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Subject: REASONABLE ACCOMMODATION PROGRAM 
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Responsible Office: Division of Human Resources, Office of Administrative Services 

 
1. PURPOSE. This Directive establishes the Defense Nuclear Facilities Safety Board's 

(DNFSB) requirements and responsibilities for providing reasonable accommodation1 in 
order to implement the requirements of the Rehabilitation Act of 1973, as amended, and 
Executive Order 13164. 
 

2. CANCELLATION. This Directive supersedes Directive D-112.1, Reasonable 
Accommodation, dated April 24, 2017. 
 

3. APPLICABILITY. This Directive applies to all DNFSB employees and applicants for 
DNFSB employment. 

4. EXEMPTIONS.  This Directive does not apply to routine ergonomic equipment 
requests, such as standard sit-to-stand desks, ergonomic chairs, footrests, standing mats, 
and other general workplace comfort items. These requests must be submitted to the 
Facilities Manager and processed outside of the reasonable accommodation procedures 
established in the associated Reasonable Accommodation Program Operating 
Procedure.  

 
5. OPERATIONAL DIRECTION.   
 

A. DNFSB provides reasonable accommodations in accordance with the 
Rehabilitation Act of 1973 (29 U.S.C. § 12101 et seq.). Accommodations are 
provided unless they would impose an undue hardship on the agency; and 

B. DNFSB provides Personal Assistance Services (PAS) under Section 501 of the 
Rehabilitation Act of 1973. Employees with targeted disabilities who require 
assistance with activities of daily living, such as eating or using the restroom may 
request PAS, unless doing so would impose an undue hardship for the agency; 
and 

C. DNFSB provides accommodations for pregnancy, childbirth, and related medical 
conditions in compliance with Pregnant Workers Fairness Act (PWFA) (42 U.S.C 
§ 2000gg et seq.), unless doing so would impose an undue hardship; and 

 
1 Defined terms (see Section 10) are underlined when first used. 
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D. DNFSB provides reasonable accommodations for religious beliefs and practices 
in accordance with Title VII of the Civil Rights Act of 1964 (42 U.S.C. § 
2000e(j)), unless doing so would impose an undue hardship on the agency.   

6. REQUIREMENTS. 
 
A. In accordance with Americans with Disabilities Act Amendments Act (ADAAA), the 

definition of disability shall be construed broadly and the determination of whether 
an individual has a disability generally should not require extensive analysis.  
   

B. All medical information obtained or received in connection with the reasonable 
accommodation process, including the existence of a disability, must be kept 
confidential and stored in files separate from the individual’s personnel file.   

 
C. All reasonable accommodation requests will be processed and provided, where 

appropriate, in a prompt, fair and efficient manner.  
 

7. RESPONSIBILITIES. 
 

A. Applicant. May request a reasonable accommodation, religious accommodation, 
PWFA, or PAS in accordance with the requirements listed in Reasonable 
Accommodation Operating Procedure (OP-112.1-1). They will engage in the 
interactive process with the appropriate hiring official and provide medical 
documentation related to their disabilities when the disabilities and/or needs for 
accommodation and PAS are not obvious. The timelines and procedures outlined by 
the agency will apply.  
 

B. Board Members. May request reasonable accommodations by submitting their request 
directly to the RA Point of Contact (POC) or the DPM. Because Board Members do 
not have a supervisor, the Executive Director of Operations (EDO) serves as the 
deciding official for Board Member RA requests. The EDO will engage in the 
interactive process with the Board Member, in coordination with the RA POC, and 
ensure timely decisions are made consistent with applicable law and agency policy.  
 

