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MD-715 - Part J

Special Program Plan
for the Recruitment, Hiring, Advancement, and
Retention of Persons with Disabilities

To capture agencies’ affirmative action plan for persons with disabilities (PWD) and
persons with targeted disabilities (PWTD), EEOC regulations (29 C.F.R. § 1614.203(¢e))
and MD-715 require agencies to describe how their affirmative action plan will improve

the recruitment, hiring, advancement, and retention of applicants and employees with
disabilities.

Section I: Efforts to Reach Regulatory Goals

EEOC regulations (29 C.F.R. § 1614.203(d)(7)) require agencies to establish specific
numerical goals for increasing the participation of persons with reportable and targeted
disabilities in the federal government.

1. Using the goal of 12% as the benchmark, does your agency have a trigger
involving PWD by grade level cluster in the permanent workforce? If "yes",
describe the trigger(s) in the text box.

a. Cluster GS-1 to GS-10 (PWD) Answer: No
b. Cluster GS-11 to SES (PWD) Answer:No

* For GS employees, please use two clusters: GS-1 to GS-10 and GS-11 to SES,
as set forth in 29 C.F.R. § 1614.203(d)(7). For all other pay plans, please use the
approximate grade clusters that are above or below GS-11 Step 1 in the
Washington, DC metropolitan region.

2. Using the goal of 2% as the benchmark, does your agency have a trigger
involving PWTD by grade level cluster in the permanent workforce? If "yes",
describe the trigger(s) in the text box.

a. Cluster GS-1 to GS-10 (PWTD) Answer: No
b. Cluster GS-11 to SES (PWTD) Answer: No

3. Describe how the agency has communicated the numerical goals to the hiring
managers and/or recruiters.

These goals have been communicated through USDA’s Disability Employment

Manager by NIFA’s Disability Employment Manager via emails to all employees of
NIFA.
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Section II: Model Disability Program

Pursuant to 29 C.F.R. §1614.203(d)(1), agencies must ensure sufficient staff, training
and resources to recruit and hire persons with disabilities and persons with targeted
disabilities, administer the reasonable accommodation program and special emphasis
program, and oversee any other disability hiring and advancement program the agency
has in place.

A. PLAN TO PROVIDE SUFFICIENT & COMPETENT STAFFING FOR THE DISABILITY
PROGRAM

Has the agency designated sufficient qualified personnel to implement its disability program during the reporting period? If “no”,
describe the agency's plan to improve the staffing for the upcoming year.

Answer: Yes

Identify all staff responsible for implementing the agency’s disability employment program by the office, staff employment status, and
responsible official.

# of FTE Staff by
Employment Status Responsible Official
Disability Program Task
Full Part | Collateral (Name, Title, Office, Email)

Time | Time Duty

Processing applications from PWD

and PWTD

4 0 0 Human Resources Staff
Answering questions from the Laura Artis, Equal Opportunity
public about hiring authorities that . 0 0 Specialist, NIFA,

take disability into account lartis@nifa.usda.gov

Bobbie A. Moore, EEO Director,

Processing reasonable Tonya Morrison, Reasonable
accommodation requests from Accommodation Manager, ARS,
applicants and employees Tonya.morris@ars.usda.gov

Section 508 Compliance Derrick Goodman, Information
Technology Specialist, NIFA

dgoodman@nifa.usda.gov
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Architectural Barriers Act
Compliance

Sarah Reed, Assistant Section 508
Officer, USDA

Sarah.Reed@ocio.usda.gov

Special Emphasis Program for
PWD and PWTD

Laura Artis, Equal Opportunity
Specialist, NIFA,

lartis@nifa.usda.gov

Bobbie A. Moore, EEQ Director,
NIFA,
Bobbie.moore@nifa.usda.gov

Has the agency provided disability program staff with sufficient training to carry out their responsibilities during the reporting period?
If “yes”, describe the training that disability program staff have received. If "no”, describe the training planned for the upcoming year.

Answer: Yes

-

PLAN TO ENSURE SUFFICIENT FUNDING FOR THE DISABILITY PROGRAM

Has the agency provided sufficient funding and other resources to successfully implement the disability program during the reporting
period? If “no”, describe the agency's plan to ensure all aspects of the disability program have sufficient funding and other
resources.

Answer: Yes

Section lll: Plan to Recruit and Hire Individuals with Disabilities
Pursuant to 29 C.F.R. § 1614.203(d)(1)(i) and (ii), agencies must establish a plan to
increase the recruitment and hiring of individuals with disabilities. The questions below
are designed to identify outcomes of the agency’s recruitment program plan for PWD
and PWTD.

A. PLAN TO IDENTIFY JOB APPLICANTS WITH DISABILITIES
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1. Describe the programs and resources the agency uses to identify job
applicants with disabilities, including individuals with targeted disabilities.

NiFA utilizes the following resources to identify job applicants with disabilities,
including persons with targeted disabilities.

Schedule A Hiring Authority Designation in all USDA application processes.
USAJOBS, OPM Federal Job Application Website.

The Talent Acquisition Portal, known as "Tapability" is automatically uploaded from
USAJOBS.

Pathways Student Intern Program.

WRP Program.

2. Pursuantto 29 C.F.R. § 1614.203(a)(3), describe the agency’s use of hiring
authorities that take disability into account (e.g., Schedule A) to recruit PWD
and PWTD for positions in the permanent workforce.

Human Resources advertises each vacant position under the Schedule A Hiring
Authority, which takes disability into account. A schedule A Letter is required to
accompany each application which serves as certification that the applicant is an
individual with a disabilitly. Disabled Verterans are encouraged to apply for federal
positions, with the submission of an SF 15 Form for declaration of veteran
preferences, used by Federal Agencies and OPM for veterans claiming various
veteran point preference,

3. When individuals apply for a position under a hiring authority that takes
disability into account (e.g., Schedule A), explain how the agency (1)
determines if the individual is eligible for appointment under such authority and
(2) forwards the individual's application to the relevant hiring officials with an
explanation of how and when the individual may be appointed.

This function is centralized in the Human Resources Office at Agricultural Research
Service (ARS). Human Resources makes the determination of eligibility based on the
employment application , the Schedule A Letter, and/or the Form SF 15 submitted at
the time of application. The application packet is forwarded to the hiring manager, for
selection of applicants. :

4. Has the agency provided training to all hiring managers on the use of hiring
authorities that take disability into account (e.g., Schedule A)? If “yes”, describe
the type(s) of training and frequency. If “no”, describe the agency’s plan to
provide this training.

Answer: No

NIFA will cohduct a training session with Leadership regarding Schedule A Hiring
Authority.

B. PLAN TO ESTABLISH CONTACTS WITH DISABILITY EMPLOYMENT
ORGANIZATIONS
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Describe the agency’s efforts to establish and maintain contacts with organizations that assist
PWD, including PWTD, in securing and maintaining employment.

NIFA works with various disability organizations such as the USDA Veterans and
Persons with Disabilities Portal (USDA Vet/PwD Portal). USDA also maintains an
agreement with The Talent Acquisition Portal (TAP). Under this agreement, USDA job
opportunities posted to the USAJOBS website are uploaded to the TAP Web portal
where Schedule A eligible applicants with disabilities can view the opportunities
posted and apply. .

C. PROGRESSION TOWARDS GOALS (RECRUITMENT AND HIRING)

1. Using the goals of 12% for PWD and 2% for PWTD as the benchmarks, do
triggers exist for PWD and/or PWTD among the new hires in the permanent
workforce? If “yes”, please describe the triggers below.

a. New Hires for Permanent Workforce (PWD) Answer:No

b. New Hires for Permanent Workforce (PWTD) Answer:Yes

b. New Hires for PWTD in the permanent workforce is at zero, and does not meet the
2% benchmark.

2. Using the qualified applicant pool as the benchmark, do triggers exist for PWD
and/or PWTD among the new hires for any of the mission-critical occupations
(MCO)? If “yes”, please describe the triggers below.

a. New Hires for MCO (PWD) Answer: No
b. New Hires for MCO (PWTD) Answer: No

No analysis could be made, as qualified applicant pool data was not provided through
the Department’'s data system.

