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1 Introduction to Reasonable
Accommodation

11 Policy

Postal Service™ policy provides procedures, guidance, and instructions on
matters of reasonable accommodation that involve applicants and
employees with disabilities in order to assist managers and supervisors in
meeting our legal and regulatory respcnsibilities in the day-to-day decision-
making process.

12 Purpose

This handbook establishes procedures that enable Postal Service managers
and supervisors to make sound decisions regarding reascnable
accommodation for qualified individuals with disabilities during the following:

a.  Theprocesses of recruitment, examination, or hiring; and

b.  Thecourse of their employment, including requests for
accommodation to perform a current job or for placement in other jobs.

13 Applicable Laws

131 The Rehabilitation Act

The Rehabilitation Act of 1973, as amended, does the following:

(€ Prohibits discrimination, based on a disability, against qualified
employees and job applicants in the federal government, including the
United States Postal Service.

€  Impcses an obligation on the Postal Service to find reasonable ways tc
accommodate qualified individuals with disabilities.

€ Requires the Postal Service to consider ways to change the manner of
doing a job to allow a qualified person with a disability to perform the
essential functions of a particular job, to be considered for a position
he or she desires, or to enjoy equal benefits and privileges of
employment as employees without disabilities enjoy.

April 2017 1
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The Americans with Disabilities Act Amendments Act (ADAAA) of 2008
amended the Rehabilitation Act so that it conforms to the ADAAA changes.

The Americans With Disabilities Act

The Americans with Disabilities Act of 1990, as amended (ADA) covers non-
federal employers, but the Rehabilitation Act incorporates broadiy the ADA's
substantive provisions, and applies them to the Federal workforce, including
Postal Service employees and applicants,

The Genetic Information Nondiscrimination
Act of 2008 (GINA)

The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits the
following:

a.  Discrimination against employees or applicants because of genetic
information.

b.  Employers from requesting and disciosing genetic information about
their employees except as specifically aliowed by this law.

‘Genetic information” means information about the following:
a. Geneltic tests,
b.  Thegenetic tests of family members,

¢.  Family medical history, which means the manifestation of a disease or
disorder in family members.

Request for or receipt of genetic services.

e.  Participation or family member's participation in clinical research that
includes genetic services.
f. Genetic information of a fetus carried by the individual or a family

member or an embryo lawfully held by the individual or a family
member receiving assistive reproductive services.

14 Individuals Eligible for Protection Under the
Rehabilitation Act

141

Overview

The Rehabilitation Act protects four categories of people. An individual must
be qualified to perform the job and show that he or she fits into one of the
following four categories:

& A person with a disability,

€ A person with a record of a disability.

€  Aperson asscciated with a person with a disability.
€  Aperson regarded as having a disability,
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142.1

142.2

142.3

In addition, the Rehabilitation Act protects all individuals from the following:
¢ Improper medical inquiries.
¢  |mproper disclosure of medical information.

Determining Who Is a Person With a
Disability

Overview

To determine whether an individual is a person with a disability, two
questions must be answered:

&  Does the person have a physical or mental impairment?

«  If so, does that physical or mental impairment substantiaily limit a
major life activity?

Defining Physical and Mental Impairments
A physical impairment can include:

¢  Anyphysiclogical disorder or condition,

«  Cosmetic disfigurement,

G Anatomical loss affecting one or more of the following body systems;
neurological, musculoskeletal, special sense organs, respiratory,
circulatory, cardiovascular, reproductive, digestive, genito-urinary,
hemic, lymphatic, skin, immune, and endocrine.

Mental impairments include the following:

« . Any mental or psychological disorder, such as an intellectual disability
or organic brain syndrome.

G Emotional or mental iliness,

€ Specific learning disabilities.

Physical and mental impairments do not include the following:

® Normal physical characteristics, such as being overweight but not
obese.

(3 Personality traits within the range of normal, such as poor judgment or
a quick temper.

«  Other conditions, such as normal pregnancy, that are not the result of a
physiclogical disorder,

Defining Major Life Activities

Major life activities include, but are not limited to, functions such as hearing,
seeing, walking, speaking, caring for oneself, performing manual tasks,
breathing, eating, sleeping, standing, reading, working, lifting and
communicating. Also included is the operation of a major bodily function
such as;

¢«  The operation of an individual organ within a body system.

q The operation of a major bodily function such as, but not limited to,
functions of the immune, digestive, neurological, circulatory, [ymphatic
and musculoskeletal systems; and normal cell growth.
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There are often times when it is easily determined that an impairment
substantially limits a major life activity and is a disability. Examples of these
‘predictable assessments”, identified in 29 CFR 1630.2()(3)(iii), include, but
are not limited to, the following:

® Deafness, which substantially limits hearing;

€  Blindness, which substantially limits seeing;

3 Autism, which substantially limits brain function:

€  Diabetes, which substantially limits endocrine function; and
&  Epilepsy, which substantially limits neurological function.

Where individuals claim that they are limited in the major life activity of
working, they must show that their impairment substantially limits their ability
to perform either a class of jobs, or a broad range of jobs in various classes,
as compared to most people with comparable training, skills, and abilities,
Generally, an individual does not meet this requirement by demonstrating a
substantial limitation in performing the unique aspects of a specific job for a
particular employer.

Defining “Substantially Limits” Criteria

The "substantially limits” criteria is not a demanding standard. An impairment
need not prevent, or significantly or severely restrict, an individuat from
performing a major life activity. Determining whether an impairment
substantially limits a major life activity requires an individualized assessment:
in most cases, this does not demand extensive analysis, Other factors to
consider in evaluating “substantially limits” include the following:

€  Animpairment is a disability if it substantially limits an individual's
ability to perform a major life activity, as compared to most people in
the general population,

€  Usually, the substantially limits assessment will not require scientific,
medical, or statistical analysis,

€  Thesubstantially limits assessment must be made:

— Without considering the ameliorative effects of mitigating
measures (with the exception of ordinary eyeglasses or contact
lenses).

— By considering the non-ameliorative effects of mitigating
measures, such as the negative side effects of medication or the
rigors of a treatment regimen.

€  Animpairment that is episodic or in remission is a disability if it would
substantially limit a major life activity when active.

€  Animpairment that substantially limits one major life activity need not
substantially limit any other in order to be a disability.

€  The effects of an impairment that is temporary can be substantially
limiting. The duration of impairment is but one factor to consider in
determining whether an impairment is “substantially limiting.” Typically,
impairments that last for a short period are not substantially limiting,
but this is not a fixed rule and an individual assessment and
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determination is necessary always. For example, limitations of short
duration can be substantially limiting if the limitation is severe.

¢«  Not all impairments will be substantially limiting. Consequently, when
there is a doubt about the existence of a substantial iimitation, it is
appropriate to consider the following when comparing an individual's
performance of a major life activity to the performance of the same
activity by most people in the general population:
- Scientific, medical, or statistical evidence.
— The conditions under which the individual performs the major iife

activity,

— The manner in which the individual performs the major life activity.
- Thetime it takes the individual to perform the major life activity.

In considering condition, manner, or duration, you must consider the

following factors;

¢  Thedifficulty, effort, or time required to perform a major life activity.

G Pain experienced,

¢ Thelength of time an individual can perform the major life activity.

& The way an impairment affects the operation of a major bodily function.

Determining Who Is an Individual With a
Record of a Disability

An individual has a record of a disability if the individual has a history of, or
has been misclassified as, having a mental or physical impairment that
substantially limits a major life activity as compared to most people in the
general population, The Postal Service will construe broadly, and without
extensive analysis, whether an individual has a record of a disability.
Examples of individuals with a record of a disability may include the
following:
& A person who suffered from cancer ten years ago but is now deemed
cancer-free.

¢ Arecovering drug addict with a record of addiction.

€  Aperson misdiaghosed with a mental iliness and erroneously classified
as having a learning disability.

Determining Who Is an Individual Associated
With a Person With a Disability

The law prohibits discrimination against individuals who are associated with
or take care of a person with a disability. The Postal Service may not refuse
to hire a person simply because he or she must take care of a spouse or
family member who has a disability. However, the law does not require
employers to provide a reasonable accommodation to an individual due to
that person’s need to provide care for a spouse or family member who has a
disability, is receiving medical treatment, or both,
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Determining Who Is an Individual Regarded
as Having a Disability

The Rehabilitation Act protects a person whao the employer erroneously
believes has an impairment that substantially limits a major life activity. For
example, an applicant for a letter carrier job who has a limp may be regarded
as having a disability if the hiring official concludes without any inquiry that
the applicant could not walk a full route. In this case, the applicant may be
erroneously regarded as having a disability because there is no individualized
basis or medical support for concluding that the applicant cannot perform
the major iife activity of walking.

An employee may also be regarded as having a disabllity if the employer
believes the employee has an impairment that the employee does not have
at all. For example, an employee who is infected with HIV (atreatable virus
that is not spread by casual contact, through the air, or from food, water, or
other objects) is believed to have AIDS,

Determining Who Is a Qualified Individual
With a Disability

To be protected under the Rehabilitation Act, an individual must also be
‘qualified" for the job. "Qualified" means that the individual must be able to
perfarm the essential functions of a job safely, with reasonable
accommodation if necessary, just like any other employee.

Note: An employee or applicant may not be “qualified” even though he
or she can perform the essential functions of a job with or without a
reasonable accommodation because he or she may be unable to meet
certain “qualification standards” for a job, like having a valid driver's
license, passing a test, or meeting certain educational requirements. An
employer may deny a job to an individual with a disability based on the
failure to meet “qualification standards" just like anyone else, if those
standards are job-related and necessary.

Determining Direct Threat

An individual is not “qualified” for the position if his or her performance in the
job would result in a direct threat. “Direct threat” means a significant risk of
substantial harm to the health or safety of the individual or others that a
reasonable accommodation cannot eliminate or reduce to an acceptable
degree. The risk of harm must be more than just speculative or hypothetical.
There must be a high probability of verifiable, substantial harm,

To this end, objective, factual, medical or scientific evidence must support a
determination that a person poses a direct threat. The determination of
whether an employee poses a direct threat must be based on an
individualized assessment of that person’s actual ability to perform safely the
essential functions of the job in light of the following factors:

&  Thenature and severity of the potential harm.

€ The duration of the risk.
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&  Thelikelihood that the potential harm will occur.

«  Theimminence of the potential harm.

In assessing the degree of risk, consider the following;

«  Input from the applicant or employee.

€  The applicant or employee's experience in similar prior jobs,

«  Theopinions of medical experts, rehabilitation counselors, and
physical therapists.

G The opinions of engineering or other job specialists, when needed.

G The use or non-use of mitigating measures, and any consequences of
such use (for example, medication that causes fatigue and blurred
vision),

In determining whether the individual poses a direct threat, the Postal

Service must also consider whether there is a reasonable accommodation

that would reduce the risk to an acceptable level.

Determining the Essential Functions of a Job

The essential functions of a job are those functions that define the job. In
other words, the job exists to perform those tasks. The essential functions of
a job are not the marginal or infrequently performed tasks that the Postal
Service could eliminate without altering the fundamental nature of the job.
See 223 for the itemns you must consider in defining the essential functions of
the job.

15 Requirements to Provide Reasonable
Accommodation
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Goal

The goal of reasonable accommodation is to enable qualified individuals with
disabilities to:
€  Perform the essential functions of the job.

3 Enjoy equal benefits and privileges of employment as employees
without disabiiities enjoy.

Determining What Is Reasonable

A reasonable accommodation is one that would be practicable for employers
in general in removing workplace barriers for individuals with disabilities who
are qualified,

An accommodation is not reasonable when it does any of the following:
€ Requires the elimination of legitimate selection criteria.

&  Lowers standards of performance or production.

&  Creates a job where none exists.
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«  Violates the seniority provisions of a collective bargaining agreement
(absent special circumstances, see 226.4),

Reallocates or eliminates essential job functions.

¢«  Otherwise substantially changes the fundamental nature of the job.
(See Chapter 2 for detailed information,)

Determining What Is Undue Hardship

Overview

The law does not require the Postal Service to provide an accommodation,
even one that the law deemed generaily reasonable if it would impose a
specific undue hardship on Postal Service operations.

Example of Undue Hardship: Expense

The law does not require accommodations that are unduly costly and require
expenditure of significant sums of money. Factors establishing hardship
based on cost are;

&  Nature and cost of accommodation.

€  Overallfinancial resources of the facility or organization.
€  Number of employees.

€ Effect on expenses and resources.

Example of Undue Hardship: Fundamental
Alteration of the Nature or Operation of the
Business

Generally, the law does not require accommodations that would change the
fundamental nature of business operations. Factors to consider in
establishing undue hardship based on fundamental alteration are:

€  Type of operations conducted.
€ Composition, structure, and functions of the workplace.

€  Geographic separateness and administrative or fiscal relationship of
the facility in question to the employer.

Impacts of the accommeodation upon the fundamental alteration of the
operation of the facility are:

€  Theability of other employees to perform their duties.
&  The facility's ability to conduct business.

16 Other Laws

161

Multiple Protections

Although an individual may not qualify for reasonable accommodation under
the Rehabilitation Act, he or she could still be entitled to the benefits of other
laws, rules, or regulations. For example, the Rehabilitation Act may or may
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hot cover a pregnant employee, but the Family and Medical Leave Act
(FMLA) may entitle her to leave protection, and Title VIl of the Civil Rights Act
of 1964, as amended, protects her from preghancy-based discrimination.

Similarly, there may be times when the Rehabilitation Act and other laws,
rules, or regulations simultaneously cover an employee. Both the
Rehabilitation Act and the Federal Employees’ Compensation Act (FECA)
may protect an employee who sustains an on-the-job injury that results in the
substantial limitation of a major life activity. Persons injured on duty have the
same rights to pursue promotional and advancement opportunities as other
employees. In addition, the Rehabilitation Act may cover an employee with a
serious health condition covered by FMLA if the condition substantially limits
a major life activity. An employee's circumstances may meet the criteria for
one or more of these three statutes.

Confidentiality

In accordance with the Rehabilitation Act, the Privacy Act, and Postal
Service policy, employees’ medical records are to be treated as confidential
information (see Management Instruction EL-860-88-2, Employee Medical
Records). The Privacy Act and the Rehabilitation Act specifically prohibit
disclosure of medical information except in certain limited situations, For
example, when specific information is needed in order to provide a requested
accommodation, responsible officials may give or receive access to the
records needed to make that determination. However, except for managers
and supervisors with a legitimate need to know, the law generally prohibits
an employer from disclosing that an employee is receiving a reasonable
accommodation because that usually amounts to a disclosure that the
individual has a disability.
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Overview

Qualified individuals with disabilities may require reasonable accommodation
during the application process, during the course of their employment with
the Postal Service, or both,

Questions concerning reasonable accommodation can arise in several ways.

€

G

&

«

When an applicant requests reasanahle accommodation in the
examination or hiring process,

When the hiring official is making a decision regarding whether an
applicant will be able to perform the job with or without reasonable
accommadation,

When an employee requests reasonable accommodation to perform
his or her current job.

When an employee requests an accommodaticn to enable him or her
to enjoy equal benefits and privileges of employment as employees
without disabilities enjoy.

Requesting An Accommodation

The Postal Service activates the reasonable accommodation process
whenever the following occurs;

€

&

€

An employee or applicant, or somecne acting on behaif of the

~ employee or applicant, makes an oral or written request for reasonable

accommodation.
A manager or supervisor observes the following;

— Anemployee with a known physical or mental disability having
difficulty performing the essential functions of his or her job.

— Anemployee otherwise experiencing workplace problems because
of that disability.

A manager or supervisor reasonably believes that an employee with a
known disability may need an accommodation and the disability
prevents the employee from requesting reasonable accommeodation.

11
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To request a reasonable accommodation, an individual may use plain
language and need not mention the Rehabilitation Act or use the phrase
“reasonable accommodation.” The request does not have to be made
in writing. nor are there specific forms required to request an
accommodation. While the individual does not need to request a
specific accommodation, he or she must let the Postal Service know
that he or she needs an adjustment or change at work for a reason
related to a medical condition.

An employee can make a request for accommodation to any of the
following:

« His or her supervisor or manager, or any Postal Service supervisor or
manager.

&  Themanager, Human Resources {District).
%  The Reasonable Accommodation Committee (RAC) Chair.

A job applicant may make a request for accommodation to any of the
following:

® The examiner,
€  Theselecting official.
¢  Themanager, Human Resources {District).

- Any Postal Service employee connected with the application process
{including those listed above, a contact listed on the job posting, an employee
who assists in scheduling an interview, or a member of the review committee).

Employees who are deaf or hard of hearing and seek a communication
accommodation can also make a request for accommodation to the District
Disability Coordinator. Requests for accommodation, as well as the type of
accommodation requested, will determine how individuals make requests
and how the Postal Service processes the requests.

Acting Upon a Reasonable Accommodation
Request

When an accommodation request is received, whether orally or in writing, it
must be processed promptly, using the guidance contained in this handbook
{see 24, Time Frames for Processing Requests for Reascnable
Accommodation). An informal dialogue should be conducted with the
requestor to determine exactly:

¢  Theaccommeodation requested.

&  Thereason for the request.

€  Thenature of the impairment,

€  Themajor life activity affected.

&  Theessential functicns of the position.

&  Whether the need for accommodation is time sensitive.

Alternatively, you may refer the request to your district or area RAC for
processing, as appropriate (see Chapter , Role of the Reasonable
Accommodation Committee).
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A request for accommodation must he referred to the RAC when an
employee has requested an accommeodation or modification of his or her

waork assignment or job duties based on a medical reason, and when one or
more of the following is true:

G You are not certain if the impairment qualifies as a disability under the
Rehabilitation Act. '

«  Youdo not believe the employee is a qualified person with a disability.

¢  You have questions concerning the reasonableness of the
accommodation requested and whether it poses an undue hardship.
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&  You believe that the accommodation may not reduce or eliminate a
direct threat of harm to the employee or others,

€  You observe that an employee with a known disability is having
difficulty performing the essential functions of his or her job due to that
disability,

€  Youneed help finding a way to accommodate the individual.

«  You believe the Postal Service should deny the request for
accommeodation.

€  You are considering separating the employee for inability to perform
the functions of his or her position.

In addition, referral to the RAC is appropriate when an appointing official
questions the medical suitability of an applicant. '

Note: You do not need to refer all requests for accommeodation to a
RAC. For example, if an employee requests specialized equipment, such
as an ergonomic chair, and local management can provide the
equipment expeditiously, there is no need for RAC involvement,

You must document all requests for reasonable accommodation, oral or in
writing, for the following reasons:

¢  Local record keeping.
€  Toensure that every request receives a timely decision.

Exhibit 2-2, Confirmation of Request for Reasonable Accommeodation, and
Exhibit 2-3, Reasonable Accommaodation Decision Guide, should be used for

documentation purposes. Requests for communication accommodation
from employees who are deaf or hard of hearing should be documented on
PS Form 6710, Communication Accommodation Request Form. This form is
available on the Postal Service PolicyNet website.

& Go to hitps://blue. usps.gov.
(E In the left-hand column under “Essential Links,” click on PolicyNet.
3 Click Forms.

The direct URL for the Postal Service PolicyNet website is https./
biue. usps.gov/epim.

You must provide a copy of the received Confirmation of Request for
Reasonable Accommodation form or PS Form 6710 to the requesting

individual to ensure he or she receives a Privacy Act Statement, !
Exception: Once an employee requests and the Postal Service grants a type
of reasonable accommeodation that the employee is likely to need on a
repeated basis, then the Postal Service does not require documentation for

When the Postal Service asks customers, employees, or other individuals to provide information about themselves
and that information is maintained in a system of records, the Postal Service must provide these individuals an
appropriate privacy notice (see Handbook A$-353, Guide to Privacy, the Freedom of Information Act, and Records
Management, 3-2.2, Privacy Notice),
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record-keeping purposes each time the employee needs the
accommodation (see 28).

Whenever you activate the reasonable accommodation process, a six-step
process is followed to determine whether to provide an accommodation to
the applicant or the employee. The steps are as follows:

€  Step One: Determine whether an individual has a disability and meets
minimum gualification standards,

«  Step Two: Determine the essential functions of the job.
€ Step Three. Identify the abilities and limitations of the individual.
¢  Step Four: |dentify potential accommodations.

€ Step Five: Determine the reasonableness of the accommodations and
whether implementation would impose an undue hardship,

«  Step Six: Select and implement an accommodation from identified
reasonable alternatives that can be implemented without an undue
hardship.

See 22 for a detailed discussion of each step.

This is an interactive process and may require consultation with a number of
different people, inciuding the following:

«  Theindividual.

(€ Medical and safety personnel,

G Human resources and rehabilitation specialists.
€  Supervisors and managers.

The Postal Service does not require the six-step interactive process if it is
definitively clear that an individual is not a qualified indjvidual with a
disability. For example, an individual with a broken leg that the individual
expects to heal in the normal time frame and without additional
complications is generally not a qualified individual with a disability (see 142).

22 The Interactive Reasonable Accommodation
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Process

221

Overview

The six-step interactive reasonable accommodation process is described
below. The district, area, or Headguarters RAC can assist with any step or
with the entire decision-making process. See 213 for a list of circumstances
in which a RAC must be consulted.

The Postal Service encourages infermal dialogue with the individual seeking
accommodation to obtain relevant information throughout the process that is
necessary to make an informed decision.

15
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222 Step One: Determine Whether an Individual Has a
Disability and Meets Minimum Qualification
Standards

The Pestal Service is entitled to know that an employee or applicant has a
covered disability that requires a reasonable accommeodation. You may not ask
for documentation to support the existence of a disability when an applicant's
or employee’s disability is obvious (such as blindness). If you are unsure
whether the employee or applicant has a disability or believe he or she does
not have a disability, you must contact the RAC. Questions to consider;

¢  Does the individual have a physical or mental impairment?

«  Does the impairment substantially limit the performance of a major life
activity as compared to the performance of that activity by most people
in the general population?

«  Does the impairment substantially limit the operation of a majar bodily
function or organ?

In general, medical documentation should substantiate:

- The severity of the impairment (how it impacts the employee at work and
outside of wark), .
- Any restrictions or limitations related to the impairment and their duration.
and,
- If a specific accommodation is being requested, an explanation as to why it
is needed.

Next, consider whether the individual can meet the minimum qualifications for
the job at issue. Minimum qgualification standards must be related to and
necessary for the performance of the job. If you question whether a
aualification standard is necessary for the performance of the job, you must
contact the RAC for guidance.

Being minimally qualified includes the following:

€  Meeting the requisite license, required examination(s), skills, experience,
education requirements, and other job-related requirements for the
position,

«  Being able to perform the essential functions of the position, with or
without reasonable accommadations, without pasing a direct threat.

The existence of a direct threat is a high standard, so you must refer any
guestions concerning safety to the RAC for guidance and assistance.

Note: In addition, an individual with a disability may require reasonable
accommodation in exams and/or training needed to meet job prerequisites
(see Chapter 3).

If you have determined that the individual has a covered disability and is
minimally qualified, proceed with steps 2 through 6 to determine whether he or
she is able to perform the essential functions of the position, with or without
accommodation, and what accommodation, if any, is appropriate.

The Postal Service encourages informal dlalogue with the individual to obtain
relevant information is throughout the process and considers it necessary to
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make an informed decision.

If you believe the individual does not have a covered disability, notify the
individual in writing that you are referring his or her request to the RAC for
further review cr assessment,

17
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Position descriptions, qualification standards, job preview videos, and job
announcements can assist you to determine the essential functions of a job.
However, these materials generally describe the requirements of a job
generically. You may need to interact with others and go beyond generic
descriptions to ascertain the actual essential functions of a specific job in a
specific facility.

The Essential Functions Review Worksheet is an optional tool that may help
you to do the following:

3 Evaluate essential job functions.

« Identify how employees perform essential functions (e.g., physical
requirements, vehicles or equipment used),

When you use the worksheet, be sureto gather all relevant information about
the job and its key responsibilities, including the position description and
gualification standard or job announcement {(see Exhibit 2-4).

Step Three: Identify the Abilities and Limitations of
the Individual

Overview

The next step in the interactive process is determining the physical and
mental abilities and limitations of the employee or job applicant as they relate
to the essential functions of the job at issue. The individual is best able to tell
you what he or she can and cannot do. Therefore, discuss the job with the
individual, including the following:

G The nature of the job,
€ The essential functions you expect the individual to perform.

¢  Theusual manner in which an individual performs the essential
functions.

Gaining the Individual's Participation

Gaining the individual's participation is a key part of the process — that's
what makes it Interactive, The following are examples of questions that, as
appropriate, you may modify and use to gain the individual's participation in
the reasonable accommaodation process:

€  Atthe present time, an individual performs the essential functions in
this manner. Can you tell us or show us how you can achieve the same
results?

€  This position requires the use of this equipment on a regular basis in
this manner. Can you show us how you would use it to complete
required tasks?

&  Historically, an individual has done this job using this sequence and
method.cc Do you feel you could accomplish the same resuits in this
or in another way?

€ This is the normai arrangement of the work area. Do you have any
suggestions regarding changes or modifications that may enabie you
to perform the job?

19



224.3

20

224.3

224.4

224.5

225

Reasonable Accommodation, An Interactive Process

Documentation

In some cases, you may require further documentation to provide more
information about the disability and its effects and job restrictions, and to
clarify how the requested accommodation will assist the employee to
perform essential functions of the job. When a disability. need for
accommedation, or both are not obvious or otherwise already known, you
must refer the matter to the RAC for further handling.

Defining Abilities and Limitations: Job Applicants

Itis never appropriate to ask an applicant if he or she has a disability.
However, it is always appropriate to ask an applicant to describe or
demonstrate how he or she will be able to perform the essentiai functions of
the job, with or without a reasonable accommodation.

You must refer the applicant to the RAC for an in-depth analysis of the
applicant’s ability to perform the essential functions of the position if, based
upon the applicant's response, you must determine any of the following:

3 Restrictions would not permit safe performance of the job.

¢  The Postal Service cannot provide an accommodation to permit safe
performance of the job.

&  Theappointing officlal is unsure.

Defining Abilities and Limitations: Employees

For employees requesting reasonable accommodation, consider medicat
and other information provided by the employee to determine the following:
€« Job-refated limitations, and

€«  How to overcome them,

Ask the employee what he or she thinks is needed to enable him or her to
perform the job. Alternatively, districts and areas, as well as Headguarters,.
have RACs to whom you may refer a decision on accommodating an
employee if you are unsure about the reguesting employee’s abilities and
limitations.

Step Four: Identify Potential Accommodations

Once you have identified essential functions of the job as well as the
individual's abilities and limitations, you are in a position to determine the
following:

®  Whether the individual can perform the essential functions of the job
without an accommodation, and if not:

€  Whether you can make reasonable accommodations to enable the
individual to perform the essential functions of the job.

Consult with a number of people to identify potential accommodations.

€  Consult with the applicant or employee to determine what he or she
needs to enable him or her to perform the job.
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Consult with operations, safety, or medical personnel, as appropriate,
to determine whether the employee’s proposed accommodation is
feasible and whether the Postal Service can make other
accommodations. You may offer alternative suggestions for
reasonable accommodations and discuss their effectiveness in
removing the workplace barrier that is impeding the individual.

If in districts, areas, and Headquarters, consult with RACs to identify
potential accommeodations.

Consult with people from outside the Postal Service, particularly state
agencies and nonprofit organizations dedicated to assisting people
with disabilities in the workplace. As an example, the national Job
Accommeodation Network (JAN) can provide information, free of
charge, about all aspects of job accommodation. You may contact
them in any of the following ways:

— Viatelephene at 800-526-7234 (Voice}; 87’7—781—9403 (TTY),

" — Online at www.askjan.org.

226 Step Five: Determine the Reasonableness of the
Accommodations and Whether Implementation
Would Impose an Undue Hardship

226.1

226.2

Overview

Once you have identified potential accommodations, it is your responsibility
to determine whether the potential accommodations are reasonable and, if
so, whether implementing them would impose an undue hardship on the
Postal Service. The general test for reasonableness is a commonsense test:
Determine whether the accommodation seems reasonable or normal under
the circumstances; or in other words, whether employers, in general, wouid
be inclined to provide the accommaodation.

Altering the Essential Functions of the Job

Sometimes an accommodation involves a job restructuring or altering the
non-essential requirements of a particular job. However, the law does not
require the Postal Service to change or alter the essential functions of a job.
This is becauss of the following: '

€

&

Only "qualified” individuals are entitled to accommodations under the
law,

By definition, an individual with a disability must be able to perform the
essential functions of the job, with or without a reasonable
accommeodation.

In other words, if an individual asked for an accommodation that excuses the
performance of an essential function, the Postal Service shouid deny such an
accommodation, not based on reasonableness, but because the individual
reguesting it is not qualified.