C. Civil Rights Director (CRD). The CRD provides oversight and compliance guidance 
for the agency’s RA program. This role ensures the RA process aligns with applicable 
EEO laws, regulations, and federal policy. The CRD conducts periodic review of the 
RA process to identify trends, ensure federal compliance, and support continued 
improvement. While not involved in day-to-day case RA processing, the CRD serves 
as a resource to the RA POC, DPM, EDO, and agency leadership on systemic RA 
matters that impact Equal Employment Opportunity Commission (EEOC) and Rehab 
Act compliance.  
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D. Disability Program Manager (DPM). The DPM is a functional role within the 
Division of Human Resources (DHR) who may help coordinate the intake of RA 
requests with RA POC and the supervisor, if needed. The DPM encourages 
employees to provide medical documentation directly to the RA POC. If 
documentation is provided to the DPM, forwards it to the RA POC. Ensures 
DNFSB’s job opportunity announcements (JOA) and letters of appointment contain 
information on how to request reasonable accommodations.  

E. Employees.  Employees are responsible for initiating the RA process by submitting 
a request verbally or in writing to their supervisor or the DPM.2 They must engage 
in the interactive process, provide relevant medical documentation if requested, and 
communicate openly about the barriers they face. Employees are expected to 
adhere to the timeliness and procedures outlined by the agency. 

F. Office of General Counsel (OGC). Provides legal advice and support to the DPM, 
RA POC, supervisors, and other DNFSB employees regarding RA matters. OGC 
must be consulted on all proposed RA denials and reconsideration requests prior 
to issuance to ensure legal sufficiency and compliance with applicable laws and 
regulations. OGC also supports interpretation of complex medical or legal issues 
that arise during the RA process.  

G. Supervisors. Supervisors may serve as the initial point of contact for RA, 
Religious, Accommodations, PWFA, and PAS requests. They are responsible for 
promptly notifying the DPM or RA POC upon receiving an employee’s request 
and participate in the interactive process following briefing with the RA POC. 
Supervisors are responsible for making timely decisions on approvals or denials in 
coordination with guidance from the RA POC. They also support the timely 
implementation of approved accommodations and maintain confidentiality 
throughout the process.  

H. Reasonable Accommodation (RA) POC. The RA POC processes and resolves 
employee and applicant requests for reasonable accommodation, PWFA, religious 
accommodations, and PAS. They obtain medical documentation when required to 
process requests, while ensuring confidentiality of medical information in 
accordance with applicable laws and regulations. The RA POC prepares the 
supervisor for interactive discussions with the requestor and advises the supervisor 
before a decision is rendered on the accommodation.  

I. Selective Placement Program Coordinator (SPPC). The SPPC may assist applicants 
with disabilities by referring them to the appropriate RA POC, providing 
information on special hiring authorities such as Schedule A, and support 
recruitment strategies that promote access to the hiring process.  

 
 

2 A request for reasonable accommodation may also be submitted on the employee’s behalf by a family member, health 
professional, or other authorized representative. In such cases, the request should clearly identify the employee and the 
nature of the accommodation being requested.  
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8. CONTROLS AND MEASURES.  

A. The RA POC shall provide a quarterly report of the Agency’s RA activity to the 
Civil Rights Director and DPM. 

B. The CRD shall provide ad hoc updates to the Executive Director of Operations 
(EDO) as needed. An annual report of the Agency's reasonable accommodation 
activity shall be provided to the EDO within 30 calendar days of the end of the 
fiscal year. 

C. DNFSB will submit modifications of the Reasonable Accommodation Directive 
and Operating Procedure to the EEOC for review if the changes result in significant 
impacts to the agency’s legal obligations or employee rights.  

 
9. REFERENCES. 
 

A. Rehabilitation Act of 1973, as amended, codified at 29 U.S.C. § 701 et seq. 
 

B. Americans with Disabilities Act of 1990, as amended, codified at 42 U.S.C. § 
12101 et seq. 

C. Executive Order 13164, Requiring Federal Agencies to Establish Procedures 
to Facilitate the Provision of Reasonable Accommodation, dated July 26, 
2000. 
 

