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I.  Policy Statement 
The City of Milwaukee (the City) is committed to providing equal employment opportunities for all 
employees and applicants for employment with the City, regardless of disability.  It is the City’s policy 
to prohibit discrimination on the basis of disability with regard to application and examination 
procedures, hiring, advancement, compensation, job training, discharge and other terms and 
conditions of employment, in compliance with the Americans with Disabilities Act Amendment Act of 
2009 (ADAAA) and the Wisconsin Fair Employment Act of 2004 (WFEA).  The City is committed to 
engaging in the interactive process with individuals with disabilities to discuss granting reasonable 
accommodations, in accordance with applicable legal requirements.  
 
This policy, consistent with applicable laws, also prohibits retaliation against an applicant or an 
employee for asserting his or her rights under the law.  This policy will be coordinated with all other 
City policies, including those related to safety, workplace violence prevention, pre-employment 
medical examinations and leave.  This policy will also be coordinated with other applicable laws such 
as the state and federal Family Medical Leave Acts and the Wisconsin Worker’s Compensation law.   
 
This policy governs general City employees only and therefore does not apply to the employees of 
the Milwaukee Police Department or the Milwaukee Fire Department; both protected service 
departments administer their own policies and procedures related to the ADAAA and the WFEA.   
 
II. Pre-Employment Accommodation Considerations  
 

A. Application/Testing Phase 
Applicants for City of Milwaukee positions may request reasonable accommodations as part of the 
testing process by completing the appropriate section on the employment application form. The City 
will provide a reasonable accommodation to a qualified applicant with a disability that will provide that 
individual with an equal opportunity to participate in the application and testing process and to be 
placed on an eligible list, unless the accommodation would cause an undue hardship or would 
preclude evaluation of the candidate on a skill that the job-related test (e.g. interview, performance 
examination or physical abilities test) was designed to measure.  
 
Individuals with disabilities who meet a position’s minimum requirements, as established by a job 
analysis performed by the Department of Employee Relations (DER), will not be excluded from a 
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testing process based on an accommodation that may be needed to interview for or to perform the 
job, if hired.  
 

B. Pre-offer/Interview Phase  
During the interview, the hiring manager will provide each candidate with an accurate job description 
and will verbally highlight the essential functions, physical and environmental demands and work 
schedule or working condition requirements.  After allowing the candidate an opportunity to both read 
and to ask questions regarding the job description, the hiring manager will ask the candidate whether 
he or she is able to perform the essential functions of the job, with or without accommodations.   
 
In order to ensure that a candidate’s hidden disability, including a prior history of a disability, is not 
considered before the employer evaluates a candidate’s  non-medical qualifications, asking disability-
related questions during the interview process is prohibited.  Accordingly, the interviewer may not ask 
questions regarding an applicant’s worker’s compensation history, illnesses or injuries.  Hiring 
managers may ask about an applicant’s prior attendance record in general terms, but not in a manner 
designed to elicit information about a disability or any medical conditions. The focus of the interview 
must be upon the applicant’s ability to perform specific job functions and an assessment of job-
related, non-medical qualifications and skills.  
  
When a hiring manager reasonably believes that a candidate may not be able to perform an essential 
job function(s) because of a “known disability,” the hiring manager may ask the candidate to describe 
how he or she would perform the function(s), whether he or she needs a reasonable accommodation 
and, if so, what reasonable accommodation is needed.  A candidate’s disability is a “known disability” 
either because the disability is obvious (e.g. the candidate uses a sign language interpreter to 
communicate) or because the candidate has voluntarily disclosed that he or she has a disability.  If 
the candidate indicates that he or she needs a reasonable accommodation(s) to perform the essential 
functions of the position, the hiring manager may inquire as to what type.  It is critical that the hiring 
manager document this interaction, including whether the candidate voluntarily disclosed that he or 
she has a disability.  
 
After the Conditional Offer of Employment.  
Once a conditional job offer is accepted by a candidate, a pre-employment drug screen and medical 
examination are required and the job offer is conditioned upon the results of both post-offer 
examinations.  If a candidate fails the pre-employment medical examination because of a disability, 
the department must be able to demonstrate that the rejection is job-related and consistent with 
business necessity. Accordingly, it is critical to furnish the medical provider with an accurate job 
description, including the physical and environmental demands of the position, prior to the pre-
employment medical examination.  
 
If a candidate voluntarily discloses that he or she has a disability and/or requests a reasonable 
accommodation after he or she has been offered the position and prior to participation in the pre-
employment screening, the hiring manager may ask for documentation of the candidate’s disability 
and the functional limitations related to performing the essential functions of the job.  Evaluation of the 
request must be performed in consultation with the DER or the Office of the City Attorney. 
 