21
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Identifying Undue Hardship

The law does not require reasonable accommodations that would impose an
undue hardship on the Postal Service. Reasonableness focuses on what
employers in general might view as an ordinary or normal accommeodation,
“Undue hardship” focuses on specific impacts on the specific employer from
which an individual has requested the accommodation. Undue hardship
does not make an accommodation unreasonable. It excuses an employer
from providing an accommodation that the employer has deemed generally
reasonable due to specific burdens it would place on the specific employer -
a significant difficulty or expense in providing the accommodation.

Factors, among others, to consider in determining whether an undue
financial hardship exists are the fallowing:

¢  Thenature and cost of the accommodation.

@ The overall financial resources of the facility.

¢  Thenumber and composition of the workforce at the facility.
&  Theeffect on expenses and resources.

In addition, an accommaodation can impose an undue hardship when it alters
the fundamental nature of the business or operations. Factors {o consider in
this context include the following:

&  Type of operations conducted.
€«  Composition and functions of the workforce,

«  Geographic separateness and administrative or fiscal relationship of
the facility to the Postal Service,

G Impact on the operations of the facility, specifically compliance with
safety rules and policies.

€ Impact on other employees’ abilities to perform their jobs.

3 impact an the facility’s capability to conduct business.

There must be a strong fact-based analysis underlying the undue hardship

determination. The Postal Service does not accept generalizations or
speculation about the effects or costs of accommeodations.

Determining the Impact on Collective Bargaining
Agreements

The Postal Service may reject an accommodation that would require the
Postal Service to viclate the terms of a collective bargaining agreement.

If the accommodation involves a job restructuring, job reassignment, or work
schedule modification, you must determine whether the proposed
accommodation would violate the terms of the applicable collective
bargaining agreement and, if so, consult with your area law office.
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Minimizing Safety Hazards

Remember, like the requirement that an individual with a disability be able to
perform the essential functions of a position, an essential element of being
qualified for every position is the performance of the position without posing
a direct threat to health or safety of the individual or others. In some
situations, the disability of an applicant or an employee may subject the
employee, applicant, or others to a direct threat. You must determine
whether an accommodation would reduce the risk of harm to an acceptable
level. If no accommodation can adequately reduce or eliminate the direct
threat, then the employer can deny employment to the job applicant or take
other appropriate action concerning the employee because he or she is not
qualified. Before concluding that a person poses a direct threat with or
without reasonable accommodation, you must verify that you based your
conclusion on the following:

3 Current, recognized scientific or medical data.

'3 An individualized assessment of the situation and the individual in
guestion (see 147).

Where you believe that the employee or applicant poses a direct threat with
or without an accommodation, you must refer the individual to the RAC
before making an employment decision or accommodation decision,

Step Six: Select and Implement the
Accommodation From ldentified Reasonabie
Alternatives That Can Be Implemented Without an
Undue Hardship

You must consider the individual's preferences and the effectiveness of each
accommodation and its cost. Select the accommodation most appropriate
for both the operation and the individual. The chosen accommodation need
not be the best or most expensive, or even the one preferred by the
individual. As long as the accommodation is reasonable and enables the
individual to perform the essential functions, it is acceptable. The employer
makes the ultimate decision as to what accommodations, if any, it will adopt.

Once you select an accommodation, it is important that an appropriate party
be responsible for implementing the accommodation. See the fcllowing
examples;

€  If equipment is involved, then the appropriate party must install it
properly and train the employee on its proper use.

G If a schedule change or policy modification is involvéd, then the
appropriate managers or supervisors may need tc know of the change
to carry it out effectively,

In addition, it is important for an individual's manager or supervisor to check
that the accommodation is working and to encourage the employee to
communicate any issues that may arise with his or her accommodation.

23
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You must do the following once the accommodation is in place;

« Keep the lines of communication open to help ensure that the
accommodation remains effective and enable the employee to be a
productive part of the workplace.

«  Monitor the accommodation in case it becomes ineffective for any
number of reasons such as, the employee's limitations change,
workpiace equipment changes, the job duties change or the
accommodation becomes an undue hardship for the employer,

&  Periodically check on the ongoing effectiveness of accommodations
and tell employees, whe are receiving accommodations, to let their
RAC, supervisor, or manager know if there are changes or problems
with the accommeodation,

23 Accessibility

231 Facilities

As prescribed by federal law, the Postal Service's policy is to provide
accessibility for all individuals with disabilities, employed or to be employed,
by making any required alterations fo specific buildings where they work,
Handbook RE-4, Standards for Facility Accessibility, contains detailed
guidance on facility accessibility for individuals with disabilities.

232 Information and Communication

The Postal Service complies with Section 508 of the Rehabilitation Act. This
ensures that, absent an undue burden, the development, procurement,
maintenance, or use of information and communication technology (ICT)
enables employees and job applicants with disabilities to have access to and
use of Postal Service ICT comparable to that of persons without disabilities,

Upon request, all information, forms, and letters used in connection with
reasonable accommodations are available in alternative formats that are
accessible to individuals with disabilities (e.g., large print, American Sign
Language, Braille).

24 Time Frames for Processing Requests for

24

Reasonable Accommodation

The time needed to process a request depends on the nature of the
accommodation needed and whether it is necessary to obtain substantiating
information regarding the impairment of the individual, the need for
accommeadation, or both. You must process requests for accommodation
and provide the accommodation as promptly as possible given the facts and
circumstances, but you should not take longer than 45 calendar days from

Handbook EL-307



April 2017

2411

the date the request is received to provide or deny the accommodation.

If referral to the RAC s required, the RAC must conduct an interactive meeting
with the requesting individual within 30 calendar days of receipt of the
request; and absent extenuating circumstances justifying a delay, a
decision must be made on the request within 45 calendar days from the
date of receipt of request for reasonable accommaodatjon.

You must be able to provide the decision as soon as reasonably possible
after the conclusion of the interactive process when the following applies:

&  Theneed for accommodation is clear,
€  Thereqguested accommodation is simple and straightforward,
G No extenuating circumstances apply.

Unnecessary delay in rendering a decision can result in a violation of
the law,

241 Other Timing Considerations

Expedited Processing

Expedited processing may be necessary where:

¢  Thereasonable accommodation process is needed to enable an
individual to apply for a job. For example, an applicant with a
permanent disability resulting from a back injury requests a special
chair with back support for a scheduled typing performance test.
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241.2

«  Theaccommodation is needed for a special activity that is scheduled
to occur shortly. For example, you select an employee who is deaf or
hard of hearing to participate in a focus group and the employee
requests an onsite American Sign Language interpreter.

«  Anemployee with a known disability has a recurring, predictable need
for accommodation. For example, you supply large print for an
employee whom you have granted this accommodation previously.

Extenuating Circumstances

Extenuating circumstances are limited situations in which unforeseen or
unavoidable events prevent the prompt processing of a request or an
accommodation. The following are examples of extenuating
circumstances;

G The purchase of equipment may take a month or longer.

«  The employee with a disability needs to try working with equipment to
ensure that it is effective before the Postal Service buys it.

¢« A medical expert is evaluating medical information provided by the
individual.

€  Additional medical information is necessary in order to determine
whether a disability exists or if an accommodation is feasible {including,
where appropriate, situations in which the decumentation must be reviewed by a
specialist).

When extenuating circumstances exist, you may extend the time for
processing a request, as necessary. Notify the requesting individual of the
following:

&  Thereason for the delay.

« The approximate date on which a decision is expected.

€  Whether you can take temporary measures to assist him or her.
€ Further developments or changes,

242 Documentation

When a disability, need for reasonable accommodation, or both are not
obvious or otherwise known, an employee or applicant may be required to
provide documentation. The Postal Service may request, and the
individual requesting an accommodation is required to provide,
medical information related to the individual's disability in order
to engage in the interactive process and receive consideration
for a requested accommodation,

The Postal Service may also request relevant supplemental medical
information if the information provided by the employee or applicant does not
clearly explain the nature of the disability, including the individuar's physical
or mental limitations; the need for reasonable accommodation; or how the
requested accommodation will assist the individual in navigating the job-
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application process, performing the essential functions of the position, or
enjoying the benefits and privileges of the workplace. The Postal Service
may also have medical information reviewed by a medical expert of its
choosing at its own expense.

If you deem this step necessary, you should consult with a RAC. Necessary
requests must be made promptly and directed to an appropriate medica!
professionatl to do the following:

€  Explain the nature of the disability,

€  Explain the need for reasonable accommeodation, or

«  Toclarify how the requested accommodation will assist the employee.
If medical information is requested, a decision to adopt or deny the
reguested accommodation must be made as soon as possible, i.e., after
information has been received and evaluated and the request for
accommodation has been discussed with the employee, absent extenuating
circumstances.

243 Interim and Trial Accommodations

Keep in mind that if there is a reasonable likelihood that an individual will
be entitled to an accommeodation, but the accommodation cannot be
provided immediately, an interim reasonable accommodation shall be
granted that allows the individual to perform some or all of the job's
essential functions without creating an undue hardship. For example, an
employee with a visual impairment could be provided assignments in large
font hardcopy until a computer screen magnifier is provided.

The Postal Service alschas the option to use a trial period if the effectiveness
of an accommoedation is in doubt, In such cases, the employee is informed:

¢ The Postal Service will implement the accommodation for a trial period
only.

27
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©  Ifitdoes not work, the RAC will discuss the next step, which could
include a different accommodation or denying accommodation.

25 Denying a Requested Accommodation

28

251

252

Overview

If your decision is to deny an individual's request for accommodation, go
through the following steps:

€ You must refer the request to the RAC.

€  TheRAC will review the request and refer the matter to the area Law
Department for legal opinion.

G If the area Law Department agrees with the decision to deny the
request, you must notify the individual of the decision in writing as soon
as possible.

G Retain a copy of your written decision. (See 24, as well as Exhibit 2-5.
Sample Denial Letter.}

The denial must;

G Be given in writing and in plain, specific language.

¢  Give the reasons for denial.

G Identify the individual or office that made the decision.
€ Provide the following:

- Nofification of the individual's right to file an equal employment
opportunity (EEQ) complaint.

— Notification of any other appeal rights to which the individuat may
be entitled.

- Description of procedures available for informal dispute resolution.
You may make this determination only after you have done the following:

€ Made an individualized assessment of the situation and the individual
in question, and

€ Consulted with your RAC and area Law Department.

Reasons for Denial

Reasons for the denial of a request for an accommodation may include the
following: ‘

«  Medical documentation or other evidence is inadequate to establish
that the individual has a disability because the impairment does not
substantiafly limit any major life activity.

«  Theapplicant or employee is not a qualified individual with a disability.

€  Theevidence is inadequate to establish that the individual needs
accommodation in order to perform essential job function(s).
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%  The requested accommodation will do the following:
— Require elimination of essential job functions.
— Nat he effective.
— Violate seniority provisions of a collective bargaining agreement
(see 226.4).
— Resultin undue hardship to the Postal Service.

~  Not édequately eliminate or minimize the direct threat of harm to an
acceptable level,

— Require unsuitable changes to vehicles, vehicle assignments, or
automated mail processing machines (see subchapter 55).

— The deciding official denied the requested accommodation and
alternative accommodations the deciding official considered were
ineffective.

Informal Dispute Resolution

The objective of any informal dispute resolution process is to permit quick
and thorough reconsideration of a denial.

Individuals with disabilities may appeal the decision that denies their request
for reasonable accommodation within 10 business days of the denial. You
must inform the individual of his or her right to seek reconsideration from
either of the following:

¢  Thenext person in your chain of command or
€  The manager, Human Resources (District), as appropriate.

Any individual who receives a denial of reasonable accommodation must
also be notified that he or she has the right to file an EEO complaint.

The individual may furnish additional information to support the request. You
must review thoroughly such requests for reconsideration and provide a
response within 10 business days unless medical review requires additional
time. If you do not reverse the denial, you must advise the individual of the
following;

&  Thedecision and the basis for it.
€  Any other appeal rights, including the right to file an EEO complaint.

26 Record Keeping
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Completing the Reasonable Accommodation
Decision Guide _
Complete the U.S. Postal Service Reasonable Accommodation Decisicon -
Guide (Exhibit 2-3) to document decision making upon activation of the
reasonable accommodation process. The form will serve as a guide for
decision makers conducting an interactive meeting with an applicant or
employee who has requested a reasonable accommodation, The Postal
Service does not require this form to document the following:

«  Arecurring job accommodation need for a specific empioyee.
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€

Job modifications made for persons who have medical restrictions but
are not disabled within the meaning of the Rehabilitation Act.
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€ Requests for communication accommodations by employees who are
deaf or hard of hearing. The Postal Service handles these requests
under a different process. See Management Instruction EL-670-2013-
8, Providing Communication Accommodation to Employees and
Applicants Who are Deaf or Hard of Hearing.

You must place written documentation in a sealed envelope bearing the
name of the applicant or employee. This includes the following:

3 Request for reasonable accommodation,

«  Confirmation of Request for Reasonable Accommodation.
¢  Essential Functions Worksheet,

€  Reasonable Accommodation Decision Guide.

&«  Memos.

%  Notes,

«  Medical information provided or relied upon in the decision-making
process,

(€ Other related information.,

This documentation should then be forwarded to the local Occupational Health
Services office for retention in the official Employee Medical Folder (EMF).

262 Filing the Reasonable Accommodation Folder
You must retain the reasonable accommodation folder with the EMF for one
of the following, whichever is longer;
«  Aslong as the employee is with the Postal Service.
€  Until the deciding official adjudicates any appeals.

Upon request, you may provide the file or portions of the file to personnel
who require the information and have a need to know for his or her review.
See Handbook AS-353, Guide to Privacy, the Freedom of Information Act,
and Records Management, for more information about the Privacy Act
System of Records 100.700 and accounting for disclosures of records
protected by the Privacy Act.

Exhibit 2-1

PS Form 6710, Communication Accommodation Request Form

PS Form 6710, Communication Accommodation Request Form, is available
on the Postal Service PolicyNet website.

€ Go to htips:/blue usps. gov.
€  Inthe left-hand column under "Essential Links," click on PoficyNet.
&  Click Forms,

The direct URL for the Postal Service PolicyNet website is https.//
blue.usps.qov/icpim.
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Exhibit 2-2
Confirmation of Request for Reasonable Accommodation

32

Confirmation of Request for Reasonable Accommodation

Supervisor, manager, examiner or selecting official: Use this form to document a request for
reasonable accommodation fram an applicant or employee. In addition, you may ask the applicant or
employee to furnish his or her request in writing along with appropriate substantiating documentation, if
necessary, Refer to Handbook EL-307, Reasonable Accommaodation, An Interactive Process, and
complete the Reasonable Accommodation Decision Guide to document decision making related to
this request.

Applicant: Complete this form and return it to the examination administration office, selecting official, or
| local manager, Human Resources.

Employee: Complete this form and retumn it to your supervisor, manager, or any other management
official whom you reasonably believe has authority to Implement a reasonable accommodation.

B. ldentifying Information

1. Employee or Applicant Name

2.Employee ldentification Number

{if applicable)

o, FOsiIon TIe 4, Telephone NUmber

b Home Address
7. Facility Name . Fachly . Uate of Teques

Instructions: Be as specific as possible, e.g. adaptive equipment, reader, etc.

D. Reason for Request

E. Time-sensitive Accommodation (If applicable)
Explain:

Privacy Act Staterent: Your information will be used to decide reasonable accommodation, Gollection is
authorized by 398 U.S.C. 401,410, 1001, 1005, and 1206. Providing the information is voluntary, but if
not provided, we may not process your request. We may disclose your information as follows: in relevant
legal proceedings; to law enforcement when the U.S. Postal Service (USPS) or requesting agency
becomes aware of a violation of law; to a congressional office at your request; to entities or individuals
under contract with USPS (service providers); to entities authorized to perform audits; to tabor
organizations as required by law; to federal, state, Jocal or foreign government agencies regarding
personnel matters; lo an employee'sprivate treating physician and to medical personnél retained by the
USPS to provide medical services in connection with an employee's health or physical condition related
to employment; to the Equal Employment Opportunity Commission; and o the Merit Systems Protection
Board or Office of Special Counsel. For more information regarding our privacy palicies visit
www.usos.comionvacvooficy,

TJ
[ ]

Handbook EL-307



262
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Exhibit 2-3
Reasonable Accommeodation Decision Guide (page 1)

Reascnable Accommodation Decision Guide

A, Instructions

This form is required to document decision-making upon activation of the reasonable accommodation
process. It wil serve as a guide for conducting an interactive meeting with an employee or applicant who
requests ressonable accommeodation.

This form is NOT required to document the following:
A recurring job accommodation need for a specific employee.
Job modffications made for persons who have medical restrictions but are not disabled within the
reaning of the Rehablitation Act,
Reguests for communication accommodations by employees who are deaf or hard of hearing. Instead,
use PS Form 6710, Communication Accormmodation Regquest Form. (Refer to Handbook EL-307,
Reasonable An Interactive Process, Chapter 5),

1, Is the request for an employee or applicant?
O Employee O Applicant

2. Name of Employee or Applicant

3. Home Address

4. Home Telephone Number 5. Cellphone Number

6, Employee's Work Location

a, Facilty Name b. Facility Telephone Number

c. Faclity Address

7. Date reasonable accommodation request was received:

8. Reason for adivating the reasonable accommodation process:

Fariters 9-15, select all that apply.

9. O | Employee requests reasonable accemmeodation for current job,
Current Job Title

10.0 | Employee requests reasonable accommodation for desired job.
Desired Job Title

11,0 | Employee with known disability is observed having difficulty performing essential functions because of
disability. :

12. O | Employee or applicant requests reasonable accommoedation for a component of selection process  (e.g.
exam, interview, and training).

13.0 | Applicant's medical assessment indicates he or she may be a person with a disability.

14.0 | Employee or appiicant requests reasonable accommodation for equal employment opportunities
{e.g., removing physical barriers in a break room, testing faaility).

15.0 | Referred By (Atftach completed Referral Form)
a. Name I b. Date of Referral

c. Title

Whenever the reasonable accommodation process activated, you must go through the six-step inferactive
process (o determing whether fo provide an accommodation to the employee or job applicant. Conduct the
interactive mesting within 30 calendar days from the receipt of the request,

Accommodation Request (Describe the accommodation request or need. Be as specific as possible.)
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Exhibit 2-3
Reasonable Accommodation Decision Guide (page 2)

34

Date(s) interactive meeting schedufed or held with individual

List names of all persons present during the interactive meeting(s):

C.Six-Step Interactive Process|

Step 1. Determine whether an individualhas a disability and meets the minimum qualifi cation standards.

For reasonable accommodation under the Rehabilitation Act an individual has a disability if he or she has a
physical or mental impairment that substantially limits one or more major life activities or a record of such an
impairment. The following questions may help determine whether an individual has a disability.

1.1s documentation required to substantiate that the employee or applicant has a disabilty?
Note: If impairment is obvious or substantiating documentation is already on file, medical documentation is hot
raguired. :

O Yes(Enter date employee or applicant was informed to provide documentation Date;
to support his or her limitations. )

O No (Explain why documentation is nof required.)

2. Does the employee or applicant have a physicalor mentalimpairment? YesD NoD

It yes, what is the impairment?

Does the impairment substantially iimit a majo7 Tife activity 7

Yes D NoD
If yes, whatmajor life activity(s},including major bodlly functions, are affected? (Select all that apply)
D Bending D Reading D Bladder D Lymphatic
D Breathing D Seeing D Bowel D Musculoskeletat
O Caring For Self O Sitting D Brain D Neurological
O Concentrating O Sleeping D Cardiovascular D NormalCell Growth
O Eating D Speaking D Circulatory D Operation of an Organ
O Hearing D Standing D Digestive D Reproductive
O learning O Thinking D Endocrine D Respiratory
O Lifting D Walking D Genitourinary D SpecialSense Organs &
O Reaching O Working D Hemic Skin
O Interacting With O Performing Manual D Immune O Other: (describe)
Others Tasks

3.1s the medical condition permanent or temporary?

D Permanent D Temporary

If temporary, what is the expected duratien?

Nofe: A temporary iliness such as a cold or flu is not a disabiiity, However, a short4erm lliness or impairment that causes severe limitafons
whike f exists,_has long lasting effects, or 5 a symptomof an underlying disabling condition may qualify as a disability. )

if it sdetermined that the employee or applicant has & disabllify, complete Steps 2 through 6 of the interactive process if
empiGyee or applicant does not have a disability, skip to Step 6.

The interactive process is infended to ensure that genuine, open communication takes place belween the requesler, the
requester's supervisor or manager, commiltee members, and expert resources and that the reques! receives a full and
thorough assessment Communication shouid indlude the following. clarifying the request, obtaining and exchanging

information regarding accommadation needs, exploring possible accommaodations, and discussing effective alternatives.
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Exhibit 2-3
Reasonable Accommodation Decislon Guide (page 3)

Step 2. Determine the essential functions of the job.

The essential job functions are those functions that define the job. In other words, the job exists 1o perform those
tasks. The essential functions of a job are not the marginal or infrequently performed tasks that you could
eliminate without altering the fundamental nature of the job. See 222 of Handbook EL-307 for items you shouid
consider in defining the essential functions.

1. What function(s) has the employee or applicant's immediate supervisor described as essential for the job?

2. Was the Essential Functions Review Worksheet used to help you evaluate essential job functions?

YesD Attach the completed Essential Functions Review Worksheet

What specific information did yourely upon to determine the essential job functions?
NoD

Step 3.ldentify the abilities and limitations of the individual.

1. What are the medical restrictions? Are restrictions temporary or permanent?

2. What job function(s} is the employee or applicant having troubke performing based on the medical
restriction{s)?

Step 4. Identify potentialaccommodations,

1. Did the employee or applicant request a specific accommodation?
0O Yes What accommodation(s} did the employee or appiicant request?

O No Ask the employee or applicant what he or she needs to perform the job and write his or her response here.

O Check here if individual was asked for accommodation suggestions but had none,

2. Will the requested accommodation enable the employee or applicant to perform the essential job functions?

0O Yes (Move fo Step 6.)

O No If No, describe other potential accommaodation{s) that would allow the employee or applicant fo perform the
essentialjob functions. (Note: You may need to consult with other professionals to help identify potential
accommodations. Possible sources of assistance include the following: (1) other operalions supervisors or
managers, of (2) Postal Service subject matler experts, such as medical personnel, sefely specialists, labor
relations, law department, Disability Compliance Specialist.)

O Check here ¥ no effective accommodation was identified and go to Step 6, #2.

Step 6, Determine the reasonableness of the accommodations and whether implementation would
impose an undue hardship.

The proposed accommodation js effective in allowing the Individual to perform the essenfial Job functions and
does NOT: (check all that apply}

O Reallocate or eliminate an essential job function O Lower standards of performance or production
O Violate a provision of a collective bargaining agreement O Impose an undue hardship on the Postal Service
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Exhibit 2-3
Reasonable Accommodation Decision Guide (page 4)

Step 6.Select and Implement an accommodation from identifiedreasonable alternatives that the Postal
Service ¢an implement without an undue hardship,

Instructions:Complete #1 or #2, as applicable.Do not complete both,
1a.D YES, Accommodation granted 1b.Date 1c. Cost

1d. Provide a brief description of the accommodation

1e.Check the type of accommodation:

D Workplace modification D Modified work schedule

D Job restructuring D Modified examitest process

O Modified equipment D Leave

D Meodified workplace policy D Job Reassignment (aftach documentation to verify

the search for vacant funded positions)

1f. Confirmation (atfach supporting documentation)

I, —— e (Mgr./8upv.) confirm the approved accommodation was
implemented for (Employse) on {Data).

2a. D NO, Accommodation denied

Manager/Supervisor. You must refer a denfed request for accommodation to the Reasonable Accommodation
Committee (RAC) for review, consideration for job reassignment as a last resor, or both (See Handbook EL-307,
Chapter 6. section 64), Complete the RAC referral form and send fo RAC.

RAC: You must consult with the Area Law Department before making a final determination to deny a request for
accommodalion.
2b.Check the reason for denial: (check alf that apply}

D Medical documentation or other evidence is inadequate to establish that the individual has a disability,
D The applicant or employee Is not a qualified individual with a disability.
. D The evidence is inadeguate to establish that the individual needs accommeodation in order to perform

essential job funclions.

D No vacant funded positions available (aftach documentation to verify the search for vacant funded
positions).

D The requested accommodation would result in an undue hardship,

D Other (explain);

D. Privacy Act Statement and The Genetic Information Nondiscrimination Act of 2008

Privacy Act Statement: Your information will be used to decide reasonable accommodation. Collection is authorized by 39
U.5.C.401, 410, 1001. 1005, and 1206. Providing the Information is voluntary, but if not provided, we may not process your
request. We may disclose your information as follows: in relevant legalproceedings: to law enforcement when the U.S. Postal
Service (USPS) or requesting agency becomes aware of a violation of taw: to a congressional office at your reguest; ic entities
or individuals under contract with USPS (service providers); to entities authorized to perform audits; to lakor organizations as
required by law; to federal, state, localor foreign government agencies regarding personnel matfers; to an employee's private
treating physician and to medical personnel retained by the USPS to provide medical services in connection with an
employee's health or physical condition related to employment; to the EqualEmployment Opportunity Commission: and to the
Meril Systems Protection Board or Office of Special Counsel. For more information regarding our privacy poicies visit
wWW.USpS. com/privacypolicy.

The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and other entlies covered by GINA
Title 11 from requesting or requiring genetic information of an individualor family member of the individua excap! as

specifically allowed by this Iaw."Genetic information,’ as defined by GINA, includes an Individuars family medical history. the
resufts of an indivil uaf's or fami ly member's genetic tests, the facl that an indlvidual or an individual's farrily member sought or
recefved genetic services, and genetic information of a fetus camed by an individual or an individuals family mermber or

an hetd an individualor member assistive services.
embryc -
ing Decision Guide )
Name ot Uthicial Completing Decision Guide Date
Title
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Exhibit 2-4
Essential Functions Review Worksheet (page 1)

Essential Functions Review Worksheet

The Supervisor/Manager completes this form to make an evaluati an of the essentlal pb functions. The term “essential functi ons" s defined
as the fundamental b duties of the position the Individualwith a disabliity hokds or desres;the term exdudes marginalduties. kn deterrining
essentlalfundions,consider al relevant informationand data abou the job and its key responsibilities including but not limited to the postion
description and gualficafion standards. Essential pb functions are determined on a case-by-case basis, The relaiive Importance of the
functions for a parlicular poslion may differ according o how the position ks Implemented lecally. Varbble factors may include tour, operation,
mal volume, and the age and configuration of the faciity, Do not assume thal any two PoslalService Jobs are necessarlly alike,

Part 1.Employee and Qccupation Information|

1. Employee Name 2, EIN

3. Position Title 4. Instdltion/Office Name

Part 2. .Job Duties

Complete the following tasks:

a) Lisl the job dulles asEsted on the standard job description. Refer to hftps://idoniine.usps. goviidoniine!,
b} For each duty, indlcate percentage of tine spenl dally performing that duty,
¢) Apswer YES or NO o questions incdumns a through h.

Difies and %time {aDoes b Dogsthe  ols this d. Would als " g.Dithe h, Isthis duty
Resporsbilties spert jlhisduty  posifion  employee the elminging tHs  spedalized previous or function
daly | meod to extst orly dry expertiss or incumbert "ESSEMNTLALY
be primarity  employeeto  fundamerdaly judgment in the the pesition?
done?  to perform whom this  changete job? requred?  ifths duty  posiion
thisady?  duty can be were nd perform
assigned? performed?  tis duty?
1.
2,
3,
4.
5,
6.
7.
B,
9.
10.
11,
12.
13.
14.
15.
2, For every “YES" anawer in column “h", list any equipment, machinery, or vehicles required to perform the duty.
Essential Function {as fisted in column *h7 Equipment, machinery, or vehicle required
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Exhibit 2-4
Essential Functions Review Worksheet (page 2)

Part 3. Qualification Standards

Complete ihe following tasks:
a} List the Knowledge, Skil, andfor Ablity (KSA) requirements of te positicnas Hided on the Qualifications of the standard job description

b) For each K8A, evaluate the frequency with whichthis quaication is demonstratedin the performance of "ESSENTIAL" jeb funcllons
from Part 2, itemm 1 (use Frequency Ratings Table baiow).
c) Check(") the box under the correspending FREQUENCY column,

Qualifications Standards: ___Frequency o
Knowledge, Skit, Abllity c F- 1 o ] ) N

Frequency Ratings Table ~'Time required for performance of demonsiration of the qualiication standards as spachio to his poaiion.

Constantly =% or more of the tour
Frequently = YZio % of the tour

Oceaslonally = ¥ to ¥. of the tour

I ntermittently = less than Y. of the tour

MNewver = no part of the tour
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Exhibit 2-4
Essential Functions Review Worksheet (page 3)

Part 4 Functional Requirements

Complete the following tasksia) Clrde the items that represent the functional and envronmental requirermerts ko the Job s itis parformed
currenthy.

b) Evaluale the frequency for each requirement as appropriate (Use Frequency Ratings Table, Pg. 2).

c) Check (A the box under the corresponding FREQUENCY column.

