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Introduction
The Americans with Disabilities Act (ADA) requires employers to reasonably accommodate individuals 
with disabilities. It is intended to prevent discrimination toward qualified individuals with impairments. 
The law is designed to help organizations and their employees engage in a thoughtful dialog about how to 
efficiently achieve workplace goals. In fact, the Equal Employment Opportunity Commission (EEOC) 
encourages employees and employers to work together when developing a reasonable workplace 
accommodation. 

This toolkit outlines steps to take when dealing with your own ADA requests from employees. Note, the 
scope of this toolkit does not cover the ADA in regards to applicants. There may be distinct rules which 
apply to applicants, depending on your situation. For more information, please visit 
eeoc.gov//facts/jobapplicant.html or speak with legal counsel.

While the interactive ADA process affords some flexibility, there are still rigid requirements from the 
EEOC, so be sure to reach out to BBP Admin with any questions you may have. And make sure to check 
the end of this toolkit for a variety of printable resources. 

https://www.eeoc.gov/facts/jobapplicant.html
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ADA Overview
In general, the ADA requires employers to accommodate individuals with disabilities. In some cases, the 
accommodation is obvious and the implementation is straightforward. In others, the situation is more 
nuanced and may require a dialog with the affected employee. Later sections of this toolkit focus on the 
latter circumstances, while this section provides a general outline regarding “reasonable 
accommodations,” according to the EEOC.

Does the ADA Apply to You?

The ADA applies to all employers, including state and local governments, that have 15 or more 
employees. It also applies to employment agencies and labor organizations. 

Who Qualifies for Protection Under the ADA?

To be protected by the ADA, one must have a disability, defined by the EEOC as: 

 A physical or mental impairment that substantially limits one or more major life activities;

 A person who has a history or record of such an impairment; or

 A person who is perceived by others as having such an impairment.

Due to the broad nature of this definition, employers are encouraged to engage in an interactive 
accommodation process with employees.

Who Is a "Qualified Individual with a Disability?"

A qualified individual with a disability is a person who: 

 Meets legitimate skill, experience, education or other requirements of an employment position
that he or she holds or seeks; and

 Who can perform the "essential functions" of the position with or without reasonable
accommodation

Requiring the ability to perform "essential" functions ensures that an individual will not be considered 
unqualified simply because of inability to perform marginal or incidental job functions. If an individual is 
qualified to perform essential job functions but has limitations caused by a disability, the employer should 
consider whether a reasonable accommodation could mitigate or eliminate those limitations. If a written 
job description has been prepared in advance of advertising or interviewing applicants for a job, this may 
be considered as evidence of the essential functions of the job.

What Is a Reasonable Accommodation?
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The EEOC defines reasonable accommodation as a “change in the work environment or in the way things 
are customarily done that enables an individual with a disability to enjoy equal employment 
opportunities.”

There are three primary categories of reasonable accommodation:

1. Modifications or adjustments to a job application process that enable a qualified applicant with a
disability to be considered for the position such qualified applicant desires;

2. Modifications or adjustments to the work environment, or to the manner or circumstances under
which the position held or desired is customarily performed, that enable a qualified individual
with a disability to perform the essential functions of that position; and

3. Modifications or adjustments that enable a covered entity's employee with a disability to enjoy
equal benefits and privileges of employment as are enjoyed by its other similarly situated
employees without disabilities.

According to the EEOC, an accommodation is "reasonable” if it “seems reasonable on its face (i.e., 
ordinarily or in the run of cases)” or if it appears to be “feasible” or “plausible." The EEOC also offers 
suggestions for what reasonable accommodations can look like:

 Making existing facilities accessible

 Job restructuring

 Part-time or modified work schedules

 Acquiring or modifying equipment

 Changing tests, training materials or policies

 Providing qualified readers or interpreters

While this list is non-exhaustive, it can help inform your own reasonable accommodation efforts.

Determining “Undue Hardship”

Under the ADA, an employer is not required to provide an accommodation that would create an “undue 
hardship” on its business. Undue hardship is generally defined as an action requiring significant difficulty 
or expense. However, this is not a hard-and-fast rule. The EEOC evaluates individual cases when assessing 
whether an accommodation would impose undue hardship. This evaluation involves looking at factors 
such as the nature and net costs of the accommodation, the overall financial resources of the employer, 
and the impact of the accommodation on the operation of the employer, including the impact on the 
employer’s ability to conduct business.
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In other words, generalized conclusions are rarely sufficient to support a claim of undue hardship. Rather, 
undue hardship should be based on an individualized assessment of current circumstances. Keep this in 
mind when brainstorming accommodation options.