3. Using the relevant applicant pool as the benchmark, do triggers exist for PWD
and/or PWTD among the qualified internal applicants for any of the mission-
critical occupations (MCQO)? If “yes”, please describe the triggers below.

a. Qualified Applicants for MCO (PWD) Answer: No
b. Qualified Applicants for MCO (PWTD) Answer: No

No analysis could be made, as qualified applicant pool data was not provided through
the Department’s data system.

4. Using the qualified applicant pool as the benchmark, do triggers exist for PWD
and/or PWTD among employees promoted to any of the mission-critical
occupations (MCQO)? If “yes”, please describe the triggers below.

a. Promotions for MCO (PWD) Answer: No
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b. Promotions for MCO (PWTD) Answer:No

No analysis could be made, as qualified applicant pool data was not provided through
the Department’s data system.

Section IV: Plan to Ensure Advancement Opportunities for
Employees with Disabilities

Pursuant to 29 C.F.R §1614.203(d)(1)(iii), agencies are required to provide sufficient
advancement opportunities for employees with disabilities. Such activities might include
specialized training and mentoring programs, career development opportunities, awards
programs, promotions, and similar programs that address advancement. In this section,
agencies should identify, and provide data on programs designed to ensure advancement
opportunities for employees with disabilities.

A. ADVANCEMENT PROGRAM PLAN

Describe the agency's plan to ensure PWD, including PWTD, have sufficient opportunities for
advancement.

The Agency provides opportunities for advancement for all employees, including PWD
and PWTD. NIFA Institute Directors and Managers regularly work with employees on
an individual basis in developing employee plans for career advancement. Examples
of programs the agency utilizes to assist employees in career development and
advancement include: The Agency’s Competency-Centric Learning and Development
Framework, Detail Opportunities, Courses available through USDA the AglLearn
system, GovLoop Academy, Coursera Courses, along with various online courses and
webinars designed to assist employees in their career advancement. Tuition discounts
are also available for employees taking courses at Champlain College, to assist
employees in career advancement.

B. CAREER DEVELOPMENT OPPORTUNITIES
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1. Please describe the career development opportunities that the agency provides
to its employees.

NIFA provides career development opportunities to all employees including PWD and
PWTD. Training and Career Development programs offered to NIFA employees
include a Mentoring Program, an Executive Coaching Program, Detail Programs
offered to agency staff, SES, Office Directors, and Division Directors, Lead 21
Leadership Development Program, and the AglLeam training system. Student interns
are offered career development through the Pathways Program.

2. Do triggers exist for PWD among the applicants and/or selectees for any of the
career development programs? (The appropriate benchmarks are the relevant
applicant pool for applicants and the applicant pool for selectees.) If "yes",
describe the trigger(s) in the text box.

a. Applicants (PWD) Answer: No
b. Selections (PWD) Answer: No

There is nothing to report at this time.

3. Do triggers exist for PWTD among the applicants and/or selectees for any of
the career development programs identified? (The appropriate benchmarks are
the relevant applicant pool for applicants and the applicant pool for selectees.)
If "yes", describe the trigger(s) in the text box.

a. Applicants (PWTD) Answer: No
b. Selections (PWTD) Answer: No

There is nothing to report at this time.

C. AWARDS
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1. Using the inclusion rate as the benchmark, does your agency have a trigger
involving PWD and/or PWTD for any level of the time-off awards, bonuses, or
other incentives? If "yes", please describe the trigger(s) in the text box.

a. Awards, Bonuses, & Incentives (PWD) Answer: No

b. Awards, Bonuses, & Incentives (PWTD) Answer: No

2. Using the inclusion rate as the benchmark, does your agency have a trigger
involving PWD and/or PWTD for quality step increases or performance-based
pay increases? If "yes", please describe the trigger(s) in the text box.

a. Pay Increases (PWD) Answer:No

b. Pay Increases (PWTD) Answer: No

3. If the agency has other types of employee recognition programs, are PWD
and/or PWTD recognized disproportionately less than employees without
disabilities? {The appropriate benchmark is the inclusion rate.) If "yes",
describe the employee recognition program and relevant data in the text box.

a. Other Types of Recognition (PWD) Answer: No
b. Other Types of Recognition (PWTD) Answer: No

D. PROMOTIONS
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1. Does your agency have a trigger involving PWD among the qualified internal
applicants and/or selectees for promotions to the senior grade levels? (The
appropriate benchmarks are the relevant applicant pool for qualified internal
applicants and the qualified applicant pool for selectees.) For non-GS pay
plans, please use the approximate senior grade levels. If "yes", describe the
trigger(s) in the text box.

a. SES
i. Qualified Internal Applicants (PWD) Answer: No
ii. Internal Selections (PWD) Answer: No

b. Grade GS-15

i. Qualified Internal Applicants (PWD) Answer: No
ii. Internal Selections (PWD) Answer: No

c. Grade GS-14

i. Qualified Internal Applicants (PWD) Answer: No
i. Internal Selections (PWD) Answer:No

d. Grade GS-13

i. Qualified Internal Applicants (PWD) Answer: No

ii. Internal Selections (PWD) Answer: No

No analysis could be made, as qualified applicant pool data was not provided
through the Department’s data system.
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2. Does your agency have a trigger involving PWTD among the qualified internal
applicants and/or selectees for promotions to the senior grade levels? (The
appropriate benchmarks are the relevant applicant pool for qualified internal
applicants and the qualified applicant pool for selectees.) For non-GS pay
plans, please use the approximate senior grade levels. If "yes" describe the
trigger(s) in the text box.

a. SES
i. Qualified Internal Applicants (PWTD) | Answer: No
ii. Internal Selections (PWTD) Answer: No

b. Grade GS-15

i. Qualified Internal Applicants (PWTD) Answer:No
ii. Internal Selections (PWTD) Answer: No

c. Grade GS-14

i. Qualified Internal Applicants (PWTD) Answer: No
ii. Internal Selections (PWTD) Answer: No

d. Grade GS-13

i. Qualified Internal Applicants (PWTD) Answer: No

i. Internal Selections (PWTD) Answer. No

No analysis'could be made, as qualified applicant pool data was not provided through
the Department's data system.

3. Using the qualified applicant pool as the benchmark, does your agency have a
trigger involving PWD among the new hires to the senior grade levels? For
non-GS pay plans, please use the approximate senior grade levels. If "yes",
describe the trigger(s) in the text box.

a. New Hires to SES (PWD) Answer: No
b. New Hires to GS-15 (PWD) Answer: No
c. New Hires to GS-14 (PWD) Answer: No
d. New Hires to GS-13 (PWD) Answer: No

No analysis could be made, as qualified applicant pool data was not provided through
the Department’s data system.
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4. Using the qualified applicant pool as the benchmark, does your agency have a
trigger involving PWTD among the new hires to the senior grade levels? For
non-GS pay plans, please use the approximate senior grade levels. If "yes",
describe the trigger(s) in the text box.

a. New Hires to SES (PWTD) Answer: No
b. New Hires to GS-15 (PWTD) Answer: No
c. New Hires to GS-14 (F’WTD) Answer: No
d. New Hires to GS-13 (PWTD) Answer: No

No analysis couid be made, as qualified applicant pool data was not provided through
the Department’s data system.