Functional Requirements Freguency - EnvirenmentalFactors " Frequency —
C F o] [ N C F G 1 N
Heawy!ifing, 45-70 Ihs. Outside
Moderalelifing, 16+44 1bs, Outsida andinside
;.ight Hfting, under 15 ks, Excessiva heat
Heavy cammying, 45 Ibs. and ovar Excessive cold
Maderale carrying, 15-44 1bs. Exeessive humidity
Light carrying, under 15 tbs, Fxuessive dampness of chilling
Straight puiing Dry atmaspheric condiflons
Putiing hand over hand Excessive noisgintennitient
Reacitig aboveshoulder Conslaninslse
Useof fingers , Dust -
Both hands are required or compensaled by dees. smoke, o1 gasas
the use af aoceptable prosthe sis
Waiking sowers |
Standing ' . Greasgandols
Crading Radiani energy
Kneeling Eleckicatenergy
Repeated bending Slppery ar uneven walkngsurface i
Climting, Jegs ony Workirg around machinery with
moving pats
Climbirg, us¢ ofieg andanns Warking arsund moving ohlects or
I veficles ]
Bath legsrequired Working on ladders or scaffoiding
Operation of & crane, truck, tractor, or motor Working belowground
vehicle !
Abillty of rapldmentaland musoular Unusual fatigue factors:{ Soecify)
coordinatan j .
Abilily touse freanns Werking with handsin water
_Other. (8pecity) Explosives B
Vibration B
Working closely with othars
Working alone
. T Protracted or iregular bours 6Twork
Other: {Specify)
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Sample Reasonable Accommodation Denial Letter
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HiF semace ™™

[Dale)

[Employae Name)
{Aeddrass)

Dear [insarl name)

This letter responds to your request for accommaodation. The purpose of reasanable accammodation is to
enable qualified individuals with disabiities to perform the essential functions of a particular job. You
requested finserttype of accomm odution requesied).

Your request is denied because firser! reason and altamative socommodations considersd, it appropnate.
For example; Afthough you heve & disabifity, you are pof a qualified individuat witfe s disebilly within the
maanirig of the Rehabilitation Aut. The Adt requires that an individual with a disability be able o salisfy the
raquisite skills, sxpanance, and other job-refated requiraments of the position i issue Our discussion with
you and your medical provider, and with representatives from Safoly and Operations. establish thal your
restriclions o niol permit your fu meel the job ronwremants of Ifting. reaching, banding carving, snd
waliing. Further. no reasonabls accommodation would enable you 1o perform those funclions The
accommaedation you requestad would sliminate an essenfial function of the job. Despife our sfforts in
interaciive meelings with reprasentatives from the Haaflth Unit, Safety Ofice, ardd Human Resources. other
aiternativor axplored were equally unducoe ssiul}

You may appeal this denial within 10 business days by making a written request for reconsideration to the
Human Resources Manager, [ingeit mailing address), You may provide additional informatlon to support your
request. You wilt be notified of the appeal decision In writing.

You have the right to file an EEO complaint pursuant to 29 CFR 1614, In order to do so, you must contact 1-

BB88-EEQ-USPS (Federal Relay Service 1-800-877-8332) within 45 days fram the date of the notice of
denlal of reasonable accommodation,

Signature of Decision Maker [Supanisor, Manager, or RAC Chaimerson)
{Typed Narne of Decision Maker)
(Titlz}

cc: RAC file
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3 Reasonable Accommodation in the

31 Special Needs of Test Applicants

42

Examination Process

Postal Service applicants and employees with disabitities may seek
accommodations in order to take an examination. For convenience, we have
used the term applicant throughout this chapter to refer to any individual,
including Postal Service employees, taking any type of Postal Service
examination,

Most of the hundreds of thousands of job applicants and current employees
taking various Postal Service examinations annually do not need
accommodation in the testing process. However, for some individuals with
disabilities, the examination may serve as an artificial barrier to the
demonstration of the knowledge, skifts, and abilities required for
performance of the essential functions of the job. In these instances, the
Postal Service endeavors to provide reasonable accormmodation to
individuals with disabilities to enable their participation in the competitive
examination process.

You must consider accommodations on a case-by-case basis. When the
Postal Service becomes aware of an applicant's disability, you must pursue
flexible interactive dialogue with the applicant to do the following:

(€ Ensure compliance with applicable statutes and

«  Fulfil the Postal Service's commitment to ensuring equal employment
opportunity regardless of disability.

Some routine activities that may require additional time and specia} attention
include the following:

G Issuing test materials.
€  Giving instructions.
®  Answering questions.

Applicants with service animals (e.g., guide dogs) require special attention to
provide for the physical needs of the animals.
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32 Postal Service Examination Policy for Applicants
With Disabilities
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321

Overview

Examinations include all written, oral, performance, and other tests.
Consistent with applicable statutes and its own policy of providing equal
employment opportunity, the Postal Service will provide reasonable
accommodation in examinations for the known disabilities of individuals
when the following applies:

a.  Anindividual requests such assistance and

b.  Tothe extent the accommodation does not impose an undue hardship
on the Postal Service.

The Postal Service provides such accommodation on a case-by-case basis
and the field office staff responsible for conducting the examination
determines the type of accommodation.

This policy provides a framework for those individuals who must make
decisions concerning reasonable accommodation in the testing process for
applicants with disabilities. This framework takes into account the following:

«  Thenature and severity of the disability.

«  The type of examination or selection process the Postal Service is

administering.

¢  Theresources available to the local Postal Service hiring or
examination office.

This policy is tempered in each situation by the following:

€  Thespecific needs of the applicant with a disability.

€  Theessential functions of the job applied for.

€  Thenature and purpose of the test or selection procedure.
€  Thelimitations of logal resources.

Postal Service policy is to treat all applicants fairly and equitably.

You must recognize that this is a request for reasonable accommodation if
the following occurs: ‘

€  Adisability reduces an applicant’s opportunity to demonstrate that he or
she possesses the knowledge, skills, and abilities needed to perform the
essential functions of the job sought, and

€  Theapplicant makes it known that he or she needs assistance because
of an impairment.

Such a request requires your attention and action. You must follow the six-
step process described in 22. Bear in mind that the Postal Service will not

provide accommodations that would impose an undue hardship on Postal

Service operations.
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323

Maintaining the Competitive Nature of the
Examination

The Postal Service gives examinations to measure job-related knowledge,
skills, and abilities. One use of test scores is to compare the performance of
individual competitors to make employment decisions. You must ensure that
accommodations do not affect an individual's score to the extent that it
cannot be compared meaningfully to the scores of other competitors.
Therefore, the Director, National Human Resources, must approve any proposed
accommodations or changes in the testing process that may affect the
meaning or interpretation of test scores.

This ensures that the competitive nature of the selection process and the
validity of the test are not compromised.

Preserving the Examination’s Effectiveness as a
Measurement Tool

Postal Service management designed tests and other selection procedures
to measure the knowledge, skills, and abilities needed to learn or perform a
job. Therefore, if the proposed accommodation fundamentally alters what
you are assessing, the Postal Service wili not change the test or method of
administration,

For example, an extension of time is frequently proposed as a testing
accommodation. If the test is intended to measure performance speed, then
it is not appropriate to allow more time. Such an accommodation would
render the test score useless as an indicator of true ability when compared to
the scores of those who took the test under stricter time limits,

33 Determination of Reasonable Accommodation for

44

Applicants With Disabilities

331

Overview

You must determine accommodations on a case-by-case basis. Therefore,
an approved or recommended accommodation is applicable only to one
individual. However similar the circumstances, you must consider a request
for accommodation from another individual separately.

Because individuals with disabilities (even those with the same type of
disability) can, and often do, differ greatly in their needs and capabilities, any
attempt to list all the different types of reasonable accommodations that you
might conceivably develop for each type of mental or physical disability
would be futile. You must consider each request on a case-by-case basis
and evaluate it on its own merits. Examples of accommodations that may
prove helpful are listed in 333.23.

Whether the accommodation is determined locally or in consultation with
Headquarters, the process is the same; interacting with the applicant to
obtain the information needed for a reasonable and appropriate decision.
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332.1

332.2

Reasonable Accommodation, An Interactive Process

The primary concern in determining the appropriateness of a modified test
administration is whether the proposed change compromises the accurate
assessment of an applicant’s job skills or abilities. The goal is to provide
applicants with disabilities an equal opportunity to demonstrate their
gualifications without undermining the validity or competitive equity of the
testing process.

Applicant’s Responsibilities

Requesting a Reasonahle Accommodation for
Examinations

An appticant who needs an adjustment to or change in the testing process

- because of limitations caused by a disability must request such

accommodation immediately upon receiving his or her schedule for a testing
session. An applicant can make a request to one of the following:

«  Thetesting vendor,

€  Theexaminer.

« The selecting official,

«  The manager, Human Resources (District).

- Any Postal Service employee connected with the application process
(including those listed above, a point of contact listed on the job posting,
an employee who assists in scheduling the interview, or a member of the
review committee).

Note: Applicants who are deaf or hard of hearing and are current Postal
Service empioyees who have a Communication Accommodation Plan
(Plan) on file need only advise the testing vendor, the examiner, selecting
official, or manager, Human Resources, of their specified communication
accommodation. If necessary, the applicant can contact the District
Disability Coordinator for direction or assistance. If a current Postal
Service employee who is deaf or hard of hearing applies for a position
and does not have a Plan in place, the employee needs to follow the
procedure described in 212.

Applicants are responsible for making a request for accommodation as soon
as the applicant knows the need for accommodation. The applicable Postal
Service employee activates the reasonable accommodation process
whenever an employee or applicant, or someone acting on the individual's
behalf, makes an oral or written request for reasonable accommodation.

Documentation Required

An applicant requesting a reasonable accommodation may need to provide
documentation sufficient to establish both of the following:

3 He or she, in fact, does have a disability as defined by federal law.

€  Thedisability interferes with valid assessment of the knowledge, skills,
and abilities covered by the test.

Relevant documentation may include the following:

«  Information an how the disability or impairment would affect
performance on the examination (i.e., the specific test behaviors
affected by the disability).
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The specific accommodation the applicant is requesting.
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333.1

[ Current documentation supporting the existence of a disability from a
bona fide expert source (e.g., a licensed professional, a state
department of rehabilitation, an approved agency).

The applicant must provide additional information upon request when the
applicable postal employee needs information to determine whether a
disablility exists for which accommodation is required or to identify
appropriate accommodation. The applicant's failure to provide the required
information in a timely manner may delay responses to requests for
accommodation,

The need to provide documentation substantiating the existence of a
disability may be unnecessary depending on the type of accommodation
requested. For example, if an applicant or employee who is deaf or hard of
hearing requests a sign language interpreter as a testing accommodation,
the Postal Service can provide the interpreter without requiring the individual
to provide evidence of the foliowing:

¢ Thedisability or
t€ How the disability interferes with valid assessment.

Postal Service Responsibilities

Overview

The Postal Service is responsible for ensuring the competitive nature and
validity of the selection process while at the same time providing reasonable
accommeodation to applicants with known disabilities when applicants
request such accommodation.

Examiners, including testing vendor staff, or district Human Resources staff
should ensure that applicants are given an opportunity to request a testing
accommodation by one of the following methods:

a.  Onlineor

b. By contacting one of the following:
(1} Thetesting vendor.
(2) The examinewr.
(3
(

) Thedistrict Human Resources staff.
4) Thedistrict manager, Human Resources.

(5) Any Postal Service employee connected with the application
process (including those listed above, a point of contact listed on the job
posting, an employee who assists in scheduling an interview, or a
member of the review committee),
Any person who accepts applications or has contact with applicants must be
able to recognize requests for accommodations. An applicant does not have
to use any special words such as ‘reasonable accommodation” or
“Rehabilitation Act.” You must refer applicants requesting reasonable
accommodation to the examiner or person responsible for the examination
or selection process.

Throughout this process, the Postal Service must engage in an interactive
process to clarify what the applicant needs and identify an appropriate
reasonable accommodation.
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In cases where the competitive nature and validity of the test are not likely to
be affected (e g., site accessibility), the examiner or district Human
Resources staff member works out what accommodation, if any, to provide.
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When there is a question as to whether providing a requested
accommodation would preclude the valid assessment of the applicant’s
qualifications, the examiner or district Human Resources staff member must
forward the request to the Director, National Human Resources, for final
determination.

Once the applicant’s makes his or her desire for a testing accommodation is
known, the testing vendeor, examiner, district Human Resources staff, or
district manager of Human Resources must do the following:

«  Contact the applicant to discuss the testing process and the job(s) to
ensure that the applicant is familiar with what is required.

«  Obtain any needed documentation from the applicant regarding the
disability and the need for accommeodation,

«  Determine if you can provide an accommodation without further
consultation (i.e., the accommodation would not affect the competitive
hature or validity of the examination).

€  If accommodation is feasible, offer it to the applicant.

&«  Note the accommodation provided con the Time Record Sheet when
the examination is administered.

«  If you cannot determine an accommodation for a locally administered
test, submit all requisite documentation to the Director, National
Human Resources. Upon receipt of a response from Headquarters,
offer a recommended accommedation (if any) to the applicant and
submit approval {Authorization to Modify Test Administration) with the
Time Record Sheet when you give the examination.

¢ If the applicant does not accept the accommodations that you can
provide, document the rejection and the reasons for the rejection.

& Ifreasonable accommodation is possible but the Postal Service cannot
provide that accommodation on the regularly scheduled test date, you

may schedule the applicant for an alternate test date as soon as
practicable.

(€ Ensure that you make appropriate arrangements to provide the needed
accommodation.

See Exhibit 3-1 for detailed information on possible testing accommodations
for applicants who are deaf or hard of hearing.

Accommodations That Do Not Affect the Competitive
Nature or Validity of the Selection Process

Overview

You or the test vendor can make some accommodations locally without
consultation if they do not affect the competitive nature or validity of the
selection process.

See 333.22 and 333.23 for examples of accommodations that you can
usually make locally without prior approval from Headquarters.
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333,22 Accessibility Accommodations of Testing Site

333.23

A request for accommodation that involves accessibility of the testing site
includes, but is not limited to, the following:

¢ Access to the test site.
¢  Assistance inside the testing site.

G Providing alternative seating arrangements as needed (e.g., you may
need o seat an individual in a wheelchair at a table rather than ata
student desk).

In some cases, it may be necessary to schedule a separate session to ensure
that you test the applicants in an accessible site.
Other Testing Accommodations

The following are other types of accommodations that you may provide
without consultation with Headquarters. The testing vendor must document
any accommodation provided on the Time Record Sheet consistent with the
Directions for Conducting {PFC).

¢  Alternate test dates,

3 Individual sessions.

¢ Individual monitors,

«  Frequent breaks (between test parts only).
G Special lighting.

G Special seating arrangements.

«  Sign language interpreter only for oral components of exam and
administration (additional detailed information regarding possible
testing accommodations for deaf or hard-of-hearing persons is
provided in Exhibit 3-1 and in the DFC for the specific test).

¢  Use of hand signals or flash cards to give driving instructions during
road tests.

G Communication accommodations for non-signing applicants who are
deaf or hard of hearing to relay administrative instructions for testing
(e.g., UbiDuo, written communication),

3 Miscelianeous personal assistance (e.g., turning pages, marking
answers),

Implementation of any one or a combination of these measures may be
appropriate for individual applicants depending on the following:

& Their needs.

«  The nature of the selection procedures or examination material used.
€  Theessential functions of the job sought.

If the requested accommodation is not on the above list, see 333.3.
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333.3 Accommodations That May Affect the Competitive Nature

334

335

3351

or Validity of the Selection Process

The Director, National Human Resources, must review and approve a
proposed accommeodation that may affect the competitive nature or the
validity of the selection process. This includes any deviation from
standardized testing procedures prescribed in the examination DFC.

In circumstances where there is a question about whether providing a
proposed accommodation would interfere with the valid assessment of the
applicant, the examiner or district Human Resources staff member must
consult the Director, National Human Resources. Supporting documentation
must describe the specific accommodation requested and be sufficient to
establish the following:

«  Theapplicant, in fact, has a disability as defined by federal law.

€  Thedisability interferes with the valid assessment of the knowledge,
skills, or abilities cavered by the test.

«  Anappropriate professional or expert source provides a diagnosis, if
any.

Accommodations That May Not Be Reasonable or
Impose An Undue Hardship in Examinations

The Postal Service provides reasonable accommodation in examinations to
applicants with disabilities except in cases of undue hardship. You must
determine undue hardship on a case-by-case basis (see 153). The following
may either be unreasonable or an undue hardship with respect to
examinations:

¢  The purchase or rental of specialized equipment or services on a one-
time basis for a limited use by a very few applicants at great expense.

€  The postponement of announcing or administering an examination to a
large number of applicants to accommodate the needs of an applicant
with a disabillity,

Note. This does not prohibit establishing an alternate date for
those persons with disabilities.

&  Foremployee applicants, any action in violation of seniority provisions
of the applicable collective bargaining agreement.

Other Selection Process Accommodations

Overview

Although most requests for accommodation in the Postal Service selection
processes involve written tests, it is important to realize that other types of
assessment procedures commonly used by the Postal Service may present
serious difficulties for certain individuals. See 335.2 through 335.5 for other
frequently used examination types and examples of the kinds of
accommedation that you may need. We do not intend this listing to be all-
inclusive but only representative of the range of acceptable
accommeodations, which you might conslider in particular situations.

51



Reasonable Accommodation in the Examination Process 335.5

335.2
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335.4

335.5

52

Interviews

Interviews may pose problems for some individuals who are deaf or hard of
hearing and for those with certain kinds of speech challenges. You must
make every effort to determine the communication abilities of these
individuals. The Postal Service will provide a qualified sign language
interpreter for external applicants who are deaf or hard of hearing and use
American Sign Language (ASL) or another form of sign language as their
primary means of communication. The same applies for current postal
employees who use ASL or another form of sign language as their primary
means of communication and have a Communication Accommaodation Plan
in place, In addition, it may be appropriate for review committee members to
provide a written copy of interview questions to applicants who are deaf or
hard of hearing to read at the pcint the questicn is asked in the interview
{see Exhibit 3-1). Members must be sure the presented written question does
not also contain benchmarks or scoring guidelines.

Performance Tests

The Director, National Human Resources must approve any
modifications or adjustments to performance examination material.

Examiners or their designees must consider the physical needs of the
applicant with a disability taking performance tests as they do for written
tests. Because performance tests generally approximate tasks found on the
job, you must carefully analyze any medification or adjustments to test
material or the procedures used tc administer these tests before
implementation,

Only consider those accommaodations that do not compromise the
competitive nature and validity of the testing process.

Applications, Supplemental Applications, and Employment
Questionnaires

Applicants with disabilities may need assistance when completing
applications, experience supplements, or other guestionnaires. You must
alert Human Resources and the testing vendor to the possibility of requests
for such requests for such assistance and accommodate as appropriate.

End-of-Training Examinations

You must submit request for accommodations for end-of-training
examinations that you cannot resolve at the local level to the Director,
National Human Resources, who wili coordinate with appropriate functional
departments.

Handbook EL-307



3355 Reasonable Accommodation, An Interactive Process

Exhibit 3-1
Accommodation Options for Testing Individuals Who Are Deaf or Hard of Hearing (p. 1)

Accommodation Options for Testing Individuals
Who Are Deaf or Hard of Hearing

Be familiar with options for test administration to applicants who are deaf of hard of hearing. The most
appropriate accommaodation will depend upon several factors, such as whether the individual uses and
is fiuent in sign language, the accuracy and fluency of speech reading skills, and how much hearing loss
the individual has experienced. For signing applicants who are deaf or hard of hearing, the Postal
Service will provide an in-person qualified sign language interpreter during critical elements of the
selection process, such as interviews and instructions for testing.

American Sign Language (ASL) is a gestural language that has a different vocabulary, syntax, and
structure than English. Inasmuch as there are different types of sign language, an individual with a
hearing impairment who uses sign language may not use ASL but rather a different sign language;
therefore, it is important to keep the effectivenass of the accommodation in mind when arranging for a
qualified interpreter.

For non-signing individuals, the Postal Service will provide communication accommodations during
these same critical elements of the selection process, after consultation with the individual as to the
nature of such accommodation. Unlike for signing applicants, there is no accommodation that is
presumed appropriate. You must consider communication accommodations such as Uthuo other
communications tools or devices or written communications.

Consider the accommodation requested by the individual and, as appropriate, consider offering the
individual the following additional options:

€ - Use preferential seating near the examiner so that the test applicant is able to read lips without
obstruction.

(4 Use an in-person interpreter for the administrative instructions portion of the session. if an
examination has a following oral instruction subtest, such as Parl D on Exam 460 Rural Carrier,
there are two options:

= Offer the applicant a written version of the “Oral Instructions® subtest, or
— Offer to have an interpreter available to interpret the subtest.
® Use hand signals or flash cards to give driving instructions during road tests.

« Offer other accommaodations that you and the applicant have determined to be appropriate.
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Exhibit 3-1 {cont.)
Administering Examinations When Using a Sign Language Interpreter for the Deaf {p. 2)

]
|
H

Administering Examinations
When Using a Sign Language Interpreter for the Deaf (p. 2)

Follow the procedures listed below when testing any applicant who requests an interpreter for an
examination. All individuals, including interpreters, exam administrators, examiners, and examinaticn
monitors administering or involved in monitoring an examination during which applicants are using an
interpreter, must review these procedures:

« A qualified sign language interpreter must be able to provide effective interpretation of the
examination in the specific sign language used by the signing applicant. If possible, you must use
interpreters who the Registry for Interpreters for the Deaf has certified, have passed a state quality
assurance test, or have a similar cerlification or qualification.

€ You must provide the interpreter up to two (2) hours to review the DFC, the Answer Sheet, and
any subtests with an oral instruction component, such as Part D of the 460 Rural Carrier
Examination, before the examination for the purpose of preparing to interpret,

G The Postal Service will compensate the interpreter for the time spent reviewing. The interpreter
conducts such reviews under the procedures outlined in the DFC covering conditions that ensure
security of test materials.

3 The examiner is responsible for coordinating with the interpreter a time, date, and place to review
the examination material,

« You must test applicants who are using an interpreter for Part D of the 460 Rural Carrier
Examination in a separate area or room to minimize distraction that other applicants may cause
when leaving.the examination.

- ForPart D of the examination, the interpreter must wait at each designated pause until every
applicant who is using the interpreter indicates that he or she is ready to proceed with the
next instruction.

- You will decide locally, and in consultation with the interpreter, the method of determining
when the applicants are ready. The following suggestions are recommended when an
interpreter is used: ’

& Instruct all applicants to lock at the interpreter when they are ready for the next instruction: or
& Instruct all applicants to hold up a green card when they are ready to move on to the next
instruction,

— Applicants using an interpreter for Part D are not required to adhere to the same time
restrictions as those imposed on other applicants.

Where to Get Help

Only the Director, National Human Resources, can approve requests for an examination time limit change

or deviation from the DFC. You may want to use additional resources in your community for more

information about accommodating people who are deaf or hard of hearing. These resources include the
following:

3 Local assaciations for people who are deaf and adults with loss of hearing.

€ Local community colleges with interpreter programs.

« Associations of speech and hearing sciences,

«® State independent living centers or vocational rehabilitation offices.

13 Other national resources, such as the following:

—  The Job Accommeodation Network:

(€ Via telephone at 800-526-7234 (Voice) or 877-781-9403 (TTY} and
€ Online at www.askian.org.

— Regislry of Interpreters for the Deaf at 703-838-0030 (Voice) or 571-257-3957 (Videophone).

For further assistance in identifying alternative communication accommeodations for individuals who do

not use sign language, you may contact your respective District Disability Coordinator, who is the point

of contact for employees who are deaf or hard of hearing on communication accommodation matters, If
you do not have the name and contact information for the Disability Coordinator serving your district,
contact the manager, Human Resources,

54
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4 Employment and Placement
Procedures

47

Policy

It is Postal Service policy to provide equal employment opportunities to
qualified applicants with disabilities. We accomplish this through our
competitive and noncompetitive hiring processes. A qualified individual with
a disability is one who, with or without reasonable accommodation, can
perform the essential functions of the job in question without presenting a
direct threat to the health and safety of the individual or others. The Postal
Service requires the same performance, attendance, and standards of
conduct from employees with disabilities as it does from other employees.

42 Recruitment

56

Actively recruiting individuals with targeted disabilities as defined by the
EEOC into the workforce promotes the goal of increasing the employment of
individuais with disabilities in the federal government and ensures that the

‘federal government continues to serve as a model employer of individuals

with disabilities.

Recruitment should include outreach to individuals, organizations,
independent living centers, and associations representing individuals with
disabilities. Recruitment at universities, colleges, and schools should include
outreach to students with disabilities. Recruitment may include, but is not
limited to the following:

¢  State Divisions or Departments of Vocational Rehabilitation (DVR).
€  The Department of Veterans Affairs (VA).

&  Associations for the deaf,

&  Goodwill Industries.

¢  Outreach programs for veterans with disabilities.

€  Educational institutions that have a significant number of students who
have disabilities.

You must provide advance notice of upcoming examinations to those
organizations so they can identify qualified individuals with disabilities to
participate in the competitive process.
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43 Competitive Selection and Placement of Individuals
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With Disabilities

It is Postal Service policy to provide equal employment opportunities to
gualified applicants with disabilities. We accomplish this through our
competitive and noncompetitive hiring processes,

Many applicants with disabilities are qualified to perform the essentia}
functions of jobs without the need for accommodation. However, if an
applicant with a disability who is otherwise qualified cannot perform one or
more essential job functions because of his or her disability, the Postal
Service must consider whether modifications or adjustment are available that
would enable the person to perform these functions,

Employers must engage In an interactive process (see 22) to do the
following:

G Determine whether the individual in fact has a disability.

« Identify essential functions of the job, the applicant's abilities and
limitations, possible accommodations, and the reasonableness of
accommedations proposed.

Example: The score of a compensable veteran with a service-connected
disability was reached on a hiring worksheet for the job of city carrier. His
preemployment eligibility and suitability reviews were favorable. During his
interview, he identified a need for accommodation. His left arm had been
amputated below the shculder, but he was very proficient in the use of an
artificial arm and hand.

A site visit was arranged where the essential functions and requirements of
the job were explained and demonstrated to him. He was encouraged to
discuss how he would perform the tasks associated with the job. He then
demonstrated that he could perform the essential functions and
requirements although with scme difficulty. The Postal Service extended him
a conditional job offer and scheduled him for a medical assessment.

The medical assessment indicated that an accommodation would be
required for his missing left arm and hand. Another meeting was scheduled
with the applicant, his prospective supervisor, and a counselor from the local
VA Rehabilitation Center to assist in the accommeodation efforts.

He again demonstrated his ability to perform job functions and
recommended a modification to his prosthetic appliance that would enable
him to handie and manipulate the mail for sorting with the required speed,
accuracy, and proficiency. The VA counselor agreed to assist in development
of the recommended retrofit to the prosthetic device. When the modification
to the prosthesis developed and provided by the VA was complete and its
safety and effectiveness demcnstrated, he received a career appointment as
a city carrier. '



Employfnent and Placement Procedures 442

44 Noncompetitive Selection and Placement of
Individuals With Disabilities

58

441

442

Overview

The Postal Service appoints most employees with disabilities from a
competitive hiring register. However, when the competitive process itselfis a
barrier to employment for qualified individuals with severe disabilities, and
these individuals would be able to perform at or above the normal standards
of job performance, you may use a special noncompetitive authority may be
used,

The Postal Service must certify state DVR and VA organizations that wish to
participate in the referral of applicants for noncompetitive hiring
consideration. These organizations must submit a certification package to
the manager, Human Resources (District), and to the vice president,
Employee Resource Management, for review and approval. The package
must include the following information:

© Description of the services and programs offered.

€  Thevarious screening methods used to identify potential Postal
Service applicants. )

Once the Postal Service approves a certification package for a vocational
rehabilitation agency, that agency has the authority to identify and screen
applicants for Postal Service positions when the Postal Service requests
referrals. in essence, the agency provides the Postal Service with an
alternative means of assessing an applicant's qualifications. The Postal
Service considers an applicant referred by a certified agency to have
successfully met the Postal Service's selection requirements, Therefore, a
certified agency must ensure that each applicant referred meets selection
standards and has the ability to perform satisfactorily as a Postal Service
employee.

Job Information for Rehabilitation Counselors

The recruitment of individuals with severe disabilities requires partnership
with the VA and state DVR offices. Vocational rehabilitation counselors must
make a site visit and tour the Postal Service facility. Seeing Postal Service
operations up close provides counselors with a better understanding of our
work environment and job requirements. Viewing a demonstration of the
functional and physical requirements for an entry-level job assists the
counselor to screen applicants and identify individuals who are likely to
succeed in Postal Service jobs.

Give counselors any of the following materials that are available:
€  Astandard position description and qualification standard.
€  An Essential Functions Review Worksheet.

€  Ajob preview video.