Penalties for Noncompliance

When it comes to the law, noncompliance almost always means serious consequences. Under the ADA, 
noncompliance can mean thousands of dollars in fines. The maximum civil penalty for a first violation is 
$75,000, while penalties for subsequent violations can be up to $150,000. 

Beyond fines, failing to comply with the ADA can leave employers exposed to lawsuits. The costs 
associated with these suits can far exceed the maximum civil penalties that may be imposed under the 
ADA. What’s more, some organizations may not be aware of their noncompliance until it’s too late. Take 
Los Angeles, for example, which ignored its broken sidewalks for decades and must now spend over $1.3 
billion to fix sidewalks as a result of an ADA suit. Even Beyoncé isn’t immune to ADA compliance—her 
company faces a suit regarding its website’s accessibility.

These examples show why proactive ADA compliance is necessary in today’s litigious environment. Make 
sure you know what’s required of your organization and ensure your employees are accommodated if 
need be. The following section details the steps needed to remain compliant.  

https://www.latimes.com/local/lanow/la-me-ln-lawsuit-broken-sidewalks-20150331-story.html
https://www.latimes.com/local/lanow/la-me-ln-lawsuit-broken-sidewalks-20150331-story.html
https://fortune.com/2019/09/21/beyonce-lawsuit-website-ada-compliant/
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The Importance of Recordkeeping

A good rule of thumb for any organization is to document everything. This is especially important when it 
comes to the ADA. If a discrimination claim comes your way, you’ll be thankful to have this record.

Absolutely everything you do from the moment a request comes in should be documented. Start 
recordkeeping as soon as HR receives an accommodation request. Keep documenting as long as the 
employee remains at your organization. This includes every step of the process, such as when you 
received the request, how it was received, what it entailed, when you met with the employee to discuss 
options and when you started implementing the accommodation. There is no data point too small to 
include in your records—anything could be important later on.

Maintaining constant contact with the employee is also important because it helps reaffirm to them how 
seriously you’re treating the situation. Following up to document how they’re doing with their 
accommodation also helps maintain a paper trail and a healthy rapport. Without such interactions, the 
employee may feel forgotten or as if the accommodation was made to “shut them up” instead of to 
improve their work experience. 

Consider scheduling regular meetings with the affected employee to discuss how the accommodation is 
working. Keep a record of these conversations and provide a copy to the individual for maximum 
transparency. Fostering this trust will help encourage the employee to speak up regarding their situation 
if the need arises. 
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ADA Accommodation Process 
When an employer receives a request for an adjustment or change due to a medical condition, this does 
not necessarily mean that the employer is required to provide the change. Instead, a request for 
reasonable accommodation triggers an employer’s responsibility to engage in an informal, interactive 
process with the individual. During this process, the employer may ask the individual relevant questions 
that will enable it to make an informed decision about the request. 

First, it’s important to note that you don’t need to be familiar with different disabilities or the best 
methods for accommodating them, nor do you need to guess which of your employees might benefit 
from a reasonable accommodation. Employers need only accommodate “known” disabilities of a 
qualified individual, who can often suggest an appropriate accommodation.

The information in this section will aid you when navigating the reasonable accommodation interactive 
process when you and the employee are unsure of which option to implement.

Employers are strongly encouraged to reach out to legal counsel when dealing with ADA-related issues, as 
the law is complex and missteps may be costly. 

Recognizing an Accommodation Request

An individual who requires an accommodation must first inform the employer about their needs. 
According to the EEOC, this can be done using “plain English”—meaning the individual does not need to 
invoke the ADA or use the terms “reasonable accommodation.” You should be aware of this stipulation, 
since an accommodation request may not be obvious if you’re only looking for that language. 

Receiving a Request

There are many ways to receive an accommodation request. It can be verbal or in writing; it can come 
from an employee, their family, their doctor or any other associate; it doesn’t even need to be described 
with the words “reasonable accommodation.” All these variables can make it tricky to determine whether 
a valid ADA request was made. Essentially, you’re looking for situations where someone is seeking a 
change or adjustment to the work environment related to a medical condition in order to help them or 
someone else accomplish their job responsibilities.