5. Does your agency have a trigger involving PWD among the qualified internal
applicants and/or selectees for promotions to supervisory positions? (The
appropriate benchmarks are the relevant applicant pool for qualified internal
applicants and the qualified applicant pool for selectees.) If "yes", describe the
trigger(s) in the text box.

a. Executives

i. Qualified Internal Applicants (PWD) Answer: No

ii. Internal Selections (PWD) Answer: No
b. Managers

i. Qualified Internal Applicants (PWD) Answer: No

i. Internal Selections (PWD) Answer: No

c. Supervisors

i. Qualified Internal Applicants (PWD) Answer: No

ii. Internal Selections (PWD) Answer: No

No analysis could be made, as qualified applicant pool data was not provided through
the Department’s data system.
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6. Does your agency have a trigger involving PWTD among the qualified internal
applicants and/or selectees for promotions to supervisory positions? (The
appropriate benchmarks are the relevant applicant pool for qualified internal
applicants and the qualified applicant pool for selectees.) If "yes", describe the
trigger(s) in the text box.

a. Executives

i. Qualified Internal Applicants (PWTD) Answer: NoO

ii. Internal Selections (PWTD) Answer: No
b. Managers

i. Qualified Internal Applicants (PWTD) Answer: No

ii. Internal Selections (PWTD) Answer: No

c. Supervisors

i. Qualified Internal Applicants (PWTD) Answer: No

ii. Internal Selections (PWTD) Answer: No

No analysis could be made, as qualified applicant pool data was not provided through
the Department’'s data system. ‘

7. Using the qualified applicant pool as the benchmark, does your agency have a
trigger involving PWD among the selectees for new hires to supervisory
positions? If "yes", describe the trigger(s) in the text box.

a. New Hires for Executives (PWD) Answer: No
b. New Hires for Managers (PWD) Answer: No
c. New Hires for Supervisors (PWD) Answer: No

No analysis could be made, as qualified applicant pool data was not provided through
the Department’s data system.

8. Using the qualified applicant pool as the benchmark, does your agency have a
trigger involving PWTD among the selectees for new hires to supervisory
positions? If "yes", describe the trigger(s) in the text box.

a. New Hires for Executives (PWTD) Answer: No
b. New Hires for Managers (PWTD) Answer: No
c. New Hires for Supervisors (PWTD) Answer:No

No analysis could be made, as qualified applicant pool data was not provided through
the Department’s data system.
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Section V: Plan to Improve Retention of Persons with Disabilities

To be a model employer for persons with disabilities, agencies must have policies and
programs in place to retain employees with disabilities. In this section, agencies should: (1)
analyze workforce separation data to identify barriers retaining employees with disabilities; (2)
describe efforts to ensure accessibility of technology and facilities; and (3) provide information
on the reasonable accommodation program and workplace personal assistance services.

A.VOLUNTARY AND INVOLUNTARY SEPARATIONS

1. In this reporting period, did the agency convert all eligible Schedule A
employees with a disability into the competitive service after two years of
satisfactory service (5 C.F.R. § 213.3102(u)(6)(i))? If "no", please explain why
the agency did not convert all eligible Schedule A employees.

Answer: No

This information is not yet available for this reporting period. Human Resources did
not have a mechanism for tracking Schedule A employees who were hired two years
ago. Therefore, conversions were not done for Schedule A employees who had
satisfactory service after two years of being hired. Human Resources recently began
tracking this information in order to make timely conversions of Schedule A employees
recently hired.

2. Using the inclusion rate as the benchmark, did the percentage of PWD among
voluntary and involuntary separations exceed that of persons without
disabilities? If "yes", describe the trigger below.

a. Voluntary Separations (PWD) Answer: No
b. Involuntary Separations (PWD) Answer: No

3. Using the inclusion rate as the benchmark, did the percentage of PWTD among
voluntary and involuntary separations exceed that of persons without targeted
disabilities? If "yes", describe the trigger below.

a. Voluntary Separations (PWTD) Answer: No
b. Involuntary Separations (PWTD) Answer: No

b. There were no separations of PWTD.

4. If atrigger exists involving the separation rate of PWD and/or PWTD, please
explain why they left the agency using exit interview resuits and other data
sources.

N/A.

B. ACCESSIBILITY OF TECHNOLOGY AND FACILITIES
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Pursuant to 29 C.F.R. § 1614.203(d)(4), federal agencies are required to inform job applicants
and employees of their rights under Section 508 of the Rehabilitation Act of 1973 (29 U.S.C. §
794(b)), concerning the accessibility of agency technology, and the Architectural Barriers Act of
1968 (42 U.S.C. § 4151 - 4157), concerning the accessibility of agency facilities. In addition,
agencies are required to inform individuals where to file complaints if other agencies are
responsible for a violation.

1. Please provide the internet address on the agency's public website for its
notice explaining employees’ and applicants' rights under Section 508 of the
Rehabilitation Act, including a description of how to file a complaint.

www .nifa.usda.gov

2. Please provide the internet address on the agency's public website for its
notice explaining employees' and applicants' rights under the Architectural
Barriers Act, including a description of how to file a complaint.

www.nifa.usda.gov

3. Describe any programs, policies, or practices that the agency has undertaken,
or plans on undertaking over the next fiscal year, designed to improve
accessibility of agency facilities and/or technology.

N/A. The Agency is located in a leased facilitity. The facility is accessible to disabled
employees and customers.

C. REASONABLE ACCOMMODATION PROGRAM

Pursuant to 29 C.F.R. § 1614.203(d)(3), agencies must adopt, post on their public website, and
make available to all job applicants and employees, reasonable accommodation procedures.

1. Please provide the average time frame for processing initial requests for
reasonable accommodations during the reporting period. (Please do not
include previously approved requests with repetitive accommodations, such as
interpreting services.)

As cited in the Agency’s Reasonable Accommodation (RA) Policy & Procedures,
deciding officials have 5 days to acknowledge receipt of a RA request and 30 days to
provide an accommodation. Ninety percent of accommodation requests were
processed within the time frame set forth in the agency procedures for reasonable
accommodation.

2. Describe the effectiveness of the policies, procedures, or practices to
implement the agency’s reasonable accommodation program. Some examples
of an effective program include timely processing requests, timely providing
approved accommodations, conducting training for managers and supervisors,
and monitoring accommodation requests for trends.

The following efforts are ongoing by the REE Reasonable Accommodation Program
Manager to ensure program efficiency and effectiveness:
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¢ Participates in REE Agency-wide meetings, trainings, and webinars as the
subject-matter expert to promote RA program awareness.

» Developed visual aids to simplify the RA administrative process for persons with
disabilities and their deciding officials which includes step-by-step procedures for
timely processing of requests.

« Modified policies, hard copy materials, and web site information to ensure
persons with disabilities understand their rights and responsibilities.

* Strategizes with supervisors to develop altemative accommodation options that
are equally effective when preferred accommodation imposes an undue hardship.

* Provides classroom-style training or webinars to educate the workforce,
particularly supervisors who serve as RA deciding officials.

* Issues a quarterly email blast (newsletter) with snippets of RA information.

» Informs both persons with disabilities and their supervisors of proper record
keeping of medical documentation to reduce or eliminate HIPPA and Privacy Act
violations.

« Partners with HR professionals when program overlaps occur to ensure a
collaborative and consistent approach exists when conveying information to
employees and their supervisors.

+ The REE Reasonable Accommodation Program Manager ensures compliance
with the Agency’s procedures, including analyzing trends and problems. This includes,
but is not limited to providing training to managers and supervisors and developing
written materials and disseminating Agency-wide reasonable accommodation policies
and procedures.

D. PERSONAL ASSISTANCE SERVICES ALLOWING EMPLOYEES TO
PARTICIPATE IN THE WORKPLACE

Pursuant to 29 C.F.R. § 1614.203(d)(5), federal agencies, as an aspect of affirmative action,
are required to provide personal assistance services (PAS) to employees who need them
because of a targeted disability, unless doing so would impose an undue hardship on the
agency.

Describe the effectiveness of the policies, procedures, or practices to implement the PAS
requirement. Some examples of an effective program include timely processing requests,
timely providing approved services, conducting training for managers and supervisors, and
monitoring PAS requests for trends.

Currently the agency’s Disability Employment Program Manager refers request
requiring Personal Assistance Services (PAS) to the REE Reasonable
Accommodation in making employee reasonable accommodation requests requiring
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personal assistance services. The PAS policy is contained in the REE Reasonable
Accommodation Policies and Procedures.