® Information on probationary timelines and performance standards and
requirements,
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443 Noncompetitive Hiring Process

You must take the foliowing steps when hiring using the noncompetitive
authority:

a.  The Postal Service manager requests the state DVR or VA to certify
three names for consideration and one additional name for each
additional vacancy, This certification must be consistent with the
process outlined by the state DVR or VA in its certification package,
and include completed PS Form 2591, Application for Employment,
and PS Form 3666, Certification for Postal Service Employment of
Individuals with Severe Disabilities.

b.  Then, you give certified applicants a tour of the Postal Service facility
during a prehire orientation. The visit should provide sufficient
information to assist the applicants in making an informed decision
about whether they are interested in Postal Service employment.

¢. Interviewers then engage in an interactive process to identify the
essential functions of the job and the abilities and limitations of the
applicant. Otherwise, the interview process for an individual with a
disability is essentially the same as an interview conducted with an
applicant who does not have a disability.

d.  Theselecting official considers the referred applicants and makes a
tentative selection in accordance with the eligibility and suitability
guideiines outlined in Handbook EL-312, Employment and Placement.
The selecting official then returns a list of those applicants not selected
for the job to the state DVR or VA, as appropriate.

e.  After making a conditional job offer, the selecting official (or designee)
schedules the selected applicant for a medical assessment and gives
Occupational Health Services a copy of PS Form 3666 and any other
documentation concerning the applicant’s disability and the job offered
{see 45).

f. When the applicant completes the medical assessment and the
medical professional determines the applicant is medicaliy suitable, the
selection official (or designee) schedules a meeting with the applicant,
rehabilitation counselor, disability coordinater (if any), and immediate
supervisor or designated operations manager to discuss requirements.
Some examples of these requirements might be:

(1)’ Agreed-upon accommodations for training and job performance.
{2) Confidentiality issues,
(3) How best to integrate the new employee into the unit.

(4) How the immediate supervisor or designated operations
manager will communicate expectations to the applicant.

(6) Continuous assessment during the probation period.
{6) Documentation requirements.

Attach notes from this meeting to the Reasonable Accommodation Decision
Guide (see Exhibit 2-3) and forward to the office responsible for the retention
of the official Employee Medical Folder {EMF).
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Probation Period for Individuals Hired Under the
Noncompetitive Process

If it becomes reascnably clear at any point during the probationary period
that an employee with a severe disability hired under the ncncompetitive
process is having difficulty performing the job, the immediate supervisor
must ask the VA or state DVR counselor to help the employee to overcome
problems and deficiencles In performance,

The supervisor must schedule a meeting with the appropriate counselor and
the employee at the earliest possible oppertunity to see if they can correct
the performance deficiency. Gften, an early dialogue can lead to a
satisfactory solution to the performance problem. A simple jcb modification
or a different method of communication may be all that the employee needs
to perform the essential functions of the job effectively.

If the employee is still unable to perform essential functions cf the job
satisfactorily, with or without reasonable accommodation, the employee’s
immediate supervisor must initiate separation during the probation period.
When the immediate supervisor makes a decision to terminate the
employment, the Postal Service installation head or designee must nctify the
VA or state DVR. This enables the VA cr state DVR to make other
arrangements for rehabilitation, assistance, or other employment.
Throughout this process, the supervisor or manager must consuit with any of
the following when he or she needs assistance:

(4 Human Resources.
&  The Reasonable Accommodation Committee (RAC).
(3 Labor Relations.

45 Medical Assessment

60

451

452

Overview

Once an applicant receives a bona fide conditional offer of employment,
whether selected under a competitive or noncompetitive process, the hiring
official must refer the applicant for a medical assessment.

~ Note: Never make medical inquiries or schedule a medical assessment

before making a bona fide conditicnal job offer.

Information Furnished for MedicaI‘Assessment

The hiring official must provide the office performing the medical assessment
with the following items: -

¢  Copy of PS Farm 3666 for an individual selected under the
noncompetitive process.

® Position description, qualifications standards, if any, and functional
and environmental requirements or an Essential Functions Review
Worksheet, if available,
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«  Any further documentation supporting the existence of a disability and
accommodation needs,

& Usual paperwork furnished for preemployment medical assessments
as described in Handbook EL-312, Employment and Placement.

Function of the Medical Assessment

The medical assessment provides the hiring official with information
necessary to make an informed hiring decision. It identifies an applicant’s
physical or mental medical restrictions or limitations that could affect the
applicant's ability to perform the job offered in a safe and effective manner. If
the medical assessment process identifies restrictions or limitations or
suggests a job modification, it does not necessarily indicate the presence of
a disability, and it does not constitute a recommendation for or against
hiring.

Exhibit 4-1

PS Form 3666, Certification for Postal Service Employment of
Individuals with Severe Disabilities

PS Form 3666, Certification for Postal Service Employment of Individuals
with Severe Disabilities, is available online on the Postal Service PolicyNet
website.

€ Go to hitp.//blue. usps.gov.
3 In the left-hand column under “Essential Links,” click on PoficyNet.
(€ Click Forms,

The direct URL for the Postal Service PolicyNet website is http./
blue.usps.gov/icpim.
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51 Orientation and Training

Follow the usual orientation and training procedures for qualified individuals
with disabilities and provide reasonable accommodation as appropriate.
Seek the advice and assistance of the following:

€ Internal employee development and training specialists.
¢ - Reasonable Accommodation Committees (RACs).
G Hurman Resources staff,

® External specialists in the Department of Veterans Affairs (VA), state
Department of Vocational Rehabilitation (DVR).

€ The national Job Accommodation Network (JAN).

52 Bids, Promotions, and Reassignments

April 2017

Once individuals with disabilities enter the regular workforce, or if individuals

become disabled during their employment with the Postal Service, they have

all bid and promotion rights afforded any employee under the applicable

collective bargaining agreement. )

You activate the reasonable accommodation decision process each time

you are considering an employee with a disability for a different job (either

through bid, application, or other procedures). Engage in the same case-by-

case interactive process described in 22 to do the following:

&  Determine whether the individual has a disability and meets minimum
qualifications,

€ ldentify the essential functions of the job in question.

&  Determine the employee's abilities and limitations.

€ Identify and evaluate potential accommodations.

(€ Determine the reasonahleness of the accommodations.

€  Select and implement the accommodations.

Focus first on the employee’s ability to perform the desired job. If you
conclude that the employee can perform the essential functions of the job,
with or without accommodation, then you must focus on accommodations
that the selection process might require, e.g., examination and training. This
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sequence is important because training processes range from those
performed on-site or close to the home installation (e.g., scheme training) to
those performed at a distant location for several weeks {e.g., bulk mail and
maintenance training).

The Postal Service is not obligated to train an employee for a job he or she
will be unable to do even if the Postal Service could accommodate the
disability during the selection process. However, you must make such a
determination only after you have done the following:

¢«  Completed an individualized assessment of the situation and the
individual in question,

€ Consulted with your area law office.

Document the process and conclusions reached on the Reasonable
Accommodation Decision Guide (see Exhibit 2-3).

Example 1: An individual who is deaf or hard of hearing assigned to a mail
processing clerk job may require certain safety equipment, such as warning
lights, to supplement auditory alarms. If the employee is later reassigned or
promoted to a job requiring more personal contact, the employee may need
different accommodations, such as manual communication (e.g.; using hand
signs). In this example, the individual's limitations remain the same
throughout the process; it is the job and the requirements, imposed upon his
or her performance, that have changed.

Example 2: A letter carrier develops heart disease and has to undergo
surgery. After he returns to work, he bids on a carrier vacancy that requires
less walking. As the senior bidder, he is awarded the job. However, after one
(1) week in the new job, the employee requests reassignment to a vacant
clerk position because he says that the route requires him to walk more than
he anticipated and given his heart condition and newly diagnosed
emphysema, he does not feel up to it. In this example, the job and the
performance requirements remained the same but the individual's limitations
changed. Since he relates the need for the reassignment due to a medical
condition, you must consider his request for reasonable accommodation and
process it using the six-step interactive process described in Chapter 2.

53 Disabilities Inquiries and Medical Examinations

58

Where no request for reasonable accommodation has been made by the
employee or someone acting on his or her behalf, the Rehabilitation Act
limits an employer’s ability to make disability related inquiries to that person
or to medical personnel who may have access to such information.
Prohibited inquiries are those likely to elicit information about an employee'’s
disability (e.g., “what prescriptions are you taking?" “have you ever received
workers' compensation payments?”). You cannot ask such questions of any
of the following:

(S An employee.
€ Theemployee's coworkers,
€  Theemployee's family members.
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G The empioyee’s health care providers.
«  Postal Service medical personnel.

However, you may make disabllity related inquiries and require medical
examinations if one of the following occurs:

€  You havea reasonable belief, based on objective and reliable
evidence, that a medical condition may impair an employee's ability to
perform essential job functions,

«  Anemployee may pose a direct threat to his or her own health or safety
or that of others due to a medical condition.

This same standard applies to requests for a fitness-for-duty exam. For.
example, if you observe the employee having difficulty performing the job
(e.g., asking other people to read tags, swap job duties, and move tags
closer to his or her face as if to see them better), these facts give you reason
to believe that the employee's ability to perform his or her job may be
impaired and you may seek a fitness-for-duty exam. However, you may not
require a medical examination or test (e.g., vision test) simply to confirm a
suspicion of the existence of a disability.

You can make inquiries to medical personnel, based in whole or in part on

. information you receive from another person, if the information leads you to
believe that a medical condition may impair an employee's ability to perform
essential job functions.

¢ You can ask if an employee has been drinking or ask about his or her
current lllegal use of drugs, as these are not likely to elicit information
about a disability.

«  You cannot ask questions about past addiction to illegal drugs or
guestions about whether an employee has participated in a drug
treatment program because past drug addiction is a disability,
generally.

When a supervisor, manager, postmaster, or member of a RAC is in
possession of medical information regarding an employee, it is confidential
information and he or she can disclose only in limited circumstances. You
may only disclose to individuals who have a genuine, work-related need to
know the information. Furthermore, you must limit the disclosure to the
information that the individual needs, For example, if an employee diagnosed
with degenerative disc disease produces medical documentation that
indicates that he may lift no more than 25 pounds, you may disclose the
lifting limitation to his supervisor so she may accommodate it; but you may
not disclose the diagnosed condition itself.
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54 Employee’s Request for Reasonable Accommodation
in Current Job
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Overview

Requests for accommodation, as well as the type of accommodation
requested, will determine how an individual will make such a request and
how the Postal Service will process such a request. For all employees.
including employees who are deaf or hard of hearing who seek reasonable
accommeodation other than communication accommodation, the employee
or someone acting on the empioyee’s behalf may make an oral or written
request for reasonable accommodation. To request an accommodation, an
employee may do the following:

G Use plain language and not mention the Rehabilitation Act or use the
phrase “reasonable accommodation.”

«  Only let you know that he or she requires a change at work because of
a physical or mental impairment,

A family member, friend, or other representative may request reasonable
accommodation on behalf of an employee with a disability. However, the
Postal Service should deal directly with the employee during the interactive
process.

The employee may make a request for reasonable accommaodation to one of
the following:

«  His or her supervisor or manager, or any Postal Service supervisor or
manager.

¢  Themanager, Human Resources (District),
€ TheRAC,

When you receive an accommodation request, you are responsible for
processing that request using the guidance contained in 22. Alternatively,
districts and areas have Reasonable Accommodation Committees to whom
you can refer the request. (If unsure, check with the manager, Human
Resources (District), or the manager, Disability Programs, at Headquarters.)
In addition, if you observe an employee with a known impairment having
difficulty performing essential functions of his or her job because of the
impairment, you should initiate the interactive process. :

The Postal Service has specific procedures in place to accommodate
employees who are deaf or hard of hearing and who request communication
accommodations. Each employee who is deaf or hard of hearing and seeks a
communication accommodation must submit an oral or written request for a
communication accommeodation to one of the following:

(€ His or her immediate supervisor or manager. The supervisor or
manager will forward the request to the respective District Disability
Coordinator.

€  His or her respective District Disability Coordinator. The District
Disability Coordinator will forward the communication accommodation
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request via PS Form 6710, Communication Accommodation Request
Form, to the applicable RAC for review.

«  Themanager, Human Resources (District).
€  The RAC Chair.

The submission of an oral or written request for a communication
accommedation initiates the interactive request and approval process.

You must document requests for reasonable accommodation for the
following reasons:

€ Local record keeping.

&  Toensurethat every request receives a timely decision. (See time
frames in 22 and Exhibit 2-2.)

Exception to record-keeping requirements: Once an employee requests

and you grant a type of reasonable accommodation that he or she is fikely to

need on a repeated basis (e.g., an interpreter or computer software that

enlarges text), you are not required to document for record-keeping

purposes each time the employee needs the accommodation.

Limited Duty, Light Duty, Rehabilitation
Assignments, and the Rehabilitation Act

Overview

The terms “limited duty,” “light duty,” and “rehabilitation assignment” have
very specific and different meanings within the Postal Service. Yet the
obligations imposed upon the Postal Service may overlap with or parallel its
obligations under workers' compensation laws or a collective bargaining
agreement. ‘

Reasonable Accommodation for an Employee With an
Occupational lliness or Injury Which Is Also a Disability
Under the Rehabilitation Act

The purpose of the Rehabilitation Act is to do the following:

€  Prohibit employers from discriminating against applicants and
employees because of a disability.

€  Provide for reasonable accommodation in the workplace.

The purpose of the Federal Employees’ Compensation Act (FECA) is to
provide a system for securing prompt and fair resolution of federal
employees’ claims against employers for occupational illness or injury. While
the purpose of these laws does not conflict, the simultaneous application of
the laws raises questions in a number of areas.

An employee who has sustained an occupational illness or injury and has an
accepted claim under FECA can, but does not necessarily, have a disability
within the meaning of the Rehabilitation Act. This is because FECA is
different in purpose than the Rehabilitation Act and uses different standards
for evaluating whether a person has a “disability” or whether the employee is
capable of working.
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Remember, the Rehabilitation Act defines disability as a physical or mental
impairment that substantially limits a major life activity. However,
impairments resulting from an occupational iliness or injury may not
substantially limit a major life activity, or they may last only a short time, such
as a few weeks with little or no impact.

If an employee with an occupational iliness or injury requests reasonable
accommodation and the need for accommodation is not obvious or already
known, the employer may require documentation to substantiate the
following:

«  Theexistence of a disability as that term is defined in the Rehabilitation
Act.

«  Theemployee’s entittement to reasonable accommodation.

If the impairment resulting from the occupational iliness or injury substantiaily
limits a major life activity, assess whether the employee can perform the
essential functions of a position, with or without accommodations, and
without posing a direct threat. The fact that an employee has a substantially
limiting impairment caused by the occupational illness or injury does not, by
itself, indicate that he or she is unable to perform the essential functions of
the job or that returning the employee poses a direct threat. You must go
through the following steps:

€  Referto the six-step decision-making process in 22.
€  Consult with your injury compensation office.

€ Make anindividualized determination about what accommodations will
enable the employee to perform the job's essential functions.

Reasonable accommodation may include restructuring a position by
reallocating or redistributing the marginal functions that the employee cannot
perform because of an impairment resulting from a traumatic injury or
occupational illness. However, the Postal Service need not eliminate
essential functions of the position.

Reasonable Accommodation for An Employee Who
Requests Light Duty

The term "light duty” is a contractual term. It refers to temporary work
assignments — not positions — requested by eligible employees who have
impairments from non-job-related medical conditions. Article 13 of most
collective bargaining agreements governs light duty and provides for the
assignment of work, if available, to an employee unable to perform his or her
regular duties. Therefore, the installation head (or appropriate designee)
handles light duty requests pursuant to the terms of the relevant contract,
rather than by the RAC or reasonable accommodation decision maker.
However, even though a request for light duty usually implies a request to be
relieved of essential functions of the employee’s regular position, it is
important to recognize that an employee with a disability under the
Rehabilitation Act may request light duty for the following reasons:

€. Believe themselves to be a qualified individual with a disabitity, and
€  Believe light duty to be a reasonable accommodation.
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In such instances, the RAC or reasonable accommodation decision maker is
the appropriate party to explore accommodation with the employee.

Keep in mind, like FECA and the Rehabilitation Act for individuals with job-
related iliness or injuries, light duty under Article 13 and a reasonabie
accommodation under the Rehabilitation Act are separate rights, although
they are often sought and considered simultaneously.

Reassignment as a Reasonable Accommodation

Reassignment is a form of reasonable accommodation that may be required
if the following applies:

I No other accommedation will allow the employee to perform the
essential functions of the position and

¢  Theproposed reassignment does not violate the seniority provisions of
a collective bargaining agreement.

Barring undue hardship, the Postal Service may be required to reassign the
employee as a reasonable accommodation of last resort if the DRAC
determines that no other reasonable daccommodation will permit the
employee with a disability to perform the essential functions of his or her
current position.

Where reassignment is or may be appropriate, the DRAC should consult
with Human Resources personnel {such as the District HR Manager,
District LR Manager, Complement Coordinator, or HR Generalist). For
reassignments generally, consider the following types of positions:

«  Authorized positions at the same level in the same commuting area for
which the employee is qualified and which are vacant or will be vacant
over the next 6Q calendar days.

«  Lower-level positions (if no comparable position is available) in the
same commuting area that are authorized and vacant or will be vacant
over the next 60 calendar days,

€  Vacant positions (atthe same or lower level) outside of the employee’s
commuting area if the employee is willing to relocate.

The DRAC should advise the employee that the Postal Service is
prepared to explore reassignment to a vacant funded position for which
he or she is qualified and for which his or her functional limitations can be
accommodated; and invite the employee to indicate their preferences
concerning the scope of the job search (see Exhibit 5-1).

Specific contractual agreements with the labor organizations control
reassignment procedures for bargaining unit employees,

Note: The Postal Service is not obligated to pay relocation costs for a
change induty station that is for an employee’s benefit (see Handbook F-15
Travel and Refocation).

]

The employee may need reasonable accommodation to perform the
essential functions of the new position. You must note efforts to
accommodate with reassignment on the Reascnable Accommaodation
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Decision Guide (see Exhibit 2-3).
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55 Modification of Vehicles, Vehicle Assignments, and
Automated Mail Processing Machines as a

Reasonable Accommodation

Headquarters must approve first all of the following:

(€ All requests to modify vehicles including, but not limited to, the
following:

- Vehicleequipment.

— {Components,

- Structure,

— Configuration.

— Operating characteristics.

€ Allrequests to provide a vehicle that the Postal Service owns or leases
as an accommodation when the Postal Service does not provide one
currently or the employee does not require one currently,

You must refer a request for an action of this nature to the local manager,
Vehicle Maintenance, who will forward it to Delivery Vehicle Operations at
Headquarters for a decision.

Headquarters must approve first all requests to modify automated mail -
processing equipment. You must send this type of request to the local
manager, In-Plant Support, who will forward it to the manager, Engineering
Change Board at Headquarters,

56 Disability Retirement

Employees who meet eligibility requirements may apply through the Human
Resources Shared Service Center (HRSSC) for Office of Personnel
Management (OPM) disability retirement. The application for disability
retirement process begins by doing one of the following:

€ Calling the HRSSC at 877-477-3273.
€ Visiting the LiteBlue website at litebiue. usps.gov.

57 Communication- Accommodations for the Deaf and

Hard of Hearing

April 2017

Referto Management Instruction EL-670-2013-6, Providing Communication
Accommodation for Employees and Applicants Who Are Deaf or Hard of
Hearing, for specific instructions.
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Role of the Reasonable
Accommodation Committee

Policy

Members

Each area and district is required to have a Reasonable Accommodation
Committee (RAC), a multifunctional task force that helps managementto do
the following: :

G Determine the eligibility of employees and applicants for reasonable
accommodation,

€  Assess the availability and feasibility of specific accommodations.
The RAC examines the following:

«  Whether an individual applicant or employee qualifies for
accommodation under the Rehabilitation Act,

G Working with the individual and management of the affected office,
potential accommodations, including transfer or reassignment.

A district RAC should include, but is not limited to, the members listed in the
table below.

Members of the District Reasonable Accommodation Committee

Position Recommended Roles and Responsibilities
Manager, Labor Relations {or designee) QG Chairs cornmittee.

« Ensures compliance with obligations imposed by law, in
consullation with the Law Department (e.g., FMLA, FECA)
and collective bargaining agreements.

Human Resources Generalist (or designee) « Brings requests for reasonable accommodation from
applicants.

3 Brings questions of medical suitability for applicants.

« Receives requests for reasonable accommodation related
to a job bid or employee request for reassignment.

€ Identifies vacant funded positions when reassignment is
necessary,

Manager, Safety, andfor Manager, Health & Brings information about possible workplace
Resource Management (or designee) accommodations,
66 Handbook EL-307



82

Reasaonable Accommodation, An Interactive Process

Members of the District Reasonable Accommodation Committee

Position

Recommended Roles and Responsihilities

Postal Service Medical Doctor {if available)

4 Serves as a medical resource.
3 Melps to determine:

- The extent of an applicant's or employee's medical
condition and how it impacts the individual's major life
activities,

~  Whether the medical information about a condition
implies the existence of a direct threat to the
individual or others if the individual performed the job,
with or without accommodation.

« Discusses an individual's medical situation with the
treating physician with the individual's written
authorization.

Occupational
Health Nurse Administrator or Occupational
Health Nurse

< Serves as a medical resource,

® Gathers medical information relevant to medical suitability
and requests for reasonable accommodation,

« May make disability-related inquiries and requests for

medical examinations that are job-related and consistent
with business necessity,

District Disability Coordinator

Serves as the point of contact for employees who are deaf or
hard of hearing and wish to request communication
accommodations.

Operations Manager (or designee)

® Provides voice of operations to commitlee deliberations.

G Helps to determine the operationat feasibility of proposed
accommeodations.

Each member of the RAC must be thoroughly familiar with the contents of
this handbook and be trained in reasonable accommodation.

While any member may be the designated chairperson, it is recommended
that the Labor Relations professional chair the committee. The RAC may also
elect co-chairs. The chairperson is responsible for the following:

&  Maintaining a RAC file for each applicant or employee considered by

the RAC.

®  Storing the file as discussed in 26.

€ - Convening the RAC as needed to consider reguests for reasonable
accommodation,

The individual’s file must include the following:

€  Reasonable accommodation requests.

€ All related paperwork, medical and non-medical, including the
. Reasonable Accommeodation Decision Guide,

Note: Not all members must attend each meeting; in the interest of
confidentiality, only those needed for evaluation of the situation the RAC
is considering must attend.
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63 Consultation With the Law Department

At times, the RAC will need to consult with its Area Law Office. Consultation
is appropriate at any stage; however, the RAC must consult with the law
office before making a final determination to do the following:

¢«  Deny arequest for accommodation.
«  Refuseto hire an individual.

64 Referralto a Reasonable Accommodation
Committee

68

641

Overview
You may refer the following to the RAC:

« All Postal Service employees, including career, non-career, and
probationary.

G Employees whose conditions are job-reiated or are not job-related.

«  Employees already in a limited duty, light duty, or rehabilitation
assignment,

A supervisor or manager must refer a request for accommodation to the RAC
when an employee has requested an accommodation or modification of his
or her work assignment or job duties based on a medical reason, and one or
more of the following is true:

«  Thesupervisor is not certain if the impairment rises to the levelof a -
disability under the Rehabilitation Act.

®  The supervisor does not believe the employee is a qualified person with
a disability.

€  Thesupervisor has questions concerning the reasonableness of the
accommodation requested and whether it poses an undue hardship.

«  Thesupervisor believes the accommodation will pose a direct threat.

€  The supervisor needs help finding a way to accommodate the
individual.

€  Theemployee is experiencing attendance problems in connection with
the impairment, and the supervisor is considering discipline.

€  The supervisor believes the request for accommodation should be
denied.

«  Thesupervisor is considering separating the employee for inability to
perform the functions of his or her position.

«  Thesupervisor is considering withdrawal of any existing
accommodation for the employee,

€  Thesupervisor has an employee for which there is no work available
due to existing limitations or restrictions.
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In addition, referral to the RAC s appropriate in the following situations:

«  Whenthe supervisor observes an individual with an obvious or known
disabiiity having difficulty performing the essential functions of his or
her job due to that disability, particularly where the supervisor is
considering any type of disciplinary or administrative action regarding
the employee in connection with this disability, In these cases, the
referring manager or supervisor must advise the employee of the
referral to the RAC.

¢  Whenan appointing official questions the medical suitabitity of an
applicant.

Note: You do not need to refer all requests for accommodation to a
RAC. Forexample, if an employee requests specialized equipment, such
as an ergonomic chair, and focal management can provide the
equipment expeditiously, there is no need for RAC involvement.

Limited Duty, Light Duty, and Rehabilitation
Assignments

Supervisors and managers do not refer initially most limited duty and
temporary light duty requests to the RAC. Instead, the mechanisms provided
by Federal Employees' Compensation Act process requests for limited duty
and the mechanisms provided by the respective collective bargaining
agreements for light duty. Nonetheless, there are circumstances in which an
employee in a light duty, limited duty, or rehabilitation assignment can raise
issues that warrant referral to the RAC, For example:

«  Whenan employee has an iliness or injury that, in addition, may qualify
as a disability under the Rehabilitation Act and the employee seeks
accommaodation for that disability, referral to the RAC is appropriate.

G When an employee seeks to leave a light duty, limited duty, or
rehabilitation assignment position and obtain a different job, the RAC
must assess the situation to see if the employee can perform in the
position desired, with or without reasonable accommodation.

In addition, an employee with a disability may request permanent or long-
term light duty, believing it to be a reasonable accommodation. In such a
case, the RAC may appropriately explore accommodation with the
employee. The RAC's role is limited, however, to the following:

G Evaluating the employee’s eligibility for accommodation,
«  The availability of accommodation under the law.

The RAC does not make a decision on the availability of light duty because
the installation head is responsible for granting or denying light duty,
pursuant to the terms of the applicable collective bargaining agreements.
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Family and Medical Leave Act Requests

A request for accommodation may first appear as a request for FMLA-
protected leave. For example, if an employee requests long-term leave for a
reason related to (or possibly related to) a disability, then the supervisor or
manager will do the following:

¢  Consider this a request for reasonable accommodation and FMLA
leave.

G Make a referral to the RAC.

«  Advise the employee of the referral.

If the employee elects to pursue his or her rights under the Rehabilitation Act.
the RAC need not rely solely on FMLA certification but may make additional
medical or disability-related inquiries to determine whether the employee has
a covered disabllity, is entitled to reasonabie accommodation, or both.

RAC Role in Medical Suitability Determinations when

the preemployment medical assessment findings identify physical limitations -
or restrictions, the appointing official will review the medical findings and
contact the manager of the operation or office to determine whether the
medical restrictions or limitations would permit safe performance of the job.
The appointing official must refer the applicant to the RAC when:

G The appointing official concludes restrictions would not permit safe
performance of the job,

«  If no accommodation can be readily provided to permit safe
performance of the job.

€ If the appointing official is simply unsure.

The RAC will perform an in-depth analysis to determine the following:

€  Whether the individual is able to perform the essential functions of the
position,

€  Whetherthe individual poses a direct threat that reasonable
accommodation cannot reduce to an acceptable level,

(G Cr both,

The RAC consults with the manager of the operation or office to discuss its
findings. Then, the RAC informs the appointing official of its findings and
recommendation.

65 The RAC’s Decision-Making Process

70

651

Meeting With an Employee or Applicant: The
Interactive Process

The RAC must meet with the employee or appiicant in person, if possible. If
not, the RAC must contact the individual by telephone to discuss the
accommodation request. In addition, the RAC must invite the affected
manager or supervisor as he or she may find it helpful to attend this meeting.
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The RAC will conduct the interactive meeting within 30 days from the chair's
receipt of the request.

Before the meeting, the RAC will need to obtain medical docurnentation
regarding the nature and extent of the impairment and its limitations from any
of the following;

«  Theemployee or applicant may use Medical Information & Restriction
Assessment, Part B, along with Reasonable Accommodation Request, RAC
Part A, to provide additional clarifying information. (See Exhibit 6-1, RAC Intake
Packet),

€ PS Form 2485-A, Medical Assessment— Focused Examination Report.

«  The appropriate Occupational Health Services office for
preemployment medical assessments where the appropriate medical
professional identifies the physical limitations or restrictions.

However, keep in mind that the determination whether an impairment
substantially limits a major life activity should be construed broadly in favor
of expansive coverage. Consequently, in many instances, this
determination should not demand an extensive analysis.

Next, the RAC meets with the individual to do the following:
(3 Review medical information, when necessary.
(s Discuss and evaluate limitations to major life activities.

«  Discuss essential functions of the position in question and explore
whether and how the individual can perform those functions without
posing a direct threat,

«  Elicit-input regarding potential accommodations, including alternatives
such as reassignment (where necessary. available and appropriate).

In addition, the RAC must advise the employee or applicant of the following:

«  Theanticipated time frames for processing the particular request for
accommaodation.

«  Theconfidential treatment of the medical information relayed.

