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Foreword: How to Use This Handbook

This Handbook describes the services provided by the Department of Transportation (DOT) Disability Resource Center (DRC). The Handbook is designed to be easily navigated on the web, with searchable terms and clickable links to sections and references. 
The chapters are meant to stand alone on its own, to make it easier for users to search and find relevant information. As such, similar information appears across multiple sections so users can avoid having to peruse the document to answer a specific question. 

This document is intended to be dynamic in nature and is subject to change as individual services or processes are updated. It is, therefore, a good idea to check the latest version of the document on the web for information, even if you have previously printed a copy for personal use. A revision date will always appear just after the title, at the beginning of the document. 

Questions, comments, or feedback concerning this document and the information herein can be directed to the Disability Resource Center via e-mail at drc@dot.gov.

A special note about terminology: Where possible, this handbook uses language and terminology that is widely accepted as positive and culturally appropriate within the disability community. We have made every effort to use positive, appropriate terms. 

1. Mission
The mission of the DOT DRC is to assist the Department in meeting its obligations toward the employment, promotion and retention of individuals with disabilities by providing the following services:  
· identifying and purchasing appropriate and effective assistive technologies and services as reasonable accommodations for employees and applicants with disabilities;
· providing guidance and information on recruitment, and retention and advancement of employees with disabilities through the Departmental Selective Placement Program; 
· providing technical assistance, referral and outreach services to the DOT community through electronic communications, written materials and presentations.
Through these initiatives, the DRC plays a critical role in removing barriers to employment for individuals with disabilities. 

1.1 Terms and Definitions

This section includes a list of terms and definitions used throughout this document.

Assistive Technology (AT)— The Assistive Technology Act of 1998 defines Assistive or Adaptive Technology as: products, devices, or equipment, whether acquired commercially, modified or customized, that are used to maintain, increase or improve the functional capabilities of individuals with disabilities. 
Common Operating Environment—A uniform configuration of hardware and software throughout an organization.
Computer/Electronic Accommodation Program (CAP)—A program by the Department of Defense (DOD) that provides assistive technology accommodations to Federal employees within DOD and other agencies with which it has an agreement.  
Individual with a Disability—An individual 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.
Personal Attendant—People or services that assist a person with a physical, sensory, mental, or cognitive disability with tasks that the person would perform for him or herself if he or she did not have a disability.  Examples can include lifting and filing, retrieving objects, or providing assistance with certain tasks of daily living, such as toileting or removing and hanging a coat.
Reader—A Reader is a person who reads aloud hardcopy materials that are not available electronically or cannot be otherwise scanned and are not available in any other accessible format with or without the use of assistive technology. 
Reasonable Accommodation—Any change in the work environment or in the way things are usually done that results in equal employment opportunity for an individual with a disability. 
Rehabilitation Act of 1973—Prohibits discrimination on the basis of disability in Federal employment, and in the employment practices of Federal contractors, in programs conducted by Federal agencies, and in programs receiving Federal financial assistance. There are several “sections” of the law. The ones discussed in the context of this handbook are:

· Section 501—Requires affirmative action and nondiscrimination in employment by Federal agencies of the executive branch.
· Section 504—Requires that agencies ensure that no otherwise qualified individuals with disabilities are excluded from or discriminated against under any program or activity that receives Federal financial assistance or any program or activity that is conducted by a Federal agency.   Examples of programs or activities receiving Federal financial assistance from the Department of Transportation are the State and local transit authorities; highway/road administrations and airlines/airports/aviation fields that receive Federal monies to operate their programs.  An example of a Federally-conducted training program or activity is the Merchant Marine Academy.  Section 504 applies to employees and members of the public.
· Section 508—Establishes requirements for electronic and information technology developed, maintained, procured, or used by the Federal government. Section 508 requires Federal electronic and information technology to be accessible to people with disabilities, including employees and members of the public.
Requestor—Person who initiates the reasonable accommodation process by asking for a reasonable accommodation. This individual could be the employee who will receive the accommodation, or an individual making the request on behalf of the individual.
Schedule A Hiring Authority
—A Federal regulation regarding the excepted service appointments of persons with intellectual disabilities, severe physical disabilities, and psychiatric disabilities.  The regulation is issued by the Office of Personnel Management and is used to improve the Federal Government's ability to hire persons with these disabilities.  It is designed to remove barriers and increase employment opportunities for persons with disabilities.  There are two subparts that relate to the employment of persons with disabilities in Federal service.    

· Hiring qualified persons with severe disabilities: (5 CFR 213.3102(u)) Appointment of Persons with intellectual disabilities, Severe Physical Disabilities, or Psychiatric Disabilities. (1) Purpose.  An agency may appoint, on a permanent, time-limited, or temporary basis, a person with intellectual disabilities, a severe physical disability, or a psychiatric disability according to the provisions described in the regulation.  

· Hiring readers, interpreters, and other personal assistants: (5 CFR 213.3102(ll)) Positions as needed of readers for blind employees, interpreters for deaf employees and personal assistants for handicapped employees, filled on a full time, part-time, or intermittent basis.

Supervisor/Decision Maker—This is the individual responsible for approving/denying reasonable accommodation requests for employees. In most cases, this is the employee’s direct supervisor; however, an Agency can decide to designate a different decision maker. 
Working Capital Fund—A funding mechanism used by the Department of Transportation that the Operating Administrations contribute to for the purpose of providing centralized services across the Department.
2. History of the DRC
The DRC was established in 1999 as a centrally funded reasonable accommodation program for employees with disabilities in DOT.  Prior to that time, reasonable accommodations were granted at the program office level, often resulting in inconsistent practices among Operating Administrations (OAs) and individual programs. Employees with disabilities advocated for the creation of a Department-wide program where reasonable accommodations would be provided consistently and effectively throughout the Department.
The DRC is centrally funded through the Working Capital Fund (WCF). By consolidating resources in this Department-wide program, the DRC is able to provide reasonable accommodations without an additional impact to an individual OA’s program budget. Each OA contributes to the WCF for the purpose of having access to a variety of centralized Departmental services, of which the DRC is one of those services.
In 2003, through a Memorandum of Understanding (MOU), DOT entered into a partnership with the Department of Defense (DOD) Computer/Electronics Accommodation Program (CAP). This partnership provides another resource for obtaining reasonable accommodations. Under this MOU, DOT receives certain types of assistive technologies at no cost from CAP, for as long as CAP funds are available.  
While DRC models much of its program on the highly successful CAP program, there are significant differences. First, CAP’s funding source is from a direct appropriation, and funds are spent until they are exhausted each year. This often results in lapses in service toward the end of the fiscal year, or in the beginning of a fiscal year while waiting for an appropriation.  DRC’s funding mechanism is different, which provides flexibility to request additional funding based on actual needs in a given year.  Second, DRC’s program is designed to provide a broader range of services to our employees than CAP is designed to provide; including interpreting, personal assistance services and readers. The partnership with CAP results in a cost savings to DOT each year toward the purchase of specific assistive technologies, but only represents a fraction of the total services that DRC provides
3.  Concept of Operations

Much of DRC’s success lies in the ability to provide reasonable accommodations to employees in a consistent and timely manner while addressing individual needs.  DRC supports the OAs in achieving employment, advancement, and retention goals while assisting the Department in meeting its responsibilities under the Rehabilitation Act. 

The Department of Transportation’s policy and procedures for providing reasonable accommodations are defined in DOT Order 1011.1A, “Procedures for Processing Reasonable Accommodation Requests from DOT Job Applicants and Employees 

with Disabilities,” (the Order). The Order defines the supervisor as the decision maker for reasonable accommodation requests.  DRC is a partner in the process when the type of accommodation being requested falls within the scope of products and services that DRC provides. It is important that supervisors or others processing reasonable accommodation requests involve the DRC as early as possible in the process to help ensure that the timeframes for processing requests can be met by the Agency.
Accommodation requests that fall outside of DRC’s scope of operations will be referred to the appropriate OA. In some cases the request will be referred to the Disability Program Manager or the employee's supervisor/decision maker, while in others it could be referred within the OA to the Director of Civil Rights or to the Human Resources office. (This varies by OA.) The OA can then decide how best to resolve the accommodation request. See Chapter 9, “Services Outside the Scope of the DRC,” for a description of services not funded by the DRC.
4. Reasonable Accommodations

4.1 Reasonable Accommodations Overview 
Reasonable accommodations can be defined as any change in the work environment or in the way things are usually done that result in equal employment opportunity for an individual with a disability. At DOT, reasonable accommodations can be provided to job applicants and employees to enable them to perform essential job functions.  Reasonable accommodations are also provided to employees to ensure equal access to benefits and privileges of employment.

As partners in the reasonable accommodation process, the supervisor/decision maker, the employee, and the DRC must be aware of and fulfill their responsibilities as described in the DOT Order 1011.1A and supporting OA specific Reasonable Accommodation documentation.  
Reasonable accommodations accountability rests with the supervisor/decision maker who must process and analyze accommodation requests made by his or her employees as required by the Order.   Determinations on reasonable accommodation requests should ensure that requested accommodations are: 

· being provided to an employee who has a disability;
· related to the impairment that is the basis for the disability determination; 

· necessary for the performance of essential job functions; and
· reasonable in light of other possible alternatives.
Confidentiality of information
, information technology management, and fulfilling reporting requirements are paramount to those involved in the process.  The DRC is only able to fund accommodations that meet all applicable legal, regulatory, and organizational requirements and, therefore, must concur with the outcome of the accommodation process when DRC funding is sought.
 These requirements can include applicable reasonable accommodation requirements, procurement regulations, and IT policies for the Common Operating Environment.

4.2 Interactive Process
The reasonable accommodation process is a cooperative interactive process which must take place between the supervisor/decision maker and the individual requesting the accommodation. When the DRC’s assistance is sought, the parties should consult with the DRC as early as possible in the process. Decisions are made on a case-by-case basis to meet specific individual needs.

When the DRC receives a request for an accommodation, an intake interview is conducted to determine if the supervisor can be contacted, as required, to begin the interactive process. If the employee does not give DRC permission to contact the supervisor, the DRC can refer the requester to the person in their OA who is responsible for handling reasonable accommodation requests, and the request is “Closed Without Action,” within the DRC.  If permission to contact the supervisor is granted, the DRC will interview the supervisor, and the process continues with the steps outlined in sections 4.2.1 to 4.2.8.
4.2.1 Disability Determination by Supervisor/Decision Maker
The supervisor/decision maker is contacted by a DRC Analyst and asked whether he or she has made a disability determination.  A determination of disability is needed in situations where the condition for which the individual is seeking the accommodation is not obvious, or when the requested accommodation does not relate to the condition that is obvious.  It is necessary to have record of such determination because DRC is funded to provide accommodations only to employees whose impairments meet the legal definition of a disability
.

4.2.2 Needs Analysis

Once a disability determination is made, the DRC Analyst works with both the employee and supervisor/decision maker to perform a needs analysis.  This analysis addresses key factors in determining reasonable, appropriate, and effective accommodations.  The steps are:

· Identify essential job functions. The DRC Analyst reviews the position description with the employee and the supervisor/decision maker.  In situations where the position description does not address duties that reflect the nature of the requested accommodation, the Analyst may request that the manager and requester provide written information that addresses specific functions.  

· Determine essential functions requiring accommodation, or the benefits and privileges of employment for which equal access is required, The DRC will ask the employee what aspects of the essential functions of the job need to be accommodated, and will work with the employee and manager to identify solutions that will fulfill those needs. If the employee is seeking assistive technology, the Analyst will investigate which technologies will address the identified needs, and which are compatible with the employee’s existing software and hardware.  The Analyst will also ensure compatibility of selected technologies with the security requirements and other aspects of the Department’s IT Common Operating Environment.

· Evaluate accommodation options.  If an employee and/or his or her supervisor/decision maker is unfamiliar with the product/service solutions being proposed or if several different products/services appear to meet the need in a similar way, the Analyst can arrange a demonstration of various products/services so that the right product for the job can be identified. If the solution involves a service (sign language interpreting, reader services, personal assistance services, for example), the Analyst will work with the employee and supervisor/decision maker to determine parameters for such services, such as frequency, nature of the service, etc.

