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1.

INTRODUCTION

It is the policy of the City of Pasadena to make reasonable accommodation for the known
physical or mental limitations of qualified job applicants and employees with disabilities, as
required by federal and state laws.
Under the federal "Americans with Disabilities Act of 1990," an individual is considered to
have a "disability" if he/she has physical or mental impairment that substantially limits one
or more of the person's major life functions; or has a record of such impairment; or is
regarded as having such impairment. Among other conditions, this definition includes
people who test positive for mv or AIDS, have a record of cancer, or who are enroUed in
or have successfuUy completed a drug abuse rehabilitation program.
Prior to 2001 the California Fair Employment and Housing Act (FEHA) contained a
definition of disability that mirrored the ADA definition. In 2001 California extended the
state definition of disability to include individuals with physical and mental impairments
which merely limit the ability to do one job. In California such individuals have the right
to reasonable accommodation under State law, not Federal law.
Both federal and state law define reasonable accommodation as a modification (1) to the
application and hiring process, the work environment, or the job to enable equal
employment opportunity, or (2) to the work environment to enable a disabled employee to
enjoy equal benefits and privileges of employment.

n.

RESPONSffilllTIES
A.

Individuals with disabilities who wish reasonable accommodation should submit a
written request to the immediate supervisor, and to the Human Resources
Department, stilting either a desire for a specific accommodation or for an
opportunity to discuss a need for a reasonable accommodation.

B.

Managers and Directors will consult with, evaluate and notify the employee and the
Director of Human Resources about requests for reasonable accommodation.
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When Managers and Directors observe that an employee's poor job performance
may be connected to the employee's known physical or mental impairment, an
opportunity to discuss reasonable accommodation will be offered to the employee,
as required by State law.
C.

III.

Director of Human Resources will:
1..

Assist supervisors, managers, directors, and employees with personnel
questions that arise in the reasonable accommodation process, and advise on
the need for medical documentation;

2.

Ensure that job announcements and the place of employment application
include notice of the City'S willingness to make reasonable accommodation
for individuals with disabilities;

3.

Review and make recommendations on all requests for reasonable
accommodation in conjunction with the department;

4.

Consult with the City Attorney or designee prior to a fmal decision being
made on accommodation; and

5.

Maintain a record of accommodations made and denied.

GUIDEUNES FOR MAKING REASONABLE ACCOMMODAnON
A.

General
The concept of reasonable accommodation is relevant to all aspects of employment,
including interviewing, training, promotion, reassignment, and employee services.
The need for accommodation is determined on a case-by-case basis, taking into
consideration: the functional limitations that the disability places on job performance
and the enjoyment of the benefits of employment; the essential functions of the job;
the work environment; and the safety of the employee and of others.
The City shall make reasonable accommodation for a qualified disabled person
unless the accommodation would be ineffective, constitute an imminent threat to the
safety of the employee or to others, or impose undue hardship on the City in terms
of costs or efficiency.
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Reasonable Accommodation Assessment
All practical alternatives for accommodation should be explored to determine that
the reasonable accommodation recommended is the most effective. The value and
nature of a particular accommodation may be clarified by considering questions such
as the following:

C.

1.

Is the accommodation necessary for performance of duties?

2.

What effect will the accommodation have on the City's operations and on
the employee's performance?

3.

Will the accommodation give the person the opportunity to function,
participate, or compete on a more equal basis with co-workers?

4.

Would the accommodation benefit others - such as non-disabled persC?ns,
or other disabled individuals?

5.

Is there an equally effective alternative?

Examples of Reasonable Accommodation
Accommodation should be made where a need to overcome a particular limitation
has been identified, and when it is determined that the accommodation is both
necessary and reasonable. Examples of reasonable accommodation may include,
but are not limited to, the following:
1.

Modifying Worksites
a.

rearrange files or shelves for accessibility to wheelchair users;

b.

raise or lower equipment heights;

c.

move or modify equipment controls;

d.

install holding devices on desks, machines, or benches;

e.
install telecommunication devices or telephone amplifiers for persons
who are deaf or hearing impaired;
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f.
provide a speaker telephone or install an extension ann or goose
neck to hold a phone receiver; and
g.
provide heating or air conditioning units for persons whose
disabilities make them sensitive to temperature.
2.

Making Work-Related Facilities and Programs Accessible
To make additional areas of a facility accessible (e.g. restrooms and
conference rooms), modifications such as wider doors, ramps, and warning
stripes on stair edges may be necessary. Staff responsible for meetings,
workshops, training, and recreation programs, etc. should be prepared to
provide reasonable accommodations for employees with disabilities to attend
meetings and programs.

3.

Adjusting Work Schedules
Workers requiring medical treatment may need flexible schedules, more
frequent rest periods, etc.

4.

Restmcturing Jobs
Job restructuring may involve trading off job tasks or functions between a
disabled employee and co-worker(s). Job restructuring does not require
altering the essential functions of the job. Disabled employees must be able
to perform the essential functions of the position, not necessarily every
function of the position. If a disabled employee can no longer perform the
essential job function, then reassigning the employee to another position
should be considered.

5.

Reassignment
Reassignment may be to a vacant position for which the employee is
qualified, with or without reasonable accommodation. If there are no
positions available within a reasonable time period at the same grade and
salary level, then a position with a lower grade or salary should be
considered. There is no requirement that the City create a new position.
A short tenn reassignment may be considered for a disabled employee while
information is being collected and evaluated to determine whether or not an
accommodation will permit the employee to remain on the job.
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Other ways to make reasonable accommodation include: Provide
Equipment, Providing Auxiliary Aids (readers and interpreters), and
Modifying Policies (flexible leave, reserved parking, etc.).

Medical Documentation
1.

Medical documentation may be necessary so that the City can:
a.
Determine if the employee or applicant is disabled as defined by the
Americans with Disabilities Act;

2.

E.

b.

Determine whether an accommodation is needed, and if so;

c.

Assess what kind of accommodation is reasonable and effective.

Medical documentation related to reasonable accommodation should be
treated with the same degree of confidentiality as the conditional job offer
medical exam.

Workers' Compensation
The reasonable accommodation process shall apply where applicable to employees
disabled from work related to illness or injury.
The definition of disability in the Workers' Compensation program differs from the
definitions in the ADA and in the FEHA. In some instances, an ill or injured
employee determined to be "disabled" under the Workers' Compensation program
will not qualify for the protections offered by the ADA and FEHA, including
reasonable accommodation. Still, these employees are eligible for the benefits and
protections offered under the Workers' Compensation program.
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