The RAC must maintain ongoing communication with the individual
throughout its proceedings, and advise that additional information may be
sought later, if the need arises.

The RAC chair or designee must document in the RAC file the meeting with
an employee or applicant. Documentation includes the following:

€  Recording the efforts to schedule meetings.

€  Whether meetings were rescheduled and why.

€  Thedates the RAC chair or designee held the meetings.

®  Thename and position of everyone in attendance at each meeting.

®  Theaccommodation(s) requested by or for the employee or applicant.
€  Documentation provided in support of accommodation.

€  Asynopsis of the meeting,
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652 The RAC’s Findings

Once the RAC has completed the interactive process and made all
necessary consultations, the RAC must determine whether the employee or
applicant has a disability as defined under the Rehabilitation Act. In making
this determination, the RAC must do the following:

«  Identify the impairment at issue and

¢  Determine whether the impairment substantially limits the performance
of a major life activity as compared tc the performance of that activity
by most people in the general population (see 14).

If a disability exists, determine the following:

1. Whether the individual can perform the essential functions of the
position held or desired, with or without reasonable accommodation. In
making the essential functions determination, the RAC must obtain
information on the essential functions of the position in question from
the appropriate affected office or site and consider the input of the
employee or applicant. At times, a site visit to evaluate the job
functions may be necessary,

2. Whether the affected office or site can provide accommeodation,
including reassignment (for an employee, not an applicant), without
undue hardship.

Note: Reassighmentis an accommedation of last resort and the RAC
should consider it only if no accommodation is possible within the
employee’s current position, First, the RAC should consider
reassignments to vacant, funded, equivalent positions, then
reassignments to a lower level position. Reassignment to a higher level
position is not a reasonable accommodation. Where consideration of
reassignment as an accommodation is called for, the RAC must
determine whether the employee is willing to relocate (at his or her own
expense) and to where. This informaticn will guide the geographic scope
of the search for appropriate positions.

With regard fo findings 1 and 2, consultation with the management of the
affected office or operation is essential.

The RAC chair or designee must document the findings for the RAC file,
Documentation includes the following:

€&  The date(s) of all RAC member meetings to discuss the request.
&  Theidentity of all RAC members present in each meeting.

&  Thedate and identity of any person consulted that contributed to the
RAC findings and the substance of their contribution.

&  Whether the RAC determined that the individual is disabled.

€  Who was involved in the determination and the rationale for the
determination.

€  Whether the RAC determined that the individual can perform the
essential functions of the position, with or without reasonable
accommodation,

€ Whether the RAC obtained information on the essential functions of the
position. '
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«  Whetherthe RAC conducted a site visit {the date and who participated)
to evaluate the job functions.

G Whether the Postal Service can provide an accommodation without
undue hardship.

If the Postal Service cannot provide an accommodation without undue
hardship, the RAC chair or designee must consult with the Postal Service law
office before it makes a final decision.

66 Final Decision

The RAC must cansult the manager of the operation or office affected by the
request for reasonable accommodation and he or she must approve the
request or determination using the RAC as a consultative source or guide. If
the manager decides not to follow the RAC’s recommendation to
accommodate the individual, the manager must do the following:

G Document his or her reason for that decision.

¢  Provide the documentation to the RAC. The RAC will forward this
documentation to the Law Department for its opinion. Referto 25 for
additional information on denying a requested accommodation.

The RAC chair or designee must document for the RAC file the following:

(€ The final decision, including the name, title, and date the RAC
consulted the manager of the operation or office.

& The identity of the RAC members involved in the consultatien.

® The substance of the recommendation, if any, made by the RAC to the
manager.

€  Themanager's decision.

67 Confidentiality

!
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The RAC must treat the medical records it collects as confidential
information {see Management Instruction EL-860-98-2, Employee Medical
Records). The RAC retains such documentation in the RAC file, intact, inside
the individual's Candidate folder or EMF. Both the Privacy Act and the
Rehabilitation Act prohibit disclosure of such medical information except in
certain limited situations, such as the following:

€ Whenthere is a need to know in order to provide a reascnable
accommodation,

€  Tomanage, evaluate, and report on the Postal Service's EEO and
Diversity Programs, ‘

Refer to subchapter 26 for additional information on record keeping.
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Accessibility

Americans with
Disabilities Act
{ADA)

Americans with
Disabilities Act of
1990, as amended
(ADAAA)

Bona fide job offer

Code of Federal
Regulations (CFR)

Collective
bargaining
agreements

Communication
Accommodation

Communication
Accommeodation
Plan (CAP)

Competitive
employment
process
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The ease with which a site, facility, work environiment, service, or program can
be approached, entered, operated, participated in, and/or used safety and
with dignity by a person with a disability.

Legislation that prohibits discrimination based on a person's disabilities. It
covers the private sector and state and local governments. The ADA requires
such entities to accommodate individuals with disabilities in all phases of
government services, public accommodations, transportation, and
employment, '

An amendment signed into law on September 25, 2008, and effective on
January 1, 2009. This amendment significantly broadened the definition of
“disability” to ensure that the law would cover more individuals. In addition, it
amended the Rehabllitation Act of 1973 so that it conforms to the ADAAA
changes,

An offer made to an applicant selected either competitively or
noncompetitively after having met the overall eligibility and personal suitability
requirements.

A codification of the rules published in the Federal Register by executive
departments and agencies of the federal government. See 39 CFR for postal
regulations,

Also referred to as National Agreements or Contracts, these are the Postal
Service-wide binding terms and conditions agreed upon by the Postal Service
and labor unions,

Reasonable accommodation designed to enhance effective communication
for and with employees who are deaf or hard of hearing.

Documents specific reasonable communication accommodations that the -
Postal Service wiit provide for employees and applicants who are deaf or hard _
of hearing.

The consideration and seiection of individuals from a hiring register
established because of rankings achieved on a competitive entrance
examination.
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Direct threat

Disability
Disability retirement

District Disability
Coordinator (DDC)

Division or
Department of
Vocational
Rehabilitation (DVR)

Equal Employment
Opportunity
Commission (EEQC)

Eséential functions
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A significant risk of substantial harm to the safety or health of the individual or
others that reasonable accommodation cannot eliminate or reduce to an
acceptable level. A significant risk means there is a high probability of
substantial harm, not a slightly increased risk. The Postal Service will base the
determination that an individual poses a “direct threat” on an individualized
assessment of the individual's present ability to perform safely the essential
functions of the job. The Postal Service will base this assessment on a
reasonable medical judgment that relies on current medical knowledge, on
the best available objective evidence, or both. In determining whether an
individual would pose a direct threat, the Postal Service considers the
following factors: (1) the duration of the risk; (2) the nature and severity of the
potential harm; (3) the likelihood that the potential harm will occur: and (4) the
imminence of the potential harm.

A physical or mental impairment that substantially limits one or more major life
activities of an individual.

An application for annuity filed by an employee claiming permanent, tota
disability for his or her job,

Serves as the district point of contact for employees who are deaf or hard of
hearing. The DDC receives oral and written requests for communication
accommodations and explains the process to employees who are deaf or
hard of hearing. The DDG is responsible for the following: (1) forwarding a
request to the Reasonable Accommodation Committee (RAC); {2) serving as a
subject matter expert on the RAC when reviewing the request; and

(3) coordinating the implementation of the Communication Accommodation
Ptan with the employee’s supervisor.

State offices providing rehabilitation assistance for individuals with
disabilities,

. The agency responsible for enforcing federal laws that make it illegal to

discriminate against a job applicant or employee because of the person’s
race, color, religion, sex (including pregnancy, sexual orientation, and
gender identify including transgender status), national origin, age (40 or
over), physical or mental disability, genetic information or previous
cemplainant status.

The major tasks that must be accomplished on a specific job. They are tasks
that, if the individual performs incorrectly or omits, will result in failure to attain
the basic purpose of the job. Other factors to consider are (1) the amount of
time an individual normally spends performing the function, (2} whether the
function is uniformly performed by incumbents, (3) the experience of
jobholders, and (4) the degree of skills and abilities needed to perform the
function (see 223). Essential functions may vary from one installation to
another for specific jobs with the same job title and occupation code.
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The federal law that requires covered employers to provide up to 12 weeks of
unpaid, job-protected leave to eligible employees for certain family and
medical reasons, Generally, employees are eligible if they have worked for at
least one year and for 1,250 hours over the previous 12 months.

Alaw that provides compensation benefits to civilian em ployees of the United
States for disability due to personal injury (including occupational disease)
sustained while in the performance of duty. In addition, .damage to or
destruction of medical braces, artifictal limbs, and other prosthetic devices
incidental to a personal injury is compensable. FECA also provides for the
payment of benefits to dependents if job-related injury or disease causes the
employee's death.

As used in this text, “full duty” includes marginal as well as essential iob
functions or may mean performing job functions without any accommodation.

See physical or mental impairments.

An informal, fact gathering and information sharing process whereby the
individual who seeks reasonable accommodation and the employer explore
available options. In most cases, depending on the disability in issue, the
focus will be on the essential functions of the job in question and potential
accommodations to enable the individual to perform those functions and not
$0 much on medical evidence to establish a disability. Refer to Chapter 2 for
the six steps in the interactive process.

Altering a job to enable a qualified person with a disability to perform the
essential functions. )

Work, as defined in a specific collective bargaining agreement, provided to an
employee who is unable to perform the regularly assigned duties of his or her
job due to a non-work-related injury or iliness.

As used in this text, the term “limited duty” refersto a temporary assignment
for an employee who is unable to perform the regularly assigned duties of his
or her job due to an occupational iliness or injury.

Functions such as, but not limited to (see 142.3), caring for one's self,
performing manual tasks, walking, seeing, hearing, speaking, breathing,
learning, and working.

Preemployment medical examination, medical assessment questionnaire
process, or additional information to identify an individual's ability to perform
the functions of the job in question without endangering the health and safety
of the individual or others.

Treatment or devices such as, but not limited to, medication, assistive
technology, prosthetics, equipment, learned behavioral or adaptive
neurological modifications, hearing aids/cochiear implants, and mobility
devices. You must not consider mitigating measures when evaluating whether
a disability exists. The only exception is ordinary eyeglasses or contact
lenses,
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Reasonable Accommodation, An Interactive Process

The Postal Service's structured procedure for hiring and placement of
qualified persons outside the competitive process (see competitive
employment process); e.g., persons with severe disabilities evaluated,
certified, and referred by state DVR or VA for employment consideration.

(1) Any physiological disorder or condition, cosmetic disfigurement, or
anatomical loss affecting one or more of the following body systems:
neurological, musculoskeletal, special sense crgans, cardiovascular,
reproductive, digestive, genito-urinary, hemic, and lymphatic, skin,
circulatory, immune and endocrine; or (2) any mental or psychological
disorder, such as an intellectual disability, organic brain syndrome, emotiona!
or mental illness, and specific learning disabilities.

A federal law that provides privacy protections for personal information
maintained by agencies, including the Postal Service. The protections apply
to information maintained in a "system of records,” which is a file, database,
or program from which personal information is retrieved by name or other
identifier. The Postal Service maintains Reasonable Accommodation records
in the system of records identified as “Privacy Act System of Records
100.700" (Medical Records),

With respect to employment, an individuat with a disability who, with or
without reasonable accommodation, can perform the essential functions of
the job in question without endangering the health and safety of the individual
or others. A qualified individual with a disability must perform at a level
comparable to that of other employees.

Modification or adjustments to the job application process, the work
environment, or both, to allow individuals protected by the Rehabilitation Act
to be considered for positions, perform the essential functions of a position,
enjoy benefits and privileges of employment equal to similarly situated
employees without disabilities, or all of these.

Multifunctional group that assists management in considering and offering
reasonable accommodations to qualified individuals with disabilities. The RAC
facilitates interactive discussions with employees and supervisors or
managers and assists with the development and implementation of
reasonable accommodation solutions, including communication
accommodations for empioyees cr applicants who are deaf or hard of
hearing.

Prohibits discrimination against qualified employees and job applicants based
on a disability in the federal government. The Rehabilitation Act essentially
applies the ADA’s employment provisions to federal employers, including the
Postal Service,
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An assignment into which the Postal Service places an injured employee
when the employee’s doctor notifies the Postal Service that the employee has
reached maximum medical improvement and the employee still has medical
restrictions that prohibit the employee from returning to his or her date of
injury job. A rehabilitation assignment may or may not include essential
functions of the employee’'s date of injury job.

See work restrictions,

See job restructuring.

.The substantially limits criteria is not a demanding standard and does not

require extensive analysis. An impairment need not prevent, or significantly or
severely restrict, an individual from performing a major life activity in order to
be substantially limiting.

Disabilities targeted by the EEQC for emphasis in affirmative action program
planning. The disabilities and the codes that represent them are as follows. 02
{developmental disability), 33 (traumatic brain injury) 19 (deafness or serious
difficulty hearing), 2C {blindness or serious difficulty seeing), 31 {missing
extremities), 40 {significant mobility impairment), 80 (partial or complete
paralysis), 82 {epilepsy or other seizure disorders), 90 (intellectual disability),
91 (significant psychiatric disorder}, 92 (dwarfism), and 93 (significant
disfigurement).

The Postal Service is required to make reasonable accommedation to known
physical and mental imitations of a qualified individual with a disability unless
the accommeodation would impose an undue hardship on the operation to
which the Postal Service assigned individuals with disabilities. The Postal
Service must base undue hardship on an individualized assessment of current
circumstances that show that a specific accommodation would cause
significant difficulty or expense. In determining undue hardship, you must
consider the following factors: (1) the overall size of the operation with respect
to the number of employees, number and type of facilities, and size of budget;
(2) the type of operation, including composition and structure of the
workforce; and {3) the nature and cost of the accommaodation.

An agency of the federal government, formerly called the Veterans
Administration, serving the needs of former members of the United States
armed forces.

Specific functions or tasks that a person should not perform {(e.g., no heavy
lifting over 50 pounds).

Handbook EL-307



April 2017

Reasonable Accommodation, An Interactive Process

This page intentionally left blank

79









Contents

1 Introduction to Reasonable Accommodation............covvivneernn.
11 Policy ... e e [P
12 PUIPOSE. .
13 Applicable Laws . .. ... . ... . e

131 The Rehabilitation Act. ... ..... ... e e
133 The Genetic Information Nondiscrimination Act of 2008 (GINA)

14 Individuals Eligible for Protection Under the Rehabilitation Act. . .......... ... .. .....
T4 OVBIVIEW . .. o e e
142  Determining Who Is a Person With a Disability

1421 OVeIVIBW . . .. o
142.2 Defining Physical and Mental Impairments
142.3 Defining Major Life Activities . . .......... .. ... . .. .
142.4 Defining “Substantially Limits” Criteria . .. ........... ... ... .. . ... .......
143 Determining Who Is an individual With a Record of a Disability. ... .....,.. ... .. ..
144 Determining Who Is an Individual Associated With a Person With a Disability
145 Determining Who Is an Individual Regarded as Having a Disability
146 Determining Who |s a Qualified Individual With a Disability
147 Determining Direct Threat. ... ... ... S S
148 Determining the Essential FunctionsofadJob. ... ... ... ... ... ... .. ........

15 Requirements to Provide Reasonable Accommeodation. ............................
181 Goal. . ... e e
152 DeterminingWhatls Reasonable ............... ... i,
153 DeterminingWhatls Undue Hardship. .. ........ .. ... . ... . .. .. . ... ...

1831 OVEIVIEW . . . e e
1563.2 Exampleof Undue Hardship: Expense .. ... ... ... .. ... ... ...coviun.. ...

1563.3 Example of Undue Hardship: Fundamental Alteration of the Nature or
Operationofthe Business. . . ........ ... ... . . . . i,

16 - OtREr LaWs . . L
1681 Multiple Protections . ... ... . . i
162 Ceonfidentiality . . ............. ... ... .. . ... R

2 The Reasonable Accommodation Process - .. .....ovverevereeeeeene...
21 Questions About Reasonable Accommodation .. ... ... ... ... ... ... .
21 OVBIVIEW . . . e

212 Requesting An Accommodation . .. .......... ... ...
213 Acting Upon a Reasonable Accommodation Request

April 2017

W W W0~ N NN W W WW NN NNA A A A -

o 0 W @

11
11
11
12






3321

Requesting a Reasonable Accommodation for Examinations . ......... :

332.2 Documentation Required. ........................... ... ... ..

April 2017

39
40
40
40
41
41



Contents

333.2 Accommodations That Do Not Affect the Competitive Nature or Validity of

the Selection Process .................... ... . ... . . 42
33321 Overview................... 42
333.22  Accessibility Accommodations of TestingSite . ................ ... . . . . 43
333.23  Other Testing Accommodations. . ....................... .. 43
333.3 Accommodations That May Affect the Competitive Nature or Validity
of the Selection Process .. .................... ... . . e 44
334 Accommodations That May Not Be Reasonable or Impose An Undue Hardship in
Baminations. . ... 44
335 Other Selection Process Accommodations ... .......... .. ... . ... . 44
33540 Overview ... 44
3352 Interviews............ 45
335.3 PerformanceTests ......................... ... ... 45
335.4 Applications, Supplemental Applications, and Employment Questionnaires . ., . . 45
335.5  End-of-Training Examinations. . ............................ . . 45
4 Employmentand Placement Procedures. ......................... 49
A1 Poliey o 49
42 Recrutment ... 49
43 Competitive Selection and Placement of Individuals With Disabilities. .. . ... .. .. ... 50
44 Noncompetitive Selection and Placement of Individuals With Disabilities. . .. ... . ... .. 51
441 Overview.................. ... B 51
442 Job Information for Rehabilitation Counselors . .. ... T 51
443 Noncompetitive Hiring Process. .. .. ... .. .. R 52
444  Probation Period for Individuals Hired Under the Noncompetitive Process. ......, .. 53
45 Medical Assessment. ... 53
A5T Overview............ 53
452 Information Fuinished for Medical Assessment.. ............. ... 53
453 Function of the Medical Assessment .................. ... ... . 54
5 Reasonable Accommodation After Appointment...................... 57
51 Orientation and Training............................... ... ... .. 57
52 Bids, Promotions, and Reassignments ............. ... ... ... ... ... ... . .. .. 57
53 Disabiliies Inquiries and Medical Examinations. . ............ ... ... . . 58
54 Employee's Request for Reasonable Accommodation in CurrentJob ... ... ... ... . 60
S41 Overview.... ... 60
542  Limited Duty, Light Duty, Rehabilitation Assignments, and the Rehabilitation Act, . . . . 61
S42.1 Overview ... 61
542.2 Reasonable Accommodation for an Employee With an Occupationai
Iiness or Injury Which Is Also a Disability Under the Rehabilitation Act . ... .. 61
542.3 -Reasonable Accommodation for An Employee Who Requests Light Duty. ... ... 62
543 Reassignmentas a Reasonable Accommodation ... ........... ... . . 63
95 Modification of Vehicles, Vehicle Assignments, and Automated Mail Processing
Machines as a Reasonable Accommodation .................. .. .. . . 64

6 Handbook EL-307



Reasonable Accommodation, An Interactive Process

56 Disability Retirement. . ................... ... 64
57 Communication Accommodations for the Deaf and Hard of Hearing.............. Ce 64

6 lole of the Reasonable Accommodation Committee ................ .. 65
61 Policy ... 65
62 Members..... .. ... . 65
63 Consultation With the Law Department . . . .. . . .. [ 67
64 Referralto a Reasonable Accommodation Committee . e 67
641 Overview.......................... .. .. ... A .67

642 Limited Duty, Light Duty, and Rehabilitation Assignments. ................. .. . .. 68

643" Family and Medical Leave Act Requests . ................................ 69

644 RAC Role in Medical Suitability Determinations . . . . . e Cee 69

65 The RAC's Decision-Making Process.......................... ... ... . 69
651 Meeting With an Employee or Applicant: The Interactive Process . . . ... ... .. . 69

652 TheRAC'sFindings......................... ... ... ... e 71

66 FinalDecision................... ... 72
67 Confidentiality......... ... ... . . 72
Glossary ........ .. 73

April 2017 7






Reasonable Accommodation, An Interactive Process

This page intentionally left blank

April 2017






1 Introduction to Reasonable
Accommodation

11 Policy

Postal Service™ policy provides procedures, guidance, and instructions on
matters of reasonable accommodation that involve applicants and
employees with disabilities in order to assist managers and supervisors in
meeting our legal and regulatory responsibilities in the day-to-day decision-
making process.

12 Purpose

This handbook establishes procedures that enable Postal Service managers
and supervisors to make sound decisions regarding reasonable
accommodation for qualified individuals with disabilities during the following;

a,  The processes of recruitment, examination, or hiring; and

b.  The course of their employment, including requests for
accommodation to perform a current job or for placement in other jobs.

13 Applicable Laws

121 The Rehabilitation Act

The Rehabilitation Act of 1973, as amended, does the following:

(€ Prohibits discrimination, based on a disability, against qualified
employees and job applicants in the federal government, including the
United States Postal Service.

€ Imposes an obligation on the Postal Service to find reasonable ways to
accommodate qualified individuals with disabilities, '

€  Requires the Postal Service to consider ways to change the manner of
doing a job to allow a qualified person with a disability to perform the
essential functions of a particutar job, to be considered for a position
he or she desires, or to enjoy equal benefits and privileges of
employment as employees without disabilities enjoy,
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The Americans with Disabilities Act Amendments Act {ADAAA) of 2008
amended the Rehabilitation Act so that it conforms to the ADAAA changes.

The Americans With Disabilities Act

The Americans with Disabilities Act of 1990, as amended (ADA) covers non-
federal employers, but the Rehabilitation Act incorporates broadly the ADA's
substantive provisions, and applies them to the Federal workforce, including
Postal Service employees and applicants.

The Genetic Information Nondiscrimination
Act of 2008 (GINA)

The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits the
following:

a.  Discrimination against employees or applicants because of genetic
information.

b.  Employers from requesting and disclosing genetic information about
their employees except as specifically allowed by this law.

“Genetic information” means information about the following:
a. Genetic tests.
b.  The genetic tests of family members.

¢.  Family medical history, which means the manifestation of a disease or
disorder in family members.

Request for or receipt of genetic services.

Participation or family member’s participation in clinical research that
includes genetic services.

f. Genetic information of a fetus carried by the individual or a family
member or an embryo lawfully held by the individual or a family
member receiving assistive reproductive services.

14 Individuals Eligible for Protection Under the
Rehabilitation Act

141

Overview

The Rehabilitation Act protects four categories of people. An individual must
be qualified to perform the job and show that he or she fits into one of the
following four categories:

« A person with a disability.

€  Aperson with arecord of a disability.

€  Aperson associated with a person with a disability.
€  Aperson regarded as héving a disability.
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142.2

142.3

In addition, the Rehabilitation Act protects all individuais from the following:
3 Improper medical inquiries,
€  Improper disciosure of medical information.

Determining Who Is a Person With a
Disability
Overview

To determine whether an individual is a person with a disability, two
questions must be answered:

«  Doesthe person have a physical or mental impairment?

«  If so, does that physical or mental impairment substantially limit a
major life activity?

Defining Physical and Mental Impairments
A physical impairment can include;

€  Any physiological disorder or condition.

&  Cosmetic disfigurement.

®  Anatomical ioss affecting one or more of the following body systems:
neurological, musculoskeletal, special sense organs, respiratory,
circulatory, cardiovascular, reproductive, digestive, genito-urinary,
hemic, lymphatic, skin, immune, and endocrine.

Mental impairments include the following:

€  Anymental or psychological disorder, such as an intellectual disability
or organic brain syndrome.

'Q Emotional or mental illness.
&  Specific learning disabilities.

“Physical and mental impairments do not include the foliowing:

«  Normal physical characteristics, such as being overweight but not
obese.

«  Personality traits within the range of normal, such as poor judgment or
a quick temper.

« Other conditions, such as normal pregnancy, that are not the result of a
physiologicai disorder.

Defining Major Life Activities

Major life activities include, but are not limited to, functions such as hearing,
seeing, walking, speaking, caring for oneself, performing manual tasks,
breathing, eating, sleeping, standing, reading, working, lifting and
communicating. Also included is the operation of a major bodily function
such as:

®  Theoperation of an individual organ within a body system.

€ The operation of a major bodily function such as, but not limited to,
functions of the immune, digestive, neurological, circulatory, lymphatic
and musculoskeletal systems; and normal cell growth.
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There are often times when it is easily determined that an impairment
substantialiy limits a major life activity and is a disability. Examples of these
‘predictable assessments”, identified in 29 CFR 1630.2(j)(3)(iii}, include, but
are not limited to, the following:

«  Deafness, which substantially limits hearing;

G Blindness, which substantially limits seeing;

€  Autism, which substantially limits brain function;

€  Diabetes, which substantially limits endocrine function; and
® Epilepsy, which substantially limits heurological function,

Where individuals claim that they are limited in the major life activity of
working, they must show that their impairment substantially limits their ability
to perform either a class of jobs, or a broad range of jobs in various classes,
as compared to most people with comparable training, skills, and abilities.
Generally, an individual does not meet this requirement by demonstrating a
substantial limitation in performing the unique aspects of a specific job for a
particular employer.

Defining “Substantially Limits” Criteria

The “substantially limits” criteria is not a demanding standard. An impairment
need not prevent, or significantly or severely restrict, an individual from
performing a major life activity. Determining whether an impairment
substantially limits a major life activity requires an individualized assessment;
in most cases, this does not demand extensive analysis. Other factors to
consider in evaluating “substantially limits” include the following:

®  Animpairment is a disability if it substantially limits an individual's
ability to perform a major life activity, as compared to most people in
the general population.

€  Usually, the substantially limits assessment will not require scientific,
medical, or statistical analysis.

€  The substantially limits assessment must be made:

- Without considering the ameliorative effects of mitigating
measures (with the exception of ordinary eyeglasses or contact
lenses),

~ By considering the non-ameliorative effects of mitigating
measures, such as the negative side effects of medication or the
rigors of a treatment regimen.

€  Animpairment that is episodic or in remission is a disabifity if it would
substantially limit a major life activity when active.

€  Animpairment that substantially limits one major life activity need not
substantially limit any other in order to be a disability.

€  The effects of an impairment that is temporary can be substantially
limiting. The duration of impairment is but one factor to consider in
determining whether an impairment is “substantially limiting." Typically,
impairments that iast for a short period are not substantially limiting,
but this is not a fixed rule and an individual assessment and
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determination is necessary always. For example, limitations of short
duration can be substantially limiting if the limitation is severe.

* Not all impairments will be substantially limiting. Consequently, when
there is a doubt about the existence of a substantial limitation, it is
appropriate to consider the following when comparing an individual’s
performance of a major life activity to the performance of the same
activity by most people in the general population;

— Scientific, medical, or statistical evidence,

— The conditions under which the individual performs the major life
activity.

— Themanner in which the individual performs the major life activity.

— Thetime it takes the individual to perform the major life activity.

In considering condition, manner, or duration, you must consider the
following factors:

€  Thedifficulty, effort, or time required to perform a major life activity.

€  Pain experienced.

d The length of time an individual can perform the major life activity.

€  Theway animpairment affects the operation of a major bodily function.

143 Determining Who Is an Individual With a
Record of a Disability

An individual has a record of a disability if the individual has a history of, or
has been misclassified as, having a mental or physical impairment that
substantially limits a major life activity as compared to most people in the
general population. The Postal Service will construe broadly, and without
extensive analysis, whether an individual has a record of a disability.
Examples of individuals with a record of a disability may include the

following:
«  Aperson who suffered from cancer ten years ago but is now deemed
cancer-free,

€  Arecovering drug addict with a record of addiction.

€  Aperson misdiagnosed with a mental illness and erroneously classified
as having a learning disability.

144 Determining Who Is an Individual Associated
With a Person With a Disability

The law prohibits discrimination against individuals who are associated with
or take care of a person with a disability. The Postal Service may not refuse
to hire a person simply because he or she must take care of a spouse or
family member who has a disability. However, the law does not require
employers to provide a reasonable accommodation to an individual due to
that person’s need to provide care for a spouse or family member who has a
disability, is receiving medical treatment, or both,
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Determining Who Is an Individual Regarded
as Having a Disability

The Rehabilitation Act protects a person who the employer erroneously
believes has an impairment that substantially limits a major life activity. For
example, an applicant for a letter carrier job who has a limp may be regarded
as having a disabiflity if the hiring official concludes without any inquiry that
the applicant could not walk a fuil route. In this case, the applicant may be
erroneously regarded as having a disability because there is no individualized
basis or medical support for concluding that the applicant cannot perform
the major life activity of walking.

An employee may also be regarded as having a disability if the employer
believes the employee has an impairment that the employee does not have
at all. For example, an employee who is infected with HIV (a treatable virus
that is not spread by casual contact, through the air, or from food, water, or
other objects) is believed to have AIDS.

Determining Who Is a Qualified Individual
With a Disability

To be protected under the Rehabilitation Act, an individual must also be
“qualified” for the job. “Qualified” means that the individual must be able to
perform the essential functions of a job safely, with reasonable
accommodation if necessary, just like any other employee.