Once an employer determines that an ADA request for reasonable accommodation has been made, they 
should document it in some way. This could involve a supervisor writing a memorandum of the 
conversation in which the request was made, or they may require the individual to complete an 
accommodation form. Regardless of how your organization proceeds in this situation, never ignore the 
initial request, even if it was made in casual conversation.



10

ADA Accommodation | Provided by: BBP Admin

Gathering Information

After receiving an accommodation request, an employer should determine whether the individual is 
covered under the ADA and whether the individual is otherwise “qualified” for the job that they hold or 
seek. 

The ADA defines a disability as significantly limiting a major life activity. Specifically, this includes:

 A physical or mental impairment;

 A history of a physical or mental impairment; and

 Being considered to have such an impairment.

To determine whether a condition falls under the ADA’s definition of a disability, you should start by 
speaking with the employee, especially if the condition isn’t something obvious like blindness, deafness or 
diabetes. Due to the ADA’s broad definition of who qualifies for ADA protection, it is unwise to dispute 
whether an individual has a disability. Instead, focus on whether the accommodation request is 
reasonable and whether the impairment hinders the individual’s ability to meet the job’s requirements.

Employers may determine whether there is medical documentation or other reliable, objective 
information to conclude that an employee has a physical or mental impairment that substantially limits a 
major life activity. The employer should also review the job description and determine the essential 
functions of the job.

Being qualified for a job means that the individual has the necessary prerequisites, such as sufficient 
education, experience, skill sets and ability to perform the essential functions of the job with or without 
accommodation. Employers should use the ADA’s definitions, any written job descriptions and 
information from the employee's health care provider to help make this determination. 

Requesting Documentation

Employers may reach out to individuals for documentation related to their disability when it is not 
obvious. In other words, employers are entitled to know that the employee has a covered disability.

However, there are some situations when you cannot ask for documentation. Specifically, you cannot ask 
for documentation when both the disability and need for accommodation are obvious, nor can you ask 
for it when the individual has provided sufficient information to corroborate their disability and 
reasonable accommodation needs.

If it is necessary to speak with the requesting individual’s health care provider, you should first obtain a 
written medical release or permission from the individual. Their health care provider may not disclose 
information or answer questions related to the disability without expressed permission from the 
individual.
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Exploring Accommodation Options

After you’ve identified an individual’s disability, you can start brainstorming accommodation options. 
There is no hard-and-fast rule for this. In fact, the EEOC encourages a creative dialog with the employee 
to determine an accommodation that will work best for everyone. When the accommodation isn’t 
obvious, these conversations become important.

Ask the affected employee for accommodation suggestions. If they don’t have any, consider contacting 
their medical provider for options.

If you still cannot come up with ideas for accommodation, consider reaching out to an organization that 
deals with these types of limitations regularly. There are a number of disability-related groups that can 
consult on the effectiveness of certain accommodations. Be sure not to reveal any identifying information 
about the individual if you speak to outside organizations, as that can leave you open to potential ADA 
violations.

Determining “Reasonableness”

Employers and employees should interactively seek an “effective” accommodation (one that will allow 
the employee to perform the essential functions of the job, now or in the near future), that is 
“reasonable” under the circumstances. Often, even before any undue hardship analysis, an employer may 
determine that certain requested accommodations are not “reasonable” and thus not required. As stated 
earlier in this toolkit, a modification or adjustment is "reasonable" if it seems reasonable on its face (i.e., 
ordinary in most cases). This means it is "reasonable" if it appears to be "feasible" or "plausible." Seeking 
legal advice during this process is wise, but it is particularly important if an employer is considering 
rejecting a possible accommodation as “unreasonable” and not required.

Employers should consult with the affected employee’s supervisor when considering accommodations, as 
they will have firsthand knowledge of the job duties and worksite. The supervisor can help assess the 
reasonableness and feasibility of the accommodation. Since restructuring the position into one that’s 
unrecognizable is “unreasonable,” the supervisor’s input could be critical. 

Choosing an Accommodation

Once you have a list of accommodation options, you must choose which to implement. Consider the 
affected employee’s preference when doing so. Which option would they prefer? Remember that an 
employee is entitled to a reasonable and effective accommodation—not necessarily the accommodation 
of their choice.

