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Permanent, chronic or recurring condition (could
also be temporary} + change of work = request for
RA. (Also could be temporary in nature. Contact
the RA Program Manager for further advisory. )



Employees shall:

(1) Initiate a request for reasonable accommodation either
orally or in writing. Any verbal requests should be followed up
in writing;

(2) Obtain reasonable accommodation forms from supervisor
and/or servicing Reasonable Accommadation Program
Manager;

(3) Submit request to his/her first-level supervisor or the next
level supervisor/manager in his/her immediate chain of
command if the first level supervisor is not available;

(4) Provide medical information as necessary to support
reasonable accommodation request;

(5) Cooperate with supervisors in processing the request for
accommodation; and

(6) Participate in the interactive discussions to explore

appropriate resolution of issues.

Supervisors shall:

(1) Provide the appropriate reasonable accommodation forms
to assist employee in requesting reasonable accommodation;
(2) Follow up on employee’s request for reasonable
accommodation (follow up should occur within 15 days of
distribution of forms and/or as necessary).

(3) Upon receipt of reasonable accommodation request review
and attach current position description and forward to the RA
Program Manager for processing. Work directly with
Reasonable Accommodation Program Manager throughout the
final processing phase of the reasonable accommodation
request.

(4) Engage and document interactive discussions with
employee throughout final disposition of RA process to explore
appropriate resolution of issues and/or possible
accommodation. Maintain pertinent documentation relating to
the RA request.

(5) Serve as the primary participant/decision maker for the RA
Advisory Team to determine whether the employee is a
qualified individual with a disability and entitled to a reasonavle
accommodation,

(6) Provide wnitten documentation of essential functions of the

(8) Provide written documentation to the
employee of the Advisory Team meeting resuits.
Work directly with the RA Program Manager for
assistance with written notification.

{9) Obtain written notification and document if

employee wishes to not participate in RA process
after being provided the RA forms for completion.

Supervisor should also document the date
employee declined reasonable accommodation.
Supervisor should follow up with their servicing
HR Labor/Employee Relations Specialist for
further guidance.

RA Manager shall:

(1) Ensure Navy's goal for processing RA
requests and issuing determinations within 45
days from receipt of complete RA package to
decision are met in accordance with the
Department of the Navy Program Manual for
Reasonable Accommodation.

(2) Submit required reporting.

(3) Provide advisory on the RA process.

(4) Coordinate with other participants.

(5) Monitor the RA process from start to finish.

Resources are used for Reasonable
Accommodation?

Rehabilitation Act
http.//www.eeoc.govilaws/statutes/rehab.cfm
Americans with Disabilities Act {ADA)
http.#/www.ada.gov/pubs/ada.htm

ADA Amendments Act http:/www. ada.gov!
Don Civilian Human Resources Manual,
Subchapter 1606

hitp://Mww.public.navy. mil/donhr/Pages/CHRM.

aspx

Do you have an employee that needs
Reasonable Accommodation?

Contact:
Commander Navy Reserve Force
Director of Equal Employment
Opportunity Office

(757) 322-5666
(757) 322-5619
(757) 322-5618
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