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This pamphlet is a brief overview of the NASA procedures for the provision of reasonable accommodation to qualified individuals with disabilities.  Complete guidance, requirements, and definitions are contained in NASA Procedural Requirements, NPR 3713.1.  This document is located in the NASA Online Directives Information System (NODIS) Library at http://nodis3.gsfc.nasa.gov
I. Background

The Rehabilitation Act of 1973, as amended, requires federal agencies to provide reasonable accommodations to qualified employees or applicants with disabilities, unless doing so would create an undue hardship.  In general, an accommodation is a change or modification in the work environment, equipment or instruments used, or the way things are customarily done, that would enable a person with a disability to enjoy the same opportunities and benefits of employment as employees without disabilities. 

II. Categories of Reasonable Accommodation

All accommodations are made on a case-by-case basis.  There are three major categories.  Briefly, these are a modification or adjustment:

A. To a job application process

B. To the work environment, or the manner or circumstances under which a position is customarily carried out, that is necessary for the performance of the essential duties of the job

C. That allows equal benefits and privileges of employment enjoyed by similarly situated employees without disabilities

III. Types of Reasonable Accommodation

Reasonable accommodations can include, but are not limited to:

A. Making existing facilities accessible - parking, routes to buildings, entrances, work stations, and bathrooms

B. Job restructuring - reallocating non-essential job functions, altering when or how a function is performed

C. Part-time or modified work schedules - arrival or departure times, breaks, use of leave for medical treatment or repairs on adaptive equipment
D. Acquiring or modifying equipment - adapting existing tools, providing auxiliary aids or enabling technology

E. Modifying tests, training materials, or policies - providing usable training materials and effective communication access, alternatives to standard testing, training, or policies

F. Providing qualified professional interpreters or readers - to effectively facilitate communication

G. Reassignment to a vacant position - the "last resort" when an employee, because of disability, can no longer perform the current position's essential functions, with or without reasonable accommodation, and is qualified for the new position

IV. Other Factors 

Goddard does not have to eliminate an essential function, lower production standards, or provide items of personal use unless they are required to meet job-related duties or responsibilities.

Reasonable accommodations must be effective so that employees with disabilities can fully participate in the application process, perform the essential duties of a position, as well as enjoy the benefits and privileges of employment equal to those enjoyed by employees without disabilities.

"Benefits and privileges" include, but are not limited to:  training services; credit union; employee assistance; cafeterias; GEWA activities; health unit and fitness center; transportation services; social functions of an employee's office, or any other Goddard organization; and official communications media, such as NASA television, presentations, e-mail, Web pages, exhibits, and bulletin boards.

V. Procedure for Requesting Reasonable Accommodations

An individual with a disability, his or her supervisor, the Goddard Disability Program Manager (DPM), or another representative, may initiate a request.  There is no standard format for the request; it can be made orally or in writing.  Requests can be submitted to the employee's supervisor, or other management official, the Equal Opportunity Program Office (EOPO), or in the case of an applicant, the Office of Human Resources (OHR).

Before a request is processed, the individual must first meet the definition of a qualified person with a disability. If the disability is not readily discernable, is recently acquired, or imposes new or additional functional limitations, the supervisor may request supporting medical documentation as discussed in Section VI.  Once a request is made, the supervisor will complete NASA Form 1699 and provide it to the DPM, the designated point of contact for reasonable accommodation requests, who maintains a record of them.

In most cases, the employee's first line supervisor should be able to evaluate the situation, approve the request, and provide the requested accommodation.   

The supervisor can then send to the DPM, a completed NASA Form 1699A.

In more complex cases, the employee, supervisor, and, at the invitation of either party, the DPM, or any other pertinent individual, will enter into a dialogue to develop and discuss the range of options that might be used as an accommodation.

These options will be evaluated to determine which will be the most efficient and effective in removing any identified barriers.  This examination should include such factors as personal preferences of the employee, the effect on the employee's performance and on other employees, any concerns of management, and the cost of the accommodation, as well as the time needed to accomplish the modification of policies or practices, acquire the enabling technology, modify the facility, or other changes that are specified.

Temporary solutions can also be developed until the permanent solution can be accomplished.

The supervisor and employee will agree on the accommodation, complete NASA Form 1699A and send it to the DPM.

The option chosen may or may not be the first choice of the employee or the supervisor.  It must, however, prove to be effective in removing the barrier.  Where one or more solutions may be equally effective and require the same level of effort, cost, or modification, primary consideration should be given to the preferences of the employee.

A plan will then be developed to achieve the accommodation in a timely manner.  The DPM is responsible to assure that plan of action is successfully carried out in the specified manner and time.

VI. Medical Documentation and Confidentiality

If additional medical information is necessary, the supervisor may request only that which pertains to the functional limitations that the disability imposes on the individual's ability to perform the essential functions of the position. 

All documents and records related to requests for reasonable accommodation will be kept in a separate file and only shared with others on a need-to-know basis.  They will be maintained in accordance with the Privacy Act of 1974 and NASA implementing regulations.

VII. Time Frames

Goddard will process requests and provide the reasonable accommodation as soon as possible.  Unless there are extenuating circumstances, this will be accomplished no later than 20 business days after the request is made. 

Extenuating circumstances might include the need for supporting medical information; difficulty in locating, or acquiring new tools or technology; or modifications to facilities.  If this occurs, all efforts will be made to provide an effective temporary solution, expedite the process and provide the requested accommodation as soon as possible.

VIII. Denials of Reasonable Accommodation

If a request is denied on its merits, the supervisor or other decision maker must notify the employee or applicant making the request in a format accessible to the individual.  It must explain clearly why the request was denied.  The denial must be documented on NASA Form 1699A and sent to the DPM.

The individual can then attempt to find a solution with his or her management, the DPM, or the EOPO Chief.

If the individual believes he or she has been discriminated against because of disability, he or she can file an EEO Complaint.  Information about filing a complaint can be found in the EOPO publication "What You Need to Know to File an EEO Complaint."  This brochure is available in print from the EOPO, or on the EOPO Web Site.
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