If the individual has no preference, consider conducting a trial period where an option is used, then left 
open for evaluation. This will allow you to try an accommodation and see how it works, then move onto 
another option if the first one is ineffective. If you go this route, consider putting the terms of the trial 
period in writing. This will keep you and the individual on the same page regarding implementation 
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expectations. A written record will also help avoid surprising the individual if you stop one 
accommodation option and start trying another. 

Picking the Right Accommodation

It’s good practice for employers to ask a requesting employee for their accommodation preferences. That 
does not mean, however, that you need to implement their suggestion. As long as the accommodation is 
effective and other ADA criteria are met, you can choose whatever accommodation you wish.

Deciding on an accommodation isn’t necessarily easy, but the ADA provides that employers should 
respond “expeditiously” once they’ve received a request. This means you should promptly implement an 
accommodation or at least promptly begin the interactive process with an individual who requests 
accommodation. Note that unnecessary delays can result in ADA violations.

Ultimately, it will be the individual’s decision whether to accept the reasonable accommodation you 
offer. You cannot require a qualified individual to accept an accommodation they do not want, even if it’s 
effective and satisfies the other ADA criteria. 

Implementing the Accommodation

Implementing an accommodation, after it’s been selected, is one of the most critical steps in the 
interactive ADA process. This is the make-or-break point. Employers should carefully review all aspects of 
the implementation to ensure it goes off without a hitch. This might include prepping other department 
managers, installing new equipment, training employees on the new equipment, coordinating outside 
services and adjusting schedules. Not considering these aspects might undermine the entire 
accommodation effort and may force you to move on to another option prematurely. 

Monitoring the Accommodation

The last step is to monitor the accommodation. Keep an eye on the accommodation to ensure it’s still 
working days, weeks or even years after it was implemented. Some accommodations will lose their 
effectiveness and will require you to come up with another solution down the road. Scenarios involving 
lost funding, downsizing or workplace restructuring could all trigger undue hardship, which would force 
you to reevaluate your accommodation.

You should periodically check in with stakeholders and make sure the accommodation is still working well 
for everyone involved. Again, you have the right to change accommodations, so long as your 
accommodation remains effective. This is important to remember as your workplace and circumstances 
change over time. Keep an open line of communication with the affected individual so you can easily 
monitor the situation. Make sure they know who to contact with any questions regarding their 
accommodation.
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Miscellaneous ADA FAQs
The ADA gives civil rights protections to disabled individuals that are similar to those provided to 
individuals on the basis of race, color, sex, national origin, age and religion. It guarantees equal 
opportunity for disabled individuals in public accommodations, employment, transportation, state and 
local government services and telecommunications. The following are questions frequently asked by 
employers regarding the ADA.

Q. What employers are covered by the ADA, and when is the coverage effective?

A. The employment provisions of Title I of the ADA apply to private employers, state and local 
governments, employment agencies and labor unions. Employers with 15 or more employees are 
covered. 

Q. What practices and activities are covered by the employment 
nondiscrimination requirements?

A. The ADA prohibits discrimination in all employment practices, including job application 
procedures, hiring, firing, advancement, compensation, training and other terms, conditions and 
privileges of employment. It applies to recruitment, advertising, tenure, layoff, leave, fringe 
benefits and all other employment-related activities.

Q. Who is protected from employment discrimination?

A. Employment discrimination is prohibited against "qualified individuals with disabilities." A person 
discriminated against because he or she has a known association or relationship with a disabled 
individual is also protected. The ADA defines an "individual with a disability" as a person who has 
a physical or mental impairment that substantially limits one or more major life activities, has a 
record of such an impairment or is regarded as having such an impairment.

The first part of the definition makes clear that the ADA applies to persons who have 
substantial—as distinct from minor—impairments, and that these must be impairments that limit 
major life activities such as seeing, hearing, speaking, walking, breathing, performing manual 
tasks, learning, caring for oneself and working. An individual with epilepsy, paralysis, a substantial 
hearing or visual impairment, mental retardation or a learning disability would be covered, but an 
individual with a minor, nonchronic condition of short duration—such as a sprain, infection or 
broken limb—generally would not be covered.

The second part of the definition would include, for example, a person who has a history of 
cancer but is in remission, or a person with a history of mental illness.

The third part of the definition protects individuals who are regarded and treated as though they 
have a substantially limiting disability, even though they may not have such an impairment. For 
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example, this provision would protect a severely disfigured qualified individual from being denied 
employment because an employer feared the "negative reactions" of others.

