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2. Has a record (history) of such an impairment. This definition
is meant to cover persons who previously had such impairments
(such as a heart attack or cancer), who are concerned that
the attitudes of supervisors or coworkers towards that
previous impairment may affect their ability to obtain a Job
or promotion.

3. 1Is regarded as having such an impairment. An example would
be a severe disfigurement which would not impair the
individual's ability to perform a major life activity, but
might be perceived by others as a disability.

Include seeing, walking, speaking, hearing, breathing, personal
self-care, learning, performing manual tasks, and working.

Means ‘an applicant who has a disability, who appears in the
initial screening of the application to meet the essential
qualifications for the job opening, and is invited for a job
interview.

Means an individual with a disability who, with reasonable
accommodation, can perform the essential functions required for
the job in question.

Adjustments made for the physical, sensory or mental impairment
of an employee,-intern or applicant, to the job, terms of
employment, or work environment, that will enable the individual
to perform the essential functions of the jJjob. Reasonable
accommodations may include, but are not limited to, making
facilities accessible, providing assistive devices or equipment,
and modifying job functions, work schedules or work sites.

Means that the individual with a disability is likely to
experience difficulty in securing, retaining, or advancing in
employment because of their disability.

May be demonstrated based on consideration of the following
factors:

1« The size of the Council in terms of the number of employees
and its budget;

2. The type of operation at the Council, including the
composition and structure of the work force;
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3. The nature and cost of the needed accommodation;

4, The Council's reasonable ability to finance the
accommodation; and

5. Good faith efforts made by the Council to explore less
restrictive or less expensive alternatives, including
consultation with the individual with a disability or with
knowledgeable persons or organizations.

The Council shall provide reasonable accommodations to
qualified employees, interns and job applicants with
disabilities, when such accommodations are directly related to
performing a Council job (including an internship) or to
competing for a Council job on an equal basis. 1In order to
receive an accommodation, the individual with a disability must
request accommodations in accordance with these procedures.
Requests for accommodations shall be evaluated on the basis of
whether the accommodation will enable the individual to perform
or compete for a job in the most cost effective manner and in the
most integrated setting possible, and whether the accomodation
would impose an undue hardship on the Council.

Accommodations will not be made for non-job related personal
needs. '

Job applicants shall be provided an opportunity to request an
accommodation for the interview and/or any testing process. The
Council shall not initiate inquiries into any accommodations
needed by an applicant with a disability to perform a job until
after a job offer conditioned on the individual's ability to meet
the physical and mental requirements of the job is made.

Consistent with state law, the Council may require an employee,
intern, or job applicant to whom a job offer has been made, who
asks the Council to make a reasonable accommodation, to provide a
doctor's medical statement regarding their disability. A medical
statement may be required for the purposes of determining an
individual's capability to perform the job, determining their
need for accommodations, and/or identifying reasonable
accommodations that can be made to enable the individual to
perform the job. The Council reserves the right to require the
individual requesting the accomodation to be examined for these
purposes by a Council-selected physician. A job applicant who
has requested an accommodation for the interview or testing
process, shall not be asked to submit a doctor's statement in
order to obtain accommodations for the interview or test.

The Council maintains the right to choose the specific
accommodations to be provided to a qualified person with a
disability. The person requesting accommodations shall suggest
appropriate accommodations. The Council may provide other
accommodations, if they are reasonable, that are equal or
superior to the one(s) proposed by the requestor in
effectiveness, practicality or cost savings.
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All personal property purchased by the Council in order to
provide accommodations, shall be the property of the Council and
shall- be used only for job-related functions. Projected
maintenance costs will be a factor in the initial decision on
whether the accommodation is reasonable. '

Up to $400 of the cost of reasonable accommodations to be
provided to an individual shall be paid from the budget of the
department in which the individual is employed, or if an
applicant, would be employed. The executive director shall
appropriate additional funds to cover the cost of any reasonable
accomodations provided to an individual which exceed $400.

A reasonable accommodation agreement and any accommodations
provided in the interview and/or testing process, shall apply
only to the specific job for which the individual has requested
the accommodation(s). Should the essential functions of a job
change, the Council may re-evaluate and make a new determination
on the reasonableness of a needed accommodation. If the
individual changes jobs or applies for another job and requires
accommodations, he/she must initiate another Request for
Accommodation. If the request is granted, a new Reasonable
Accommodation Agreement will be entered into.