If medical restrictions are identified during the pre-employment medical examination, the provider 
may contact the designated employee in the DER, who may then consult with the department to 
determine whether the restrictions can be reasonably accommodated.  If the candidate’s medical 
restrictions cannot be accommodated, the candidate will be informed by the hiring manager that he or 
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she has failed a portion of the pre-employment testing and that the offer has been rescinded.   The 
designated employee from the DER will determine, on a case-by-case basis, whether the candidate’s 
name will remain on the eligible list for the title.  This determination will be made based upon factors 
including the candidate’s medical restrictions, the essential functions of the position, whether the 
restrictions are permanent and whether the eligible list may be utilized to fill vacancies in multiple 
work settings for other titles.   Pre-employment medical examinations are performed based upon the 
essential functions and physical and environmental demands of the position for which a candidate is 
being considered; accordingly, failure of a pre-employment medical examination for one position does 
not preclude an individual from applying for another position within the City.   
 
III. The Interactive Accommodation Process for Current City Employees 
At any point during employment, the City will engage in an informal, timely and good-faith interactive 
process with qualified individuals with a disability who are in need of reasonable accommodation(s).  
The goal of this process is to identify the limitations resulting from the disability and the potential 
reasonable accommodations that could eliminate barriers in the workplace and to allow the employee 
to perform the essential functions of the job.  This process requires cooperation and participation by 
both the employee and the City.      
 
A. Employee and Employer Responsibilities  

1. Employee Responsibilities 

 Ensuring a complete and thorough understanding of this Policy and Compliance Manual; 
 Requesting a reasonable accommodation before performance suffers or conduct problems 

occur; 
 Adhering to performance and conduct standards that apply to all employees. The ADAAA does 

not protect employees from the consequences of violating performance or conduct 
requirements, even where the conduct and/or performance deficiencies are caused by the 
disability as long as the required conduct is job-related and consistent with business necessity; 

 Requesting a reasonable accommodation when he or she knows that there is a workplace 
barrier that is preventing him or her, due to the disability, from effectively competing for a 
position, performing a job or gaining equal access to a benefit of employment;  

 Providing suggestions regarding the type of accommodation(s) the department might be able 
to consider; and 

 Responding to medical inquiries by providing necessary documentation with regard to a 
disability and a reasonable accommodation within a specified timeframe. 

 
 2.  Employer Responsibilities 

 Ensuring a complete and thorough understanding of this Policy and Compliance Manual; 

 Ensuring job descriptions are accurate, up-to-date and list the essential functions of each 
position; 

 Defining jobs and evaluating employees according to consistently applied standards governing 
performance and conduct; 

 Focusing upon performance or conduct problems that employees have and applying policies in 
a uniform manner rather than assuming that a medical problem or a disability is contributing to 
or causing the problem; 

 Recognizing when an employee may be requesting an accommodation, although he or she 
may not mention the ADAAA or use the phrase “reasonable accommodation,” and responding 
in a timely manner; 

 Engaging in a process to clarify what an employee needs and identifying the appropriate 
reasonable accommodation; 
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 Requesting relevant medical documentation only when needed to evaluate the 
accommodation request; 

 Protecting the confidentiality of medical information; 

 Ensuring that the departmental ADAAA Coordinator (i.e. Personnel Officer) is involved in 
decision making regarding requests for accommodation; and 

 Consulting with staff from the DER or the City Attorney’s Office prior to denial of a request for 
an accommodation. 

An employee requesting a reasonable accommodation may make such a request verbally, in writing 
or by utilizing the Disability Accommodation Request Form (Appendix C).  The request must be 
directed to the employee’s departmental personnel officer, immediate supervisor, section manager, 
department head or to the DER Human Resources Compliance Officer, (Department of Employee 
Relations, City Hall, Room 706; PH: 414.286.6210; EMAIL: krurban@milwaukee.gov).  A request for 
a reasonable accommodation may be made by either the individual with a disability or by a family 
member, healthcare professional or other representative acting on the employee’s behalf.  The 
employee does not have to include any special words, such as “reasonable accommodation,” 
“disability” or “ADA” when making the request.   A request is any communication in which an 
individual asks or states that he or she needs the department to provide or to change something 
because of a disability. A supervisor or manager should ask an individual whether he or she is 
requesting a reasonable accommodation if the nature of the initial communication is unclear.  

The determination of a reasonable accommodation is a cooperative process in which both the City 
and the employee must make reasonable efforts to define a reasonable accommodation and to 
exercise good faith during the process.  The interactive process does not guarantee that the 
employee will be given his or her preferred accommodation; the City will attempt to reach a 
reasonable and effective accommodation where one can be given without creating an undue 
hardship.   
 