· Provide documentation, if needed. In some circumstances, the employee might not be able to adequately describe the functional limitations of a disability (for example, a late-deafened adult who does not know their degree of hearing loss, or a person with low vision who cannot quite describe the severity of the vision loss).  When such clarity is required to help create an effective solution, the DRC might ask for documentation that only addresses the specific functional limitations.
  

4.2.3 Develop a Consensus on Accommodation(s)
The Analyst will work with the employee and decision maker to ensure that everyone agrees with the proposed accommodation(s). If such agreement cannot be reached, the Analyst might recommend a facilitator or will seek advice from the OA Civil Rights Office and/or the Departmental Office of Civil Rights (DOCR), as needed.  For information on specific items and services that are out of the scope of DRC services, please see Chapter 9 of this document, “Services Out of the Scope of the DRC.”

4.2.4 Assistance and Referral with Out of Scope Accommodation Requests
In some situations, the employee and supervisor/decision maker might desire an accommodation that the DRC cannot provide because that accommodation is beyond the scope of the services or equipment DRC offers. In those instances, the DRC will provide information and resources on how the accommodation could be obtained outside of DRC should the decision maker and employee wish to pursue the accommodation.
4.2.5 Written Agreement of Accommodation(s) Provided
When the needs analysis is complete, the Analyst will prepare a written report (Action Plan) outlining the product/service to be provided by DRC, including property requirements, such as inventory, repair and maintenance.  If the accommodation being requested relates to a previous accommodation (for example, a new tool or service that will augment previous items/services provided) the Analyst will prepare an Action Plan Addendum that describes the new product(s)/services being provided.  The Action Plan or Action Plan Addendum is signed by the employee and the supervisor. 

4.2.6 Acquisition of Items/Services
The next step is the procurement and delivery of the product/service that has been identified and agreed upon in the Action Plan.  The DRC will use its procurement processes outlined by the WCF procurement regulations to purchase the agreed-upon items at no additional cost to the OA. Where possible, the DRC will purchase AT through the DOD CAP. (See section 4.3.2 for information on AT purchased through the DOD CAP.)
4.2.7 Accommodation Request Closure Notification
When the accommodation items or services have been received and are functioning well to accommodate the employee, the DRC will close the request. The DRC notifies the employee and supervisor/decision maker via e-mail that the request has been successfully fulfilled and is being closed.  

4.2.8 Accommodation Request Follow-up
The DRC staff conducts follow-up to ensure the product/service is meeting the needs of the employee. The DRC will contact the employee and supervisor/decision maker approximately 45 days after the accommodation request is closed to ensure the accommodation is meeting the needs of the employee as intended.  

4.3 Assistive Technology
Assistive technology products can enable an employee with a disability to perform the essential functions of his or her job.  These items can include, but are not limited to:

· screen readers for auditory output of information displayed on the computer screen, as well as data being entered into the computer; 

· screen enlargement software for enlarging text and graphics displayed on the computer screen;

· videophone equipment; 

· CapTel captioned telephones;

· adaptive input devices for alternative control of the computer and keyboards;

· desktop magnification devices, including CCTVs and portable digital magnifiers;

· assistive listening devices;

· Braille displays, or

· voice recognition software.

Prior to purchasing any AT item as an accommodation, the DRC performs an analysis that compares all possible solutions and determines whether the item:  

· is an effective accommodation that will allow the employee to perform his or her identified essential job functions; 

· addresses the specific needs of the individual employee;

· is compatible within DOT’s Common Operating Environment, and

· does not cause conflicts with existing office software or other assistive technology.

Through the analysis process described in Section 4.2.2, the DRC will work with the employee and the decision maker to determine what item(s) will best meet the needs of the employee and will function well within the DOT environment.  If the employee has a suggestion of what products are preferred, or what has worked well in the past, the suggestion will be considered. However, it is possible that the preferred item will not function properly within the DOT environment, or that the DRC may recommend a different product with similar features.

4.3.1 Assistive Technology Training
To ensure the employee’s success in using the identified product, training can also be provided.  This training is usually contracted with an outside vendor.  The vendor will be provided with the employee’s contact information and will contact the employee to schedule the training directly with the employee.  The employee will also be provided with the vendor’s contact information to ensure seamless communication.  To ensure that all procurement requirements are met and to document that the request is fulfilled, the employee must keep the DRC informed of when trainings are scheduled and actual training occurs.
In order to ensure that the employee’s needs are met during training, the DRC will work with the employee and their supervisor to develop a list of skills, tasks, functions, etc., that are to be addressed during the training.  These training objectives will be provided to the vendor contracted to provide the training.  Following the completion of the training, the vendor will be asked to confirm that all objectives were successfully met.  The employee and their supervisor will be asked to acknowledge the employee’s successful mastery of the identified training objectives.

Assistive technology training is not limited to the time of initial purchase of the technology.  If at a later time the employee finds that he or she needs to learn some other feature or aspect of the product that addresses an essential job function, the employee can submit a new request for a reasonable accommodation to the DRC.  Once a specific product and/or training is identified that meets the employee’s needs, a new Action Plan/Action Plan Addendum would be prepared.  

4.3.1.1 Security Escorts for Assistive Technology Trainers
While security policies vary somewhat from one building to another, in general DOT security policy requires that visitors be escorted by the person they are visiting at all times.  The person who “signs for” the visitor at the guard desk is responsible for that visitor at all times until the visitor leaves. 

DRC does not provide the escort for trainers who are here to provide service to DOT employees.  Escorting the trainer is the responsibility of the person who is receiving the service. If the person receiving the service is unable to escort the vendor or arrange for an escort, he or she cannot receive the accommodation he or she needs from the agency. 

4.3.2 Assistive Technologies Purchased Through CAP
DRC is able to procure a variety of assistive technology products through its MOU with CAP.  As established in the MOU, all requests submitted to CAP must be completed and submitted by the DRC; therefore, DOT Department Offices, OAs, or employees should not contact CAP directly.  This ensures that the MOU and the accommodation process have been followed.  After receiving a request from the DRC, CAP will perform its own analysis of the reasonable accommodation request according to its own operating guidelines.  To support CAP’s analysis, DRC provides them with information gathered during DRC’s analysis with the employee and supervisor/decision maker.  The type of information that CAP requests includes, but is not limited to:

· documentation regarding functional limitations, 

· details about the job task(s) to be accommodated by the requested item(s),

· details about the employee’s limitations in performing the job task(s),

· details about the physical environment, general technology and infrastructure, and

· a signed authorization that Information Technology (IT) agrees to allow the product to be connected to the infrastructure. 

In some cases, the employee might be contacted directly by the CAP analyst.  If this occurs, the employee should contact the DRC analyst, keeping him or her informed.  

If CAP approves the item, the product will be purchased by CAP at no cost to the employee’s OA.  The DRC will work with CAP and the employee to arrange delivery of the product and/or training.

Occasionally CAP does not approve requests that have been submitted by the DRC.  Reasons for disapproving a request include the following examples:

· CAP’s new fiscal year budget has not been approved,

· CAP’s fiscal year funding has been exhausted,

· the requested items or services are not on CAP’s approved list,

· documentation has not been submitted by CAP’s due date,

· products are not currently available for purchase (e.g. backordered items)
· CAP has determined the item requested is not an effective accommodation
· it is out of the scope of the types of equipment CAP is authorized to provide.
When using CAP services the DRC must comply with CAP’s requests for information.  Failure to comply will result in the request being disapproved by CAP.

If CAP does not approve the item, representatives of the CAP organization might suggest an alternative item from their approved list.  If the item meets the needs of the employee with similar features and functions, the DRC, in consultation with the employee and the decision maker, can consider accepting the alternative product.

The DRC will work with the employee’s supervisor/decision maker in these cases to determine the best course of action in meeting the requirements of the DOT Order.  In the event that CAP is not able to fulfill the request, the DRC can make the purchase using DRC funds.  DRC funds are used to purchase products and services when:

· CAP disapproves the item and provides no alternative, 

· CAP disapproves the item and the alternative recommended by CAP is deemed by DRC not appropriate, 

· CAP has exhausted its budget, or its budget has not yet been approved; or

· the product is not part of CAP’s approved list.

When DRC funds are used to purchase an accommodation, all DOT WCF procurement regulations and procedures must be followed.  These include, but are not limited to: 

· ensuring a legitimate Government need for the item(s) or service(s),

· ensuring competition requirements are followed,

· adhering to spending limits on credit cards,

· utilizing approved vendors, and

· adhering to scope and funding limits of existing contracts.

For more specific information on specific purchasing regulations, consult the Transportation Acquisition Regulations and the Transportation Acquisition Manual.

4.3.3 Property Agreements
A Property Agreement is prepared by the DRC and will include the following information.

· Date prepared 

· Employee’s name 

· Employee’s office phone number 

· Employee’s location  

· Employee’s Operating Administration  

· Employee’s Supervisor’s name  

· Product information, including serial numbers, if available

· Terms to be agreed to by the employee and the supervisor

The DRC will provide the employee and supervisor/decision maker with the Property Agreement prior to delivery of the product.  The Property Agreement requires the signature of both the employee receiving the product as an accommodation, and the supervisor/decision maker.  In some OAs the property custodian might also sign the form, but this usually only happens when a supervisor requests that their agency property custodian be involved. The signed Property Agreement is returned to the DRC upon the employee’s or decision Maker’s receipt of the product.
By signing the Property Agreement form, all parties are agreeing to the following terms required by DOT procurement and asset management regulations.  The terms are:

· Upon delivery, all equipment becomes property of the employee’s OA.  The employee’s office accepts the item(s) into its inventory, and is responsible for following all OA inventory procedures and policies in place.  If an individual wishes to familiarize himself or herself with policies regarding property, he or she should contact the OA property custodian for more information.

· The OA will be responsible for maintaining the item in good working order.  This includes peripherals (i.e., batteries, paper, bulbs, accessory items, etc.), on-going service fees, (i.e., line charges, service agreements, etc.) routine maintenance and repairs.

· In the event the employee leaves the OA or Department for another Federal position, the OA is free to transfer the equipment to the new agency if mutually agreed.  The DRC does not receive property back into inventory; however, we may be able to assist the OA with finding another appropriate recipient.  If the employee separates from Federal service, the equipment will remain in the inventory of the OA. The supervisor/decision maker should contact the OA property custodian regarding transferring of equipment, if necessary, within the Department.  

By signing the Property Agreement form the supervisor/decision maker and employee are acknowledging that they have received and accept responsibility for the item(s) as government property. As employees of the government to whom public property has been entrusted, they are acknowledging that they understand:

· they are responsible for the proper custody, care, and safeguarding of this property;

· they are authorized to use the property only for the purposes set forth in the agreement;

· if the property is lost, damaged or destroyed, they may be held financially liable and/or subject to discipline if the loss, damage or destruction resulted from their negligence, misuse, dishonesty or willful destruction, and

· as appropriate, they agree to inform property officials within their OA of this commitment.
  
4.4 Reasonable Accommodation Maintenance and Replacement Policy
The DRC does not perform general maintenance of reasonable accommodation items.  It is the responsibility of the individual’s office or OA to ensure that any necessary maintenance is performed to keep the item in good working order.

Occasionally, an item will need to be updated or replaced.  Whether or not the DRC covers the update or replacement is decided on a case-by-case basis.  The following factors are considered.
· Typical life span for the item in question.

· Normal wear and tear.

· A product has become obsolete and is no longer supported for maintenance purposes.

· A different product can be justified because its features meet the employee’s specific needs.

· An update to the Common Operating Environment for IT services causes a compatibility problem with existing technologies.

OA’s will be responsible for replacing items within its inventory under the following conditions  

· misuse or accidental breakage,

· the item becomes lost or stolen,

· a newer version of the item has been released and the customer desires the latest version (unless it can be demonstrated that the newer version contains a significant change that addresses an employee’s essential job function).

Items such as batteries, paper, light bulbs, or other expendable items for assistive technology devices are considered office supplies and should be ordered locally by whatever procedure the employee’s office uses to obtain other office supplies.