Q. What kinds of actions are required to reasonably accommodate applicants 
and employees?

A. Examples of reasonable accommodation include making existing facilities used by employees 
readily accessible to and usable by a disabled individual, restructuring a job, modifying work 
schedules, acquiring or modifying equipment, providing qualified readers or interpreters, or 
appropriately modifying examinations, training or other programs. Reasonable accommodation 
may also include reassigning a current employee to a vacant position for which he or she is 
qualified if the person becomes disabled and is unable to do the original job. However, there is no 
obligation to find a position for an applicant who is not qualified for the position sought. 
Employers are not required to lower quality or quantity standards in order to make an 
accommodation, nor are they obligated to provide personal use items such as glasses or hearing 
aids. 

The decision about the appropriate accommodation must be based on the particular facts of each 
case. In selecting the particular type of reasonable accommodation to provide, the principal test 
is that of effectiveness (i.e., whether the accommodation will enable the disabled person to do 
the job in question).

Q. Must an employer modify existing facilities to make them accessible?

A. An employer may be required to modify facilities to enable an individual to perform essential job 
functions and to have equal opportunity to participate in other employment-related activities. 
For example, if an employee lounge is located in a place inaccessible to a person using a 
wheelchair, the lounge might be modified or relocated, or comparable facilities might be 
provided in a location that would enable the individual to take a break with coworkers.

Q. May an employer inquire about whether a prospective employee is disabled?

A. An employer may not make a pre-employment inquiry on an application form or in an interview 
about whether, or to what extent, an individual is disabled. The employer may ask a job applicant 
whether he or she can perform particular job functions. If the applicant has a disability known to 
the employer, the employer may ask how he or she can perform job functions that the employer 
considers difficult or impossible to perform because of the disability, and whether an 
accommodation would be needed. A job offer may be conditioned on the results of a medical 
examination, provided that the examination is required for all entering employees in the same 
job category regardless of disability, and that information obtained is handled according to 
confidentiality requirements specified in the ADA. After an employee begins employment, all 
medical examinations and inquiries must be job-related and necessary for the conduct of the 
employer's business. These provisions are intended to prevent employers from basing hiring and 
employment decisions on unfounded assumptions about the effects of a disability.
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Q. Does the ADA take safety issues into account?

A. Yes. The ADA expressly permits employers to establish qualification standards that will exclude 
individuals who pose a direct threat—in other words, a significant risk of substantial harm—to 
the health or safety of the individual or of others, if that risk cannot be lowered to an acceptable 
level by reasonable accommodation. However, an employer may not simply assume that a threat 
exists; the employer must establish through objective, medically supportable methods that there 
is a genuine risk that substantial harm could occur in the workplace. By requiring employers to 
make individualized judgments based on reliable medical or other objective evidence rather than 
on generalizations, ignorance, fear, patronizing attitudes or stereotypes, the ADA recognizes the 
need to balance the interests of people with disabilities against the legitimate interests of 
employers in maintaining a safe workplace.

Q. Can an employer fire or refuse to hire a qualified individual with a disability 
who is illegally using drugs?

A. Yes. Individuals who currently engage in the illegal use of drugs are specifically excluded from the 
definition of a "qualified individual with a disability" protected by the ADA when an action is taken 
on the basis of their drug use.

Q. How are the ADA provisions enforced?

A. The employment provisions of Title I of the ADA are enforced under the same procedures 
applicable to race, sex, national origin and religious discrimination under Title VII of the Civil 
Rights Act of 1964. Complaints may be filed with the Equal Employment Opportunity Commission 
or designated state human rights agencies. Remedies may include hiring, reinstatement, back 
pay, court orders to stop discrimination and reasonable accommodation. Compensatory damages 
may be awarded for actual monetary losses and for future monetary losses, mental anguish and 
inconvenience. Punitive damages may be available as well if an employer acts with malice or 
reckless indifference. Attorney's fees may also be awarded.

For more information, see ada.gov or www1.eeoc.gov/eeoc/publications/adaqa1.cfm.  

Source: U.S. Equal Employment Opportunity Commission

http://www.ada.gov/
https://www1.eeoc.gov/eeoc/publications/adaqa1.cfm
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10 Common ADA Mistakes
When navigating the ADA, you should be careful to avoid these common mistakes:
Ending accommodation dialogue with an employee if no reasonable accommodation can be found to help 
the employee perform an essential job function—In this situation, you should consider other 
accommodations such as a part-time work schedule, reassignment or unpaid leave of absence.

