
 
 

REASONABLE ACCOMMODATION PROCESS 
FLOW CHART 

 
The Reasonable Accommodation process is an Interactive Communication process. Both management and 
the requesting employee have a responsibility to engage in an on-going interactive dialogue. Resources are 
available, such as Collaborative and Alternative Dispute Resolution (CADR), to ensure productive 
communication sessions. Refer to the Reasonable Accommodation Policy for detailed information on the 
process and associated timeframes. 
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*Reasonable accommodation denials must specifically explain the  
reasons the request was denied (i.e., why the medical documentation 
is inadequate to establish that the individual has a disability or needs  
an accommodation; why the requested accommodation would not be  OR 
effective; or why the accommodation would pose an undue hardship  
(at the Department level) or endangers the health and safety of the 
individual or others). Denials must include information about the  
individual’s right to file an EEO complaint within 45 calendar days  
from receipt of the notification of denial by contacting the  
appropriate Bureau or Department EEO Office. 

1. Employee/applicant requests 
an accommodation or discloses a 
medical issue and links it to a 
challenge at work. Proceed to 
step 2. 

 

2. Is the requesting 
employee/applicant a qualified 
individual with a disability? If 
no, proceed to 2A. If unsure, 
proceed to 2B. If yes, proceed to 
3.  

 

3. Is the disability obvious? If 
yes, proceed to 3A. If no, 
proceed to 3B. 

 

3A. Assess case in consultation 
with SHRO, ELLU, DPM as 
necessary. Proceed to 4. 

 

3B. Management determines 
essential functions of the 
position. Initiate the interactive 
process to clarify the needs and 
understand/determine what 
limitations exist. Use this process 
to discuss potential 
accommodations with the 
employee. If appropriate, 
proceed to 4. 

 

4. Are the limitations clear? If 
yes, proceed to 5. If no, proceed 
to 4A.  
 

 

4A. Request appropriate medical 
documentation. Consult with 
ELLU and DOI Medical Officer 
through SHRO, if needed. If 
appropriate, proceed to 5.  

 
5. Consider accommodation 
request. Including whether an 
appropriate alternative 
accommodation is 
available/possible if requested 
accommodation is not? Proceed 
to 5A or 5B as appropriate.  
 

 

5A. Document the approval 
decision in writing and provide the 
accommodation. Continue to 
evaluate effectiveness of 
accommodation. END 
 

 
5B. Document the denial decision 
in writing*. Proceed to 6. 
 

 

2A. Not qualified for reasonable 
accommodation.  

 
2B. Request appropriate medical 
documentation. Consult with  
ELLU and DOI Medical Officer 
through SHRO, if needed. If 
appropriate, proceed to 3. 

 

6. Did the employee request 
reconsideration of the denial? If 
yes, proceed to 7. If no, proceed 
to 6A. 
 

 

6A. Document the denial decision 
in writing. Proceed to 8. 
 

 

7. Did the management official 
come to a different opinion on 
the denial? If yes, proceed to 7A. 
If no, proceed to 8.  
 

 

7A. Document the approval 
decision in writing and provide the 
accommodation. Continue to 
evaluate effectiveness of 
accommodation. END 
 

 

8. Did the employee appeal the 
reconsideration to the next higher 
management official?  
If yes, proceed to 9.  END 
 

 

9. Did the management official 
come to a different opinion 
during the appeal process? If yes, 
proceed to 9A. If no, proceed to 
9B.  
 

 

9A. Document the approval 
decision in writing to and 
provide the accommodation. 
Continue to evaluate the 
effectiveness of accommodation. 
END 
 

 

9B. Document the denial 
decision in writing. END – no 
further appeal available. 
 

 