4.5 Contract Services

Contract services are sometimes needed to fulfill an accommodation.  These services generally include, but are not limited to:

· sign language interpreting for employees who are Deaf/hard of hearing,

· Communication Access Realtime Translation (CART) services for employees who are Deaf/hard of hearing,

· reader services for employees who are visually impaired,

· personal assistant services in the workplace for employees who have disabilities, and

· personal assistant services when on travel for employees who have disabilities requiring assistance with personal care.

These services may be ongoing, regularly scheduled or on an as needed basis for a specific task or event that is part of the employee’s essential job functions.  These services can also occur as a one-time service for training or other event outside of the employee’s regular routine, but related to their essential job functions.  

If an employee requires contract services from the DRC as a reasonable accommodation, the first step is to request an accommodation from the DRC. The interactive process outlined in this document and DOT Order 1011.1A, will be followed. As described earlier, a disability determination might need to take place if the condition that triggers the request is not obvious, or if the request does not appear to relate to the obvious disability. The DRC will conduct an analysis of the employee’s needs and the essential job functions to be accommodated.  The identified service and its terms are detailed in the Action Plan/Action Plan Addendum written by the DRC. Modifications to the Action Plan/Action Plan Addendum are made if the employee’s needs change. Examples include:

· when sign language interpreting services are approved, but some factor has changed and CART services are now requested;

· 3 hours per week of reader services are approved, but some factor has changed, and now 6 hours per week for the next 3 weeks is requested; 

· personal assistant services are approved for a specific set of tasks, but a factor has changed and access to new tasks is requested; 

· personal assistant services are approved in the workplace, but work related travel is required and a personal attendant (PA) for travel is requested.

Contract service providers are only permitted to provide specific services as outlined in their specific contracts with the DRC. An employee receiving contract services is not permitted to request a service from the contractor that is outside the scope of that provider’s contract. Any such requests must be discussed with the DRC, and the DRC will determine whether it is possible to implement the additional service. 
4.6 Sign Language Interpreting Services
For information on requesting a sign language interpreter, contact the DRC:

· Telephone: 202-366-6242 
· Email (Baltimore-Washington, D.C. Metropolitan Area—Region I): drc.interpreters@dot.gov
· Email (Locations Outside the Baltimore-Washington, D.C. Metropolitan Area): drc.interpreters.reg@dot.gov  https://www.transportation.gov/drc/request-interpreter 
Sign language interpreting makes communication possible between people who are deaf or hard of hearing and people who can hear. Interpreting is a complex process that requires a high degree of linguistic, cognitive and technical skills in both English and American Sign Language (ASL). Sign language interpreting, like spoken language interpreting, involves more than simply replacing a word of spoken English with a signed representation of that English word. ASL has its own grammatical rules, 

sentence structure and cultural nuances. Interpreters must thoroughly understand the subject matter in which they work so that they are able to convert information from one language, known as the source language, into another, known as the target language. In addition, interpretations can incorporate cultural information associated with the languages used. (Source: Registry of Interpreters for the Deaf Standard Practice Paper)_
4.6.1 Overview of Sign Language Services

DRC provides sign language interpreting services to DOT employees and job applicants nationwide.
When an employee with a disability makes a request for interpreting services as an accommodation in the workplace, the interactive process will take place.  An analysis will be completed to determine the type of interpreting needed and the range of situations where interpreting would be required.  An Action Plan will be developed that reflects the scope of the employee’s interpreting needs.  Once the Action Plan has been approved, interpreting services can be arranged according to the procedures for requesting interpreters. As long as the requests are consistent with the Action Plan, it is not necessary to repeat the accommodation process each time. 

DRC provides interpreters on a scheduled basis.  Interpreters are assigned to specific employees for specific events.  Due to high demand, short-notice and same-day services can only be provided if the in-house resources are available at that time.  
4.6.2 Requesting Interpreter Services from the DRC
Sign Language Interpreting services can be requested via email using the request form located at https://www.transportation.gov/drc/interpreting-request-form. Send the form in an email to drc.interpreters@dot.gov for Region 1 and drc.interpreters.reg@dot.gov for Region II.  (See Appendix E for an explanation of interpreting service area regions.)
Information needed for all interpreting request includes:
· Operating Administration requesting interpreting service

· Deaf Consumer's name

· Description of the event

· Date, start time, and end time of the event

· Requestor’s Name and Phone Number

· Location of event (address, building and room number)

· At least two onsite points of contact 
A separate interpreting request is required for each meeting or event, even if one occurs immediately after the other. This ensures that appropriate interpreters are available for all events. 

The number of interpreters needed for a particular request can depend on the number of participants and break-out sessions, nature of the events such as for a conference, trainings or Departmental programs. To improve the likelihood of interpreting services being confirmed, please provide the request form at least five business days in advance of the event.
Meeting and training material that will be distributed during the event should be provided to the interpreters at least one business day in advance. In some instances, especially when highly specialized terms will be used, a list of vocabulary or frequently used terms should be provided. This will enable the interpreters to prepare with specialized signs or concepts in advance to better facilitate communication.  
Events involving specialized disciplines, such as accounting or engineering, or performances such as singing (including the National Anthem), skits, plays, videos and/or other multimedia require a different set of skills to be effectively interpreted.  Be sure to include information on the nature of your event so we can provide an interpreter(s) with the matching skillset for the job. 
Certain meetings may require interpreters to have additional certifying credentials. These include, but are not limited to: meetings concerning legal matters such as depositions, hearings, adverse actions, alternative dispute resolution meetings, Equal Employment Opportunity matters, and security and criminal incidents. Please provide this information on your request form.
Interpreters are not to be video recorded.  Videotaping or transmitting an interpreter in an on-screen "bubble" or "picture in picture" format is not an effective accommodation and is not supported by the DRC 
An interpreter may be required to provide personal identifiable information in advance of the event to the Security Office.  The requestor is responsible for making the request at the earliest possible moment and providing all known information.  DRC may not be able to fill short-notice requests with less than 5 business days’ notice for interpreting for these specialized events.  
If the activity is sponsored by another Federal agency or private sector organization, check with the event sponsor to see whether interpreting services will be provided. If the entity cannot or refuses to provide the service, the DRC will work on filling the gap in service. 
Customers are required to verify that interpreting services took place as requested. This documents proof of service and allows DRC to reconcile the contractor’s invoice and reports.
4.6.2.1 Interpreting Requests for DOT Baltimore-Washington, DC Metropolitan Area Locations (Region I)
The DRC Interpreting Office processes interpreting requests Monday through Friday from 8:30 a.m. to 4:30 p.m. Eastern Standard Time. Requests received after 4:30 p.m. will be processed the following business day.  
Interpreters may be provided for events occurring between the hours of 8:00 a.m. and 5:00 p.m. Monday through Friday, excluding Federal holidays. Interpreters may also be provided for times other than those listed above on an as-needed basis. Every effort will be made to accommodate each request made with 5 or more business days’ notice. Interpreters are scheduled on a first-come, first served basis.    

4.6.2.2 Interpreting Requests for Locations Outside of the DC Metropolitan Area (Region II)
Logistics and procedures for requesting interpreting services in locations outside of the Washington, DC area are arranged on an individual basis taking into consideration frequency, types of services needed, planning capabilities and security considerations. The DRC funds interpreting services for DOT employees throughout the country on either a one-time basis or to fill a continuing need. The interpreting service guidelines outlined in this document also apply to DOT locations throughout the United States. Because interpreting services may be difficult to obtain in some areas, as much additional notice as possible is requested.  
4.6.2.3 Format for Sign Language Interpreting Requests
The DRC manages all interpreting requests via e-mail. The DRC uses an e-mail template that makes it easy for requestors to fill out an interpreting request. A separate e-mail for each assignment is required.  For recurring requests, please see additional information in Section 4.6.2.6.  
To ensure that requests for interpreting services are handled appropriately, all pertinent information shall be provided to DRC prior to the interpreting assignment in order to locate and respond to these requests as efficiently as possible.  The DRC asks all requestors to follow a consistent format for making requests to ensure requests are easy to sort and identify, and that the information is transcribed accurately to our interpreter calendar and provided to the vendor in a clear and concise format.

4.6.2.4 Short-Notice Requests

Short-notice requests are those made less than 5 business days prior to the date interpreter services are needed. Whenever possible, late requests should be avoided. 

Due to the high demand of interpreting services, it is less likely that guarantee short-notice requests can be filled.  If the DRC is unable to provide interpreters, the DRC will provide the requestor with a list of interpreting companies from which they can attempt to locate and pay for the service directly. Alternatively, the meeting sponsor can reschedule the event/meeting.

4.6.2.5 Cancellations

The requestor is responsible for notifying the DRC of cancellations at least three business days prior to the interpreted meeting, event or training. This will help the DRC reassign interpreting services to other individuals or events and avoid unnecessary costs. Note that ONLY the requestor or the listed points of contact for a request may cancel the request.
To ensure maximum availability of service, the requestor is responsible for providing notification of a cancellation as soon as it is known that the service will not be required.  The requesting office should notify the DRC of cancellations at least three full business days prior to the interpreting event or meeting.  This will help the DRC reassign interpreting services to other individuals or events and avoid costs for services that are not used.
4.6.2.6 Recurring Requests

For meetings that are recurring in nature, it is not necessary to submit an individual request for each meeting. However, it is necessary to list each date of the meeting on the initial request.  Please remember to cancel at least three days in advance if the meeting will not be held.  Recurring meetings (i.e., weekly staff meetings) may be scheduled through the fiscal quarter and must be reviewed/renewed each quarter.  The DRC cannot confirm requests past the end of the fiscal year or the term of a contract.  The DRC cannot approve requests for new fiscal year funds until funds have been approved, nor can a contractor confirm services past their contract service dates.

For requests that are recurring, be sure to include intervals, for example: (1st Monday, 4th Thursday, every other…), plus any exceptions to those intervals. Include information on the upcoming meeting dates, for example, next three meeting dates:  07/01, 07/14, 08/01.
4.6.2.7 Request Acknowledgements and Status Updates
Due to a high volume of interpreting requests, please allow at least two business days for an acknowledgement. You should receive a status update (confirmed, pending, unfilled) within two business days of the acknowledgement if it is not a short-notice request.    If you do not receive a status update, please contact drc.interpreters@dot.gov for Region I and drc.interpreters.reg@dot.gov for Region II, with the date of your assignment and the time and date your request was submitted.  Acknowledgements and status updates will be sent in the form of a calendar event invitation from Request.Interpreters@dot.gov. The subject line will indicate whether it is an acknowledgement or confirmation. If the request is short notice, we will inform you of the status as soon as possible.
4.6.3 Event Planning

For major events, it is a good idea to include DRC in the event planning meetings to ensure that interpreting needs are considered at the earliest stages of planning.

As stated in the DOT Memorandum, “Accessible Workplace Programs and Activities for Individuals with Disabilities,”
 planners should ask all participants in advance if accommodations are needed. This can be incorporated into a registration process. An accessibility statement is required on all event invitations, notices, posters, and emails, providing adequate time for people to identify their accommodation needs and for DRC to obtain interpreters. An example of an accessibility statement is as follows:

“The US Department of Transportation (or name of Operating Administration or office) is committed to providing equal access to this meeting (or event) for all participants. If you need alternative formats or services because of a disability, please contact (name of person) at (telephone number) or via e-mail (e-mail address) with your request by close of business (deadline.)”

Event coordinators are responsible for submitting interpreting requests to the DRC. Even if an event is widely publicized, do not assume interpreting services have been scheduled. The number of interpreters needed for a particular request can depend on the number of participants and break-out sessions, nature of the events such as for a conference, trainings or Departmental programs. Therefore, requests for interpreters should be made as soon as the date and time of the event have been determined, with a minimum of five business days' notice in advance of the event or meeting. 

Ensure sufficient time is allowed in advance of the event start time to allow for security processing and escort of the interpreter(s). It is the responsibility of the meeting POC to ensure proper escort of the interpreters. The amount of time varies from one building to another and at different times during the day. Interpreting services allow some time for security processing, however including the additional time in the request ensures that the particular building/event circumstances are considered. 