Section VI: EEO Complaint and Findings Data

A.EEO COMPLAINT DATA INVOLVING HARASSMENT

1. During the last fiscal year, did a higher percentage of PWD file a formal EEO
complaint alleging harassment, as compared to the government-wide average?

Answer: N/A

2. During the last fiscal year, did any complaints alleging harassment based on
disability status result in a finding of discrimination or a settlement agreement?

Answer: N/A

3. If the agency had one or more findings of discrimination alleging harassment
based on disability status during the last fiscal year, please describe the
corrective measures taken by the agency.

No record of complaints filed by PWD.

B. EEO COMPLAINT DATA INVOLVING REASONABLE

ACCOMMODATION
1. During the last fiscal year, did a higher percentage of PWD file a formal EEO
complaint alleging failure to provide a reasonable accommodation, as
compared to the government-wide average?

Answer: N/A

2. During the last fiscal year, did any complaints alleging failure to provide
reasonable accommodation result in a finding of discrimination or a settlement

agreement?
Answer: N/A
3. If the agency had one or more findings of discrimination involving the failure to

provide a reasonable accommodation during the last fiscal year, please
describe the corrective measures taken by the agency.

No reasonable accommodation complaints were filed in the past year.

Section VII: Identification and Removal of Barriers
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Element D of MD-715 requires agencies to conduct a barrier analysis when a trigger suggests
that a policy, procedure, or practice may be impeding the employment opportunities of a

protected EEQ group.

1. Has the agency identified any barriers (policies, procedures, and/or practices)
that affect employment opportunities for PWD and/or PWTD?

Answer: No

2. Has the agency established a plan to correct the barrier(s) involving PWD

and/or PWTD?

Answer: N/A

3. ldentify each trigger and plan to remove the barrier(s), including the identified
barrier(s), objective(s), responsible official(s), planned activities, and, where
applicable, accomplishments.

Trigger

Barrier(s)

Objective(s)

Responsible Official(s)

Performance Standards Address
the Plan?
{(Yes or No)

Barrier Analysis Process Completed?

(Yes or No)

Barrier(s) ldentified?
(Yes or No)

Sources 6f Data

Sources
Reviewed?
(Yes or No)

identify Information Collected

Workforce Data Tables

Complaint Data (Trends)

Grievance Data (Trends)

Findings from Decisions (e.g.,
EEQ, Grievance, MSPB, Anti-
Harassment Processes)

Climate Assessment Survey (e.g.,
FEVS)

Exit Interview Data

Focus Groups

Interviews
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10. REQUESTS FOR MEDICAL DOCUMENTATION

Once a reasonable accommodation is requested, it is important that the immediate
supervisor or the deciding official know if the employee or applicant has a

covered disability which entitles the individual to an accommodation, unless doing so
would create an undue hardship. In order to do this, a request for medical
documentation from the individual will need to be made particularly if the disability
is not visible or apparent. Although requests for medical documentation are

made by the immediate supervisor or the deciding official, the REE RA Program
Manager is the agency’s designee for making disability determinations and must
therefore be included in the process.

If an individual does not have an apparent disability and/or there is no prior record on
file of a disability relating to the accommodation being requested, the individual will be
required to provide sufficient medical documentation in order for a disability
determination to be made by the REE RA Program Manager.

For situations when a disability is visible or apparent; there is a previously documented
disability on file; and/or the accommodation request is related to the known

disability, the deciding official may immediately consider the request without the need
Jor further medical documentation.

Medical documentation must be legible, signed by the preparer, and provided on the
letterhead, prescription slip, or equivalent stationary of the preparer. Documentation
must include the following information, if not currently on file--

Describes the claimed disability as it relates to the reasonable accommodation request;
Explains the precise limitations the disability imposes on the employee’s ability to
perform the job held;

Explains the impact of the employee’s medical condition both on and off the job;

Lists any medically recommended accommodations and/or suggestions that would
eliminate the limitations described in item (1) above and the expected duration of the
accommodation(s);

Provides the prognosis including plans for future treatment. Include an estimated date of
full or partial recovery or indicate if the condition is permanent.

11. DISABILITY DETERMINATIONS

On September 25, 2008, President George W. Bush signed the Americans with
Disabilities Amendments Act which simplified the process for determining if an
employee had a disability. This made it much easier for employers to make these
determinations. The REE RA Program Manager is the agency’s designee to
review medical documentation to make such determinations on behalf of the
deciding official.

The REE RA Program Manager will seek information or documentation about the
disability and the functional limitations from the individual and/or ask the individual
to obtain such information from an appropriate professional. All information



need not be medical. Appropriate information may be received from a social
worker, rehabilitation counselor, etc. The documentation received must be sufficient
enough for the REE RA Program Manager to determine if the requestor is an
individual with a disability. If the medical documentation provided is insufficient to
make a disability determination, further information may be requested by the
deciding official and/or the REE RA Program Manager.

The individual may then ask their medical care professional, mental health care
professional, or other professional, whichever is applicable, to provide the missing
information. The REE RA Program Manager and the individual requesting the
accommodation may agree that a signed Limited Medical Release is necessary to
authorize the aforementioned professional to remit the necessary information
directly to the REE RA Program Manager on behalf of the individual with a
disability. This may include submitting a list of specific questions to be addressed
or by having the REE RA Program Manager contact them directly to obtain the
missing information.

In any event where medical information is requested, submitted, and/or obtained
that is unrelated to a reasonable accommodation request, this medical
information shall be confidentially discarded immediately.

The failure to provide appropriate documentation and/or not cooperate with the
agency’s efforts to obtain such documentation would demonstrate an

individual’s disengagement of the interactive process. This could result in a denial of
the reasonable accommodation until the individual chooses to do so.

In the case of a job applicant, relevant medical documentation may need to be
requested to determine the nature of the disability or how the accommodation
would assist in the application process.

12. CONFIDENTIALITY REQUIREMENTS

Under the Rehabilitation Act of 1973, as amended medical documentation obtained in
connection with the reasonable accommodation process must be kept confidential. This
means all medical documentation, including information about functional limitations
and the reasonable accommodation needs. Any information obtained in connection with
a reasonable accommodation request must be kept in files separate from the

individual's personnel files, including the Official Personnel Folder.

Confidentiality applies to all aspects of the agency’s reasonable accommodations
process, whether the accommodation was provided via the formal process or the
informal process. It also means that any REE employee who obtains or receives such
information is strictly bound by these confidentiality requirements.

The REE RA Program Manager will maintain custody of all medical records obtained or
created during the “formal” reasonable accommodation process and will respond to all
requests accordingly for disclosure of information found in such records. All records
will be maintained in accordance with Privacy Act provisions and any information found
in those records may only be disclosed as follows:
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Supervisors and managers needing to know if the individual meets disability criteria; the
workplace restrictions/limitations on the individual’s job duties; and about any
recommended accommodations by the physician. Copies of medical documentation will
.only be disclosed by the REE RA Program Manager if absolutely necessary and if it is
consistent with business necessity to do so.

First Aid and safety personnel may be given specific medical documentation
if the disability might require emergency care or treatment.

Government officials may be given information necessary to investigate
the ageny’s compliance with the Rehabilitation Act of 1974.

In certain circumstances, medical documentation may be disclosed to certain HR
professionals such as Employee Relations Specialists, Worker’s Compensation
Specialists and/or insurance carriers in accordance with Equal Employment Opportunity
Commission guidelines, regulations, and other requirements as cited in the
Rehabilitation Act of 1974.

Whenever information is disclosed, the individual disclosing it must inform the recipient
of the confidentiality requirements as well as the requirements to comply with applicable
Privacy Act provisions.

For bargaining unit employees-- information may be disclosed to the Union
Representative with representation functions related to making reasonable
accommodation determinations, however the confidentiality requirements of the Union
Representative must be consistent with Equal Employment Opportunity Commission
guidelines, regulations, and other requirements as cited in the Rehabilitation Act of
1974. '

13. TIMEFRAMES FOR PROCESSING REQUESTS

It is expected that whether a request is made by an individual with a disability or an
individual with a transitory medical condition, a reasonable accommodation should be
acknowledged and considered as soon as it is reasonably feasible to do so. Special
circumstances may influence the overall timing of the process, however most
accommodations can be provided immediately or within a few days of the request.
When an immediate accommodation is not possible, the timeframes indicated below
must be followed specifically for all “formal” reasonable accommodation requests as
these requests are those when a disability determination has been made requiring that
the individual be accommodated, unless doing so would create an undue burden or
hardship to the agency.