D. 29 C.F.R. Part 1630, Regulations to Implement the Equal Employment 
Provisions of the Americans with Disabilities Act. 
 

E. EEOC Policy Guidance: Enforcement Guidance on Reasonable Accommodation 
and Undue Hardship under the ADA. 

 
F. EEOC Policy Guidance on Executive Order 13164: Establishing Procedures to 

Facilitate the Provision of Reasonable Accommodation, dated October 20, 2000. 
 

G. Section 501 of the Rehabilitation Act of 1973, Requires Federal Agencies to 
provide Personal Assistance Services. 

 
H. Pregnant Workers Fairness Act, Requires Federal Agencies to provide reasonable 

accommodations to qualified employees with known limitations related to 
pregnancy, childbirth, and related medical conditions.  

 
I. Title VII of the Civil Rights Act of 1964, Requires Federal Agencies to provide 

reasonable accommodations for an employee’s sincerely held religious beliefs, 
practices, or observances, unless doing so would impose an undue hardship on an 
employer’s operations.  
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10. DEFINITIONS. 
 

A. Disability.  With respect to an individual, a physical or mental impairment that 
substantially limits one or more of the individual's major life activities; a record of 
such an impairment; or being regarded as having such an impairment as described 
29 C.F.R. 1630.2(1).3 
 

B. Equal Employment Opportunity Commission. The U.S. Equal Employment 
Opportunity Commission is responsible for enforcing federal laws that make it 
illegal to discriminate against a job applicant or an employee because of the 
person's race, color, religion, sex4, national origin, age (40 or older), disability 
(mental or physical), genetic information, pregnancy, childbirth, or related 
medical conditions, and reprisal/retaliation for engaging in protected activity or 
other non-merit-based factors. Regarding the basis of pregnancy, the PWFA 
requires agencies to provide reasonable accommodations to employees’ known 
limitations related to pregnancy, childbirth, or related medical conditions unless 
such an accommodation would pose an undue hardship to the agency. 
 

C. Essential Functions.  Job duties that are so fundamental to the position that an 
individual cannot do the job without being able to perform them.  A function can 
be “essential” if, among other things:  
 
1) the position exists specifically to perform that function;  

 
2) there are a limited number of employees who could perform the function if it were 

assigned to them; or  
 

3) the function is so specialized, and the incumbent is hired based on his/her ability 
to perform it. 

 
D. Extenuating Circumstance.  A circumstance that could not reasonably have been 

anticipated or avoided in advance of the request for accommodation, or that is 
beyond DNFSB’s ability to control.  
 

E. Executive Order 13164.  Requires each federal agency to establish effective 
written procedures for processing requests for reasonable accommodation by 
employees and applicants with disabilities. 
 
 

 
3  A covered entity is required, absent undue hardship, to provide a reasonable accommodation to an otherwise 
qualified individual who meets the definition of disability under the "actual disability" prong or "record of prong but 
is not required to provide a reasonable accommodation to an individual who meets the definition of disability solely 
under the "regarded as" prong. See 29 C.F.R. 1630.2(0)(4). 
 
4  For the purpose of this directive, ‘sex’ is interpreted consistent with applicable federal law and binding legal precedent. 
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F. Job Opportunity Announcement.  A document informing potential applicants of a 
vacancy.  JOAs describe the requirements of the job and instruct applicants how 
to apply for the vacancy.  Whenever applications are accepted from sources 
outside of DNFSB, a JOA must be posted on the USAJOBS’ website to satisfy 
public notice requirements.  
 

G. Major Life Activities.  Major life activities include, but are not limited to caring 
for oneself, performing manual tasks, seeing, hearing, eating, sleeping, walking, 
standing, sitting, reaching, lifting, bending, speaking, breathing, learning, reading, 
concentrating, thinking, communicating, interacting with others, and working.  It 
also includes the operation of a major bodily function, including functions of the 
immune system, special sense organs and skin; normal cell growth; and digestive, 
genitourinary, bowel, bladder, neurological, brain, respiratory, circulatory, 
cardiovascular, endocrine, hemic, lymphatic, musculoskeletal, and reproductive 
functions.  The operation of a major bodily function includes the operation of an 
individual organ within a body system.  