The meeting sponsor is ultimately responsible for ensuring that the event/meeting is accessible.  If no interpreters are located, the event sponsor should reschedule the event/meeting or locate alternative sources.

If there are no Deaf attendees present 20 minutes after the start of the event, the interpreters will contact the Point of Contact (POC). If the POC is not available, the interpreter will contact the DRC Interpreting Office for further instructions.
If you need interpreting services to attend an event, it is always a good idea to let the event sponsor know, so he or she can schedule services. For some events, such as when the Secretary of Transportation will be in attendance, the event notice might say that interpreters will be provided. If that information is not included on an event announcement, do not assume that interpreters will be present.
4.6.4 Reasonable Accommodation Process for Interpreting Services

DOT managers, event sponsors, meeting planners, training coordinators and schedulers for speaking engagements are responsible for arranging and providing accommodations for all participants.  The DOT Policy for accessible meetings provides more information on these responsibilities
. If reasonable accommodations cannot be made for a person attending the event, it should be rescheduled for a day and time when accommodations are available. In some instances it might be possible for the event planner to work collaboratively with the attendee and the DRC to identify other methods of communication; however, effectiveness of any alternatives should always be evaluated before they are deemed acceptable. 
With the initial request for interpreting services as an accommodation in the workplace, DRC begins the reasonable accommodation process.  An analysis will be completed to determine the type of interpreting needed and the range of situations where interpreting would be required.  An Action Plan will be developed that reflects the scope of the employee’s interpreting needs.  If an Action Plan exists for interpreting services but the employee needs to make a change to that service, then a new analysis will be conducted and an Action Plan Addendum will be developed.  Both the employee and his or her supervisor sign the Action Plan/Action Plan Addendum and return it to the DRC prior to the start of interpreting services. Once the employee and supervisor have agreed on the interpreting requirements, a reasonable accommodation does not need to be requested each time an interpreter is needed as long as the request is consistent with the Action Plan. Once approved, interpreting services can be arranged through the DRC interpreting office. 
The DRC will provide interpreters for work-related or DOT sponsored one-on-one or small group meetings in which a Deaf employee or applicant participates.  It will also provide interpreters for DOT sponsored internal ceremonies and events (such as all hands meetings and award ceremonies) that will be attended by Deaf employees.  Private sector trainers are required to provide interpreting services under the ADA, but if they don’t, the DRC will fill the gap. 

If an employee requires regular, unscheduled, ad-hoc interpreting, he or she should discuss the need with the supervisor.  It may be necessary for the employee’s OA to explore alternatives such as a part-time or full-time contract or Schedule A position to fill the employee’s communication needs.  

If an employee requests interpreter services to attend an event outside of DOT while on official duty, the following factors will be considered:

· Did the employee receive management approval to attend the outside event?

· Does the sponsoring outside organization provide interpreter services, and if not, should it? The outside entity might have contractual or legal obligations to ensure that accommodations are provided.

· Is the activity sponsored by DOT?
DRC will provide interpreting services for DOT-sponsored events and official employee associations (such as Employee Resource Groups). 
4.6.5 Things to Know About DRC’s Sign Language Interpreting Services

Interpreting services are to be requested at the earliest stages of the meeting planning 
process. 

When requesting interpreting services for an event, a New Request must be made at least 5 business days prior to the event. A request submitted after 4:30 p.m. EST will be received on the following business day. Requests with 5 or more business days’ notice are more likely to be filled.
Short-Notice Requests: 
Short-notice requests are those made less than five business days prior to the date interpreter services are needed. Whenever possible, late requests should be avoided. 

Due to the high demand of interpreting services, it is less likely that guarantee hort-notice requests can be filled. 
Cancellations: 
The requestor is responsible for notifying the DRC of cancellations at least three business days prior to the interpreted meeting, event or training. This will help the DRC reassign interpreting services to other individuals or events and avoid unnecessary costs. Note that ONLY the requestor or the listed points of contact for a request may cancel the request.

To ensure maximum availability of service, the requesting office is responsible for providing notification of a cancellation as soon as it is known that the service will not be required.  
Hours of Operation: 
The DRC Interpreting Office processes interpreting requests Monday through Friday from 8:30 a.m. to 4:30 p.m. Eastern Standard Time (EST). Requests received after 4:30 p.m. will be considered as received the following business day.  

DRC Interpreters may be provided for events occurring between the hours of 8:00 a.m. and 5:00 p.m. Monday through Friday, excluding Federal holidays. NOTE: Interpreters may also be provided for times other than those listed above on an as-needed basis. 
Important reminders:

· Only Federal employees can submit interpreting requests.
· Recurring requests (such as weekly meetings, bi-weekly meetings, or monthly meetings) are made the same way as one-time requests; remember to leave instructions in the notes section to indicate the start date, frequency, time, and location.
· Provide the DRC Interpreting Office with copies of the meeting agenda, handouts, slides or other meeting related materials, whenever possible. 
· An acknowledgement of the request will be sent within two business days and a status update will be sent within two business days of the acknowledgement. The status update will come from Request.Interpreters@dot.gov, in the form of a calendar invitation. If a status update has not been received in the above time frame, please contact the interpreting services at drc.interpreters@dot.gov for Region I, or drc.interpreters.reg@dot.gov for Region II.
· Modifications to requests should be sent to drc.interpreters@dot.gov for Region I, and drc.interpreters.reg@dot.gov, for Region II. If the modification is a simple room number change, the email notification is enough.  If modifying the time and/or date, and/or location of the original request, the request will be considered a new request. If this is the case, please cancel the original request, and submit a NEW REQUEST.  Note: If the new request is made after the 5 business day deadline, the request is considered a short-notice request.
· A request submitted after 4:30 p.m. on any business day is considered received the next business day. For example, a request received at 6 p.m. (after the 4:30 p.m. deadline) for a meeting the following morning is unlikely to be filled.

· If a particular user of interpreting services appears to have an unusually high number of cancellations or late requests, the DRC might schedule a meeting with the employee and the supervisor to discuss interpreting scheduling issues.  The DRC might suggest ways of planning meetings or events in a manner that will minimize the additional expense incurred with late requests and late cancellations. The DRC must ensure that its resources are used efficiently and effectively, and our customers play a critical role in that endeavor. If this does not mitigate the issue then fees might be charged back to the OA.

· If interpreters are being provided for an individual, they are not required to interpret for any other individuals or to provide a different kind of service other than what has been requested for the employee.  If the person receiving the service leaves the event or meeting, the interpreters should contact the POC for further instructions.
· Sign Language interpretation is the facilitation between two languages—ASL and English. Interpreters are provided for the sole purpose of facilitating effective communication for people who are Deaf/Hard of Hearing and hearing people. .  
· Tasks such as filing, providing a security escort for DOT visitors and operating office equipment are outside the scope of the the role of an interpreter. 
· Interpreters can only interpret one conversation at a time effectively. Please keep this in mind in a group meeting situation and remember to take turns when speaking. 

4.6.6 Security Escort for Sign Language Interpreting Service Providers

While security policies vary from one building to another, in general DOT security policy requires that visitors be escorted by the person they are visiting at all times.  The person who “signs for” the visitor at the guard desk is responsible for that visitor at all times until the visitor leaves. 

DRC does not provide the escort for interpreters who are here to provide service to DOT employees.  Escorting the interpreter is the responsibility of the person who requests the service. If the person requesting the service is unable to escort the vendor or arrange for an escort, the employee cannot receive the accommodation he or she needs from the agency.  
Because there are frequent occasions when the contact person provided does not answer the telephone when the guard desk calls, the DRC requires two alternate contacts for each service request.  Please ensure that the contacts you provided to the DRC when making the request will be available to answer the phone and can escort the provider to the location of the event when the interpreter arrives. It is not possible for DRC to provide an escort for your interpreters. You also should not assume that the interpreters will have a contractor badge. If the interpreter is still waiting to be escorted 20 minutes after the event start time, DRC might release the interpreter from the assignment. 
4.7 Communication Access Realtime Translation (CART) Services 

CART service provides instantaneous translation of what is being said into visual print display so that it can be read (instead of heard or interpreted).  The DRC is authorized to provide CART services as a Reasonable Accommodation and not for program access.  CART service can be provided in situations such as meetings, trainings, lectures, presentations, and panel discussions.  Because accommodations are individualized, DRC- provided CART services will be displayed on a portable display, laptop, mobile device or other display appropriate for viewing by only the individual.  In situations where multiple approved CART users are requesting CART services from the DRC for the same event, available alternative viewing options will be evaluated.

In most situations, an electronic copy of the unedited transcript of the captioned event can be obtained and provided as an additional accommodation to the real-time captions.  When identified during the interactive accommodation process, an electronic unedited copy of the transcript can be provided to the employee identified for the accommodation.  When an employee is approved for an accommodation of an electronic unedited copy of the transcript, they must indicate their need for it on each CART request submitted to the DRC.  Transcripts are for the sole use of the employee approved to receive CART transcripts as an accommodation, and may not be shared with others.  Transcripts are not an official record of the event.  An employee approved for the use of CART must be physically in the room to benefit from CART services.  The CART provider will not continue to capture what is being said during the user’s absence.
When an employee with a disability makes a first time request for CART services as an accommodation in the workplace, the interactive accommodation process will be initiated.  If required, a disability determination must be made, then an analysis completed, and an Action Plan developed.  If an Action Plan exists for a different type of communication service (such as sign language interpreting) and the current accommodation analysis determines that a new accommodation of captioning services has been determined to be an appropriate alternative, an Action Plan Addendum will be developed.
The Action Plan/Action Plan Addendum will include frequency, duration and other details of the event and the services needed to be performed by the CART vendor, as well as the responsibilities of the employee and their supervisor.  Both the employee and their supervisor must sign the Action Plan/Action Plan Addendum and return it to the DRC prior to the securing of the CART services.  

The DRC will order the CART services and provide the employee and supervisor with information instructing them on scheduling and canceling services as needed.  The CART vendor will be provided with:

· employee’s name and contact information,

· location where service needed – full address, including room number

· start and end time

· information about the type of event

· description of tasks to be provided, as agreed upon in the Action Plan/Action Plan Addendum 

· start and end date of event, if applicable

· If there is any change in the requested service, the employee or their supervisor must notify the DRC immediately. Last minute cancellations may result in paying for services that are not provided and should be avoided. 

To ensure that CART services can be secured by the start of the event and all procurement regulations adhered to, requests must be submitted to the DRC at least 25 business days prior to the date of service needed.  When the DRC does receive a request with less than 25 business days lead time, every effort will be made to fulfill these late request.  Successful securing of late requested services will be determined by procurement regulations and vendor availability.
4.7.1 Security Escorts for CART Service Providers
While security policies vary somewhat from one building to another, in general DOT security policy requires that visitors be escorted by the person they are visiting at all times.  The person who “signs for” the visitor at the guard desk is responsible for that visitor at all times until the visitor leaves. 

The DRC does not provide the escort for the CART service providers. Escorting the service provider is the responsibility of the person who requests the service. If the person requesting the service is unable to escort the vendor or arrange for an escort, the employee cannot receive the accommodation he or she needs from the agency. 