The reasonable accommodation request should be acknowledged and the process of
consideration should begin immediately upon receipt by the immediate supervisor or
deciding official, but no more than 5 business days after receipt. This is for both
verbal and written requests.
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If the immediate supervisor or deciding official is awaiting a disability determination
by the REE RA Program Manager, the immediate supervisor or deciding official
should acknowledge the request and begin the process of consideration immediately
upon notification by the REE RA Program Manager of a disability determination, but
no more than 5 business days after being notified.

The immediate supervisor or deciding official is responsible for determining if the
requested accommodation is effective. If not, they should engage the interactive
process by having further discussions with the individual needing the accommodation
until both parties can agree on the most effective accommodation. An
accommodation must be provided no more than 30 business days from the date of
the written request, the verbal request or upon notification of a disability
determination--whichever is later. Extenuating circumstances may require more than
30 days for full implementation, however this practice is generally the exception and
not the rule.

In the event of an extenuating circumstance, the immediate supervisor or designated
deciding official shall notify the employee of the reason for the delay and the
approximate date that a final decision is expected to be made. The immediate supervisor
or deciding official should consider whether an interim accommodation can be offered
pending a final decision.

14. GRANTING A REASONABLE ACCOMMODATION
REQUEST

As soon as a reasonable accommodation decision has been made to grant the request, the
immediate supervisor or deciding official should immediately communicate this to the
employee. This includes completing and signing Form REE-172, Reasonable
Accommodation Request (see Section 8, Recordkeeping of “Formal” Reasonable
Accommodation Requests). This may also include outlining and detailing work
expectations associated with the accommodation if unknown to the employee.

15. DENYING A REASONABLE ACOMMODATION REQUEST

Denials are extremely rare since most reasonable accommodations are approved
although adjustments or modifications may have been made to the individual’s initial
request. However, when an approval isn’t possible, the immediate supervisor or
deciding official must communicate this to the employee as soon as the decision to deny
the request is made. It is also required that the immediate supervisor or designated
deciding official complete and sign Form REE-172, Reasonable Accommodation
Request and Form REE-173, Denial of Reasonable Accommodation Request to
document the reason and an explanation for the denial. For example, if granting a
particular accommodation would cause an undue hardship, the immediate supervisor or
deciding official must select this option on the form and provide an explanation.
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The employee should receive the original forms of both the REE-172 and REE-173.
The REE-173 in particular informs the individual of his/her appeal rights. This may
include filing an EEO complaint or pursuing a grievance under the Merit Systems
Protection Board procedures. Form REE-173 also encourages employees to utilize
the agency’s Alternative Dispute Resolution process. Electronic signatures and
electronic copies of the form(s) are also acceptable

16. REASSIGMENT AS A REASONABLE ACCOMMODATION

Reassignment will only be considered if no other accommodation is available

that enables the individual to perform his or her essential job functions or if the only
effective accommodation would cause an undue hardship. Reassignments are

made only to a vacant position for which the employee is qualified. If qualified, the
employee could be reassigned without competition. The new position cannot have
greater promotion potential than the position currently held.

In considering whether there are positions available for reassignment, the immediate
supervisor or deciding official will need to collaborate with the REE RA Program
Manager and the REE HR Staff. Communications with the Department’s Office of
Human Resources Management (OHRM) may also be required for vacancy searches
beyond the REE mission area. HR Staff will:

Identify all vacant positions within the agency for which the employee may be qualified,
with or without a reasonable accommodation.

Identify all positions which HR Staff or OHRM has reason to believe will
become vacant over the next 60 business days and for which the employee may be
qualified.

The immediate supervisor or deciding official will first focus on positions that are
equivalent to the employee's current position and will then consider vacant lower level
positions for which the individual is qualified. A reassignment may be made to a vacant
position outside of the employee's commuting area, but only if the employee is willing
to relocate. As with other reassignments not directed by management, REE is not
obligated to pay relocation expenses.

17. TELEWORK AS A REASONABLE ACCOMMODATION

Telework may be appropriate and should be considered as a reasonable

accommodation for employees with disabilities as long as this type of accommodation
will enable the individual with a disability to perform the essential (critical) functions of
their position and is an effective option. The determination as to whether an

individual may be granted telework as a reasonable accommodation should be made on a
case-by-case basis considering not all positions and job duties are portable. It is
important to consult with the REE RA Program Manager for guidance since telework as
a reasonable accommodation follows a different set of provisions than those of a

general telework request.
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18. SEPARATION DUE TO DISABILITY

When an employee is unable to perform the essential functions of the position due to a
disability and cannot be reasonably accommodated, the agency may initiate a disability
separation of the employee which is considered an involuntary separation. An employee
may also apply for disability retirement as a voluntary separation, if they meet certain
eligibility requirements. Whether the disability separation is voluntary or involuntary,
neither action is considered a disciplinary action.

19. PERSONAL ASSISTANCE SERVICES

Effective January 3, 2018, Section 501 regulations of the Rehabilitation Act of 1973
requires federal agencies to provide Personal Assistance Services (PAS) on the job as
part of their affirmative action requirements. The new regulations specifically require
Federal agencies to provide PAS to individuals with a “targeted” disability (see
Section 6, Definitions) if they require such services.

PAS are services that provide assistance with performing activities of daily living that an
individual would typically perform if he or she did not have a disability and that is

not otherwise required as a reasonable accommodation. For example, assistance with
activities of daily living to include, but not limited to, removing and putting on clothing,
eating, bathing and using the restroom. PAS are “functional” services not “medical”
services nor medical care.

In addition to job-related services required as a reasonable accommodation, current
regulations require agencies to provide an employee with PAS during work hours for
job-related travel if the employee requires such services because of a targeted
disability. The new regulations now provide PAS for non-working hours to help the
individual prepare for their work day. Provisions of such services would, together with
any reasonable accommodations needed, enable the employee to perform the

essential functions of his or her position, as long as providing the services does not
impose an undue hardship on the agency.

PAS must be performed by a PAS provider. Agencies may require PAS providers to
provide services to more than one individual. Agencies may also require PAS
providers to perform tasks unrelated to personal assistance services, but only to the
extent that doing so does not result in their failure to provide PAS in a timely manner.

When selecting someone who will provide PAS to a single individual, agencies are
required to give primary consideration to the individual's preferences to the extent
permitted by law. This may include a family member, a coworker, or an independent
contractor. No matter which party is chosen, their primary function must be to
provide PAS.

Although providing PAS is not a reasonable accommodation, the procedures for
requesting PAS are the same as outlined in this policy. This includes determining
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whether such services are required and the agency's right to deny such requests, if
providing such services poses an undue hardship. As with reasonable

accommodation requests, costs as an undue hardship is not easily defensible.

Forms REE-174, Request for Personal Assistance Services and/or REE-175, Denial of
Personal Assistance Services Request should be used instead. (see Exhibits 3 & 4)

20. PROGRAM TRACKING AND REPORTING REQUIREMENTS

The REE RA Program Manager is responsible for maintaining accurate reasonable
accommodation records, tracking trends and/or complying with various initiatives
and reporting requirements as requested or mandated by, but not limited to
OHRM, the Office of Personnel Management and/or the Equal Employment
Opportunity Commission. These reporting requirements do not disclose a
particular medical condition nor do they reveal the name of an

employee(s) that is being accommodated. Reporting efforts are intended to
demonstrate and highlight the agency’s proactive efforts in support of

persons with disabilities. Reporting data may include information such as:

e The number of reasonable accommodations cases approved or denied,;

o The types of positions for which reasonable accommodations have been requested;

e Trends in the types of reasonable accommodations that are being requested by
position type; '

¢ The reasons for a reasonable accommodation denial;

o The average amount of time taken to process a reasonable accommodation
request; and/or

o The sources of technical assistance that have been consulted in trying to
identify possible reasonable accommodations.