Individuals may provide accommodations to their disabilities for
themselves by written agreement with the Council, when provision
of the accommodation(s) by the Council would impose an undue
hardship on the Council. Accommodations provided by the
individual must enable them to perform their essential job
functions or to compete equally for a Council job opening.

The time limits set forth in this procedure for requests from
employees and interns may be extended by mutual written agreement
of the individual requesting the accomodation and the executive
director or his/her designee.

EMPLOYEES AND INTERNS

1o The individual with a disability notifies their supervisor of
their need for an accomodation. The individual and their
supervisor meet and discuss the need for accommodations, and
alternatives such as job site modification, assistive
devices, work schedule modification, elimination of non-
essential job functions, etc.

2. The individual completes a Request for Reasonable
Accommodation and submits it to their supervisor. The
supervisor transmits the request to the EOC within two
working days of receipt of the request. Upon transmittal, if
the supervisor or EOC feels there is a need to obtain a
doctor's medical statement regarding the accommodation

request, the EOC and the supervisor discuss whether a medical _

statement is needed. The executive director shall resolve
any disagreements between the EOC and the supervisor over
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whether a medical statement is needed. The EOC shall be
responsible for requesting needed medical statements from
employees and interns.

The EOC notifies the employee or intern of receipt of the
Request for Reasonable Accommodation. The EOC consults with
the individual and their supervisor, and gathers information
regarding possible accommodations--their availability and
costs,

If an accommodation requested or being considered involves
modification or elimination of any job duties, the EOC
consults with the employee relations (ER) manager and the
employee or intern's immediate supervisor on whether the
accommodation would eliminate or unreasonably alter an
essential job function. If an accomodation requested or
being considered relates to written Council work rules, the
EOC also confers with the ER manager.

The EOC reports in writing to the executive director or
his/her designee (sending a copy to the requesting
individual's supervisor) with information gathered and a
recommendation on the request for reasonable accommodation
within 15 working days of receipt of the request form, or if
a doctor's medical statement is required, within 15 working
days of receipt of the doctor's statement. The supervisor of
the individual with a disability may comment to the executive
director on the EOC's report and recommendation. The
executive director or his/her designee considers the
information gathered by and the recommendation of the EOC,
and the comments of the supervisor (if any), and within seven
working days of receipt of the EOC's written report, decides.
whether or not to provide accommodations, and what
accommodations will be made. The executive director or
his/her designee notifies the requesting party with a
disability, their supervisor, and the EOC of the decision
in writing. :

The EOC prepares a Reasonable Accommodation Agreement

within five working days of the executive director's
decision, which shall be signed by the requesting party with
a disability, their supervisor, the EOC and executive
director or his/her designee, indicating their agreement to
the accommodation(s) to be provided. The Reasonable
Accommodation Agreement shall be kept in a file maintained by
the employee relations division. The EOC shall have access
to the Reasonable Accommodation Agreement.

The EOC shall be responsible immediately after the Reasonable
Accommodation Agreement is signed by all parties for
requisitioning accommodations which require the purchase of
personal property, modification of property, or purchase of
services.
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8. If the decision is to deny the accommodation, the executive
director or his/her designee advises the requesting
individual in writing of their right to file a complaint of
discrimination under Council administrative procedures, or
with the Minnesota Department of Human Rights.

APPLICANTS FOR COUNCIL JOBS AND INTERNSHIPS

1. Job or internship applicants who require accomodations to
their disabilities for the interview or testing process shall
state the accommodations needed on the employment information
sheet which is sent out with the job application.

2. When the employee relations division notifies the division
manager/department director of recommended qualified
candidates for interview, the ER division shall notify the
EOC of the accommodations requested by any applicants
recommended for an interview.

3. Within five working days of receipt of notification, the EOC
determines after consultation with the ER manager, whether
the accommodations requested are reasonable, and what
accommodations, if any, will be made. The EOC shall make
arrangements for the accommodations to be made for
applicants who are selected for interview and testing. When
contacting the applicant to schedule the interview, the ER
division shall inform the applicant of what accommodations
will be made in the interview or testing process.