Because there are frequent occasions when the contact person provided does not answer the telephone when the guard desk calls, the DRC requires two alternate contacts for each service request. Please ensure that the contacts you are providing will be available to answer the phone when the service provider arrives and can escort the provider to the location of the event.  It is not possible for DRC to provide an escort for your service providers.  You also should not assume that the service provider will have a contractor badge.
4.8 Personal Assistance Services in the Workplace 
Personal Assistance Services (PAS) can be defined as people or services that assist a person with a physical, sensory, mental, or cognitive disability with tasks that the person would perform for him or herself if he or she did not have a disability.  In general, these may include assistance with personal care (such as eating, toileting), assisting with physical tasks, and cognitive tasks such as facilitating communication access with a reader. Each person with a disability has different needs and may require a unique combination of PAS.
In the workplace, PAS is provided as a reasonable accommodation to enable an employee to perform the essential functions of a job.  The employer's responsibility for providing reasonable accommodations begins when the employee reaches the job site and concludes when the work day ends.  Workplace-related PAS might include, but are not limited to:

· assistance with filing,

· retrieving work materials that are out of reach,

· providing travel assistance for an employee with a mobility impairment, or
· reading handwritten mail or hardcopy material to an employee with a visual disability. 
Skilled medical care, which involves personal use items/services, is not required to be furnished by an employer in the workplace per the Rehabilitation Act for Federal employees and the Americans with Disabilities Act (ADA) for non-Federal workers.  At DOT, PAS involving skilled care is provided on a case-by-case basis through the DRC to qualified employees who would otherwise be prevented from performing the essential functions of their position. The DRC recognizes the sensitive nature of these personal services and will discuss any requests for personal care in a private consultation.
The individual who provides PAS is referred to as a Personal Attendant (PA).  A PA is not permitted to act as an official representative on behalf of DOT, its employees, or its contractors.  Under no circumstance is the PA to perform any of the employee’s essential or non-essential duties.  The PA is only able to provide access to otherwise inaccessible aspects of the job or personal care.  
Note:  PA’s may not operate an employee’s computer even if that computer application is not accessible to the employee.
If an individual volunteers to provide PAS for his or her co-worker, the manager should seek advice from legal counsel before agreeing to such an arrangement.  Otherwise, DOT could be subject to potential liability (Equal Employment Opportunity Commission (EEOC) ADA Policy Division Guidance October 2002/JAN).  The EEOC recommends that DOT managers take a case-by-case approach and only consider allowing co-workers to voluntarily assist employees with disabilities when DOT does not face potential liability for any injuries that may result and the assistance does not substantially disrupt the workplace.  Assistance with taking off and putting on a coat, as well as carrying items, are examples of services that could be provided by a co-worker.  Before allowing a co-worker to assist with tasks such as chair transfers or administering medications, DOT should ensure that proper training is provided.

Neither the DRC nor a DOT manager is permitted to compensate a family member for the services that are provided in the workplace. (See Section 4.8.2 for a discussion on special circumstances related to invitational travel.) 

When an employee with a disability makes a request for PAS as an accommodation in the workplace, the interactive accommodation process is initiated.  If required, a disability determination must be made, an analysis completed, and an Action Plan developed.  If an Action Plan exists for a different type of PA service then what is being asked for or there is a need to make a change to the existing service being provided, then after the analysis has been completed, an Action Plan Addendum will be developed.
The Action Plan/Action Plan Addendum will include frequency, duration and type of tasks to be performed in the most general terms by the PA.  Both the employee and his or her supervisor/decision maker must sign the Action Plan/Action Plan Addendum and return it to the DRC prior to the start of PAS.  

The DRC will order the PAS and provide the employee and supervisor/decision maker with information instructing them on scheduling and canceling services as needed.  The vendor will be provided with:

· employee’s name and contact information,

· work site location - name and address,

· start date,

· end date if applicable,

· general schedule of services, and
· general description of tasks to be provided, as agreed upon in the Action Plan/Action Plan Addendum.

The PAS provider will meet with the customer to go over specifics of the individual’s needs, tasks to be performed, and the manner in which tasks are to be performed. The PAS provider will document specific needs for their own information and recordkeeping, but will not share such personal information with the DRC or the decision maker.
In the event that the PAS provider feels that what is being asked by the employee with a disability falls outside of the DOT written contract/agreement or the employee with a disability feels that they are not receiving appropriate services, both parties must immediately contact the DRC.  The DRC will work with the employee, and vendor to resolve the situation.  The supervisor/decision maker may need to be involved in some situations to assist with resolution.

The employee must notify the DRC immediately if there are any changes needed to the services currently in place.  The DRC will work with the employee and his or her supervisor/decision maker to address these changes.  Changes in the type, manner, or frequency of service cannot be made without consultation with and approval of the DRC. 

The employee will be asked to acknowledge receipt of the PAS by signing paperwork provided by the vendor describing services provided.  The schedule for this could be daily, weekly, monthly, etc. as established in the contract between DOT and the PAS vendor.  If the employee feels that there is a discrepancy between what is listed on the paperwork and actual services received, they are to notify the DRC immediately.
4.8.1 PAS on Travel (Service Provided Through DRC Contract)

An employee who travels for work and requires the services of a PA is not personally responsible for covering the additional costs incurred as a direct result of the travel.  The DRC will work with the employee and manager to determine whether a PA will be provided en-route with the employee, or whether the service will be provided at the destination only.  The DRC can explore both of these options even if the employee indicates a preference. 

The DRC may request justification to determine if the request is reasonable. The EEOC suggests that DOT managers recognize the delicate and intimate work of a PA and not automatically assume that any particular set-up will suffice.
When an employee with a disability makes a new request for PAS as an accommodation while on travel, the interactive process is initiated.  If needed, a disability determination must be made, an analysis completed, and an Action Plan developed.  If an Action Plan exists for a different type of PA service then what is being asked for, then after the analysis has been completed, an Action Plan Addendum will be developed.  Subsequent requests by the same employee will be reviewed for any changes, and if there are any changes, the Action Plan Addendum will be revised accordingly.
The employee must provide the DRC with his or her travel itinerary including:

· departure date and time,

· departure city/airport,

· departure and arrival transportation details (flight number, times train number, etc.),

· return date and time,

· return city/airport,

· return departure & arrival transportation details (flight number, train number, etc.),

· hotel name and contact information,

· numbers of days/nights while on official business travel,

· description of reason for travel, i.e. conference or meeting name, and

· general description of needed PA services.

The DRC will order PAS for this specific trip from the contracted vendor.  The vendor will be provided with:

· employee’s name and contact information,

· hotel and/or work site name and address,

· start and end dates,

· schedule of services (start and end times for each service), and general description of services to be performed. 

Putting PAS in place for an employee on official government travel requires sufficient lead time prior to the date of travel.  Once the analysis and interactive process has taken place and the services are agreed upon, our current vendor contract allows for five business days to put the services in place. 
 The DRC will put the vendor in contact with the traveling employee as early as possible to so that the vendor can communicate directly with the employee about the employee’s specific needs and services to be performed.  The vendor will contact the employee to discuss the details of the needed services.  The employee is responsible for informing the PAS provider with the details of how and when services are to be performed.  

In the event that the PAS provider feels that what is being asked falls outside of the DOT written contract/agreement or the employee feels that they are not receiving appropriate services, both parties must immediately contact the DRC. The DRC will work with the employee and vendor to resolve the situation. The supervisor/decision maker may need to be involved in some situations to assist with resolution.

The employee must notify the DRC immediately if there are any changes to the travel itinerary or the services requested.  The DRC will work with the employee and service provider to address these changes.

The employee will be asked to acknowledge receipt of the services by signing paperwork provided by the vendor describing services provided.  If the employee feels that there is a discrepancy between what is listed on the paperwork and actual services received, they are to notify the DRC immediately. 
In some instances, an employee’s own personal PA or a family member who typically assists the employee when at home can be used by an employee as his or her PA for official travel.  See Section 4.8.2 for a discussion of invitational travel.
4.8.2 Invitational Travel for PAS
An employee who travels for work and requires the services of his/her own personal PA is not individually responsible for covering the additional costs incurred as a direct result of the travel. In a recent memo titled, “Funding of Personal Assistance Services (PAS) as a Reasonable Accommodation on Official Travel,”
 the U.S. Department of Transportation (DOT), in its discretion, may authorize the use of its funds for payment of salary and other necessary expenses that may be incurred by a family member or personal attendant who accompanies a qualified individual with a disability on official travel. 

Each trip taken by an employee is considered a unique event and must be carefully considered as to how best to provide the accommodation. For example, one trip might involve a single overnight stay, while another might involve being on travel for several weeks.
When a request for payment of a PA's salary and other travel expenses is made, the interactive process must take place, as with any other reasonable accommodation request. The determination of whether an employee’s agency pays a salary to a PA who accompanies an employee with a disability on official travel will be made by the employee's first-line supervisor, who should consult with his or her respective legal office, Departmental Office of Civil Rights (DOCR), and the DRC, as needed, in making this determination. 

The DRC will continue to be responsible for payment of Personal Assistance Services (PAS) obtained under the current contract for such services. Should an employee be authorized to use his or her own PA on official travel, DRC will reimburse the PA directly for per diem expenses. The DRC will pay for tickets booked through the government travel system and billed to the central account. The PA's salary will be the responsibility of the employee's office. Payment of a salary may not be appropriate in all instances and may be appropriate for all or only a portion of the travel. See Appendix D for more information.
The employee must provide the DRC with his or her travel itinerary including:

· departure date and time,

· departure city/airport,

· departure and arrival transportation details (flight number, train number, etc.),

· return date and time,

· return city/airport,

· return departure and arrival transportation details (flight number, train number, etc.).

· hotel name and contact information,

· numbers of days/nights while on official business travel,

· description of reason for travel, i.e. conference or meeting name.

· name and contact information for PA traveling under invitational travel.

When it is determined that the best solution is to have the PAS provided by an individual selected by the employee via the DRC, that PA will only be able to travel with the employee under the OA’s policies, procedures and terms for invitational travel through the DRC.  If the PA incurs any personal, local travel or expenses during the trip (for example, if the PA is given a few hours of free time in the evening), those expenses are not considered reimbursable.
 GSA travel regulations will also apply. Setting up a person for invitational travel requires 5-10 business days in addition to the 5 business days necessary for making the travel arrangements.  

The PA traveling under invitational travel will be provided with a form requiring them to provide all of the following information:

· full name of invitational traveler,

· email address,
· home address and telephone number,
· social security number,

· banking institution routing and account information, and

· emergency contact information.

The PA must return the completed form to the DRC so that the DRC can work with E-Travel to establish the invitational traveler’s profile in the computerized travel system, E2 Solutions. The above information will be used to arrange airfare when needed, pre-approve reimbursable expenses, as well as set up direct deposit of reimbursed funds for previously approved expenses incurred while on travel as a PA for the DOT employee. If the PA identified by the DOT employee is not a U.S. Citizen, the DOT employee is responsible for ensuring that the PA has all documentation of his or her status in order and all required security measures have been taken prior to the DRC processing the invitational travel authorization for the PA.  The identified PA must cover their own reimbursable expenses, as the DRC is unable to provide advanced funds or reimburse someone else for the PA’s expenses.  Identified PA’s should be aware that any outstanding debt with the Federal Government will be taken from reimbursed funds provided by the DRC prior to the release of any remaining funds to the PA.
If the person identified by the employee to provide PAS is a DOT employee and has an existing E-Travel profile, the DRC will work with that employee’s OA and E-Travel to create a new profile under the DRC for the purpose of this trip while he or she is acting as a PA for an employee with a disability.  This is necessary so that DRC can cover the approved travel expenses via the WCF.  This process can take a minimum of 10 business days to complete.  The DOT employee who will act as a PA will be instructed that he/she will have to adhere to the policies and restrictions of the DRC/OST travel guidelines.

Once the PA’s profile has been created under the E-Travel system or existing profile has been moved to the DRC’s account, the DRC will be notified by the E-Travel system.  The DRC will now be able to initiate the travel authorization process.  This involves making airfare arrangements if necessary, estimating the cost of per diem, and any other expense deemed necessary during the analysis process. The employee is required to sign and approve the proposed travel authorization before it is submitted for approval. The signed copy may be emailed to the travel coordinator. A travel authorization will not be processed without the DOT employee’s review and approval.

At this point, the PA’s invitational travel authorization must be approved by the four levels of approving agents as determined by the process for utilizing WCF.  Five business days must be allowed for this part of the process.

Once the approval process has been completed, the DRC will forward all travel itineraries to both the employee and the PA.  If any changes are made to the travel plans, the employee must notify the DRC immediately. 

Upon completion of the travel, the DRC must be informed immediately of the trip’s conclusion and receipts must be provided for pre-approved expenses, as approved prior to the trip.  The DRC will prepare for the PA the travel voucher for reimbursement of all pre-approved expenses.  If any expenses are required that have not been pre-approved, the DRC must be notified immediately to obtain pre-approval or arrange for an alternative solution.  In emergency situations or when the DRC cannot be reached, an explanation and receipts must be provided to the DRC along with any pre-approved expenses. This allows the DRC to follow up with the appropriate action in accordance with procurement, travel policy and procedures, and secured reimbursement if appropriate.  