21. RESOURCES

¢ The Equal Employment Opportunity Commission is responsible for enforcing
federal laws that make it illegal to discriminate against a job applicant or an
employee because of the person's race, color, religion, sex (including pregnancy,
gender identity, and sexual orientation), national origin, age, disability or genetic
information.

Equal Employment Opportunity Commission Reasonable Accommodation
Enforcement Guidance
https://www.eeoc.gov/policy/docs/accommodation.html

Equal Employment Opportunity Commission Personal Assistance Services
(PAS) under Section 501 of the Rehabilitation Act
https://www.eeoc.gov/federal/directives/personal-assistance-services.cfm
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The Job Accommodation Network is a service of the Department of Labor, Office
of Disability Employment Policy. This agency provides written materials and
information to the public solely for educational purposes. Materials are not
intended to be legal or medical advice.

Job Accommodation Network (JAN) Contact Information
www.askjan.org

1-800-526-7234 (Voice)

1-877-781-9403 (TTY)

Employers Practical Guide to Reasonable Accommodation Under the ADA
https://askjan.org/Erguide/ErGuide.pdf

Personal Assistance Services (PAS) in the Workplace
https://askjan.org/media/PAS .htm!

The TARGET Center provides onsite workplace assessments and demonstrations
for assistive technology and ergonomic solutions. They also provide
recommendations regarding reasonable accommodation requests.

USDA TARGET Center
www.usda.gov/oo/target.html
202-720-2600 (Voice/TTY)

The REE Reasonable Accommodation Program Manager is available to provide
additional guidance and resources to help facilitate an effective reasonable
accommodation between an individual with a disability and their deciding official.
For more information or questions regarding the contents of this policy and
procedures, please contact:

USDA/ARS/Office of Outreach, Diversity, and Equal Opportunity
Tonya B. Morris, REE Reasonable Accommodation Program Manager
Direct Line: 301-504-4339

Main Line: 202-720-6161

Email: tonya.b.morris@ars.usda.gov

22. LIST OF EXHIBITS

Exhibit 1, REE-172, Request for Reasonable Accommodation

Exhibit 2, REE-173, Denial of Reasonable Accommodation Request

Exhibit 3, REE-174, Request for Personal Assistance Services

Exhibit 4, REE-175, Denial of Personal Assistance Services

Exhibit 5, Sample Letter for Requesting Medical Documentation (for Supervisors)
Exhibit 6, Limited Release of Medical Documentation

Exhibit 7, Step-by-Step Formal Reasonable Accommodation Process (Visual Aid)
Exhibit 8, Informal vs. Formal Reasonable Accommodation Process (Visual Aid)
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Exhibits found in this P&P are intended as samples only. To obtain electronic or hard
copy versions of the Exhibits, please contact the REE RA Program Manager (see Section
21, Resources.) Additionally, the aforementioned REE forms may be accessed by visiting
Axon’s electronic forms web site at:

hitps://axon.ars.usda.gov/Emplovee%20Tools/Pages/Electronic-Forms.aspx

Signature for Approval: Date of Approval:
Casandra V. Butler /s/ January 5, 2018
“Acting” Director Date

Office of Outreach, Diversity and Equal Opportunity
Agricultural Research Service
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Exhibit 1

United’ States Department of Agrculiue
Aesearchy and

REQUEST FOR REASONABLE ACCOMMODATION

1. Dale of Reqiest
This Secoon [ be COmpemed by OUviousl Req FE
2. fihidua’s Name 3. Telephione Number 4. nobdcuals E-mall Address 5. REE Agency and Office
G, ACCOTETTERION FEGACEIEY [aTach separate sheed,  BATTEr EXanaions necued] 7. Reason for Request
B. Appiicant or Indvidual's Signatize ant Date
Thes Secaon o be Completed by the Inmediare SHPerviEor oF Other Deciding OfMcial
. Name 0F IFdWiLa] Requesirg ACCommoaaton 7. REE AQency and OFce
3. Reasonatie ACCOMMmOEation [Check ans) 4. Name af inckvidia 10 'Whom Request was Made i nof tamedare spersoet
[[] Aoproves
' Derled {if denled, attach copy of the Devlal of Accommadiina 5. Poshian Tiza
Request" Tom - Foerm REE-173)
6. Date Accommodation Requested 7. Date Accommodation Approved or Demnled B Date Accommodation Pravited
9. if ime Sames oullined in the Reasonabia Astarynodation Procediifes PEP were not met, [ease expéain. At met ender AL
1. Tiie of Job Held o5 Desired by Indhidig| g the / modation | 11. Accommodation Requested 12. Accommpdation Provided
pnciudie cenes and’ Qmde Ve Af Efferent fom above) & fam whad was
13. Was Medcal Dal tatir Red o Process this Request? [f yas, was It provided to RA Program 14, Cast of Accommotation fans
Manager for review?
15, Bupenisor Signatee and Date 16. Tie
dipor compleifon of talx form, pleasa provida the anglnel fo the emplcyes or appéicand and a copy 1o the: o A Program o
USDAMRE/CATT e of Dulrowch, Divarsty & Equat Spportanify, 5807 Swanysion Avenus, Mall Stop 8144, Belsvive, MY 207055144,
Form REE-172 (Rev. 1152017) Vs formm wan sfnctoovicaity producwd by USCAMRREIOCIOERSE
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Exhibit 2

United Ehates Deparirrent of Agrcutume
ard Ex o

DEMIAL OF REASONABLE ACCOMMODATION REQUEST

T Namie of muvitual Requesting ALCoTEmoaian 7. Typels} of FReasonabie ACCOmMOGEKIN REquEsTes

3. Reason or the Dealal /Chack il i aspy)

AScommaciation wouki require removal of an
D Accommadation Ineffective D h 3l Function
[7] Astommadation woukt cause urdue harshin ] %%&ml "'Ea'g‘e""g of
[] Medicat documentation inadequate [] other (piease speciy)

4. Give Detalled Reason]s) for the Denlal (wust e spectic. For example, explatn why Ehe Scromimodation & ivelfeciie or causes undue hadship.)

& Ifthe progosed an. accormmodation that was dended and subsecquentiy refects 1 afemative accommadation that ks as equally efective, please
explatn. e reason Br the derval of the wiginal reques? and Wity or hiow the altemalive accommodation wWould be a6 effective. (¥ not anpsabie, enfer N4

6. If an indlvidual wishes 1o request reconsideraton of this decisin, hakhe may ake the foliowing steps:

@)  Askihe decislon maker bo reconsiter the dentk and provide additional sUBRaing Irforration,, if applicable;

{p)  Iihe declsion makes is the Immediate supervisor and hedshe is wnable to ravesse the denial, the Individual may ask ihe 5econd level supervisar
(1.8, Omoe Chief, Diregtor, et} i review the request for FECONGderaton;

5} It it decislon maker |5 the second levet supenisor (e, OMee Chief, Director, of equivalert), the Indidual may efevate the request Y the nend
leadarship level. Heshe may also ask the REE Reasonable Accommodaton Program Manager to review $e reguest. The REE Reasonable

Accammodation Program Mansger s ot the decifing oicial, however, tar wisk with the deciding ufclal(s) and 0ffer addtional guidance b
Taciktate an efectve accomenodation,

7. It an ndlvidual wishes io fie an EEQ complaind, pursue Marld Systems Protesiion Boartd procedizes, andior pursue Union: Grievantce Procedures, thay
may take the Tollowing steps:

{a) - Faran EEQ complalnt pursuant io 29 C.F.R. & 1614, contact an EEO counselod In their Agency's Chil Rights Cefioe within 45 days
Trom the date of this denlal nolice; or

(k) Foracoliectve bargalning claim, tie a written grievance In accomiance with the provisions of the Colective Bargaining Agreement o
the Agenicy's Adrinisirative Grievance Pracedives; b1

{5} Infate an appeal to the Met Sysiems Protection Board within 30 days of an appealabie atverse 20300 36 defined 11 5 C.F.R & 1201.3; or

() Uihize the Agencys Afiemaiive Dispute Reswution [ADR} process. Nobe, pUrsulrg the ADR process foes riof rellave the Individua
fram adherirg to the time frames nlicated above.