APPLICANTS SELECTED FOR COUNCIL JOBS/INTERNSHIPS

1 The ER division notifies the applicant with a disability that
the - Council would like to offer them the job, contingent on
the individual's ability to perform the job with reasonable
accommodation (if needed). The ER division asks the
applicant if accommodations are needed to enable the
individual to perform the job. If accommodations are needed,
the ER division asks the applicant to complete and submit a
Request for Reasonable Accommodation to the ER division. The
ER division informs the applicant that a formal job offer
cannot be made until the Council has made a determination
that the accommodations requested are reasonable.

2. The ER division notifies the applicant that it has received
the request and transmits the request to the EOC. The EOC
consults with the supervisor, and with the individual if
necessary, and gathers information regarding possible
accommodations, their availability and cesf.

3. The Request for Reasonable Accommodation is processed in
accordance with steps 4 through 8 of the procedure for
employees and interns with the following exeception: The ER
division shall notify the applicant of the executive
director's decision in writing, and if the request is denied,
of the applicant's avenues for making a complaint.



DATA PRACTICES ACT NOTICE ON

REQUEST FOR REASONABLE ACCOMODATION

The Minnesota Government Data Practices Act requires you to be informed that
certain information that you are asked to provide on the attached Request for
Reasonable Accomodation is classified as PRIVATE DATA. Private data is data
that is available only to you or your representative, to persons within the
Metropolitan Council whose work assignments reasonably require access, and to
other entities and agencies who are authorized by state statute or federal law
to gain access to the data.

The following data you are asked to provide in the attached Request for
Reasonable Accomodation is private data: '

= Your disability.
- Medical .documentation of your disability (if requested).
- Accommodations you request the Council to make to your disability.

The purpose and use of the data is to enable the Council to evaluate your need
for reasonable accomodations, and to provide reasonable accomodations to your
disability to enable you to perform your Council job.

Completion of the Request for Reasonable Accomodation is voluntary. However,
if you do not provide the information solicited on the request form, the
Council may not be able to provide reasonable accomodations to your disability.

From time to time, the Council may be required to provide the information
requested in this survey to the following entities:

Federal State and Local
U.S. Department of Labor Minnesota Attorney General
U.S. Department of Justice Minnesota Department of Human Rights
Equal Employment Minnesota Department
Opportunity Commission of Employee Relations

Minneapolis Civil Rights Department
St. Paul Human Rights Department

The Council will provide the information to these entities only pursuant to a
court order or administrative subpoena, as appropriate.

Certain individuals within the Council may have access to the data if their
work assignments reasonably require access.

Please sign this statement below as acknowledgement that you have read and
understood this statement. A copy is available upon your request.

Signature:

12.15.88
BM1594/3



REQUEST FOR REASONABLE ACCOMMODATION

(PLEASE PRINT OR TYPE.)

Name : Date of Request:

Job Title: Department/Division:

‘Statement of Disability (Attach medical statement if requested by equal opportunity

coordinator.)

(ATTACH ADDITIONAL SHEETS FOR QUESTIONS BELOW IF NECESSARY.)

1.

u‘

Accommodations requested to perform essential function: (Please list alternative
accommodations you know of that would enable you to perform essential job functions.)

Which essential function(s) of ycur job will the requestea accommodation allow you to
perform?

Why 1is the requested accommodation necessary to perform the essential job
function(s)?

How will the requested accommodation enable you to perform the essential job
function(s)?

Additional comments:

Employee/Intern Applicant's Signature Date



IF APPLICATION IS MADE BY AN EMPLOYEE OR INTERN:

The above employee/intern and I have met to discuss the requested accommodation.

Supervisor's Signature Date

Request received on:

Equal Opportunity Coordinator's Signature



REASONABLE ACCOMMODATION- AGREEMENT

Employee/Intern's Name: -

Job Title:

Department/Division:

Specific accommodations to be made:

Describe terms, conditions, duration of provision of accommodations (if applicable):

Cost estimate:

All property purchased by the Council in order to provide accommodations shall be the
property of the Council and shall be used only for job-related functions. Should the
essential functions of a job change, the Council may re-evaluate and make a new
determination on the reasonableness of a needed accommodation. Employees with
disabilities who change jobs at the Council and require accommodations in the new job
must initiate another Request for Reasonable Accommodation.

Employee's Signature Date
Supervisor's Signature Date
Equal Opportunity Coordinator's Signature Date
Executive Director's Signature Date
08.12.88

admemo /3