Note: Anemployee or applicant may not be *qualified” even though he
or she can perform the essential functions of a job with or without a
reasonable accommodation because he or she may be unable to meet
certain “qualification standards” for a job, like having a valid driver's
license, passing a test, or meeting certain educational requirements. An
employer may deny a job to an individual with a disability based on the
failure to meet “qualification standards” just like anyone eise, if those
standards are job-related and necessary.

Determining Direct Threat

An individual is not “qualified” for the position if his or her performance in the
job would result in a direct threat. “Direct threat” means a significant risk of
substantial harm to the health or safety of the individual or others that a
reasonable accommodation cannot eliminate or reduce to an acceptable
degree. Therisk of harm must be more than just speculative or hypothetical.
There must be a high probability of verifiable, substantial harm.

To this end, objective, factual, medical or scientific evidence must support a
determination that a person poses a direct threat. The determination of
whether an employee poses a direct threat must be based on an
individualized assessment of that person’s actual ability to perform safely the
essential functions of the job in light of the following factors:

1 The nature and severity of the potential harm.
€  The duration of the risk.
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€  Thelikelihood that the potential harm will occur.

€  Theimminence of the potential harm.

In assessing the degree of risk, consider the following:

LG Input from the applicant or employee.

€  Theapplicant or empioyee’s experience in similar prior jobs.

€ Theopinions of medical experts, rehabilitation counselors, and
physical therapists.

®  Theopinions of engineering or other job specialists, when needed.

&  Theuse or non-use of mitigating measures, and any consequences of
such use (for example, medication that causes fatigue and blurred
vision).

In determining whether the individual poses a direct threat, the Postal

Service must also consider whether there is a reasonable accommodation

that would reduce the risk to an acceptable level.

Determining the Essential Functions of a Job

The essential functions of a job are those functions that define the job. In
other words, the job exists to perform those tasks. The essential functions of
a job are not the marginal or infrequently performed tasks that the Postal
Service could eliminate without altering the fundamental nature of the job.
See 223 for the items you must consider in defining the essential functions of
the job.

15 Requirements to Provide Reasonable
Accommodation
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Goal

The goal of reasonable accommodation is to enable qualified individuals with
disabilities to:

€  Perform the essential functions of the job.

«  Enjoy equal benefits and privileges of employment as employees
- without disabilities enjoy.

Determining What Is Reasonable

A reasonable accommodation is one that would be practicable for employers
i general in removing workplace barriers for individuals with disabilities who
are gualified.

An accommodation is not reasonable when it does any of the following:
€  Requires the elimination of legitimate selection criteria.

€ Lowers standards of performance or production.

® Creates a job where none exists.
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not cover a pregnant employee, but the Family énd Medical Leave Act
(FMLA) may entitle her to leave protection, and Title VIl of the Civil Rights Act
of 1964, as amended, protects her from pregnancy-based discrimination.

Similarly, there may be times when the Rehabilitation Act and other laws,
rules, or regulations simuitaneously cover an employee. Both the
Rebhabilitation Act and the Federal Employees’ Compensation Act (FECA)
may protect an employee who sustains an on-the-job injury that results in the
substantial limitation of a major life activity. Persons injured on duty have the
same rights to pursue promotional and advancement opportunities as other
employees. In addition, the Rehabilitation Act may cover an employee with a
serious heaith condition covered by FMIA if the condition substantially limits
a major life activity. An employee’s circumstances may meet the criteria for
one or more of these three statutes.

Confidentiality

In accordance with the Rehabilitation Act, the Privacy Act, and Postal
Service policy, employees’ medical records are to be treated as confidential
information (see Management Instruction EL-860-98-2, Employee Medical
Records). The Privacy Act and the Rehabilitation Act specifically prohibit
disclosure of medical information except in certain limited situations. For
example, when specific information is needed in order to provide arequested
accommeodation, responsible officials may give or receive access to the
records needed to make that determination. However, except for managers
and supervisors with a legitimate need to know, the law generally prohibits
an employer from disclosing that an employee is receiving a reasonable
accommodation because that usually amounts to a disclosure that the
individual has a disability.
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Overview

Qualified individuals with disabilities may require reasonable accommodation
during the application process, during the course of their employment with
the Postai Service, or hoth,

Questions concerning reasonable accommodation can arise in several ways:

«

€

®

&

When an applicant requests reasonable accommodation in the
examination or hiring process.

When the hiring official is making a decision regarding whether an
applicant will be able to perform the job with or without reasonable
accommodation,

When an employee requests reasonable accommodation to perform
his or her current job.

When an employee requests an accommodation to enable him or her
to enjoy equal benefits and privileges of employment as employees
without disabilities enjoy.

Requesting An Accommodation

The Postal Service activates the reasonable accommodation process
whenever the following occurs:

&€

G

&

An employee or applicant, or someone acting on behalf of the

employee or applicant, makes an oral or written request for reasonable

accommodation,

A manager or supervisor observes the following:

— Anemployee with a known physical or mental disability having
difficulty performing the essential functions of his or her job.

- Anemployee otherwise experiencing workpiace problems because
of that disability.

A manager or supervisor reasonably believes that an employee with a
known disability may need an accommodation and the disability
prevents the employee from requesting reasonable accommodation.
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A request for accommodation must be referred to the RAC when an
employee has requested an accommodation or modification of his or her
work assignment or job duties based on a medical reason, and when one or
more of the following is true:

€  You are not certain if the impairment qualifies as a disability under the
Rehabilitation Act.

€  You do not believe the employee is a qualified person with a disability.

&  You have questions concerning the reasonableness of the
accommodation requested and whether it poses an undue hardship.
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make an informed decision.

If you believe the individual does not have a covered disability, notify the
individual in writing that you are referring his or her request to the RAC for
further review or assessment.

17
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Reasonable Accommodation, An Interactive Process

Contact the manager, Human Resources (District), or the manager, Disability
Programs, at Headquarters when you need help making this detemination.
Alternatively, the RAC can assist you with this step or the entire decision-
making process.

Step Two: Determine the Essential Functions of the
Job

Step 2 in the six-step reasonable accommodation process is to determine
the essential functions of the job. The term “essential functions” is defined as
the fundamental job duties of the position the individual with a disability
holds or desires; the term excludes marginal functions of the position.

A job function may be considered essential for several reasons, including but
not limited to, the following:

€  The position exists to perform that function.

€ The limited number of employees available to whom the performance
of the job function can be distributed.

€  The function may be highly specialized so that the incumbent in the
position is hired for his or her expertise or ability to perform the
particular function.

Evidence of whether a particular function is essential includes, but is not
limited to, the following:

® The employer’s judgment regarding a determination as to which
functions are essential.

®€  Written job descriptions.

G The amount of time spent performing the function.

€ The consequences of not requiring the incumbent to perform the
function.

€ The terms of a collective bargaining agreement.

€  Thework experience of past incumbents in the job.

€  Thework experience of current incumbents in a similar job.

€  Actual duties pérformed by a person holding the job.

In addition, the relative importance of the specific functions for a particular
position may differ according to how management implements the position
locally. Variable factors may include tour, operation, mail volume, and the
age and configuration of the facility. The essential functions of the job are
determined on a case-by-case basis. Do not assume that any two Postal
Service jobs are necessarily alike even if the same standard position
description applies to both positions.

For example:

& A mail handler's actual responsibilities may vary depending on his or
her tour and the operation, mail volume, and the age and configuration
of the facility.

&  Apostmasters actual functions in a level 18 Post Office™ will differ
from those in a level 20 Post Office.
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Reasonable Accommodation, An Interactive Process

Documentation

In some cases, you may require further documentation to provide more
information about the disability and its effects and job restrictions, and to
clarify how the requested accommodation will assist the employee to
perform essential functions of the job. When a disability, need for
accommodation, or both are not obvious or otherwise already known, you
must refer the matter to the RAC for further handling.

Defining Abilities and Limitations: Job Applicants

It is never appropriate to ask an applicant if he or she has a disability.
However, it is always appropriate to ask an applicant to describe or
demonstrate how he or she will be able to perform the essential functions of
the job, with or without a reasonable accommodation.

You must refer the applicant to the RAC for an in-depth analysis of the
applicant’s ability to perform the essential functions of the position if, based
upon the applicant’s response, you must determine any of the following:

¢  Restrictions would not permit safe performance of the job.

&  The Postal Service cannot provide an accommodation to permit safe
performance of the job.

&  The appointing official is unsure.

Defining Abilities and Limitations: Employees

For employees requesting reasonable accommodation, consider medical
and other information provided by the employee to determine the following:

G Job-related limitations, and
€ How to overcome them.

Ask the employee what he or she thinks is needed to enable him or her to
perform the job. Alternatively, districts and areas, as well as Headquarters,
have RACs to whom you may refer a decision on accommodating an
employee if you are unsure about the requesting employee's abilities and
limitations.

Step Four: Identify Potential Accommodations

Once you have identified essential functions of the job as well as the
individual's abilities and limitations, you are in a position to determine the
following:

€  Whether the individual can perform the essential functions of the job
without an accommodation, and if not;

G Whether you can make reasonable accommodations to enable the
individual to perform the essential functions of the job.

Consult with a number of people to identify potential accommodations.

& Consult with the applicant cr employee to determine what he or she
needs to enable him or her to perform the job.
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Minimizing Safety Hazards

Remember, like the requirement that an individual with a disability be able to
perform the essential functions of a position, an essential element of being
qualified for every position is the performance of the position without posing
a direct threat to health or safety of the individual or others. In some
situations, the disability of an applicant or an employee may subject the
employee, applicant, or others to a direct threat. You must determine
whether an accommodation would reduce the risk of harm to an acceptable
level. If no accommodation can adequately reduce or eliminate the direct
threat, then the employer can deny employment to the job applicant or take
other appropriate action concerning the employee because he or she is not
qualified. Before concluding that a person poses a direct threat with or
without reasonable accommodation, you must verify that you based your
conclusion on the following:

* Current, recognized scientific or medical data.

« An individualized assessment of the situation and the individual in
guestion (see 147).

Where you believe that the employee or applicant poses a direct threat with
or without an accommodation, you must refer the individual to the RAC
before making an employment decision or accommodation decision.

Step Six: Select and Implement the
Accommodation From Identified Reasonable
Alternatives That Can Be Implemented Without an
Undue Hardship

You must consider the individual’s preferences and the effectiveness of each
accommodation and its cost. Select the accommodation most appropriate
for both the operation and the individuai. The chosen accommodation need
not be the best or most expensive, or even the one preferred by the
individual. As long as the accommodation is reasonable and enables the
individual to perform the essential functions, it is acceptable. The employer
makes the ultimate decision as to what accommodations, if any, it wili adopt.

Once you select an accommodation, it is important that an appropriate party
be responsible for implementing the accommodation. See the following
examples:

[ If equipment is involved, then the appropriate party must install it
properly and train the employee on its proper use.

G If a schedule change or policy modification is involved, then the
appropriate managers or supervisors may need to know of the change
to carry it out effectively.

In addition, it is important for an individual's manager or supervisor to check

that the accommodation is working and to encourage the employee to

communicate any issues that may arise with his or her accommodation.

23
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The Postal Service will implement the accommodation for a trial period
only.
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&

Job modifications made for persons who have medical restrictions but
are not disabled within the meaning of the Rehabilitation Act.
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Exhibit 2-3
Reasonable Accommodation Decision Guide {page 1)

Reasonable Accommodation Decision Guide

A Instructions

This form is required to document deckion-making upon activation of the reasonable accommodation
process. It wil serve as a guide for conduciing an interactive meeting with an employee or applicant who
requests reasonable accommodation.

This form is NCT required to document the following:

A recuming job accommodation need for a specific employee.

Job modifications made for persons who have medical restrictions but are not disabled within the
meaning of the Rehabilitation Act.
Requests for communication accommodations by employees who are deaf or hard of hearing. Instead,
use PS Form 6710, Communication Accommodation Request Form. (Refer to Handbook EL-307,
Reasonable _An Interactive Process, Chapter 5).

1. Is the request for an empioyee or applicant?
O Employee O Applicant

i 2. Name of Employee or Applicant

3. Home Address

4, Home Telephone Number 5. Cellphone Number
6. Employee's Work Location
a. Facllity Name b. Facility Telephone Number

c. Faclty Address

7. Date reasonable accommodation request was received:

8, Reason for adivating the reasonable accommodation process:

For items 9-15, seledt all that apply.

9. O | Empiloyee requests reasonable accornmodation for current job.

Current Job Title

10.0 | Employee requests reasonable accommodation for desired job.

Desired Job Title

11. O | Employee with known disability is observed havihg difficulty performing essential functions because of
disability.

12. O | Employee or applicant requests reasonable accommedation for a component of selection process  {e.g.
exam, interview, and training).

13.0 | Applicant's medical assessment indicates he or she may be a person with a disability.

14.0 | Employee or applicant requests reasonable accommodation for equal employment opportunities
(e.g., removing physical bamiers in a break room, testing facility).

15.0 | Referred By (Atfach completed Referral Form)
a.Name 1 b. Date of Referral

c. Title

Whenever the masonable accommodation process activaled, you must go through the six-step inferactive
process fo determine whether fo provide an accommodation to the employee or job applicant. Conduct the
interactive meeting within 30 calendar days from the receipt of the request.

Accommodation Request (Describe the accommodation request or need. Be as specific as possible.)
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Exhibit 2-3
Reasonable Accommodation Decision Guide (page 2)

Date(s) interactive meeting scheduled or held with individual

List names of all persons present during the interactive meeting(s):

Step 1. Determine whether an individual has a disability and meets the minimum qualifi cation standards.

For reasonable accommodation under the Rehabilitation Act an individual has a disabifity if he or she has a
physical or mental impairment that substantially limits one or more major life activities or a record of such an
impairment. The following questions may help determine whether an individual has a disability.

1.1s documentation required to substantiate that the employee or applicant has a disability?
Note: If impairment is obvious or substantiating documentation is already on file, medical documentation is not
required. *

O Y es(Enter dale employee or applicant was Informed fo provide documentation Date:
fo support his or her limitations,)
O No (Explain why documentation Is nof required. )

2. Does the employee or applicant have a physical or mentalimpairment? YesD NoD

If yes, what is the impaiment?

Does the impairment substantially limit a major Tife activity?

Yes D NoD

If yes, what major life activity(s), including major bodily functions, are affected? (Select all that apply)
D Bending D Reading D Biadder D Lymphatic
D Breathing D Seeing D Bowel D Musculoskeletal
O Caring For Self O Sitting D Brain D Neurological
O Concentrating O Sleeping D Cardiovascular D NormalCell Growth
O Eating D Speaking D Circulatory D Operation of an Organ
O Hearing D Standing D Digestive D Reproductive :
O Leaming O Thinking D Endocrine D Respiratory
O Lifting D Waking D Genitourinary D SpecialSense Organs &
O Reaching O Working D Hemic Skin
O Interacting With O Performing Manual D Immune O Other: (descnbe)

Others Tasks
3.1 The medical conditio anent or te al

S he medical con npermanen mporary? D Permanent D Temporary

If temporary, what is the expected duration?

Note: A temporary iness such as a cold or flu is not a disability. However, a shorHerm ilness or impairment that causes severe limitafons
whils & exists, has Jong lasting effects, or B a symplom of an underlying disabling condition may qualify as a disabilify,

if it sdefermined thaf the employee or applicant has a disability, complete Steps 2 through 6 of the interactive process, If
employee or applicant does not have a disability, skip fo Slep 6.

The Interactive process is infended fo ensure thal genuine, open communication takes place between the requester, the
requesler's supervisor or manager, committee members, and expert resources and that the request recelves a full and
thorough assessment Communication should indude the following. clarifying the request, obtaining arxd exchanging

Information regarding accommodation needs, exploring possible accommeodations, and discussing effective altematives,

April 2017 35



262 Reasonable Accommodation, AnInteractive Process

Exhibit 2-3
Reasonable Accommodation Decision Guide (page 3)

Step 2. Determine the essential functions of the job.

The essential job functions are those functions that define the job.in other words, the job exists to perform those
tasks. The essential functions of a job are not the marginal or infrequently performed tasks that you could
eliminate without altering the fundamental nature of the job. See 222 of Handbook EL-307 for items you should
consider in defining the essential functions,

1. What function(s) has the employee or applicant's immediate supervisor described as essential for the job?

2. Was the Essential Functions Review Worksheet used to help you evaluate essential job functions?

YesD Attach the completed Essentiat Functions Review Worksheet

What specific information did you rely upon te determine the essential job functions?
NoD

Step 3.|dentify the abilities and limitations of the individual.

1. What are the medical restrictions? Are restrictions temporary or permanent?

2. What job function(s) is the employee or appiicant having troubke performing based on the medical
restriction(s)?

Step 4. Identify potentialaccommodations.

1. Did the employee or applicant request a specific accommodation?
0 Yes What accommaodation(s) dd the employee or applicant request?

O No Ask the employee or applicant what he or she needs to perform the job and write his or her response here.

O Check here if individuai was asked for accommaodation suggestions but had none.

2. Will the requested accommodation enable the employee or applicant to perform the essential job functions?

O Yes (Move fo Step 5.)

O No [f No, describe other potential accommodation(s) that would allow the employee or applicant to perform the
essential job functions. (Note: You may need to consult with other professionals to help identify potential
accommodations. Possible sources of assistance include the following: (1). other operations supervisors or
managers, of (2) Postal Service subject matter experts, such as medical personnel, safely specialists, labor
relations, law department, Disability Compliance Specialist,)

O Check here ¥ no effective accommeodation was identified and go to Step 6, #2.

Step 6. Determine the reasonableness of the accommeodations and whether implementation would
impose an undue hardship.

The proposed accommodation is effective in allowing the individual to perform the essential job functions and
does NOT: (check alf that apply)

- O Reallocate or eliminate an essential job function O Lower standards of performance or production
O Violate a provision of a collective bargaining agreement O Impose an undue hardship on the Postal Service
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Essential Functions Review Worksheet (page 1)

Reasonable Accommodation, An Interactive Process

Essential Functions Review Worksheet

The Supervisor/Manager completes this form to make an evaluati on of the essentkl pb functions, The term "essential functi ons” i defined
as the fundamental job dulies of the pesition the Individualwith a disability hokds or desres; the tenm excludes marginalduties. I n deterrrining
essentialfundions,consider all relevant information and data about the Job and its key responsibilities including but not limited to e posiion
desaription and quaificaiion standards. Essential pb functions are determined oh a case-by-case basis. The relalive importance of the
functions for' a particular position may differ according b how the position ks Implemented iocaly. Varkble factors may include tour, operation,

1. Employee Name

3. Position Title

Compiete the following tasks:

4. Insldladion/Offlce Name

a) List he job duties aslisted on the standard job description. Refer to Atips:iidonline.usps.govijdoniinel,
b) For each duty,indicate percentage of tme spent dally performing that duty.
c) Answer YES or NO toquestions incdumns a twough h.

2.EIN

mai volume, and the age and configuration of the faciity. Do not assume that any two PostalService Jobs are necessarlly alike,

Dufies and %time |aDoes b Deeste  cls this d. Would e.ls g Ddthe h. s this duty
Respondibities spert (thisduty  posiion employeethe eliminating tis spedlallzed previous  or function
dalty | rneed to exist only duty expertise ar inaumbent "ESSENTLAL"
be pimarily employee to  fundamentdly judgment in the the pesition?
dane? to perform whom this changete job? requred? ifthis duty posifon
thisduty? duy canbe were not perform
assigned? performed? is duty?
T -
2
3,
4,
5
6,
7.
8.
9.
10,
11,
12.
13,
14
15.

2, For every "YES" answer in column “h", ksl any equipment, machinery, or vehicdles required b perform the duty.

Essential Function (as kisted in column "h}

Equipment, machinery, or vehicle required

38
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Exhibit 2-4
Essential Functions Review Worksheet {page 2)

Complete the following tasks:

a) List he Knowledge, Skil, andfor Abilly (KSA) requiremenis of the position as listed on the Quallfications of the standard job description.

b} For each KSA, evaluate the frequency with which this quafication is demonstrated in the performance of "ESSENTIAL" job funclions
from Part 2, item 1 {use Frequency Ratings Table below). .

¢) Check(™)the box underthe corresponding FREQUENCY column.

Quallfications Standards: Frequency .
Knowledge, Skli, Abllity C F I o) 1 N

Frequency Ratings Tabie - Time required for performance or demonstration of the qudfication siandards as spedfic to his posiion.

Constantly =% or more of the tour ] o
Frequerdly = Y2to% of the tour

Ouocaslonally =Y. to Y. of the tour
I ntermittently = less than I of the tour .
Never = no part of the tour
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Exhibit 2-4

Essential Functions Review Worksheet (page 3)

AL EL e Pl

currently..

Reasonable Accommodation, AnInteractive Process

b) Evaluate the frequency for each requirement as appropriate (use Frequency Ratings Table, Pg. 2).

c) Check (.J)the box under the corresponding FREQUENCY column.

Complete the following tasks:a) Cirde the items that represent the functional and environmental requirements £ the Job as itls performed

"7 FuncticnalRequirements Frequency EnvironmentalFactors Frequency

C F o] 1 F g1 N
Wli‘ﬂi@.}?ﬁ"ﬂ Ibs.. Outslde 5
Moderate Irﬂlng,15«441_bs. Cutside andInside : -
Light fling, under 16 Ibs, Excassive heat ‘
Heavy camrying, 45 ibs. and over Excessive cold i
Moderale camylng, 15-44 Ibs. Excessive humidity !

Ligh camying, under 16 Ibs.

Excess ive dampnessor ctilling

Straight puling

Dry aimospheric canditions

Pulling hand over hand Excessive neisgintennittent
Reachlg above shoulder Constantnoise
Use of fingers Dust
Both hards are required or compersated by Fumes, smoke, or gases
Lhe use of aocepiable prosthe sis
Walking Sotvenis !
J ] . i
Stanhding Grease andols :
Craviing Radiant enengy
Knreeling Electicalenergy ‘
Repeated bending Slippery of unevenwalling surface ;
GClinting, lega orly Working eround machinery with !
moving parts
Climbing, use offeg andanns Worklng around movihg objects or
i R vehicles
Both legsrequired Working onladders or scaffolding !
Operation of a crane, bruck, tracior, or motor Working belowground i
vehicle . :
Abllity of rapidmentaland musoular Unusual fatigue factors: ( Specify)
coordinaton —
Ability to use freanns Working with handsin water
Other. (Specify) o o Explosives
Vibratlon
Warking closey with others
Working atone

Profracted of Ivegula hours of work

Other: (Specify)

40
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3 Reasonable Accommodation in the

Examination Process

31 Special Needs of Test Applicants

April 2017

Postal Service applicants and employees with disabilities may seek
accommodations in order to take an examination. For convenience, we have
used the term applicant throughout this chapter to refer to any individual,
including Postal Service employees, taking any type of Postal Service
examination.

Most of the hundreds of thousands of job applicants and current employees
taking various Postal Service examinations annually do not need
accommodation in the testing process. However, for some individuals with
disabilities, the examination may serve as an artificial barrier to the
demonstration of the knowledge, skills, and abilities reguired for
performance of the essential functions of the job. In these instances, the
Postal Service endeavors to provide reasonable accommodation to
individuals with disabilities to enable their participation in the competitive
examination process.

You must consider accommodations on a case-by-case basis. When the
Postal Service becomes aware of an applicant's disability, you must pursue
flexible interactive dialogue with the applicant to do the foliowing:

&  Ensure compliance with applicable statutes and

«  Fulfill the Postal Service's commitment to ensuring equal employment
opportunity regardiess of disability.

Some routine activities that may require additional time and special attention
include the following:

« Issuing test materials.
€  Giving instructions.
&€  Answering questions.

Applicants with service animals (e.g., guide dogs) require special attention to
provide for the physical needs of the animals.

43
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32 Postal Service Examination Policy for Applicants
With Disabilities

44

321

Overview

Examinations include all written, oral, performance, and other tests.
Consistent with applicable statutes and its own policy of providing equal
employment opportunity, the Postal Service will provide reasonable
accommeodation in examinations for the known disabilities of individuals
when the following applies:

a.  Anindividual requests such assistance and

b.  To the extent the accommodation does not impose an undue hardship
on the Postal Service. :

The Postal Service provides such accommodation on a case-by-case basis
and the field office staff responsible for conducting the examination
determines the type of accommodation.

This policy provides a framework for those individuals who must make
decisions concerning reasonable accommodation in the testing process for
applicants with disabilities. This framework takes into account the following:

€  The nature and severity of the disability.

€  The type of examination or selection process the Postal Service is
administering.

& The resources available to the local Postal Service hiring or
examination office.

This policy is tempered in each situation by the following:

€  The specific needs of the applicant with a disability.

&  The essential functions of the job applied for.

&  Thenature and purpose of the test or selection procedure.
€  Thelimitations of local resources.

Postal Service policy is to treat all applicants fairly and equitably.

You must recognize that this is a request for reasonable accommodation if
the following occurs:

&  Adisability reduces an applicant's opportunity to demonstrate that he or
she possesses the knowledge, skills, and abilities needed to perform the
essential functions of the job sought, and

&«  Theapplicant makes it known that he or she needs assistance because
of an impairment.

Such a request requires your attention and action. You must follow the six-
step process described in 22. Bear in mind that the Postal Service will not
provide accommodations that would impose an undue hardship on Postal
Service operations.
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«

The specific accommodation the applicant is requesting.
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In cases where the competitive nature and validity of the test are not likely to
be affected (e.g., site accessibility), the examiner or district Human
Resources staff member works out what accommodation, if any, to provide.,
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Exhibit 3-1
Accommodation Options for Testing Individuals Who Are Deaf or Hard of Hearing (p. 1)

F)

Accommodation Options for Testing Individuals
‘Who Are Deaf or Hard of Hearing

Be familiar with options for test adminisiration to applicants who are deaf of hard of hearing. The most
appropriate accommodation will depend upon several factors, such as whether the individual uses and
is fluent in sign language, the accuracy and fluency of speech reading skills, and how much hearing loss
the individual has experienced. For signing applicants who are deaf or hard of hearing, the Postal
Service will provide an in-person qualified sign language interpreter during critical elements of the
selection process, such as interviews and instructions for testing.

American Sign Language (ASL) is a gestural language that has a different vocabulary, syntax, and
structure than English. Inasmuch as there are different types of sign language, an individuat with a
hearing impairment who uses sign language may not use ASL but rather a different sign language;
therefore, it is important to keep the effectiveness of the accommodation in mind when arranging for a
qualified interpreter.

For non-signing individuals, the Postal Service wilt provide communication accommodations during
these same critical elements of the selection process, after consultation with the individual as to the
nature of such accommeodation. Unlike for signing applicants, there is no accommodation that is
presumed appropriate. You must consider communication accommodations such as UbiDuo, other
communications tools or devices or written communications,

Consider the accommodation requested by the individual and, as appropniate, consider offering the
individual the following additional options:

« Use preferential seating near the examiner so that the test applicant is able to read lips without
obstruction,

(3 Use an in-person interpreter for the administrative instructions portion of the session. If an
examination has a following oral instruction subtest, such as Part D on Exam 460 Rural Garmier,
there are two options;

—  Offer the applicant a written version of the “Oral Instructions™ subtest, or
—  Offer to have an interpreter available to interpret the subtest.
(3 Use hand signals or flash cards to give driving instructions during road tests.

€ Cffer other accommodations that you and the applicant have determined to be appropriate.
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4 Employment and Placement
Procedures

41 Policy

It is Postal Service policy to provide equal employment opportunities to
qualified applicants with disabilities. We accomplish this through our
competitive and noncompetitive hiring processes, A qualified individual with
a disability is one who, with or without reasonable accommodation, can
perform the essential functions of the job in question without presenting a
direct threat to the health and safety of the individual or others. The Postal
Service requires the same performance, attendance, and standards of
conduct from employees with disabilities as it does from other employees.

42 Recruitment

April 2017

Actively recruiting individuals with targeted disabilities as defined by the
EEOC into the workforce promotes the goal of increasing the employment of
individuals with disabilities in the federal government and ensures that the
federal government continues to serve as a model employer of individuals
with disabilities. '

Recruitment should include outreach to individuals, organizations,
independent living centers, and associations representing individuals with
disabilities. Recruitment at universities, colleges, and schools should include
outreach to students with disabilities. Recruitment may include, but is not
limited to the following:

& State Divisions or Departments of Yocational Rehabilitation (DVR).
&  The Department of Veterans Affairs (VA).

¢  Associations for the deaf.

€  Goodwill Industries.

€«  Outreach programs for veterans with disabilities.

€ Educational institutions that have a significant number of students who
have disabilities.

You must provide advance notice of upcoming examinations to those
organizations so they can identify qualified individuals with disabilities to
participate in the competitive process.
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43 Competitive Selection and Placement of Individuals

58

With Disabilities

It is Postal Service policy to provide equal employment opportunities to
qualified applicants with disabilities. We accomplish this through our
competitive and noncompetitive hiring processes.