A copy of the completed voucher will be provided to the PA for his or her review and to obtain the required signature.  This is to confirm/acknowledge that the voucher does not contain any errors.  Any noted errors or problems with the voucher must be brought to the attention of the DRC immediately.  The signed voucher must be returned to the DRC so that approval can be given to reimburse the PA via direct deposit to the PA’s listed financial institution.
4.8.3 Security Escorts for Personal Assistance Service Providers

While security policies vary somewhat from one building to another, in general DOT security policy requires that visitors be escorted by the person they are visiting at all times. The person who “signs for” the visitor at the guard desk is responsible for that visitor at all times until the visitor leaves. 
The DRC does not provide the escort for Personal Attendants who are here to provide service to DOT employees. Escorting the service provider is the responsibility of the person who requests the service. If the person requesting the service is unable to escort the vendor or arrange for an escort, the employee cannot receive the accommodation he or she needs from the agency. 
Because there are frequent occasions when the contact person provided does not answer the telephone when the guard desk calls, the DRC requires two alternate contacts for each service request. Please ensure that the contacts you are providing will be available to answer the phone when the service provider arrives and can escort the provider to the location of the event. It is not possible for the DRC to provide an escort for your service providers. You also should not assume that the service provider will have a contractor badge.
4.9 Reader Services
The DRC will provide readers for Blind, Low Vision, and learning-disabled (LD) employees and applicants for access to hardcopy materials that are not available electronically or can be otherwise scanned and are not available in any other accessible format with or without the use of assistive technology.  The DRC will provide readers for day-to-day responsibilities as well as special projects and events.  However, Blind, Low Vision, and LD employees are encouraged to request electronic/alternative format media when registering for special projects, programs and/or trainings.  The DRC will provide readers for training courses attended by DOT employees if the training vendor does not provide the needed accommodation or alternative media and the DRC is provided with a written statement from the vendor.
The DRC provides readers as a reasonable accommodation to DOT employees and job applicants with visual and LD.  There is no additional charge to OAs for this service.

Due to the limitations of our current contract with the Reading Services vendor, the primary responsibility of a Reader is to read material that is otherwise inaccessible.  If requesting DOT employees need additional assistance or have needs beyond basic reading, they should contact the DRC for further assistance. Readers may not operate an employee’s computer even if that computer application is not accessible to the employee. Requests for additional services will be handled on a case-by-case basis.
4.9.1 Scope of Reader Services
A reader can be billed for a minimum of two hours per session, with a maximum of three hours per day and six hours per week. Exceptions to time limits must be requested and pre-approved by the DRC in writing, as part of the interactive process.  All requests for readers from the DRC will be provided on a first-come, first-served basis. Five business days’ notice is requested whenever possible. This notice enables the DRC to seek and pay for the services of another vendor if the current DRC reading service provider is unable to meet the need.  If a reader is not available, the DRC staff will attempt to procure services through another vendor if the request is made in a timely manner.  However, if multiple requests for the same time slot cannot be accommodated, the first-come, first-served rule will apply.  
4.9.2 Requesting Reader Services as a Reasonable Accommodation

When an employee with a disability is in need of Reader services as an accommodation, the interactive accommodation process must be engaged.  If needed, a disability determination must be made, an analysis completed, and an Action Plan developed.  If an Action Plan exists for a different type of service then what is being asked for or there is a need to make a change to the existing service being provided, then after the analysis has been completed, an Action Plan Addendum will be developed.

The Action Plan/Action Plan Addendum will include frequency, duration and type of tasks to be performed by the Reader.  Both the employee and their supervisor must sign the Action Plan/Action Plan Addendum and return it to the DRC prior to the start of Reader Services.  

To assist the DRC in providing the most appropriate reader for the assignment, the DRC must be provided with: 

· name of the Blind, Low Vision, or LD employee,

· describe the nature of the job, project, or event,

· duration -- include start and end times,

· location -- include appropriate OA contact for security clearance/escort,

· description and subject of material(s) to be read.

The DRC will order the Reader services and provide the employee and supervisor/decision maker with information instructing them on scheduling and canceling services as needed.  The vendor will be provided with:

· employee’s name and contact information,
· work site name and address,
· start dates,
· end date if applicable,
· general schedule of services, and
· description of tasks to be provided, as agreed upon in the Action Plan/Action Plan Addendum.
The employee must notify the DRC immediately if there are any changes needed to the services currently in place.  The DRC will work with the employee and their supervisor/decision maker to address these changes.  In no case is the employee, supervisor or DRC staff permitted to commit Federal funds without prior written authorization.
The employee will be asked to acknowledge receipt of the Reader services by signing paperwork provided by the vendor describing services provided.  The schedule for this could be daily, weekly, monthly, etc. as established in the contract between DOT and the Reader service provider.  If the employee feels that there is a discrepancy between what is listed on the paperwork and actual services received, they are to notify the DRC immediately.

Untimely requests are considered to be those made less than two business days prior to the date services are needed.  There is no guarantee that services requested on short notice can be fulfilled.  In the event that DRC readers are unavailable to fulfill the request, the requestor can provided an alternate request date/time.  
The requesting office is responsible for notifying the DRC/Vendor of cancellations at least 24 hours prior to the scheduled arrival of the reader.  This will allow the DRC to reassign readers to other employees, applicants or events.

To assure maximum availability of service, the requesting office is responsible for providing notification of the cancellation as soon as it is known that the service will not be required.

The DRC funds reading services for DOT employees throughout the country on either a one-time basis or to fill a continuing need.  Organizations with a recurring need for services may request the DRC's support in establishing agreements with local reading services.  The Reading Services guidelines outlined in this document also apply to DOT locations throughout the United States.  Because reading services may be difficult to obtain in some areas, we would appreciate as much additional notice as possible.

4.9.3 Limitations of Reader Services
In the event that the Reader service provider feels that what is being asked falls outside of the DOT written contract or the employee feels that they are not receiving appropriate services, both parties must immediately contact the DRC.  The DRC will work with the employee, and vendor to resolve the situation.  The supervisor/decision maker may need to be involved in some situations to assist with resolution.

If an employee requires regular, unscheduled, ad-hoc reader services, he or she should discuss the need with the supervisor/decision maker.  It may be necessary for the employee’s Departmental Office or OA to explore alternatives such as a part-time or full-time contract or Schedule A position to fill the employee’s needs. DRC does not provide staff positions as a reasonable accommodation. See Section 11.7 for more information.

4.9.4 Security Escorts for Reader Services Providers
While security policies vary somewhat from one building to another, in general DOT security policy requires that visitors be escorted by the person they are visiting at all times. The person who “signs for” the visitor at the guard desk is responsible for that visitor at all times until the visitor leaves. 

The DRC does not provide the escort for Readers who are here to provide service to DOT employees. Escorting the service provider is the responsibility of the person who requests the service. If the person requesting the service is unable to escort the vendor or arrange for an escort, the employee cannot receive the accommodation he or she needs from the agency. 

Because there are frequent occasions when the contact person provided does not answer the telephone when the guard desk calls, DRC requires two alternate contacts for each service request. Please ensure that the contacts you are providing will be available to answer the phone when the service provider arrives and can escort the provider to the location of the event. It is not possible for DRC to provide an escort for your service providers. You also should not assume that the service provider will have a contractor badge.

4.10 Interim Accommodations
When an employee requests a reasonable accommodation that cannot be put in place immediately, an interim accommodation must be established as a temporary measure until the actual accommodation is available.
  Some factors that can cause this type of a situation can include but are not limited to availability of the product, procurement and installation process timelines.  An interim accommodation can also be used as a method for an employee to try/evaluate a potential accommodation.  

When a situation requires an interim accommodation, all regulations, policies and procedures that govern a reasonable accommodation must be followed.  The major difference is that the Action Plan documents the terms of the interim accommodation such as the extent and duration of the terms of the interim accommodation.

The employee, his or her supervisor and the DRC will work together to identify a temporary solution that will allow the employee to be successful at completing his/her primary job functions.  The terms and duration of the interim accommodation will be clearly stated in the Action Plan or Action Plan Addendum prepared by the DRC, and the time for which the temporary accommodation is needed will be as short as possible.  

Sometimes the identified interim accommodation might fall outside the scope of what the DRC can provide and it therefore remains the sole responsibility of the employee’s Operating Administration to put in place.  Examples of interim accommodations typically out of DRC’s scope can include but are not limited to:

· Temporary reassignment of job duties.

· Change in job or task expectations.

· Establishing a partnership between the employee needing the accommodation and a co-worker to accomplish the task jointly.

Since these types of accommodations are outside of the authority of the DRC, the supervisor/decision maker will need to decide the feasibility of putting such changes in place and is advised to consult their Departmental Office’s or Operating Administration’s Human Resources and/or Civil Rights Office.  

In the event that the employee and/or the supervisor/decision maker find that the interim accommodation is not working, then the interactive process is re-engaged to find a new solution.  It is important to remember that interim accommodations are governed by the same regulations, policies, and procedures as reasonable accommodations.  Interim accommodations are not provided in lieu of decisions and determinations required by the DOT Order.

4.11 When a Decision Maker Disagrees with the DRC
When a supervisor/decision maker disagrees with the DRC’s recommendation, the supervisor/decision maker can elect to purchase the desired items with funds from his/her OAs budget.  The DRC can provide information to the supervisor/decision maker on the pros and cons of making this choice.

5.  Program Access
“Program Access” refers to any service provided by DOT to ensure the access of persons with disabilities to any available public DOT program or service (i.e., not related to the reasonable accommodation of DOT employees. The Department is required under Section 504 of the Rehabilitation Act of 1973 to ensure that the programs and services it provides to the public are accessible.  Generally, the DRC is not responsible for providing access to available DOT public programs or services. Instead, as required by the DOT Order, event sponsors/planners are responsible for providing this type of support to Departmental employees and the public. 

Examples of program access activities could include:

· purchasing a TTY or videophone for use with a public hotline;

· providing assistive listening devices for general/public meetings (e.g. FM system, audioloop)

· providing materials in alternative formats for Departmental events (unless a DOT employee with a disability requests it as a reasonable accommodation)

· captioned videos, multi-media or broadcast messages; or

· CART services for Departmental events.

Even though the DRC does not provide items or services as a means of creating access for the public to Departmental Programs, the DRC will work with program offices as needed to help them determine the best accessibility solution for their program needs.

In general, OA Program Offices should budget for Section 504 and 508 compliance requirements from their appropriated (or trust) funds.  Federally conducted or funded (contracts and grants) must ensure equal access through the contracts or other funding agreements (grants, Interagency Agreements, Memoranda of Understanding).

The Administrative Management Council has authorized one exception.  The DRC will provide sign language interpreting for certain program access events.  These events could include a Department-sponsored event where the Secretary or Deputy Secretary of Transportation will be speaking, or a public hearing about a proposed regulation
The Assistant Secretary for Administration, the Departmental Office of Civil Rights (DOCR), and the Chief Information Officer released a joint memorandum in 2009 on creating accessible programs and activities in DOT. That memo can be found on the DRC website at the following URL:

https://www.transportation.gov/drc/guidance-accessible-workplace-programs-and-activities-individuals-disabilities
6. Employment of Persons with Disabilities: Departmental Selective Placement Program
During Spring 2006, DOT became the first Federal agency to employ a full-time Selective Placement Program Manager with responsibilities at the national level.  The program was added to the Disability Resource Center to centralize this function and to help the Department coordinate efforts toward improving the recruitment, hiring, advancement and retention of persons with disabilities across DOT.

The Selective Placement Program Manager does not manage or oversee daily staffing operations of Selective Placement Program Coordinators located within individual Operating Administrations.  Rather, this DRC role is consultative in providing technical assistance, information, guidance, resources, and referrals to individual OA Selective Placement Coordinators.  

As the Departmental point of contact representing the Human Resource perspective on improving the recruitment, employment, advancement, and retention of persons with disabilities at DOT, the Departmental Selective Placement Program includes the following functions:

· Serves as the Department’s centralized resource to provide internal and external technical assistance on implementing the Schedule A Hiring Authority.  