Taking a manager’s word that a job function is, in fact, essential—This may be contested if the issue goes 
to court, so employers should investigate themselves to determine whether a function in question is 
actually essential.

Using the “undue hardship” provision too liberally—For instance, reasons such as other employees’ 
reactions will generally not be accepted by a court as an undue hardship for providing a reasonable 
accommodation.

Discussing details of an employee’s disability with the employee’s manager—The manager should 
generally only know the nature of the accommodation being provided. An exception is if the disability 
affects how the manager will interact with the employee, such as a hearing impairment.

Failing to consider other laws applicable to an employee’s disability—For instance, a disability under the 
ADA often also qualifies as a serious health condition under the Family Medical Leave Act (FMLA), so 
FMLA laws and provisions might come into play.

Rejecting an employee’s request because it seems unreasonable or impractical—Employers should still 
engage in a dialogue with the employee to see if a solution can be reached. Even if you still determine 
that the request is not feasible, it is important to follow the full process to reach that decision (and 
document it completely).

Eliminating essential functions as an accommodation, even for a limited period—Though sometimes this 
is a feasible solution, it can also make it harder to argue later that the function is essential for this or any 
other employee. In addition, other employees may argue that the function should not be essential for 
them or claim discrimination. If you do choose to eliminate an essential function as an accommodation, 
emphasize that suspending or relaxing the essential function is temporary and document the specific 
reasons for this action in order to avoid discrimination claims from other employees.

Failing to properly document a denied accommodation request—Documenting the process followed and 
the reason for denial will help your defense in the event of litigation.

Taking performance into account when deciding if an accommodation is reasonable—All workers should 
be treated the same in this process, whether high performers or underachievers.

Not considering any accommodation just because the employee doesn’t offer any specific ideas—If an 
employee tells HR that he or she needs an accommodation, it is the employer’s responsibility to 
investigate potential accommodations.

Now more than ever, it is important for employers to show care in handling disability-related issues in the 
workplace and to provide reasonable accommodations when possible. It’s important that you’re familiar 
with the nuances of the ADA to keep your company in compliance and avoid costly lawsuits and penalties.
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Appendix
This appendix contains a selection of resources designed to help your organization avoid ADA penalties 
and make meaningful accommodations for your employees. It features key forms, internal policies and 
more. 

Speak with BBP Admin if you have any questions about these resources. Note that some sections may 
require customization. 

Printing Help

There are many printable resources in this appendix. Please follow the instructions below if you need 
help printing individual pages.

1. Choose the “Print” option from the “File” menu.

2. Under the “Settings” option, click on the arrow next to “Print All Pages” to access the drop-
down menu. Select “Custom Print” and enter the page number range you would like to print,
or enter the page number range you would like to print in the “Pages” box.

3. Click “Print.” For more information, please visit the Microsoft Word printing support page.

https://support.office.com/en-us/article/Print-a-document-in-Word-591022c4-53e3-4242-95b5-58ca393ba0ee


18

ADA Accommodation | Provided by: BBP Admin

Sample ADA Policy

The Americans with Disabilities Act (ADA) is a federal law that prohibits employers with 15 or more 
employees from discriminating against applicants and employees with disabilities. It also requires 
employers to provide reasonable accommodations to applicants and employees who are qualified for a 
job with or without reasonable accommodations, so that they may perform the essential job functions of 
the position.

Your Employer complies with all applicable laws concerning the employment of individuals with 
disabilities and acts in accordance with regulations and guidance issued by the Equal Employment 
Opportunity Commission (EEOC). The company does not discriminate against individuals with disabilities 
in regard to application procedures, hiring, advancement, discharge, compensation, training or other 
terms, conditions and privileges of employment.

When a job applicant with a disability requests accommodation that can be reasonably provided without 
creating an undue hardship or causing a workplace safety risk, he or she will be given the same 
consideration for employment as any other applicant. 

Your Employer will reasonably accommodate qualified individuals (applicants and employees) with 
disabilities so that they can perform the essential functions of a job, unless the requested 
accommodations result in the following:

 A direct threat to the safety or well-being of individuals in the workplace that cannot be
eliminated by reasonable accommodation; or

 An undue hardship to Your Employer.

