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Employee's Guide to Support the Process for

 Workplace Accommodation 

ABC Company’s workplace accommodation initiative is the first in a multi-phased approach that will utilize state-of-the-art processes with embedded resources to provide customized disability workplace accommodation and work life support to all employees, including those with apparent and non-apparent disabilities, those actively employed at ABC Company, and those who desire to return from a medical leave.  It will help empower employees to be fully engaged team members – able to contribute to ABC Company
 at the highest level of their individual capabilities.   

The following guide provides information on the how an employee may request a workplace accommodation.
Getting Started

Step
1
       Action
	Request a  Workplace Accommodation 
	Non-Union Hourly and Salaried Employees:

· Contact Workplace Accommodation Team by:

·  Emailing the Workplace Accommodation mailbox at workacc@ABCompany.com;

Or

·  Call 1-555-555-5555; select the disability option.
· In both cases, you will leave your name and preferred contact information       (email or telephone number) for follow-up by a member of the Workplace Accommodation Team within one business day

· The telephone and email message boxes are confidential and are only accessed by the Workplace Accommodation Team

Employees represented by collective bargaining agreements:

· Visit the local Employee Health Services Center: Employee Health Program 


Initiating the Process

Step
2                   Action

	Provide Requested Information 


	· You may be asked to provide written authorization to contact your physician directly for additional information, if required. 

· Your manager may be requested to provide information, such as a functional job description and details regarding the essential functions of the position, or to address feasibility issues. 


Working with Your Team to Support Your Request

Step
 3                  Action
	Engage in an "Interactive Dialog" with the  Workplace  Accommodation Team
	· The Workplace Accommodation Team will review all information submitted and will work with you and other stakeholders, as appropriate, to review your request.  


· The Workplace Accommodation Team will engage in an interactive dialog with you to evaluate and facilitate your request or suggest other effective alternatives. 
Note: Employee Health Services will play an active role in the interactive dialogue process for all employees represented by  a collective bargaining agreement
· Your manager may be consulted, as needed.


· The Workplace Accommodation Team will advise you of the decision regarding your requested workplace accommodation.  


· If your request has been approved, an implementation plan will be set in place to support your request.  


· If your request is not approved, an explanation for the basis of the denial and information on next steps will be offered.   


About Your Resources

Workplace Accommodation Team

The Workplace Accommodation Team will work with you and your healthcare provider as needed to ensure you receive:

· Support to evaluate and, where feasible, to facilitate your request

· Facilitation of your  transition to work with a workplace accommodation

Employee Health Services
Employee Health Service will work with employees represented by a collective bargaining agreement and your healthcare provider as needed to ensure you receive:

· Support to evaluate and where feasible facilitate the employee’s request

· Effective case transition to the Workplace Accommodations Team at the Interactive Process step.

Contact Information 
· Call 1-555.555.5555; select the select the disability option.
[image: image1.png]


[image: image2.png]


[image: image3.png]



PAGE  
1

[image: image4.png][image: image5.png][image: image6.png][image: image7.png]