· Systemically monitors and evaluates the recruitment, hiring, advancement, and retention activities for people with disabilities to determine their effectiveness, and recommend changes as needed. 

· Develops Departmental education, outreach, and resource materials to help encourage the use of Schedule A for hiring new employees with severe/targeted disabilities, and to promote the advancement while improving retention of current DOT employees with disabilities.

· Collaborates with individual OA Human Resource Offices to pilot initiatives, implement strategies, and identify best practices that can be applied throughout the Department to improve the employment of persons with disabilities.

· Collaborates with other Departmental Office of Human Resource Management Programs to ensure initiatives, policies, and procedures incorporate the interests and needs related to the employment of persons with disabilities.  

· Departmental Corporate Recruitment Program Manager

· Departmental Staffing and Classification Program Manager

· Develops and maintains the external DOT Disability Employment Network of public and private organizations (including state departments of rehabilitation services) involved in the placement of applicants with disabilities.  The Network is updated with information about the DOT Selective Placement Program, the Schedule A Hiring Authority, and job opportunities available primarily through the non-competitive hiring flexibilities.

· Collaborates with the Departmental Office of Civil Rights (DOCR) to support the implementation and reporting of MD-715, Part J throughout the year.  DOCR maintains this document and reports annually to the Equal Employment Opportunity Commission on DOT’s progress in identifying employment barriers and implementing strategies to eliminate those barriers.  

· Leads interagency initiatives such as the Federal Disability Workforce Consortium (FDWC) to encourage information sharing of resources, success stories, employment strategies, and best practices throughout Federal service while helping to establish DOT as an employer of choice for individuals with disabilities.

· Departmental point of contact for the Federal Workforce Recruitment Program (WRP).  WRP students with disabilities hired into DOT should be reported to the Departmental Selective Placement Program Manager.  As temporary Federal employees, DOT WRP students’ reasonable accommodation requests should be referred to the DRC as early as possible. 
6.1 OA Selective Placement Coordinators
Department of Transportation OA Selective Placement Coordinator positions are located within Human Resources as Human Resource Specialists and serve as a Selective Placement Coordinator as a collateral duty.  

The following is a general list of responsibilities that may be managed by DOT OA Selective Placement Coordinators. 

· Advise managers on the use of Schedule A as a non-competitive hiring option for filling job vacancies with qualified applicants with severe/targeted disabilities.

· Maintain current information about qualified candidates with disabilities, available for placement in jobs under the Schedule A Hiring Authority.

· Maintain an understanding of DOT’s Reasonable Accommodation Policy and provide managers with reasonable accommodation guidance as it relates to applicants with disabilities who need access to the hiring process.  

· Provide applicants and current employees with disabilities with information about Schedule A, current job opportunities, types of jobs in the Department or OAs, and how these jobs are filled.

·   Help maintain communication and working relationships with public and private organizations involved in the placement of applicants with disabilities to provide information about their Departmental/OA’s program and job opportunities and to facilitate the placement of applicants with disabilities in their OA.

· Monitor and evaluate selective placement program efforts and activities for people with disabilities within the Departmental/OA to determine their effectiveness, and making changes as needed to improve program effectiveness.  Report progress and findings to the Departmental Selective Placement Program Manager. 

· Participate as a recruiter at job fairs and other recruitment events.

· Provide technical assistance, information, and referrals to regional and field office Selective Placement Program Coordinators when appropriate.

· Serve as the Departmental/OA’s point of contact when a Department-wide Request for Reassignment as a Reasonable Accommodation is issued.  

· Notify the Departmental Selective Placement Program Manager when a new coordinator is selected.  

7. Technical Assistance

The DRC provides technical assistance to all DOT employees, offices and OAs.  These services are separate from the products and services provided through the reasonable accommodation process. The DRC’s technical assistance services can include answering disability related questions; working with third-parties such as IT to get assistive technology devices approved or supported by the Department/OA; usability/accessibility issues with standard software applications; accessible meetings; program access, etc.  
Examples of technical assistance provided by the DRC include:
· The DRC does not provide office chairs, but we can assist the employee and his or her supervisor with identifying the most appropriate seating by either referring them to the DOT Facilities person responsible for chairs and furniture, or to an outside vendor who the supervisor and employee may choose to work with as they deem appropriate.
· Although DRC does not pay for facility modifications, the DRC can provide knowledge on accessibility requirements or on how to improve access for persons with disabilities. 
· DRC can provide assistance to employees and supervisors with understanding and employing safe evacuation techniques for individuals with disabilities and can help customize a plan that works best for specific employees.

· Policies and procedures established by Office of Security, IT, Telecom and other offices that support the DOT infrastructure includes consideration of the needs of employees with disabilities. The DRC can partner with these offices and act as a content expert on issues related to disabilities. The DRC can research information through such resources as EEOC, the U.S. Access Board, the Job Accommodation Network (JAN), Department of Labor, Department of Justice, and others.  DRC may also bring in experts from outside DOT who can bring highly specific information to the table.
· If an identified solution being considered for an accommodation requires the modification of an employee’s schedule, job tasks, or job assignment, DRC has no authority to put such an accommodation in place.  We can, however, work with the employee and his or her supervisor to ensure that all options have been compared and considered, and refer both parties to other resources such as the Office of Civil Rights, Human Resources, or the Employee Assistance Program.
· DRC does not provide personal use items such as wheelchairs, scooters, eyeglasses, hearing aids, canes, crutches, etc.  However, the DRC can research and identify resources that can provide support and guidance to employees who need these products or related services.

Technical assistance is not limited to what is described above. The DRC continually incorporates what is necessary to meet the ever changing technical and physical challenges of the DOT environment – whether it is specific to one employee, a specific office or OA.  The service can be a one-time solution that is addressed in one day or may require a long-term relationship of an on-going nature.  Anyone can contact the DRC to obtain information related to an issue dealing with a disability.
8. Training and Outreach

DRC offers training and outreach to all DOT Departmental Offices/OAs on a range of disability-related employment topics.  Managers and employees may request trainings or briefings to help improve understanding of disabilities, the use of assistive technology, and disability etiquette.  When possible, employees with disabilities within the requesting organization’s work group are encouraged to participate.  Training options range from a 10 minute briefing on DRC services to a more comprehensive 90 minute presentation on improving the employment of persons with severe/targeted disabilities at the U.S. Department of Transportation.  

DRC collaborates with key stakeholders within each DOT Departmental Office and OA to incorporate their specific training goals and objectives.  With logistical and marketing support from the OA information can be delivered via videoconferences, webinars, and live briefings and trainings.  The following are a few of the most frequently requested briefings and trainings.
· Overview of DRC Services -- Includes a description of DRC services, processes and success stories of employees with disabilities employed in the Department of Transportation.

· Diversity and Disabilities in the U.S. Department of Transportation -- Provides information about disability culture, including appropriate (current) terminology, overview of DRC services, employment success stories, and introduction to assistive technologies. 
· Bridging Communication Between Hearing and Deaf Employees -- Improves understanding of Deaf culture, tips for communicating for Deaf and hearing employees, basic instruction on workplace-related American Sign Language, and introduction to assistive technology frequently used by Deaf and hard of hearing employees.  

· Employing Persons with Disabilities in the Department of Transportation -- Provides information relating to the current Federal, DOT, and individual Departmental Office/OA employment statistics on the employment of people with severe/targeted disabilities.  Resources and tools are highlighted to help managers hire, advance and retain qualified individuals with disabilities at DOT.  Success stories of current employees with disabilities are also included with their permission.

Most training requests require a minimum of 30 days’ notice to ensure ample time for marketing, travel arrangements, and logistics management.  Opportunities for a DRC presenter to travel to DOT regional and field offices are available on a first come, first served basis.  For more information, contact the DRC.
9. Services Outside the Scope of the DRC

In some situations, the employee and supervisor/decision maker might request an accommodation that the DRC cannot provide because that accommodation is beyond DRC’s authority.  If possible, in those instances the DRC will provide information and resources on how the accommodation can be obtained outside of the DRC, should the supervisor/decision maker and employee wish to pursue the accommodation.

Factors that impact the determination of which products and services fall outside of the scope of the DRC include, but are not limited to:  

· IT infrastructure and security requirements,

· procurement regulations,

· regulations governing the use of the WCF,

· policies established by the DOT AMC,

· availability of products,

· EEOC rulings.

The following sections address specific items considered not in the scope of the DRC at the time this document was prepared and are affected by one or more of the potential factors listed above.  This is not an exhaustive list as the DRC is not in control of regulations effecting what it can and cannot do, thus this list will change to reflect the current status of rules, regulations and laws.

9.1 Ergonomic Chairs
The DRC does not fund the purchase of ergonomic chairs as a reasonable accommodation. If it is determined that an ergonomic chair is required for an individual with a disability, the employee’s Departmental Office or OA is responsible for funding this accommodation. This was determined by the DOT Administrative Management Council in 2005.  The DRC can provide technical assistance by arranging for an ergonomic seating assessment for the individual, and/or provide the employee and their supervisor/decision maker with contact information for the DOT Facilities personnel responsible for providing chairs.  Sometimes the DRC is able to suggest other products or techniques that can be provided as an accommodation that will address the identified situation, and might fall within the scope of the DRC.  

9.2 Monitors and Other Computer Equipment
In the past, the DRC provided large screen monitors as a form of reasonable accommodation for individuals with low vision. Recently, the standard desktop monitors have been upgraded to include larger screens and/or LCD displays. If an individual still has an older monitor, he or she should request an upgrade to the newer standard models through the employee’s Departmental or OA IT point of contact.  The DRC does not provide computers and related equipment that are otherwise available from the employees IT support services. If an employee is in need of a computer monitor larger than the standard monitors being issued, they will need to work with their supervisor and OA IT representative to identify a monitor available on the OA’s current IT procurement contract.  The DRC is unable to pay for items on these contracts.  
9.3 Keyboards, Mice and Pointing Devices
The DRC does not provide standard keyboards or mice as a form of reasonable accommodation. The Microsoft Natural Ergonomic Keyboard is one example of a keyboard which is now considered standard office equipment.  If the keyboard or mouse is highly specialized, such as a keyboard designed specifically for one-handed use, or eye gaze technology for use by an individual with quadriplegia, those keyboards or pointing devices are considered an assistive technology and can be provided by the DRC as an accommodation.  

9.4 Personal Use Items
The DRC does not provide items that would be considered personal use items as a form of reasonable accommodation.  Examples of Personal Use Items include the following, but are not limited to:

· wheelchairs, scooters, walkers, crutches or canes;

· hearing aids;

· eyeglasses;

· alternative augmentative communication devices; or

· handheld magnifiers.

If an employee needs a personal use item for daily functioning (including job functions) the DRC analyst may be able to assist in identifying community resources for obtaining such items.

According to EEOC guidance on Reasonable Accommodations:

“An employer does not have to provide as reasonable accommodations personal use items needed in accomplishing daily activities both on and off the job. Thus, an employer is not required to provide an employee with a prosthetic limb, a wheelchair, eyeglasses, hearing aids, or similar devices if they are also needed off the job. Furthermore, an employer is not required to provide personal use amenities, such as a hot pot or refrigerator, if those items are not provided to employees without disabilities. However, items that might otherwise be considered personal may be required as reasonable accommodations where they are specifically designed or required to meet job-related rather than personal needs.”

9.5 Architectural/Infrastructure Modifications as a Reasonable Accommodation
The DRC does not fund removal of architectural barriers that may be required as a reasonable accommodation. However, the DRC can provide technical assistance for addressing these issues. 

Other systems might exist within the workplace infrastructure that could create a barrier to an employee with a disability. These systems can include IT systems and telecommunications services. The DRC does not fund alterations to these infrastructure systems which may be needed as a reasonable accommodation, but can provide technical assistance in addressing and correcting barriers that potentially may exist in system design.