Many applicants with disabilities are qualified to perform the essential
functions of jobs without the need for accommodation. However, if an
applicant with a disability who is otherwise qualified cannot perform one or
more essential job functions because of his or her disability, the Postal
Service must consider whether modifications or adjustment are available that
would enable the person to perform these functions,

Employers must engage in an interactive process (see 22) to do the
following:

&  Determine whether the individual in fact has a disability.

« ldentify essential functions of the job, the appiicant's abilities and
limitations, possible accommodations, and the reasonableness of
accommodations proposed.

Example: The score of a compensable veteran with a service-connected
disability was reached on a hiring worksheet for the job of city carrier. His
preemployment eligibility and suitability reviews were favorable. During his
interview, he identified a need for accommeodation. His left arm had been
amputated below the shoulder, hut he was very proficient in the use of an
artificial arm and hand.

A site visit was arranged where the essential functions and requirements of
the job were explained and demonstrated to him. He was encouraged to
discuss how he would perform the tasks associated with the job. He then
demonstrated that he could perform the essential functions and
requirements although with some difficulty. The Postal Service extended him
a conditional job offer and scheduled him for a medical assessment.

The medical assessment indicated that an accommodation would be
required for his missing left arm and hand. Another meeting was scheduled
with the applicant, his prospective supervisor, and a counselor from the local
VA Rehabilitation Center to assist in the accommodation efforts.

He again demonstrated his ability to perform job functions and
recommended a modification to his prosthetic appliance that would enable
him to handle and manipulate the mail for sorting with the required speed,
accuracy, and proficiency. The VA counselor agreed to assist in development
of the recommended retrofit to the prosthetic device. When the modification
to the prosthesis developed and provided by the VA was complete and its
safety and effectiveness demonstrated, he received a career appointment as
a city carmrier.
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44 Noncompetitive Selection and Placement of
Individuals With Disabilities

April 2017

441

442

Overview

The Postal Service appoints most employees with disabilities from a
competitive hiring register. However, when the competitive process itself is a
barrier to employment for qualified individuals with severe disabilities, and
these individuals would be able to perform at or above the normai standards
of job performance, you may use a special noncompetitive authority may be
used.

The Postal Service must certify state DVR and VA organizations that wish to
participate in the referral of applicants for noncompetitive hiring
consideration. These organizations must submit a certification package to
the manager, Human Resources (District), and to the vice president,
Employee Resource Management, for review and approval. The package
must include the following information:

G Description of the services and programs offered.

€«  The various screening methods used to identify potential Postal
Service applicants,

Once the Postal Service approves a certification package for a vocational
rehabilitation agency, that agency has the authority to identify and screen
applicants for Postal Service positions when the Postal Service requests
referrals. In essence, the agency provides the Postal Service with an
alternative means of assessing an appiicant's qualifications. The Postal
Service considers an applicant referred by a certified agency to have
successfully met the Postal Service's selection requirements, Therefore, a
certified agency must ensure that each applicant referred meets selection
standards and has the ability to perform satisfactorily as a Postal Service
employee.

Job Information for Rehabilitation Counselors

The recruitment of individuals with severe disabilities requires partnership
with the VA and state DVR offices. Vocational rehabilitation counselors must
make a site visit and tour the Postal Service facility. Seeing Postal Service
operations up close provides counselors with a better understanding of our
work environment and job requirements. Viewing a demonstration of the
functional and physical requirements for an entry-level job assists the
counselor to screen applicants and identify individuals who are likely to
succeed in Postal Service jobs.

Give counselors any of the following materials that are available:
& A standard position description and qualification standard.
€  An Essential Functions Review Worksheet.

&  Ajob preview video.

€ Information on probaticnary timelines and perfermance standards and
requirements.
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444

Probation Period for Individuals Hired Under the
Noncompetitive Process

If it becomes reasonably clear at any point during the probationary period
that an employee with a severe disability hired under the noncompetitive
process is having difficulty performing the job, the immediate supervisor
must ask the VA or state DVR counselor to help the employee to overcome
problems and deficiencies in performance.

The supervisor must schedule a meeting with the appropriate counselor and
the employee at the earliest possible opportunity to see if they can correct
the performance deficiency. Often, an early dialogue can lead to a
satisfactory solution to the performance problem. A simple job modification
or a different method of communication may be all that the employee needs
to perform the essential functions of the job effectively,

If the employee is still unable to perform essential functions of the job
satisfactorily, with or without reasonable accommodation, the employee’s
immediate supervisor must initiate separation during the probation period.
When the immediate supervisor makes a decision to terminate the
employment, the Postal Service installation head or designee must notify the
VA or state DVR. This enables the VA or state DVR to make other
arrangements for rehabilitation, assistance, or other employment.
Throughout this process, the supervisor or manager must consult with any of
the following when he or she needs assistance:

] Human Resources.
€  The Reasonabie Accommodation Committee (RAC).
€ Labor Relations.

45 Medical Assessment

April 2017
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Overview
Once an applicant receives a bona fide conditiona!l offer of employment,

whether selected under a competitive or noncompetitive process, the hiring
official must refer the applicant for a medical assessment.

Note: Never make medical inquiries or schedule a medical assessment
before making a bona fide conditional job offer.

Information Furnished for Medical Assessment

The hiring official must provide the office performing the medical assessment

with the following items:

€  Copy of PS Form 3666 for an individual selected under the
noncompetitive process.

® Position description, qualifications standards, if any, and functional
and environmental requirements or an Essential Functions Review
Worksheet, if available.
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51 Orientation and Training

Follow the usual crientation and training procedures for qualified individuals
with disabilities and provide reasonable accommodation as appropriate.
Seek the advice and assistance of the following:

€ Internal employee development and training specialists.

«  Reasonable Accommodation Committees (RACs).

« - Human Resources staff.

&  External specialists in the Department of Veterans Affairs (VA), state
Department of Vocational Rehabilitation (DVR).

€  The national Job Accommodation Network (JAN).

52 Bids, Promotions, and Reassignments

April 2017

Once individuals with disabilities enter the regular workforce, or if individuals
become disabled during their employment with the Postal Service, they have
all bid and promotion rights afforded any employee under the applicable
collective bargaining agreement. _

You activate the reasonable accommodation decision process is-initiated
each time you are considering an employee with a disability for a different job
(either through bid, application, or other procedures). Engage in the same
case-by-case interactive process described in 22 to do the following:

&  Determine whether the individual has a disability and meets minimum
qualifications.

® Identify the essential functions of the job in question.

«  Determine the employee's abilities and limitations.

« ldentify and evaluate potential accommodations.

€  Determine the reasonableness of the accommodations.
&  Select and implement the accommodations.

Focus first on the employee’s ability to perform the desired job. If you
conclude that the employee can perform the essential functions of the job,
with or without accommodation, then ybu must focus on accommodations
that the selection process might require, e.g., examination and training. This
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«  The employee's health care providers.
¢  Postal Service medical personnel.

However, you may make disabifity related inquiries and require medica!
examinations if one of the following occurs:

€  You have a reasonable belief, based on objective and reliable
evidence, that a medical condition may impair an employee’s ability to
perform essential job functions.

«  Anemployee may pose a direct threat to his or her own health or safety
or that of others due to a medical condition.

This same standard applies to requests for a fitness-for-duty exam. For
example, if you observe the employee having difficulty performing the job
(e.g., asking other people to read tags, swap job duties, and move tags
closer to his or her face as if to see them better), these facts give you reason
to believe that the employee’s ability to perform his or her job may be
impaired and you may seek a fitness-for-duty exam. However, you may not
require a medical examination or test (e.qg., vision test) simply to confirm a
suspicion of the existence of a disability.

You can make inquiries to medical personnel, based in whole or in part on
information you receive from another person, if the information leads you to
believe that a medical condition may impair an empioyee’s ability to perform
essential job functions.

€  You can ask if an employee has been drinking or ask about his or her
current illegal use of drugs, as these are not likely to elicit information
about a disability.

€  Youcannot ask questions about past addiction to illegal drugs or
questions about whether an employee has participated in a drug
treatment program because past drug addiction is a disability,
generally.

When a supervisor, manager, postmaster, or member of a RAC is in
possession of medical information regarding an employee, it is confidential
information and he or she can disclose only in limited circumstances. You
may only disclose to individuals who have a genuine, work-related need to
know the information. Furthermore, you must limit the disclosure to the
information that the individual needs. For example, if an employee diagnosed
with degenerative disc disease produces medical documentation that
indicates that he may lift no more than 25 pounds, you may disclose the
lifting limitation to his supervisor so she may accommodate it; but you may
not disclose the diagnosed condition itself.
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54 Employee’s Request for Reasonable Accommodation
-in Current Job

60

541

Overview

Requests for accommodation, as well as the type of accommodation
requested, will determine how an individual will make such a request and
how the Postal Service will process such a request. For all employees,
including employees who are deaf or hard of hearing who seek reasonable
accommodation other than communication accommadation, the employee
or someone acting on the employee's behalf may make an oral or written
request for reasonable accommodation. To request an accommodation, an
employee may do the following:

€  Use plain language and not mention the Rehabilitation Act or use the
phrase “reascnable accommodation.”

€  Onlylet you know that he or she requires a change at work because of
a physical or mental impairment.

A family member, friend, or other representative may request reasonable
accommodation on behalf of an employee with a disability. However, the
Postal Service should deal directly with the employee during the interactive
process.

The employee may make a request for reasonable accommodation to one of
the following:

€  His or her supervisor or manager, or any Postal Service supervisor or

manager.
€  The manager, Human Resources {District).
& TheRAC,

When you receive an accommodation request, you are responsible for
processing that request using the guidance contained in 22. Alternatively,
districts and areas have Reasonable Accommodation Committees to whom
you can refer the request. (If unsure, check with the manager, Human
Resources (District), or the manager, Disability Programs, at Headquarters.)
In addition, if you observe an employee with a known impairment having
difficulty performing essential functions of his or her job because of the
impairment, you should initiate the interactive process.

The Postal Service has specific procedures in place to accommodate
employees who are deaf or hard of hearing and who request communication
accommodations. Each employee who is deaf or hard of hearing and seeks a

* communication accommodation must submit an oral or written request for a

communication accommodation to one of the following:

€  His or her immediate supervisor or manager. The supervisor or
manager will forward the request to the respective District Disability
Coordinator.

€  His or her respective District Disability Coordinator. The District
Disability Coordinator will forward the communication accommodation
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Reasonable Accommodation, An Interactive Process

Remember, the Rehabilitation Act defines disability as a physical or mental
impairment that substantially limits a major life activity. However,
impairments resulting from an occupational illness or injury may not
substantially limit a major life activity, or they may last only a short time, such
as a few weeks with little or no impact.

If an employee with an occupational illness or injury requests reasonable
accommodation and the need for accommodation is not obvious or already
known, the employer may require documentation to substantiate the
following:

&  Theexistence of a disability as that term is defined in the Rehabilitation
Act.

&  Theemployee's entitlement to reasonable accommodation.

If the impairment resulting from the occupational illness or injury substantially
limits a major life activity, assess whether the employee can perform the
essential functions of a position, with or without accommodations, and
without posing a direct threat. The fact that an employee has a substantially
limiting impairment caused by the occupational iliness or injury does not, by
itself, indicate that he or she is unable to perform the essential functions of
the job or that returning the employee poses a direct threat. You must go
through the following steps:

€  Referto the six-step decision-making process in 22.
«  Consult with your injury compensation office.

« Make an individualized determination about what accommodations will
enable the employee to perform the job's essential functions.

Reasonable accommodation may include restructuring a position by
reallocating or redistributing the marginal functions that the employee cannot
perform because of an impairment resulting from a traumatic injury or
occupational illness. However, the Postal Service need not eliminate
essential functions of the position.

Reasonable Accommodation for An Employee Who
Requests Light Duty

The term “light duty” is a contractual term. It refers to temporary work
assignments — not positions — requested by eligible employees who have
impairments from non-job-related medical conditions. Article 13 of most
collective bargaining agreements governs light duty and provides for the
assignment of work, if available, to an employee unable to perform his or her
regular duties. Therefore, the installation head (or appropriate designee)
handles light duty requests pursuant to the terms of the relevant contract,
rather than by the RAC or reasonable accommodation decision maker.
However, even though a request for light duty usually implies a request to be
relieved of essential functions of the employee’s regular position, it is
important to recognize that an employee with a disability under the
Rehabilitation Act may request light duty for the following reasons:

€  Believe themselves to be a qualified individual with a disabiiity, and
«  Believelight duty to be a reasonable accommodation.
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55 Modification of Vehicles, Vehicle Assignments, and
Automated Mail Processing Machines as a

Reasonable Accommodation

Headquarters must approve first all of the following:

€  Allrequests to modify vehicles including, but not limited to, the
following;

— Vehicle equipment.

— Components.

— Structure,

— Configuration,

— Operating characteristics.

€  Allrequests to provide a vehicle that the Postal Service owns or leases
as an accommodation when the Postal Service does not provide one
currently or the employee does not require one currently,

You must refer a request for an action of this nature to the local manager,
Vehicle Maintenance, who will forward it to Delivery Vehicle Operations at
Headquarters for a decision.

Headquarters must approve first all requests to modify automated mail
processing equipment. You must send this type of request to the local
manager, In-Plant Support, who will forward it to the manager, Engineering
Change Board at Headquarters.

56 Disability Retirement

Employees who meet eligibility requirements may apply through the Human
Resources Shared Service Center (HRSSC) for Office of Personnel
Management (OPM) disability retirement. The application for disability
retirement process begins by doing one of the following:

«  Calling the HRSSC at 877-477-3273.

€  Visiting the LiteBlue website at fiteblue.usps.gov.

57 Communication Accommodations for the Deaf and

Hard of Hearing

April 2017

Referto Management Instruction EL-670-2013-6, Providing Communication
Accommodation for Employees and Applicants Who Are Deaf or Hard of
Hearing, for specific instructions.
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6 Role of the Reasonable
Accommodation Committee

61 Policy

62 Members

Each area and district is required to have a Reasonable Accommodation
Committee (RAC), a multifunctional task force that helps management to do
the following:

« Determine the eligibility of employees and applicants for reasonable
accommodation.

€  Assess the availability and feasibility of specific accommodations.
The RAC examines the following:

€  Whether an individual applicant or employee qualifies for
accommodation under the Rehabilitation Act.

® Workihg with the individual and management of the affected office,
potential accommodations, including transfer or reassignment.

A district RAC should include, but is not limited to, the members listed in the
table below.

Members of the District Reasonable Accommodation Committee

Position Recommended Roles and Responsibilities
Manager, Labor Relations {(or designee) € Chairs committee.

. G Ensures compliance with obligations imposed by law, in
consultation with the Law Department (e.g., FMLA, FECA)
and collective bargaining agreements.

Human Resources Generalist {or designee) (4 Brings requests for reasonable accommodation from
' applicants.
(3 Brings questions of medical suitability for applicants.
« Receives requests for reasonable accommodation related
to a job bid or employee request for reassignment,
(3 Identifies vacant funded positions when reassignment is
necessary.
Manager, Safety, and/or Manager, Heaith € Brings information about possible workplace
Resource Management (or designee) accommodations.
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63 Consultation With the Law Department

At times, the RAC will need to consult with its Area Law Office. Consultation
is appropriate at any stage; however, the RAC must consult with the law
office before making a final determination to do the following;

® Deny a request for accommodation,
€  Refuse to hire an individual.

64 Referralto a Reasonable Accommodation
Committee

68

641

Overview
You may refer the foliowing to the RAC:

C€ All Postal Service employees, including career, non-career, and
probationary.

€  Employees whose conditions are job-related or are not job-related.

€ Employees already in a limited duty, light duty, or rehabilitation
assignment.

A supervisor or manager must refer a request for accommodation to the RAC
when an employee has requested an accommodation or modification of his
or her work assignment or job duties based on a medical reason, and one or
more of the following is true:

€  The supervisor is not certain if the impairment rises to the level of a
disability under the Rehabilitation Act.

€  The supervisor does not believe the employee is a qualified person with
a disability.

€  The supervisor has questions concerning the reasonableness of the
accommodation requested and whether it poses an undue hardship.
€  The supervisor believes the accommodation will pose a direct threat.

&  The supervisor needs help finding a way to accommodate the
individual.

«  Theemployee is experiencing attendance problems in connection with
the impairment, and the supervisor is considering discipline.

@  The supervisor believes the request for accommodation should be
denied.

«  The supervisor is considering separating the empioyee for inability to
perform the functions of his or her position.

& The supervisor is considering withdrawal of any existing
accommodation for the employee.

€  Thesupervisor has an employee for which there is no work available
due to existing limitations or restrictions.
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Reasonable Accommodation, An Interactive Process

In addition, referral to the RAC is appropriate in the following situations:

€  When the supervisor observes an individual with an obvious or known
disability having difficulty performing the essential functions of his or
her job due to that disability, particularly where the supervisor is
considering any type of disciplinary or administrative action regarding
the employee in connection with this disability. In these cases, the
referring manager or supervisor must advise the employee of the
referral o the RAC.

©  When an appointing official questions the medical suitability of an
applicant.

Note: You do not need to refer all requests for accommodation to a
RAC. For example, if an employee requests specialized equipment, such
as an ergonomic chair, and local management can provide the

. equipment expeditiously, there is no need for RAC involvement.

Limited Duty, Light Duty, and Rehabilitation
Assignments

Supervisors and managers do not refer initially most limited duty and
temporary light duty requests to the RAC. Instead, the mechanisms provided
by Federal Employees’ Compensation Act process requests for limited duty
and the mechanisms provided by the respective collective bargaining
agreements for light duty. Nonetheless, there are circumstances in which an
employee in a light duty, limited duty, or rehabilitation assignment can raise
issues that warrant referral to the RAC. For example;

«  Whenan employee has an illness or injury that, in addition, may qualify
as a disability under the Rehabilitation Act and the employee seeks
accommodation for that disability, referral to the RAC is appropriate.

€  Whenan employee seeks to leave a light duty, limited duty, or
rehabilitation assignment position and obtain a different job, the RAC
must assess the situation to see if the employee can perform in the
position desired, with or without reasonable accommaodation.

In addition, an employee with a disability may request permanent or long-
term light duty, believing it to be a reasonable accommaodation. In such a
case, the RAC may appropriately explore accommodation with the
employee. The RAC's role is limited, however, to the following:

&  Evaluating the employee's eligibility for accommodation.

&  Theavailability of accommodation under the law.

- The RAC does not make a decision on the availability of light duty because

the installation head is responsible for granting or denying light duty,
pursuant to the terms of the applicable collective bargaining agreements.
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s43 Family and Medical Leave Act Requests

A request for accommodation may first appear as a request for FMLA-
protected leave. For example, if an employee requests long-term leave for a
reason related to (or possibly related to) a disability, then the supervisor or
manager will do the following:

€ Consider this a request for reasonable accommodation and FMLA
leave. :

G Make a referral to the RAC.

€ Advise the employee of the referral,

If the employee elects to pursue his or her rights under the Rehabilitation Act,
the RAC need not rely solely on FMLA certification but may make additional
medical or disability-rélated inquiries to determine whether the employee has
a covered disability, is entitled to reasonable accommodation, or both.

RAC Role in Medical Suitability Determinations when

the preemployment medical assessment findings identify physical limitations
or restrictions, the appointing official will review the medical findings and
contact the manager of the operation or office to determine whether the
medicatl restrictions or limitations would permit safe performance of the job.
The appointing official must refer the applicant to the RAC when:

€  Theappointing official concludes restrictions would not permit safe
performance of the job.

L If no accommeodation can be readily provided to permit safe
performance of the job.

G If the appointing official is simply unsure.

The RAC will perform an in-depth analysis to determine the following:

€  Whether the individual is able to perform the essential functions of the
position,

€ Whether the individual poses a direct threat that reasonable
accommodation cannot reduce to an acceptable level,

«  Orboth,

The RAC consults with the manager of the operation or office to discuss its
findings. Then, the RAC informs the appointing official of its findings and
recommendation.

65 The RAC’s Decision-Making Process

70

651 Meeting With an Employee or Applicant: The

Interactive Process

The RAC must meet with the employee or applicant in person, if possible. If
not, the RAC must contact the individual by telephone to discuss the
accommodation request. In addition, the RAC must invite the affected
manager or supervisor as he or she may find it helpful to attend this meeting.
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72

es2 The RAC’s Findings

Once the RAC has completed the interactive process and made all
necessary consultations, the RAC must determine whether the employee or
applicant has a disability as defined under the Rehabilitation Act. In making
this determination, the RAC must do the following:

«  Identify the impairment at issue and

€ Determine whether the impairment substantially limits the performance
of a major life activity as compared to the performance of that activity
by most people in the general population (see 14).

If a disability exists, determine the following:

1. Whether the individual can perform the essential functions of the
position held or desired, with or without reasonable accommodation. In
making the essential functions determination, the RAC must obtain
information on the essential functions of the position in question from
the appropriate affected office or site and consider the input of the
employee or applicant. At times, a site visit to evaluate the job
functions may be necessary.

2. Whether the affected office or site can provide accommodation,
including reassignment (for an employee, not an applicant), without
undue hardship.

Note: Reassignmentis an accommodation of last resort and the RAC
should consider it only if no accommodation is possible within the
employee’s current position. First, the RAC should consider
reassignments to vacant, funded, equivalent positions, then
reassignments to a lower level position. Reassignment to a higher level
position is not a reasonable accommodation. Where consideration of
reassignment as an accommodation is called for, the RAC must
determine whether the employee is willing to relocate (at his or her own
expense) and to where. This information will guide the geographic scope
of the search for appropriate positions.

With regard to ﬂndings 1 and 2, consultation with the management of the
affected office or operation is essential.

The RAC chair or designee must document the findings for the RAC file.
Documentation includes the following:

€  The date(s) of all RAC member meetings to discuss the request.
€  Theidentity of all RAC members present in each meeting.

&  Thedate and identity of any person consulted that contributed to the
RAC findings and the substance of their contribution.

(3 Whether the RAC determined that the individual is disabled.

« Who was involved in the determination and the rationale for the
determination.

&  Whetherthe RAC determined that the individual can perform the
essential functions of the position, with or without reasonable
accommodation.

(3 Whether the RAC obtained information on the essential functions of the
position.
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&  Whetherthe RAC conducted a site visit (the date and who participated)
to evaluate the job functions.

G Whether the Postal Service can provide an accommaodation without
undue hardship.

If the Postal Service cannot provide an accommodation without undue
hardship, the RAC chair or designee must consult with the Postal Service law
office before it makes a final decision.

66 Final Decision

The RAC must consult the manager of the operation or office affected by the
request for reasonable accommodation and he or she must approve the
request or determination using the RAC as a consultative source or guide. If
the manager decides not to follow the RAC’s recommendation to
accommodate the individual, the manager must do the following:

« Document his or her reason for that decision.

G Provide the documentation to the RAC. The RAC will forward this
documentation to the Law Department for its opinion. Referto 25 for
additional information on denying a requested accommodation.

The RAC chair or designee must document for the RAC file the following:

« The final decision, including the name, title, and date the RAC
consulted the manager of the operation or office.

€  Theidentity of the RAC members involved in the consultation.

G The substance of the recommendation, if any, made by the RAC to the
manager.

&«  The manager’s decision,

67 Confidentiality

April 2017

The RAC must treat the medical records it collects as confidential
information (see Management Instruction EL-860-98-2, Employee Medical
Records). The RAC retains such documentation in the RAC file, intact, inside
the individual's Candidate folder or EMF. Both the Privacy Act and the
Rehabilitation Act prohibit disclosure of such medical information except in
certain limited situations, such as the following:

¢  When there is a need to know in order to provide a reasonable
accommodation.

(€ To manage, evaluate, and report on the Postal Service's EEO and
Diversity Programs.

Referto subchapter 26 for additional information on record keeping.
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Glossary

Accessibility

Americans with
Disabilities Act
(ADA)

Americans with
Disabilities Act of
1990, as amended
(ADAAA)

Bona fide job offer

Code of Federal
Regulations (CFR)

Collective
bargaining
agreements

Communication
Accommodation

Communication
Accommodation
Plan {(CAP)

Competitive
employment
process

74

The ease with which a site, facility, work environment, service, or program can
be approached, entered, operated, participated in, and/or used safely and
with dignity by a person with a disability.

Legislation that prohibits discrimination based on a person’s disabilities. It
covers the private sector and state and local governments, The ADA requires
such entities to accommodate individuals with disabilities in all phases of
government services, public accommodations, transportation, and
employment. '

An amendment signed into iaw on September 25, 2008, and effective on
January 1, 2009. This amendment significantly broadened the definition of
“disability” to ensure that the law would cover more individuals. in addition, it
amended the Rehabiiitation Act of 1873 so that it conforms to the ADAAA
changes,

An offer made to an applicant selected either competitivety or
noncompetitively after having met the overall eligibility and personal suitability
requirements.

A codification of the rules published in the Federal Register by executive
departments and agencies of the federal government. See 39 CFR for postal
regulations.

Also referred to as National Agreements or Contracts, these are the Postal
Service-wide binding terms and conditions agreed upon by the Postal Service
and labor unions.,

Reasonable accommodation designed fo enhance effective communication
for and with employees who are deaf or hard of hearing.

Documents specific reasonable communication accommodations that the
Postal Service will provide for employees and applicants who are deaf or hard
of hearing.

The consideration and selection of individuals from a hiring register
established because of rankings achieved on a competitive entrance
examination.
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Noncompetitive
employment
process

Physical or mental
impairments

Privacy Act of 1974

Qualified individual
with a disability

Reasonable
accommodation

Reasonable
Accommodation
Committee (RAC)

Rehabiiitation Act of
1973

April 2017

Reasonable Accommodation, An Interactive Process

The Postal Service’s structured procedure for hiring and placement of
qualified persons outside the competitive process (see competitive
employment process); e.g., persons with severe disabilities evaluated,
certified, and referred by state DVR or VA for employment consideration,

(1) Any physiclogical discrder or cendition, cosmetic disfigurement, or
anatomical loss affecting one or more of the following body systems;
neurological, musculoskeletal, special sense organs, cardiovascular,
reproductive, digestive, genito-urinary, hemic, and tymphatic, skin,
circulatory, immune and endocrine; or (2) any mental or psychological
disorder, such as an intellectual disability, organic brain syndrome, emotional
or mental illness, and specific learning disabilities.

A federal law that provides privacy protections for personal information
maintained by agencies, including the Postal Service. The protections apply
to information maintained in a “system of records,” which is a file, database,
or program from which personal information is retrieved by name or other
identifier. The Postal Service maintains Reasonable Accommodation records
in the system of records identified as “Privacy Act System of Records
100.700" (Medical Records).

With respect to employment, an individual with a disability who, with or
without reasonable accommodation, can perform the essential functions of
the job in question without endangering the heaith and safety of the individual
or others. A gqualified individual with a disability must perform at a level
comparable to that of other employees.

Modification or adjustments to the job application process, the work
environment, or both, to allow individuals protected by the Rehabilitation Act
to be considered for positions, perform the essential functions of a position,
enjoy benefits and privileges of employment egual to similarly situated
employees without disabilities, or all of these.

Multifunctional group that assists management in considering and offering
reasonable accommodations to qualified individuals with disabilities. The RAC
facilitates interactive discussions with employees and supervisors or
managers and assists with the development and implementation of
reasonable accommodation solutions, including communication
accommodations for employees or applicants who are deaf or hard of
hearing.

Prohibits discrimination against qualified employees and job applicants based
on a disability in the federal government. The Rehabilitation Act essentially
applies the ADA’s employmenit provisions to federal employers, including the
Postal Service.
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Exhibit 2-3 Reasonable Accommodation Decision Guide

Reasonable Accommodation Decision Guide

This form is required to document decision-making upon activation of the reasonabie accommodation
process. It will serve as a guide for conducting an interactive meeting with an employee or applicant who
requests reasonable accommodation. :

This form is NOT required to document the following:
» Arecurring job accommodation need for a specific employee.
* Job modifications made for persons who have medical restrictions but are not disabled within the
meaning of the Rehabilitation Act.
* Requests for communication accommodations by employees who are deaf or hard of hearing. Instead,
use PS Form 8710, Communication Accommodation Request Form. (Refer to Handbook EL-307,
Reasonable Accommodation, An Interactive Process, Chapter 5).

B. Identifying Information

1. Is the request for an employee or applicant?
O Employee O Applicant

2. Name of Employee or Applicant

3. Home Address

4. Home Telephone Number 5. Cellphone Number

6. Employee's Work Location

a. Facility Name b. Facility Telephone Number

c. Facility Address

7. Date reasonable accommodation request was received:

8. Reason for activating the reasonable accommodation process.

For items 9-15, select all that apply.

9. O | Employee requests reasonable accommodation for current job.
Current Job Titie

10. O | Employee requests reasonable accommodation for desired job.
Desired Job Title/Occupational Series/Grade Level

11. O | Employee with known disabillty is observed having difficulty performing essential functions because of
disability,

12. 0 | Employee or applicant requests reasonable accommodation for a component of selection process (e.g.
exam, interview, and training).

