Hiring, 
and Advancement of Individuals with Targeted Disabilities.   
  

10.  Costs and Resources. 
10.1 DHRA and its Component Directors shall identify appropriate funding for 

approved reasonable accommodations.   
10.2 No reasonable accommodation will be denied for reasons of cost alone, unless the cost 

amounts to an “undue hardship,” and individuals with disabilities are not excluded from 
employment due to the anticipated cost of a reasonable accommodation. 
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ENCLOSURE 3 
DHRA INTERACTIVE PROCESS FLOWCHART 

 

 
 



15 
    
 

 
ENCLOSURE 4 

DHRA FORM 1, REQUEST FOR A REASONABLE ACCOMODATION  
 



16 
    
 

 



17 
    
 

 



18 
    
 

ENCLOSURE 5 
DHRA FORM 2, REQUEST FOR MEDICAL DOCUMENTATION  
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ENCLOSURE 6 
DHRA FORM 3, RA INTERACTIVE PROCESS DOCUMENTATION FORM 

 

 
 
 



28 
    
 

 
 



29 
    
 

 
 



30 
    
 

 



31 
    
 

 
 



32 
    
 

 
 



33 
    
 

 



34 
    
 

 
 



35 
    
 

 



36 
    
 

 
ENCLOSURE 7 

DHRA FORM 4, DENIAL OF REASONABLE ACCOMODATION 
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ENCLOSURE 8 
DHRA FORM 5, INFORMATION REPORTING 
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ENCLOSURE 9 
FOH FORM 6, AUTHORIZATION FOR DISCLOSURE OF INFORMATION 
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