& Deciding OFkial Name 9. Tte 10 Deciding Ofkéal Signature and Data

Upon comgestion of s form, plarse [vovida thi originad fo e ampioyse or applicent and & copy $o tha Ressonalie Accommodetion Prograns Maneger,
UBDAARSDAVITGG oF Cutrasch, Diversiy & Equal Opportundly, 5801 Sunnyxioe Avarros, Maif Siogs 5144, Balfsvilio, MD X0T05-5144.
Forr REE-173 (R, 14217}

Thom et voms wlecromkaly produced by INDRMRSOCIOEASE.
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Exhibit 3

Urited Etaes Deparimert of Agricuzure
Research, Educabion, and Economics AQenCies

REQUEST FOR PERSONAL ASSISTANCE SERVICES

1. Date of Request
THis Sectiov 10 be Complensd by dividual ReQuUesTing Personal ASSISTance Senvices (PAS)
2. hdviduals Name 3. Telephone Number 4. Idviduals E-mall Address 3. REE Agency and Office
6. Type of PAS Requested fattach sheet, Fitvner . T. Fezason for Request
B. Applicant of Irdividual’s Signatuse and Date
This Secaon o be Complened by the Immaiare Supervisar oF Other Deciding OfMicial

1. Name of Individual Recuesiing PAS 2. REE Agency ard Cifioe
3. Reasoriabia Accoimrenotation (Check one) 4. WName of Indivicua {0 Whoir Reguest was Made o nof Invmediate uperasern

[] #oproves

[] Denien o dentea. atseh copy af the “Denia of Personal 8. Pagian Tise

Asgigtance Services® - Fom: REE-175)

6. Date PAS Requesied 7. Date PAS Approved of Denled B. Date PAS Provided

9. ¥ume frames for proviEng PAS weane rat med, please explain beiow. See PAP 122.2v3, neasmanle Accormmodation Procedures, Secton 13.

(it me, enter AP
100 Thke of Job Hewunesmmylnmml Needing PAS 1. T)'peufphg Reguesied 12. Type of PAZ Provided
{inciudhs sens ang' orace feved #om above) f citferent Som what was requester;

13, VW3t Medfcal Documentation Required fo Process fhis Request? If yes, was It provided o RA Pogram Manager for review?

14, Cost 0T PAR 15. Name of PAS Proviter

16, Supendsor Signature and Date 17. Tite

Upnm comphalion of tals form, SAas s proviod Sho omginal fo 859 ampicyod or spgdcanmt 800 & copy to B Raasorabie: Accommostion Progrsm Maaager.
USDURARS/ONC Tz e of Dulrercl, Dvensity & Egual Opportundly, 5601 Swanysioa Avenua, Mall Stop 8144, Bedsviie, MO 207085144,

Form REE-174 (Rew, 11.2017) Teuk Formr wum stachonicaly produced by LEIARRSCCOEASE.
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Exhibit 4

Linited Biates Departrrant of Agricutune:
Re: and Agendes

DENIAL OF PERSONAL ASSISTANCE SERVICES [PAS)
£. Name of Indhdtual Requesting PAS Z. Type{s}of PAS Reguasted

3. Reason fur the Denlal ¢Creck an trar apowt
D Praviding FAS woulll cause umtue hasdshlp
D Medical docurnentation Inalequate

D Other (piease specy):

4. Ghve Detalled Reason(s) for the Denlal (ke be spactie. For example, exnkin why Srnting PAS 15 Ineffecihve oF Couses an undue harship)

E. It an indlvidual wishes to raquest reconsidaration: of this decislon, heshe may take the ffowing sleps:
(@} Askine ceciskin maker b reconsider the denia and provkie aodiional supponting isformation, if applicable;

(6 1Tihe decision makes |6 the nmediate sUpervisor ant Nedshe is unabie to reverse the denial, the Individual may ask the seconsd leved Bupervisar
{Le., OMoe Chief, Dinactos, ete.) to review the reques? Tor feConSideraton;

{¢y  [7the decislon makes |5 the second level supendson {l.e., CMce Chief, Director, of equivalend), the inditdual may ehevate the request % the nexd
leadership level. He'she may ais0 3k the REE Reasonabie Accomenodation Prograen Mamager ba review e request. The REE Ressonable
Accommodation Program Manager s nod the deciting ofMclal, however, can work wih the declfing oMcial{s) and 0 addtional guidance ta
taciitate the request.

6 I an: (ndvidua wishes 1o e an EEQ oxmplaint, pursuie Mertl Systems Protection Boart pracedures, anmior pursue Union Grievance Probedures, they
may take the Tollowing sbaps:

(a] Feran EECrcomplaint pursuard to 29 C.F.R. & 3614, contact an EEC counseids In their Agency's Chell Rights Ofice within 45 days
Tram the ttabe of this dealal nolice; o7

#] Faracoliecive bargaining claim, fie a written glevance In accoedance with the pecvisions of the Collective Bargalning Agreement o
the Agency’s Agministrative Grigvance Procedises; o

o) in¥ate an appeal (o the Mestt Systems Profection Board within 30 dsys o an appealatie advesse acfion as defined in § C.F.R A 1201.3; or

i) Utiize the Agenay's Alternative Dispute Resoiution (ADR) process. Note, pUFSUINg the ADR process does nol relieve the Individuat
Trom adhenrg ta he time frames indcated above.

7. Deciding OfMicial Name 8. Tie 9. Deciding Oficlat Signature amif Date
Upan Compation of this Rwe, pRs & orovida tha arigimad' to e ampioyes oF applicant and & copy i tha R o Manage,
USDARRSOALVIICE OF 3 Ny & Equel Opp y, 5801 ysiche Avanus, Mall Sfop S144, Baitsvilin, MD 207056144

Forrr REE-475 {Rev. 192017 Thwdorr v LEBOW AR,
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Exhibit 5

DRAFT TEMPLATE FOR SUPERVISORS
{REVISED 2/2014)

DATE:

SUBJECT: Reasonable Accommaodation Request
O
The iAgency Name] is concerned with the conlinuing health

and well-being of its employees. Where o medical condition exists which
might have on-the-job implications, it is important for management o
understand the details of the situatfion in order to make o determination
regarding our ability to provide a reasonable accommodation to you.

| am thersfore requesting vou provide further medical documentation
from your physician. Please note, you are responsible for any coste in
connection with oblaining this medical documentation which should
address the 5 elements listed below.

{1} Describe the claimed disakility as it relates to the r=asonable
accommodation request;

{2] Explains the precise limitations the disability imposes on the
employee's ability o perform the job held:

{3) Explains the impact of the employee’s medical condition both an
and off the job;

{4) List any medically recommended accommodations andfor
suggestions that would eliminate the limitations descrbed in item (1)
above and the expected durafion of the occommeodationds);

{5 Provide the prognosis including plans for future freatment. Include an
estimated date of full recovery or partial recovery or if the medical
condition is pemanent.

impodant Note: Your physician must also indicote in the medical ossessment as to
whether your impairment qualifies you as an individval with a disabilily. As defined by
the Rehabilitation Act of 1973, as amended, and the Americans with Disabilifies Act of
2008, os amended, an individval with a disability is someone who has a physical
impairment affecting one or more body syst wor infellectual or psychologicat
impairment that substanficly limits one or more major life achivities.
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2

| am also enclosing a form fo be used as authorization to aoblainfrelease
miedical information to the Agency from your physician. This form is for
you o sign and to be provided to your physician(s] if you opt to have
hirnfher submit the medical information to the Agency on your behalf in
lieu of providing it directly to vou. It also authonizes the Reasonable
Accommodation Program Manager to contact vour physician in the
event the medical information is vague, unclear and/for makes it difficult
to make an effective reasonable accommodation determination. This
form is optional.