9.6 Job Restructuring, Teleworking, Reassignment
The DRC does not provide Job Restructuring, Teleworking, or Reassignment as a reasonable accommodation.  In some cases, altering the essential functions of a job, including how or where it is performed, makes sense in specific situations.  In these cases, these types of accommodations are provided by the Departmental or OA supervisor/decision maker with consultation from the OA HR or Civil Rights Office, as appropriate

9.6.1 Provision of Assistive Technologies in the Telework Environment
While the DRC cannot grant Teleworking as an accommodation, if a supervisor/decision maker decides to grant Teleworking as a reasonable accommodation, then the DRC can assist by providing needed reasonable accommodations equipment in the telework environment. These items are typically funded through the DOD CAP program. 
9.7 On-Demand or Full-time PA, Reader or Sign Language Interpreter
In some instances, it might be appropriate to hire a PA, sign language interpreter or reader for on-demand services or as a full-time reasonable accommodation for an individual, rather than using the scheduled services that the DRC provides. If this solution is determined by the supervisor/decision maker to be effective for the employee, the DRC does not provide funding or hiring slots to support this effort. A PA, sign language interpreter or reader can be hired to assist an employee with a severe or targeted disability under the Schedule A hiring authority. Departmental Offices and OAs should consult their agency SPCs for information and assistance with this process. One exception is the Federal Aviation Administration (FAA) which does not use the Schedule A hiring authority.  FAA supervisors/decision makers should contact FAA’s Disability Program Manager to determine viable options. Although DRC does not fulfill the request for on-demand PAs, Interpreters or readers, the DRC Departmental Selective Placement Program Manager can assist the decision maker and Departmental or OA Selective Placement Coordinator in identifying qualified individuals to fill the position.
9.8 Training to Learn the Features of a Job Tool
Training to learn the features of a job tool is not the responsibility of the DRC. Examples of this could include, but are not limited to:

· How to write formulas in excel

· Using Mail Merge in Microsoft Word

· How to process a travel voucher

9.9 Accommodations to Facilitate Employee Participation in Union Activities
The DRC does not provide accommodations to support an employee’s participation in Union activities. This includes Union membership or Executive Board meetings.  These meetings are not sponsored by the agency and relate to internal Union business which employees are required by statute to perform during non-duty hours. (5 USC 713, specifically states that activities relating to internal business of a labor organization including the solicitation of membership, elections, collection of dues, shall be performed during non-duty status.)  Employees needing accommodations (such as Sign Language Interpreting) to attend Union activities should contact the Union and ask that organization to provide the accommodation.
In those instances where the Agency calls Union representatives to attend a meeting, the DRC can provide the service, but only if the meeting occurs at the request of the Agency. These requests will be handled on a case-by-case basis to ensure that no conflict of interest occurs.  
Notes

Appendix A: DRC Staff Positions and Responsibilities

DRC Manager

The DRC Manager oversees the day-to-day operation of the Disability Resource Center. The manager serves as supervisor to DRC staff, and is primarily responsible for budget forecasting, setting policies, goals and objectives for the organization. The manager also approves purchases of office supplies and equipment, accommodations items or services, and other purchases. This person also serves as the approving official for Security, IT, and other administrative requests.
Disability Resource Analyst

The Disability Resource Analysts in the DRC process requests for reasonable accommodations. They work with employees and managers or applicants with disabilities to determine accommodation needs, make recommendations for appropriate solutions, and procure the necessary products or services to deliver the accommodations.

Departmental Selective Placement Program Manager

The Departmental Selective Placement Program Manager is located within DRC. The main purpose of this program is to increase hiring, retention, and advancement of individuals with disabilities in the Department.  The primary responsibility of the Selective Placement Program Manager is to manage the overall program for the Department by setting policies and working with OA level Selective Placement Program Coordinators to establish goals, improve communication and networking, and streamlining processes to create a more coordinated and consistent program throughout the Department.
Communications/Customer Outreach Specialist

The Communications and Customer Outreach Specialist develops informational materials for the DRC, both in paper and electronic form. This individual is responsible for creating educational materials and for designing and maintaining the DRC website. 

Staff Interpreter

The Staff Interpreter is a subject matter expert in the field of Sign Language Interpreting. This person provides sign language interpreting services, assesses the needs of Deaf/Hard of Hearing employees and managers, and manages the interpreting program for DOT nationwide.

Appendix B: Forms
The DRC has several forms that are used to document our processes. You can view or download any of these blank forms, such as the Accommodation Request Form, by visiting our Document Library on the web: https://www.transportation.gov/drc/document-library
If you need assistance with completing one of our forms please contact the DRC at drc@dot.gov, and we will be happy to assist.
Appendix C: Helpful Resources on the Reasonable Accommodation Process
DOT Reasonable Accommodation Order

The DOT Reasonable Accommodation Order (DOT Order 1011.1A),” Procedures for Processing Reasonable Accommodation Requests by DOT Job Applicants and Employees with Disabilities,” can be found here:
https://www.transportation.gov/civil-rights/civil-rights-awareness-enforcement/procedures-processing-reasonable-accommodation
DOT Operating Administration Disability Program Managers

DOT managers (decision makers) and employees are encouraged to seek the assistance of their Operating Administration Disability Program Manager (DPM) for assistance with the reasonable accommodation process or contact the DOT Disability Resource Center (DRC) for accommodation request.  A listing of DPMs is located on the Departmental Office of Civil Rights website:

https://www.transportation.gov/civil-rights/civil-rights-awareness-enforcement/special-emphasis-program-managers
Job Accommodation Network

For helpful information on a variety of disabilities and possible accommodation solutions, visit the Job Accommodation Network:
http://www.jan.wvu.edu/
Appendix D: Factors to Consider in Determining Whether to Authorize Payment of a Salary to an Employee’s Own PA
Factors that should be considered in determining whether to authorize payment of a salary to an employee's own PA include: 

· The nature of the employee's disability and need for personal care-related services in addition to job-related services while on travel. While an employee may not require personal care-related assistance in the workplace, such assistance may be necessary for an employee on travel. For example, PAS on official travel may include a combination of job-related and personal care-related tasks such as carrying luggage and work materials, helping navigate in unfamiliar cities, and providing personal attendant care (i.e. eating, drinking, toileting, etc.). 

· The frequency, duration, and type of tasks to be performed by the PA. Payment may be made directly to the P A or as a reimbursement to the employee. General Services Administration has advised that it is appropriate to use the government travel system for this type of payment (by adding special lines of accounting in the system and other information). Alternatively, another mechanism such as a credit card may be used for administrative ease. The rate of pay may be based upon the DRC PAS contract, the average contract rate of pay for PAS in the travel duty location, or another method for determining reasonable and customary costs which the employee's Operating Administration (OA) elects to use. The OA must ensure that its processes are in compliance with applicable regulations concerning financial management, procurement, travel, reasonable accommodations, and documentation/records management.

Appendix E: Region I and Region II Designations in the Nationwide Interpreting Services Contract
The Contractor shall provide sign language interpreting services to the DOT, USCG and other Federal agencies’ employees located in the Baltimore-Washington DC Metropolitan Area (Region I) and various locations throughout the United States to include Puerto Rico, U.S., Virgin Islands, and locations in the Western Pacific such as Guam and American Samoa (Region II).  Additional locations maybe added depending on the customer base.          
    REGION I:  Baltimore-Washington DC Metropolitan Area (as defined by the Office of Management and Budget as the Baltimore-Metropolitan Statistical Area.)

· District of Columbia, District of Columbia 
· Anne Arundel County, Maryland
· Baltimore City, Maryland
· Baltimore County, Maryland
· Calvert County, Maryland
· Carroll County, Maryland
· Charles County, Maryland
· Dorchester County, Maryland
· Frederick County, Maryland
· Harford County, Maryland
· Howard County, Maryland
· Montgomery County, Maryland
· Prince George's County, Maryland
· Queen Anne's County, Maryland
· St. Mary's County, Maryland
· Talbot County, Maryland
· Washington County, Maryland
· Franklin County, Pennsylvania
· Alexandria City, Virginia
· Arlington County, Virginia
· Clarke  County, Virginia
· Culpeper County, Virginia
· Fairfax City, Virginia
· Fairfax County, Virginia
· Falls Church City, Virginia
· Fauquier County, Virginia
· Frederick County, Virginia
· Fredericksburg City, Virginia
· Loudoun County, Virginia
· Manassas City, Virginia
· Manassas Park City, Virginia
· Prince William County, Virginia
· Rappahannock County, Virginia
· Spotsylvania County, Virginia
· Stafford County, Virginia
· Warren County, Virginia 
· Winchester City, Virginia
· Berkeley County, West Virginia
· Hampshire County, West Virginia
· Jefferson County, West Virginia

· REGION II:  All locations outside of the Baltimore-Washington Metropolitan Area (The current location where DOT has customers but new locations can be added at any time).
· Renton, Washington
· Fort Worth, Texas

· Chicago, Illinois

· Oklahoma City, Oklahoma

· Boston, Massachusetts

· Vancouver, Washington     

· Anchorage, Alaska

· Atlanta, Georgia

· Atlantic City, New Jersey

· Farmingdale, New York

· Kansas City, MO

· Riverside, California

· Chesapeake/Norfolk, Virginia

� To read the Schedule A regulation, visit the Government Printing Office website: FR 213.3102:   http://www.ecfr.gov/cgi-bin/text-idx?rgn=div5&node=5:1.0.1.2.22#sg5.1.213.c.sg0





� For information on confidentiality as it pertains to the reasonable accommodation process, see DOT Order 1011.1A, “U.S. Department of Transportation Procedures for Processing Reasonable Accommodation Requests by Employees and Applicants with Disabilities,” Section 6-4.





� See DOT Order 1011.1A, “U.S. Department of Transportation Procedures for Processing Reasonable Accommodation Requests by Employees and Applicants with Disabilities,” Section 4-4. 





� A person with a disability is generally defined as an individual who (1) has a physical or mental impairment that substantially limits one or more "major life activities," (2) has a record of such an impairment, or (3) is regarded as having such an impairment. Rehabilitation Act of 1973, as amended; 29 U.S.C. 791 et seq., Americans with Disabilities Act of 1990, 42 U.S.C. 12101 et seq, Americans with Disabilities Act Amendments Act of 2008, 42 U.S.C. §12102 et seq.





� See DOT Order 1011.1A, “U.S. Department of Transportation Procedures for Processing Reasonable Accommodation Requests by Employees and Applicants with Disabilities,” Section 6-1.





� Transferred equipment is the responsibility of the receiving Operating Administration and should be managed in accordance with the OA’s property management policies.





� See DOT Memorandum, “Accessible Workplace Programs and Activities for Individuals with Disabilities, dated May 12, 2009.  https://www.transportation.gov/individuals/disability/guidance-accessible-workplace-programs-and-activities-individuals





� See DOT Memorandum, “Accessible Workplace Programs and Activities for Individuals with Disabilities, dated May 12, 2009.  � HYPERLINK "https://www.transportation.gov/drc/guidance-accessible-workplace-programs-and-activities-individuals" �https://www.transportation.gov/drc/guidance-accessible-workplace-programs-and-activities-individuals� 





� Memorandum dated May 19, 2014.  � HYPERLINK "https://www.transportation.gov/drc/funding-personal-assistance-services-pas-reasonable-accommodation-official" �https://www.transportation.gov/drc/funding-personal-assistance-services-pas-reasonable-accommodation-official� 





� DRC will pay the legitimate travel costs to and from the TDY location including travel days the day before and the day after scheduled activities are occurring. DRC does not pay the PA for a rental car or generally for ground transportation. Generally, public transportation services are not permitted to charge a separate fare for an attendant (or service animal). The PA is not authorized to travel without the employee. DRC does not pay for extra days, or for per diem or airfare costs associated with non-official segments of travel.





�  See DOT Order 1011.1A, “U.S. Department of Transportation Procedures for Processing Reasonable Accommodation Requests by Employees and Applicants with Disabilities,” Section 5-5. 





� Enforcement Guidance: Reasonable Accommodation and Undue Hardship under the Americans with Disabilities Act -- � HYPERLINK "http://www.eeoc.gov/policy/docs/accommodation.html#general" ��http://www.eeoc.gov/policy/docs/accommodation.html#general� 
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