 
H. Personal Assistance Services. PAS are provided to individuals with targeted 

disabilities to allow them to perform basic activities of daily living to include 
eating and using the restroom.  Effective January 3, 2018, federal agencies are 
required to provide PAS through affirmative action, unless doing so would 
impose an undue hardship on the agency.  The description, processes, resources, 
and timelines required are contained within this operating procedure. 
 

I. Physical or Mental Impairment.    
  

1) Physical Impairment.  Any physiological disorder or condition, cosmetic 
disfigurement, or anatomical loss affecting one or more body systems, such as 
neurological, musculoskeletal, special sense organs, respiratory (including speech 
organs), cardiovascular, reproductive, digestive, genitourinary, immune, 
circulatory, hemic, lymphatic, skin, and endocrine.   

 
2) Mental Impairment.  Any mental or psychological disorder, such as an intellectual 

disability (formerly termed “mental retardation”), organic brain syndrome, 
emotional or mental illness, and specific learning disabilities.  

 
J. Pregnant Workers Fairness Act. Requires Federal Agencies to provide reasonable 

accommodations to qualified employees and applicants with known limitations 
related to pregnancy, childbirth, and related medical conditions, unless the 
accommodation would impose an undue hardship.  
 

K. Qualified Individual with a Disability.  An individual who satisfies the requisite skill, 
experience, education and other job-related requirements of the employment position 
such individual holds or desires and, with or without reasonable accommodation, can 
perform the essential functions of such position.  
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L. Reasonable Accommodation. A change in the work environment or in the way 
things are customarily done that would enable an individual with a disability to 
enjoy equal employment opportunities. There are three categories of reasonable 
accommodation: 

 
1) Modifications or adjustments to a job application process that enable a 

qualified applicant with a disability to be considered for the position such 
qualified applicant desires. 

 
2) Modifications or adjustments to the work environment, or to the manner or 

circumstances under which the position held or desired is customarily 
performed, that enable a qualified individual with a disability to perform the 
essential functions of that position. 

 
3) Modifications or adjustments that enable employees with a disability to 

enjoy equal benefits and privileges of employment. 
 

M. Reasonable Accommodation Request.  Any communication in which an individual 
asks or states that he or she needs DNFSB to make adjustments because of a 
disability.  A request may be in “plain English,” and need not include the words 
“reasonable accommodation,” "disability,” or “Rehabilitation Act.”  
 

N. Religious Accommodations. Title VII of the Civil Rights Act of 1964 requires 
Federal agencies to provide reasonable accommodations for an employee’s 
sincerely held religious beliefs, practices, or observances, unless doing so would 
impose an undue hardship on the employer’s operations.  
 

O. Substantially Limits.  The inability of an individual to perform a major life activity 
that most people in the general population can perform; or being significantly 
restricted as to the condition, manner, or duration under which an individual can 
perform a particular major life activity as compared to the condition, manner, or 
duration under which most people in the general population can perform that same 
major life activity.  Consistent with EEOC regulations found at 29 CFR, Part 1630, 
the term “substantially limits” shall be construed broadly in favor of expansive 
coverage.   

 
P. Undue Hardship. Exists when providing a reasonable accommodation would 

impose significant difficulty or expense on DNFSB, considering factors such as 
the nature and cost of the accommodation needed and the impact of the 
accommodation on the operations of DNFSB. 
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11. APPROVAL. The General Counsel has concurred on this Directive. 
 

12. CONTACT. Address questions concerning this Directive to the Division of 
Human Resources. 

 

 
 

_______________________________ 
Mary J. Buhler, 
Executive Director of Operations 
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