Individuals who are currently using illegal drugs are excluded from coverage under the company ADA 
policy.

The Human Resources department is responsible for implementing this policy, including the resolution of 
reasonable accommodation, safety, direct threat and undue hardship issues. Contact them with any 
questions or requests for accommodation. 
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ADA Reasonable Accommodation Checklist

This checklist outlines the steps toward reasonable accommodation and provides examples for the 
information or action steps you need during each stage. Note, this checklist is an at-a-glance tool and may 
not include specific details needed for every circumstance. Consult with BBP Admin for assistance.



20

Sample Request for Disability Accommodation Form

Your Employer provides reasonable accommodation to individuals with disabilities upon request, as 
required by the Americans with Disabilities Act (ADA).

Please complete this form to request any type of accommodation for a physical or mental disability. 
Attach applicable medical documentation. 

Your Employer considers the following requests:

 For accommodations required to ensure equal opportunity in the hiring process
 For accommodations that enable employees with disabilities to perform the essential functions of

their job
 For accommodations that enable employees with disabilities equal benefits and privileges of

employment

All information relating to requests for disability accommodation will be maintained by Human Resources, 
and are considered confidential medical records. As such, they will only be accessible to supervisors or 
managers, first-aid personnel and government officials (regarding compliance with ADA, FMLA or other 
applicable laws) on a need-to-know basis.

NOTE: Your Employer may require additional medical certification or information.

Employee Name Date of Request

_________________________________________________ ____ /____ /________

Employment Status:     Applicant     Employee

Current Position and Department, or Position(s) Applied for:

___________________________________________________________________________________

Name of Direct Supervisor (for current employees only)

___________________________________________________________________________________

Describe your disability (attach any available medical documentation):

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________



21

ADA Accommodation | Provided by: BBP Admin

Describe the aspect of your disability that requires accommodation:

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

Explain the accommodation you are requesting (e.g., actions, changes or equipment):

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

Detail any resources you have, can access or are aware of that would provide the requested 
accommodation:

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

If medical documentation is not attached, please complete the following:

Name, Phone Number or Address of Primary Medical Practitioner or Physician:

_________________________________________________________________________________
Name, Phone Number or Address of Medical Specialist (if applicable):

_________________________________________________________________________________

My signature constitutes permission for Your Employer to contact the medical practitioner(s) listed 
above to release information applicable to my request for accommodation. I agree to complete any 
additional authorization forms required by the medical practitioner(s) for release of information. I 
certify that the information provided in this document is true to the best of my knowledge.

Employee Signature Date

_____________________________________________ ____ / ____ / ________

Please attach additional pages if necessary. Please contact Human Resources with questions, and return 
this form to Human Resources upon completion.
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Sample Accommodation Medical Certification

To whom it may concern,

An employee with Your Employer, [Insert employee name], is requesting a reasonable employment 
accommodation. Please help us satisfy their needs by answering the questions below. Your answers will 
help us determine an effective accommodation.

1) Please review the attached job description for the employee. Does the employee need reasonable
accommodation to complete their core job responsibilities?

 Yes
 No

2) Is the employee mentally or physically impaired?

 Yes
 No

If yes please explain the impairment:

3) Specifically, what are the limitations affecting the employee’s job responsibilities, and how do they
impact performance?

4) What changes to the position or workplace would allow the employee to meet their core duties?
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Please explain how your suggestions would benefit the employee’s performance.

5) Estimate how long the employee will require accommodation. If uncertain, when is their next
medical evaluation?

Please provide any additional comments or suggestions

_________________________________________________ ____________________

Physician Name (Print) Date

_________________________________________________

Physician Signature
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Sample Accommodation Denial

2020

Your Employer
Employer Address
Employer City, Employer State Employer Zip

Dear [Insert employee name],

This letter is regarding your request for reasonable accommodation under the Americans with Disabilities 
Act (ADA). 

The essential responsibilities of the [insert position title] position require that you [insert relevant 
functions]. After reviewing your request, we have determined that we cannot make the requested 
accommodation because [insert reason].

Given these circumstances, we will attempt to accommodate you in other ways, namely by transferring 
you to a vacant position in [insert department], for which you qualify. Please contact [insert contact 
name] at [insert contact details] if you wish to discuss other suitable accommodations.

Please reach out with any questions.

Sincerely,

[Insert name]

[Insert job title]