The medical documentation should be submitted within 15 days of the
date you receive this letter. An extension may be considered on a case-
by-case basis. Medical documentation may be submitted o a
confidential fax ine on (301] S04-330% gr it may be mailed in a sealed
envelope as follows:

CONFIDENTIAL — TO BE OPENED BY ADORESSEE ONMLY

USDAJARS/Office of the Administrator

Cifice of Outreach, Diversity & Equal Cpportunity

Tonya B. Morris, REE Reasonable Accommodation Program Manager
0601 Surnnyside Avenue, Mail Stop 5144

Beltaville, MD 20705-5144

Lastly, enclosed is a copy of vour position descripfion and performance
standards. These are being provided fo you for your physician's
information to describe the duties and responsikilities required of your
position to assist in determining an appropriate reasonable
accommodation.

Should vou have any questions regarding this reques’r pleuse ccn‘rclc’f
Ms. Momis on 301-504-4332 or via ermail of iony VR 15

fSupervisor's Signaturef
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Exhibit 6

PATIENT LIMITED RELEASE OF MEDICAL DOCUMENTATION FOR
REASONABLE ACCOMMODATION REQUEST
EVALUATION BY PHYSICIAN

Pglient:

| underiand and agree that in the course of addressing my request for
reasonable accommaodation, | have signed a limited release authorizing
my health care practitioner(s) to release relevant medical records related
to my cument claimed disability and request for a reasonable
accommodation.

{1] Describe the claimed disability as it relates to the reasonable
accommodation request;

{2) Explains the precize imitations the disabilty imposes on the
employee's ability to perform the job held; -

{3] Explains the impact of the employee’s medical condition both an
and off the job;

{4] List any medically recommended accommodations and/for
suggestions that would eliminate the limitations descrnbed in item (1)
above and the expecied duration of the cccommodationis);

{5] Provide the prognosis including plans for future freatment. Include an
estimated date of full recovery or parfial recovery or if the medical
condifion is permanent.

Important Note: Your physician must also indicate in the medical assessment as
to whether your impairment qualifies you as an individual with a disability.

As defined by the Rehaobilitation Act of 1973, as amended, and the 2008
Americans with Disabififies Act, as amended, an individual with a disability is
someone who has a physical impairment offecting one or more body systems of
intelleciual or psychological condifion that substanficlly limifs one or more major
life acfivifies.

PATIENT'S SIGNATURE DATE
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Exhibit 7

Front

USDA
R ST ragianas RA) Process

Steps in the “Formal® Reasenable Accommod"k

Supervisor Mamntains
Employee Requesis Onpnmat REE-172 00 File
Reasonable :
Accomunodation % i Lopy proyided 1o
from Supervisor X : Employer
RA Programi Magager |
‘for-Recordkveping |

DISCLAMER
i 4y, Bwis x ‘ ; AMIALKGHTS
h conterts do not replace the Agency t Beatanable o b o i o i oo 2 deried b
Accommodaon Fragram polcy nor b laws gaveming it foriaic and y 1 port of he “formal” process, mudt receive o
e Pragpam s £rd b oy ignea copy of the REEA 72, Devial of Reasonabis
Fthe B9 e i g By watbars praghlideg
Reawonable accommodation cotes o handied on @ ek ottt
eate bos eir iperv ) Refer fo Suctions 6 and 7 of he REE-173 for mone
v ) prtabecd ; o
i contacthe " okl gm0 A, 4] 0 5 I SR GLTAE SN Y D20 ¢ the
|Sombety i : - deniol and appeo ights.

for e (see nert + VIDA o sl opparurvly rovider ond swploye.

Back

CONTACT:
Tonya B. Morris
REE Reasonable Accommodation Program Manager
Email: fonyahoauls@amusdamey

USDAARS/Office of the Administrator
Agricultural Research Service
Office of Outreach, Divarsity & Equal Opportunity
5601 Sunnyside Avenue, Room 2-1118
Mail Stop 5144
Belisville, MD 207065144

Desk: 301-504-4339 Main Line: 202-720-616¢

Secured Fax Line: 301.504-3309

REE A ion Policy

yowysafm.am ysda govipoweblpdf/232-2v.2.0df

Job Accommodation Network
. askian.

Form Denial of A Request

https:/faxon.are.uads ic-Forms/REE- 173.50f

REE employeas without access $o AXON may obtain PDF copies of RA form{s) by contacting the REE RA Program Manager.
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Exhibit 8

Front
USDA, tnformal vs. Formael

a5 Ocpenmen of grcukure Reasonable Accommodation Requests
Resenrch, Edumtion, and Economics

“‘Informal? Drocess

Initiates request ko
superviser

{veshal or unitten)

Employee )
Initiates requert to supervisor (verbal or written) RA Program Manager
Contescts RA Program Manager for guidance . . + Provides guidance & facilitates RA process
Provides medical documentation N n ¢ 50 TR 4 < Mebhes disability determinations
Completes form REE-172 ' z o« Notifies superviser of ditubility
Submits form & medicdl info to RA Program determination, if not already known

RA Program Manager
(RA Record heeper)
¥ Medical documentation
 Form REE-172 andlor REE~iT2
« Other RA documents, if «pplicable

ibartion Ack of quives that heep allf mecdical records and ii

Back

CONTACLCT:
Tonya B. Morris
REE Acc fors Program
Email; = is il 5

USDA/ARS{Office of the Administrator
Agriculfural Research Service
Qffice of Quireach, Diversity & Equal Opportunity
5601 Sunnyside Avenue, Room 2-1118
Mait Stop 5144
Beltsville, MD 20705-5144

Desk: 301-504-4338 Main Line: 202-720-6161

Secured Fax Line: 304-504-3309

REE Reasonable Accommodation Policy
ww.afm ars usds gpyippweblpdiP22-2v. 2 pdf

Joh Accommodation Network
wwraskisn.ong

Form A i
hiips:tfaon ars. ¥ -]

REE emplofees wi of clvtwin POF copies of 2 . REE RA Program M:
T Vot i i Ieled o & rescuree orly. ot g o R s A e P . AMIALRGHIS )
s contents do "m;‘;m:gf"“,’ Reasonable k;éuh,‘ o o e e e e e ot vt _aspart of the “lommal” process, must recetve o
T ccionai Yon Proge & o g mirua papum Pal ol patiishe b covty t .:u:l,:‘: — ,2:::'" copy :‘ﬁ g: :eﬁ]:g’g?::‘: ;: s;::?;::.(ng
o . PSS E A B L b o i i o drc
;;’m::ﬁmmﬁm‘m&mﬂ;ﬁ;ﬁ , o ) Refer fo Sechians § God 7 of the REE-1 T3 os more
e shoudeontoctthe fthe rgapehl el g : gl e it

forfuther guidance. jsee abave). USDA b s acend apparhurdy provide: ond smployar.
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Sources of Data

Sources
Reviewed?
(Yes or No)

Identify Information Collected

Reports (e.g., Congress, EEQOC,
MSPB, GAO, OPM)

Other (Please Describe)

Target Date Planned Activities Sufficient Modified Completion
(mm/dd/yyyy) Staffing & Date Date
Funding [(mm/dd/yyyy)|(mm/dd/yyyy)
(Yes or No)
Fiscal Year Accomplishments

4. Please explain the factor(s) that prevented the agency from timely completing
any of the planned activities.

Records of successful performance of PWD and PWTD were not previously

maintained. NIFA follows USDA plans to remove barriers for PWD and PWTD.

The department does not have the infrastructure in place to provide agencies
applicant flow data for PWD and PWTD.

5. For the planned activities that were completed, please describe the actual
impact of those activities toward eliminating the barrier(s).

N/A.

6. If the planned activities did not correct the trigger(s) and/or barrier(s), please
describe how the agency intends to improve the plan for the next fiscal year.

N/A.
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