STATE DEPARTMENT OF REHABILITATION SERVICES

ADMINISTRATIVE OPERATIONS

612:1-11-16.  Providing reasonable accommodations

(a)  Requests for reasonable accommodation. Any DRS employee who qualifies as an individual with a disability has a right to request reasonable accommodation. 1  No employee will be discriminated against with regard to employment for exercising his or her rights under the Americans with Disabilities Act.  To be considered qualified an employee must be able to perform the essential functions of his/her position with or without a reasonable accommodation.  

(b)  Accommodation request procedure.  Employee requests for reasonable accommodation shall be handled on an individual, case-by-case basis.  The Department shall engage in an interactive process with the qualified employee in an effort to identify reasonable accommodations that will allow the qualified individual with a disability to perform the essential job functions.  It is the responsibility of the employee requesting the reasonable accommodation to actively participate in the process.  This may include but is not limited to providing requested documentation or information indicating the disability requiring a reasonable accommodation, reason the accommodation is needed and/or the nature of the accommodation sought.  2
(c)  Approval of accommodation requests.  The employee’s supervisor may approve or deny a reasonable accommodation request as submitted, request additional information if needed for reaching a decision or identifying an effective accommodation, or refer the request to the next supervisory level.  Documentation of the request, decision and accommodation solution shall be maintained in the supervisor’s file.

(d)  Appeal of accommodation solution. Disputes concerning reasonable accommodation are subject to the final review and decision of the Director of the Department of Rehabilitation Services. The Director may intervene in requests at any time in order to bring about a prompt and impartial decision to the request.  If dissatisfied with the decision of the Director, the employee may pursue a complaint with the appropriate state or federal agency responsible for enforcing laws affecting provision of reasonable accommodations for employees with disabilities.

INSTRUCTIONS TO STAFF

1.
The DRS ADA Coordinator is:

Charles Watt, ADA Coordinator

Department of Rehabilitation Services

OKC Career Planning Center

5813 South Robinson

Oklahoma City, OK 73109

1-800-845-8476

(405) 635-2774

2.
Staff is encouraged to utilize the David K. Fram checklist on the Practical Steps In Determining“Reasonable Accommodation” Under The ADA.  This serves as a guidance tool when engaging in the interactive process to identify reasonable employee accommodations.
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