ADA Accommodation Process

The Americans with Disabilities Act, may be offered to employees after they have exhausted their FMLA leave. An ADA accommodation can be an extension of leave, a reduced or modified work schedule or other workplace adjustments. Employees may request additional leave beyond FMLA as a reasonable accommodation under the ADA if they have a qualifying disability and the extension does not impose undue hardship on the employer.
1. Recognize the Accommodation Request:
· Did the employee request a leave extension beyond their FMLA expiring?
· Was the additional leave request made timely so the employer can plan?
· Inform the employee that ADA additional leave accommodation after an FMLA leave is temporary and for a maximum of 12 weeks
· We request and maintain communication in email format so that we can document the ADA process that was offered and has been followed

2. ADA Process:
· The LOA Team will email the ADA forms to the employee and clarify the temporary accommodation they are requesting
· Leave extension
· Reduced work schedule
· Modification of duties and responsibilities
· How long do they anticipate the need for the accommodation, supported by the medical provider’s completion of the Certification
· Communication occurs from/to LOA@archstl.org
· ADA digital folder is created on a secure drive with limited access for saving records and emails to this folder

3. Request for Documentation:
· We email the appropriate documentation to the employee. This includes:
· Employee Request for an ADA accommodation
· The ADA Medical Certification 
· The medical certification must be returned directly to the LOA team by the provider to LOA@archstl.org or by fax to 314-792-7548.
· We request that the medical certification be returned within 15 days.
· When documents are returned, they are saved to the ACA folder for this employee. The medical certification is not shared with the employer/supervisor.

4. Accommodation Discussion with Employer:
· The LOA team will contact the employee’s supervisor/employer within two (2) business days upon receipt of the accommodation request.
· The accommodation request will be shared with the supervisor/employer to determine:
· If the accommodation is reasonable, and if the supervisor/employer will be able to meet the request, if not
· Is there any alternative accommodation that can be considered
· If an ADA leave is discussed via phone call, an email summarizing the conversation will be sent to the employer to confirm the understanding of the ADA call.  A copy saved to the employees’ ADA folder.

5. Determination of Accommodation:
· Prompt communication by email will be sent to the employee within five (5) business days if the accommodation can/cannot be arranged.
· Discussion of next steps with the LOA team and the employer based on determination of the accommodation request.

6. ADA Request for Accommodation Approval:
· If the ADA request is approved to extend leave, the LOA team will track the ADA leave extension on the leave tracker.
· An email will be sent to the employee and employer to:
· Confirm the accommodation
· End date for the ADA leave accommodation 
· Duties and expectations identified
· Update draft leave calendar and send to the employer
· If leave is unpaid, confirm in an email that the employer is aware they must communicate the employee’s unpaid status to payroll. The employee will be responsible for paying their portion of their benefits premiums to their employer.
· Maintain ADA communication regarding the employee’s accommodation request and status in the employee’s ADA file.
· Follow up with the employee and ensure they are aware they will need to provide the LOA team with return-to-work documentation 1 week prior to the employee’s return.

7. ADA Request for Accommodation Denial:
· If the ADA accommodation request or an alternative cannot be determined by the supervisor/employer, the LOA team will advise the supervisor/employer to review the Unpaid Leave of Absence or Personal Leave sections in the employee handbook to assist with next steps for the employee. 
· The LOA team will communicate with the employee to notify them that their accommodation request cannot be approved and request that the employer contact the employee to discuss options for unpaid leave of absence, personal leave or returning to work.
If leave is unpaid, ensure that the employer communicates the employee’s unpaid status to payroll. The employee will be responsible for paying their portion of their benefits premiums to their employer.
· Employee will be required to provide the LOA team with return-to-work documentation prior to the employee’s return.