13. O | Applicant's medical assessment indicates he or she may be a person with a disablility.

14. 0 | Empioyee or applicant requests reasonable accommodation for equat employment opporiunities
(e.g., removing physical barriers in a break room, testing facility).

15. O | Referred By (Attach completed Referral Form)
a. Name b. Date of Referral

c. Title

Whenever the reasonable accommodation process is activated, you must go through the six-step interactive
process to determine whether to provide an accommodation to the employee or job applicant. Conduct the
interactive meeting within 30 calendar days from the receipt of the request,

Accommodation Request (Describe the accommodation request or need. Be as specific as possible.)




Date(s) interactive meeting scheduled or held with individual

List names of all persons present during the interactive meeting(s).

C. Six-Step Interactive Process

Step 1. Determine whether an individual has a disability and meets the minimum qualification standards.

For reasonable accommodation under the Rehabilitation Act, an individual has a djsability if he or she has a
physical or mental impairment that substantially limits one or more major life activities or a record of such an
impairment. The following questions may help determine whether an individual has a disability.

1. Is documentation required to substantiate that the employee or applicant has a disability?
Note: If impairment is obvious or substantiating documentation is already on fite, medical documentation is not
required.

LI Yes (Enter date employee or applicant was informed to provide documentation | Date:
to stpport his or her limitations. )

[0 No (Explain why documentation is not required.)

2. Does the employee or applicant have a physical or mental impairment? Yes O No O

'f yes, what is the impairment?

Does the impairment substantially limit a major life activity?
Yes O No O ’

If yes, what major life activity(s), including major bodily functions, are affected? (Sefect alf that apply)

O Bending O Reading O Bladder O Lymphatic
O Breathing O Seeing O Bowel O Musculoskeletal
O Caring For Self O Sitting O Brain O Neurological
O Concentrating O Sleeping O Cardiovascular U Normal Cell Growth
0 Eating O Speaking 0 Circulatory O Operation of an Organ
O Hearing O Standing O Digestive O Reproductive
O Learning O Thinking 0O Endocrine O Respiratory
O Lifting O Walking O Genitourinary O Spectal Sense Organs &
O Reaching 0O Wworking O Hemic Skin
00 Interacting With O Performing Manual O Immune O Other: {describe)
Others Tasks
3. Is the medical condition permanent or temporary?
{3 Permanent U Temporary

If temporary, what is the expected duration?

Nate: A temporary jliness such as a cold or flu is not a disabiiity. However, a shori-term ilness or impairment that causes severe limitations
while it exists, has fong lasting effects, or js a Symptom of an underiying disabling condition may qualify as a disability.

If it is determined that the employee or applicant has a disability, complete Steps 2 through 6 of the interactive process. If
employee or applicant does pot have a disability, skip to Step 6.

The interaclive process is intended to ensure that gentine, open communication takes place between the requester, the
requester's supervisor or manager, committee members, and expert resources and that the request receives a full and
thorough assessment, Communication should include the following. clarifying the request, obtaining and exchanging
information regarding accommodation needs, exploring possible accommaodations, and discussing effective altematives.




Step 2. Determine the essential functions of the job.

The essential job functions are those functions that define the job. In other words, the job exists to perform those
tasks. The essential functions of a job are not the marginal or infrequently performed tasks that you could
eliminate without altering the fundamental nature of the job. See 222 of Handbook EL-307 for items you should
consider in defining the essential functions.

1. What function(s) has the employee or applicant’s immediate supervisor described as essential for the job?

2. Was the Essential Functions Review Worksheet used to help you evaluate essential job functions?

Yes 0 Attach the completed Essential Functions Review Worksheet

What specific information did you rely upon to determine the essential job functions?
No O

Step 3. Identify the abilities and limitations of the individual.

1. What are the medical restrictions? Are restrictions temporary or permanent?

2. What job function(s) is the employee or applicant having trouble performing based on the medical
restriction(s)?

Step 4. l'dent-i'fyr potential accommodations.

Impaortant: The primary focus should be on accommodation(s) that will permit an employee with a disability to perform the
essential functions of his/her current job, or an appiicant to perform the job that they applied for and seek o hoid, '
Reassignment to a new position is a last resort accommodation available only to employees, not to applicants, and should be
considered only if it is determined that there are no effective accommodations in his/her current job, or that ail other
reasonable accommodations would impose an undue hardship. .

1. Did the employee or applicant request a specific accommodation?
O Yes What accommodation(s) did the employee or applicant request?

O No Ask the employee or applicant what he or she needs to perform the job and write his or her response here.

O Check here if individual was asked for accommodation suggestions but had none.

2. Will the requested accommodation enable the employee or applicant to perform the essential job functions?
Yes (Move fo Step 5.)

O No If No, describe other potential accommodation(s) that would allow the employee or applicant to perform the
essential job functions. (Note: You may need to consuit with other professionals to help identify potentiai
accommodations. Possible sources of assistance include the folfowing: (1) other operations supervisors or
managers, or (2) Postal Service subject matter experts, such as medical personnel, safety specialists, labor
relations, faw department, Disability Compliance Specialist.)

O Check here if no effective accommodation was identified in the current job or if all effective accommodations
would impose an undue hardship.
Manager/Supervisor: Refer to the RAC for review, consideration for job reassignment, or both (See Handbook
EL-307, Chapter 6. section 64). Complete the RAC referral form and send to RAC.




3. RAC: Where reassignment is appropriate, refer to EL-307, Section 543, and take the following steps:
O Consult with the employee to determine histher preferences and parameters for job search, (Employee
completes Reassignment Questionnaire)
O Consult with HR Personnel to identify and obtain a list of equivalent and lower-level vacant positions for which
the employee is qualified.

If there are no vacant positions available, Go to Step 6, #2,
O Determine if the employee will need any accommodations to perform in the new position.
O Coordinate with the selecting official of the vacant position and, if employee is approved, offer the vacant
position. (If the reassignment is to a lower level position, the employee should consult with Shared Services to
ensure hef/she understands any impact on pay, benefits, efc.)

Step 6. Determine the reasonableness of the accommodations and whether implementation would
impose an undue hardship.

The proposed accommodation is effective in allowing the individual to perform the essential job functions and
does NOT: (check all that apply)

U Reallocate or eliminate an essential job function O Lower standards of performance or production
O Violate a provision of a collective bargaining agreement O Impose an undue hardship on the Postal Service

Step 6. Select and ﬁimplém_ent an-accommodation from identified reasonable alternatives that the Postal

Service can implement without an undue hardship.

Instructions: Complete #1 or #2, as applicable. Do not complete both,

1a. O YES, Accommodation granted 1b. Date fc. Cost

1d. Provide a brief description of the accommodation

1e. Check the type of accommodation:

O Workplace modification 0 Modified work schedule

O Job restructuring 0 Modified exam/test process

O Modified equipment O Leave

O Modified workplace policy O Job Reassignment (attach documentation to verify

the search for vacant funded positions)

1f. Confirmation (attach supporting documentation)

[, (Mgr./Supv.) confirm the approved accommodation was
implemented for (Employee) on {Date}.

2a. 0 NO, Accommodation denied

Manager/Supervisor: You must refer a denied request for accommodation to the Reasonable Accommodation
Committee (RAC) for review, consideration for Job reassignment as a fast resort, or both (See Handbook EL-307
Chapter 6. section 64). Complete the RAC referral form and send to RAC.

RAC: You must consuft with the Area Law Department before making a final determination to deny a request for
accommodation,

2b. Check the reason for denial: (check all that apply)

Medical documentation or other evidence is inadequate to establish that the individual has a disability,
The applicant or employee is not a qualified individual with a disability.

The evidence is inadequate to estabiish that the individual needs accommodation in order to perform
essential job functions.

No vacant funded positions available (attach documentation to verify the search for vacant funded
pasitions).

The requested accommeodation wouid result in an undue hardship.

Other (explain):

o0 O oOoOoog




D. Privacy Act Statement and The Genetic Information Nondiscrimination Act of 2008

Privacy Act Statement: Your information will be used to decide reasonable accommodation. Collection is authorized by 39
U.S.C. 401, 410, 1001, 1005, and 1206. Providing the information is voluntary, but if not provided, we may not process your
reguest, We may disclose your information as follows: in relevant legal proceedings; to law enforcement when the U.S. Postal
Service (USPS) or requesting agency becomes aware of a violation of law; to a congressional office at your request; to entities
or individuals under contract with USPS (service providers); to entities authorized to perform audits; to labor organizations as
required by law; to federal, stale, local or foreign government agencies regarding personnel matters: to an employee’s private
treating physician and to medical personnel retained by the USPS to provide medical services in connection with an
employee's health or physical condition related to employment; to the Equal Employment Opportunity Commission; and to the
Merit Systems Protection Board or Office of Special Counsel. For more information regarding our privacy policies visit
WWW. LISpS.comvprivacypolicy.
The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and other entities covered by GINA
Title || from requesting or requiring genetic information of an individual or family member of the individual, except as
 specifically allowed by this law. “Genetic information,” as defined by GINA, includes an individual's family medical history, the
results of an individual's or family member’s genetic tests, the fact that an individual or an individual's family member sought or
received genetic services, and genetic information of a fetus carrled by an individual or an individual's family member or an
embryo lawfully held by an individual or family member receiving assistive reproductive services.

E. Deciding Official Completing Decision Guide
Name of Deciding Official Completing Decision Guide Date

Title

F. Decision Timeliness
Date Request Received:
Date of Approval/Denial;
Total Number of Days Taken to Process:

Place the Decision Guide in a sealed envelope, bearing the name of the applicant or employee, along with
the request for reasonable accommodation and all related documents. Forward to the local Occupational
"Health Services office for retention in the official Employee Medical File (EMF).






Date(s) interactive meeting scheduled or held with individual

List names of all persons present during the interactive meeting(s):

C. Six-Step Interactive Process

‘ Step 1. =EDett_eri_l.'liné_ whether an individual has a c_lii#ahifityléhd_ meéts thie minimum qualification _#tandards. -

For reasonable accommodation under the Rehabilitaion Act ar ndividual has 2 disability if he or she has a
physical or mental impairment that substantially limits one or more major life activities or a record of such an
impairment. The following questions may help determine whether an individual has a disabiity.

1. Is documentation required to substantiate that the empioyee or applicant has a disability?
Note: if impairment is obvious or substantiating documentation is already on file, medical documentation is not
required.

O Yes (Enter date employee or applicant was informed fo provide documentation | Date;
to support his or her limitations.)

L1 No (Expiain why documentation is not required.)

2. Does the employee or applicant have a physical or mental impairment? Yes O No O

If yes, what is the impairment?

Does the impairment substantially limit a major life activity?

Yes [ No OO
If yes, what major life activity(s), including major bodily functions, are affected? (Select all that apply)
O Bending 0 Reading O Bladder O Lymphatic
O Breathing 1 Seeing 0 Bowe! O Musculoskeletal
O Caring For Self O Sitting O Brain O Neurological
[0 Concentrating 0 Sleeping O Cardiovascular O Normal Cell Growth
0 Eating O Speaking O Circulatory O Operation of an Organ
O Hearing [0 Standing O Digestive O Reproductive
O Learning O Thinking O Endocrine O Respiratory
O Lifting O Walking O Genitourinary O Special Sense Organs &
O Reaching O Working O Hemic Skin
[0 Interacting With 0 Performing Manuali O Immune O Other: (describe)
Others Tasks

3. Is the medical condition permanent or temporary?

d Permanent 0O Temporary

If temporary, what is the expected duration?

Note: A temporary illness such as a cold or fit is not a disabiliy. However, a short-term iliness or impairment that causes severe jimitations

If itis determined that the employee or applicant has a disability, complete Steps 2 through 6 of the interactive process. If
employee or applicant does nof have a disability, skip fo Step 6.

The interactive process is infended fo ensure that genuine, open communication fakes place between the requester, the
requester’s supervisor or manager, committee members, and expert resources and that the request receives a full and
thorough assessment, Communication should include the following: clanifying the request, obtaining and exchanging
information regarding accommodation needs, exploring possible accommodations, and discussing effective alfemnatives.













Exhibit 2-5
Sample Reasonable Accommadation Denial

{Ciale)

(Employee
Name)
{Address)
[City Stale
S Lip

Dear finsert name)

This letter responds to your request for accommodation. The purpose of
reasonable accommodation is to enable qualified individuals with
disabilities to perform the essential functions of a particular job. You
requested [inser! fyoe of accommodation requested].

Your request is denied because {FProvide a brief summary, alternative
accormmodations congidered (if any), and the reason for deniat Forexample:
Although you have a disability. you are not & gualifiod individual with & thsabiiity
within the mganing of the Rehabilitation Act The Act requires that an fnciividual
with a disability be able fo safisfy the requisite skills, gxperiencs. and ofher
job-relatad requiraments of the position in issue. Our discussion with you and
yuur metlical provider, and with representatives from Safety and Operations,
astablish thal your restrictions do niot permit you fo mest thé job requirements of
iiiting, reachiny, bending, carryicsy, and We;:!féfﬂg. Further, né reasonabfe
aocommodation would snable ))fou fo perform those funclions. The
accommodalion you requested would eliminate an essential function of the job.
Degpite our etforfs in inferactive tnestings with representalives from the Hoalth
Urit, Salely Office, and Human Resources. athes alterndtives sxplored were
equally unsuccessiul]

You may appeal this denial within 10 business days by making a written
request for reconsideration to the Human Resources Manager, [insed mailing
address]. You may provide additional information to support your request. You
will be notified of the appeal decision in writing.

You have the right to challenge this denial by filing a complaint of discrimination under 29 CFR part
1614, In order to do so, you must contact the Postal Service Equal Employment Opportunity Office

through the online Postal Service EEQ efile application at https.//efile.usps.com or by writing to:
NEEQISO - EEO Contact Center, PO Box 21979, Tampa FL 33622-1979, within 45 calendar days of the
alleged discriminatory action, or in the case of a personnel action, within 45 calendar days of the
effective date of the notice of denial of reasonable accommodation (See 29 CFR 1614.105). A written
request to initiate the pre-complaint process wiil be considered timely if it is postmarked within 45

calendar days of the alleged discriminatory action, or in the case of a personnel action, within 45
calendar days of the effective date of the notice of denial of reasonable accommodation,



Signature of Decision Maker [Supervisor, Manager,
or RAC Chairperson) (Typed Name ot Dacision
Maken

{Title)

cc: RAC file






"7 UNITED STATES Certification of Postal Service Employment
POSTAL SERVICE = (prease print of type) of Individuals with Severe Disabilities

Position Title
] City Carrier [ Data Conversion Operator [ Distribution Clerk ] Mail Handler
[ Mail Processing Clerk L] Mark Up Clerk {Automated)
Applicant
Name Address (No,, strael, apt., city, state, and ZiP + 4®)

SSN (Enter oniy the Jast 4 digits of the SSN. Do not enter all 9 digits,)

Postal Service™ Personnel Office Name

Address (No., street, apt, oily, state, and ZIP + 4)

VA or Rehabilitation Offica Name Address (No,, street, apt., city, state, and ZIP + 4}

Counselor's Printed Name Telephone No. (include area code)
The above-named applicant for the cited position in has a
(city and state)
severe disability, . I have reviewed both the job requirements and the job
{code)

site and certify that the applicant;
a. has the ability to perform the duties of the position;
b. is qualified to do the work without hazard to self or others;

C. Is physically and socially competent to maintain him or herself in a work environment, either
independently, or with the same level of assistance he or she uses during non-working hours;

d. is unable to successfully compete in the Postal Service competitive process because
of the nature or severity of the disability: and

€. can reasonably bé expected to meet or-exceed the normal standards of job performance of the
position within the 90-day probationary period.

Counselor's Signature Date (MM/DD/YYYY)

PS Form 36686, October 2608 (Page 1 of 2) PSN 7530-02-000-9025 {Suppiement to P3 Form 2587)



Disability Codes

Targeted Disabilities

02 - Developmental disability (e.g., autism
spectrum disorder)

03 - Traumatic brain injury

19 - Deafness or serious difficulty hearing
benefiting from, for example, American Sign
Language, CART, hearing aids, a cochlear implant
and/or other supports

20 - Blindness or serious difficulty seeing even
when wearing glasses

31 - Missing extremities (including arm, leg, hand,
and/or foot)

49 - Significant mobility impairment benefiting from
the utilization of a wheelchair, scooter, walker, leg
brace(s), and/or other supports

60 - Partial or complete paralysis (any cause)
82 - Epilepsy or other seizure disorders
90 - Intellectual disability

91 - Significant psychiatric disorder (e.g., bipolar
disorder, schizophrenia, PTSD, or major
depression)

92 - Dwarfism

93 - Significant disfigurement (e.g., disfigurements
caused by burns, wounds, accidents, or congenital
disorders)

Other Disabilities

13 - Speech impairment

41 - Spinal abnormalities (e.g., spina bifida or
scoliosis)

44 - Nonparalytic orthopedic impairments (e.g.,
chronic pain, stiffness, weakness in bones or joints, or
some loss of ability to use part or parts of the body)

51 - HIV positive / AIDS
52 - Morbid obesity

59 - Nervous system disorder (e.g., migraines,
Parkinson’s disease, or multiple sclerosis)

80 - Heart or cardiovascular disease

81 - Depression, anxiety disorder, or other psychiatric
disorder

83 - Blood diseases (e.g., sickle cell anemia,
leukemia, or hemophilia)

84 - Diabetes
85 - Orthopedic impairments or osteoarthritis

86 - Pulmonary or respiratory disorders (e.g.,
tuberculosis, emphysema, or asthma)

87 - Kidney dysfunction
88 - Cancer (current or past history)
94 - Learning disability (e.g., ADD or ADHD)

95 - Gastrointestinal disorder (e.g., Crohn's Disease,
irritable bowel syndrome, colitis, celiac disease, or
dysphexia)

96 - Autoimmune disorder (e.g., lupus, fibromyalgia,
or rheumatoid arthritis)

97 - Liver disease (e.g., hepatitis or cirrhosis)

98 - History of alcoholism or history of drug addiction
(but not currently using illegal drugs)

99 - Endocrine disorder (e.g., thyroid dysfunction)

PS Form 3666, October 2008 (Page 2 of 2)

(Supplement to PS Form 2591)




REASSIGNMENT QUESTIONNAIRE

1. An initial search will be made for all vacant positions at your current grade leve! and below
within local commuting distance (50 mile radius). First consideration will be given to
positions at your grade level.

If no positions at your grade level are available, you may be offered a position at a lower

~ grade. If you elect to accept a lower grade, you may not receive pay retention. Are you
interested in positions at a lower grade?

Yes No
2. If you answered Yes to Question #1, what is the lowest grade you will consider?
3. Are you interested in positions outside your commuting area? You will not receive
reimbursement for travel relocation expenses.
Yes No
4, Ifyou answered Yes to Question #3, please indicate the geographic areaé for which you
desire consideration. You may indicate as many or as few as you like or you may select
all.
0O Expanded search within current District only

O Expanded search outside current District
Indicate District name:

O Expanded search outside current Area
indicate Area name:

| have indicated my preferences stated above with understanding of the procedures and my
o 0ptions. | also acknowledge receiving a copy of this memorandum.

jmployee Signature:

: bate:

t

l




Exhibit 6-1 RAC Intake Packet

[INSERT DISTRICT NAME] DISTRICT HUMAN RESOURCES

UNITED STATES

F POSTAL SERVICE

[Insert Date] - USPS Tracking #

[insert Employee/Applicant name]
[Insert Employee/Applicant address]
[Insert City, State, Zip}

Dear [Insert Employee/Applicant name],

The purpose of this letter is to request relevant information regarding a request for reasonable accammodation,
Reasonable Accommeodation refers to adjustments to the current work environment that would enable an
individual with a disability to be considered for the position desired; to perform the essential functions of their
position; or to enjoy equal benefits and privileges of employment as are enjoyed by similarly situated individuals
-without disabilities. The Reasonable Accommodation Committee (RAC]) is tasked with evaluating your request to
determine if you are a qualified individual with a disability as defined by the Rehabilitation Act. Although your
participation with the RAC is voluntary, it is necessary to proceed with your request. For additional information
regarding the reasonabie accommodation process, please reference Publication 316, Reasonable
Accommodation in the U.S. Postal Service, A Guide for Employees and Applicants.

In order for the RAC to perform its evaluation, it is necessary for you provide medical documentation. For your
convenience, enclosed is a blank copy of the Medical Information and Restriction Assessment, Part B, to provide
information regarding the existence of a disability and the need for accommodation. While you and your medical
provider are not required to use this form, it is necessary that you provide current medical documentation
explaining the severity of your impairment (how it impacts you at work and outside of work), any restrictions or
limitations related to the impairment and their duration, and, if a specific accommodation is being requested, an
explanation as to why it is needed. Please note that it may be necessary for the RAC to follow-up and request
additional information or clarification of your medical information as the exact information needed may vary based
on circumstances. All information will be maintained in accordance with the Privacy Act.

Also enclosed is Reasonable Accommodation Request, Part A, which you may use to clarify the request for
accommodation.

Please ensure all documents are submitted within 14 calendar days of receipt of this letter to: Reasonable
Accommodation Committee, Attention: Occupational Health Services, [insert mailing address, City, State, and
ZIP Code] or via Confidential Fax [enter Fax#]. If you cannot meet the 14 day timeframe and need additional
time to provide this information, you must contact me directly to discuss the reason for the delay and an
approximate date when the information will be provided. If you have any questions, contact me at [insert
telephone number].

Sincerely,

[Insert Signature]

[Type name]
[Type Title, DRAC Chairperson or OHNA]

Enclosures:

Reasonable Accommodation Request, Part A
Medical information and Restriction Assessment, Part B

REQUEST FCR INFORMATION, VERSION SEFTEMBER 15, 2016






[Type name]
[Type Title, DRAC Chairperson or OHNA]

Enclosures:

Reasonable Accommodation Request,RAC PartForm A

Medical Information and Restriction Assessment,RAC PartFerm B
Publication 316 ==




REASONABLE ACCOMMODATION REQUEST

‘ UNITED STATES
p POSTAL SERVICE

Employee Name: Telephone #: '

Supervisor or Mana

ger Name; : Telephone #:
—_— —_—

Job Title: Waork Location:
\ —

—

2. Describe how

4. Do you think yo
YES/NO (circle)

Identify your Physical or menta disability and expected duration:

the disabitity referenced apoye impacts the activities in your daily life Outside of work {i.e.
Unable to drive)

ility referenced above make YOu unable to perform in your current bosition? YES/NO (circle)

U could perform your current job with some accommodation from the Posta| Service?

5. What specific accommodation(s) are yoyu Tequesting, if known?

6. How will that ac

COmMmodation(s) assist you to perform youyr job?




/r

7. Have you had any accommodations in the past for this same limitation? YES/NO (circle).

If YES, for each accommodation, describe the accommodation, when it was in place, and how it helped you
perform your job.

8. Please provide any additional infermation that might be useful in processing your accommodation request,

Employee Signature; Date:

Return (mail or fax) all completed forms within 14 calendar days of receipt to the Reasonable Accommodation
Committee at the address provided below. The RAC will then set up a time to meet to discuss your request,

Reasonable Accommodation Committee
Attention: Occupational Health Services
[Enter Address]

[Enter City, State ZIP+4]

Confidentiai Fax # [Enter Fax #]

Privacy Act Statement

Your information will be used to decide reasonable accommodation, Collection is authorized by 39 U.S.C. 401, 419, 1001, 1005, and
1206,

Providing the informatlon is voluntary, but If not provided, we may not process your request, We may disclose your information as
follows: in relevant legal proceedings; to law enforcement when the U.S, Postal Service (USPS) or requesting agency becomes aware of
a violation of law; to a congressional office at your request; to entities or individuals under contract with USPS (service providers); to
entitles authorized to perform audits; to labor crganizations as required by law; to federal, state, local or forelgn government agencles
regarding personnel matters; to an employee’s private treating physiclan and to medical personne| retained by the USPS to provide
medical services in connection with an employee’s health or physical conditlon related to employment; to the Equal Employment
Opportunity Commission; and to the Merlt Systems Pretection Board or Office of Speclal Counsel, For more Information regarding our
privacy policies visit www.usps.com/privacypolicy,

Important Notice Regarding GINA

The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and other entlties covered by GINA Title I} from
requesting of requiring genetic information of employees or their family members. In order to comply with this law, the Postai Service
is asking that you do not provide any genetic informatlon when responding to this request for medical Information.

“Genetlc information,” as defined by GINA, includes an individual’s family medical history, the results of an individual’s or family
member’s genetic tests, the fact that an individual or an indlvidual's family member sought or recelved genetic seryices, and genetic
information of a fetus carrled by an individuai or an individual’s famlly member or an embryo lawfully held by an indlvidual or famlly
rmemmber receiving assistive reproductive services,

REASONABLE ACCOMMODATION REQUEST — PART A, VERSION FEBRUARY 2020










| >

UNITED STATES

POSTAL SERVICE

Applicant/Employee Name:

MEDICAL INFORMATION AND RESTRICTION ASSESSMENT
For completion by Medical Provider

The above named applicant/employee is requesting or has been referred for reasonable accommodation.”
The Reasonable Accommodation Committee (RAC) advises management in recommending whether
accommodation of an employee’s medical condition is appropriate under the Rehabilitation Act. The committee
needs information from you to determine the existence of a disability and the need for accommodation. The
employee has 14 days to provide this information. Thank you for your prompt response.

Medical Information

1.

Does the employee have a physical or mental impairment(s)? Yes No

Diagnosis of employee's medical condition (Do not provide information not related to the
employee’s ability to perform his/her job duties. Example: Do not identify an impairment if it
does not have an impact on employee’s ability to perform his/her job duties)

State the employee’'s medical restrictions and limitations related to the medical condition listed above (If
more than one medical condition requires restrictions, please clarify which restrictions relate to
which condition)

Are the above restrictions permanent?
Yes No

If No, what is the anticipated duration of the above restrictions? Until:

‘Assess how each listed medical condition impacts the employee in his/her life at work,

Assess how each listed medical condition impacts the employees in his/her life outside of work.

Is a specific accommodation requested on behalf of the employee? If yes, describe the requested
accommodation and why it is necessary. '

MEDICAL INFORMATION AND RESTRICTION ASSESSMENT — PART B, VERSION FEBRUARY 2020




Medical Restriction Assessment
Please check the frequency and maximum number of hours per day the employee is able to do the following
activities for an 8-hour shift and indicate if the activity should be done intermittently or continuously.

Moving Equipment

Activity Frequency B Activity Frequency 1
hrs/ hrs!
day day
Continuous |[Intermittent Continuous [Intermittent
Lifting/Carrying Bending
Sedentary: 0-10# Kneeling
Light: 10-20# Stooping
Moderate: 20-50# [Twisting
Heavy: 50-70# Pushing/Pulling
Sitting Simple grasping
Standing |Fine manipulation
Walking [Reaching above
the shoulder
Driving/Operating Other

Climbing Stairs

Climbing Ladders

Provide a detailed explanation of any other restrictions and/or any additional information that might be useful to
determine reasonable accommodation;

Medical Provider's Name:

Specialty/Area of Practice;

Address:

Telephone Number;

Signature:

Date:

Return {mail or fax) completed forms to: Reasonable Accommodation Committee, Attention: Qccupational
Health Services, [Enter Address}, [Enter City, State and ZIP Code], Confidential Fax #. [Enter Fax #].

Privacy Act Statement

Your information will be used to declde reasonahie accommodation. Collection is authorized by 33 U.5.C. 401, 410, 1001, 1005, and 1206,

Providing the information is voluntary, but f not provided, we may not process your request. We may dlsclose your infarmation as follows: in relevant
legal proceedings; to law enforcement when the U.S. Postal Service {USPS] or requesting agency becomes aware of a vialation of law; to a congressional
office at your request; to entities or individuals under contract with USPS {service providers); to entities autharized to perform audits; to labor
arganizations as required by law; to federal, state, local or forelgn government agencles regarding personnel matters; to an employee’s private treating
physician and to medical personnel retained by the USPS to provide medical services In connection with an employee’s health or physical condition
related to employment; to the Equal Empleyment Opportunity Commission; and to the Merit Systems Protection Board or Office of Special Counsel,

For more information regarding or privacy policies visit www.usps.com/privacypelicy.

Important Notice Regarding GINA

The Genetic informaticn Nondiscrimination Act of 2008 (GINA) prohibits employers and other entitles covered by GINA Title |l from requesting or
requiring genetic infermation of employees or thelr family members, In order to comply with this law, the Postal Service is asking that you do not
provide any genetic information when responding to this request for medical information.

“Genetic information,” as defined by GINA, inctudes an indlvidual’s family medical history, the results of an Individual’s or family member’s genetic
tests, the fact that an individual or an individual’s family member sought or received genetic services, and genetic Information of a fetus carried by an
individual or an individual’s family member or an embryo lawfuily heid by an individual or famlly member receiving assistive reproductive services.
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