The City may choose amongst reasonable accommodations as long as the chosen accommodation is 
effective. This means that the City may offer alternative suggestions for reasonable accommodations 
and discuss their effectiveness in removing the workplace barrier that is impeding the individual with a 
disability. If there are two possible reasonable accommodations, the City may choose the less 
expensive or less burdensome accommodation, as long as it is effective.  If more than one 
accommodation is effective and reasonable, the City may give consideration to the preference of the 
individual with a disability. However, the City retains the ultimate discretion to choose between 
effective accommodations. An employee’s receipt or denial of an accommodation does not preclude 
the employee from making another request at a later time if circumstances change and if the 
employee believes that an accommodation is needed due to limitations from a disability (e.g. the 
disability worsens or an employee is assigned new duties that require an additional or different 
reasonable accommodation). 

B. Factors in Determining whether a Condition Substantially Limits a Major Life Activity 
When an employee has requested a reasonable accommodation or when it is known to the 
supervisor that an employee may require a reasonable accommodation, it must first be determined 
whether the employee’s condition substantially limits a major life activity.  In making this 
determination, the City will adhere to the “rules of construction” provided by the EEOC. 

 The term “substantially limits” shall be construed broadly in favor of expansive coverage. 



 

5 | P a g e  

 

 Impairment is a disability if the impairment substantially limits the ability of an individual to 
perform a major life activity as compared to most people in the general population, not just 
compared to those similarly-situated. 

 Determining whether impairment substantially limits a major life activity shall be done quickly 
without demanding extensive scientific, medical or statistical analysis, though medical 
documentation and clarification may be required. 

 The determination of whether impairment substantially limits a major life activity requires an 
individualized assessment. 

 When determining whether a person is substantially limited in a major life activity, the 
beneficial effects of mitigating measures, except for ordinary eyeglasses or contact lenses, 
shall be ignored. However, if the mitigating measure itself causes any limitations, then those 
limitations shall be considered. 

 An impairment that is episodic or in remission is a disability if the impairment would 
substantially limit a major life activity when active. 

 
To be considered a disability, impairment must substantially limit one or more major life activities. For 
conditions that are not so obviously disabilities, the EEOC regulations state that in determining 
whether an individual is substantially limited in a major life activity, it may be useful to consider, as 
compared to most people in the general population, the condition under which the individual performs 
the major life activity; the manner in which the individual performs the major life activity; and/or the 
duration of time it takes the individual to perform the major life activity, or for which the individual can 
perform the major life activity.  
 

C. Reasonable Accommodations 
A reasonable accommodation is a modification or adjustment to a job, an employment practice, or the 
work environment that makes it possible for a qualified individual with a disability to enjoy an equal 
employment opportunity, without creating an undue hardship for the employer. Reasonable 
accommodations may include:  

 modifications or adjustments to a job application or selection process that enable a qualified 
applicant with a disability to be considered for the position such qualified applicant desires; or 

 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; or 

 modifications or adjustments that enable a covered entity's employee with a disability to enjoy 
equal benefits and privileges of employment as are enjoyed by its other, similarly-situated 
employees without disabilities.  

 
Under federal and state law, a reasonable accommodation may include job modification, job 
restructuring; acquisition or modification of equipment or devices; and other accommodations. 
 
A modification or adjustment is reasonable if it seems reasonable on its face and it is effective in 
meeting the needs of the individual. However, the City of Milwaukee can choose among effective 
accommodation options and is not required to: 

 provide the requested accommodation; 

 provide accommodations that pose an undue hardship; 

 make a testing accommodation that eliminates testing of a critical knowledge or skill; 

 make an accommodation for an individual who is not otherwise qualified for a position;  

 remove essential functions, create new jobs, or lower productions standards; 
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 grant indefinite leave; 

 provide personal use items needed in accomplishing daily activities both on and off the job; or 

 rescind disciplinary action or a less than satisfactory evaluation warranted by poor 
performance when a disclosure of a disability happens after performance deficiencies are 
addressed. 
 

In order to qualify for a reasonable accommodation, an individual must be covered under the “actual 
disability” or “record of disability” categories. Individuals who only meet the “regarded as” definition of 
disability are not entitled to accommodations. 
 
The Job Accommodations Network (JAN – askjan.org) is a valuable resource for researching 
reasonable accommodation options.  The JAN provides multiple support services for employers, 
including state and local governmental employers, such as a searchable database of reasonable 
accommodations, based upon disability.  Additionally, employers may obtain advice and guidance 
from a JAN representative by phone or by email.    Accessing the services offered by the JAN may 
highlight reasonable accommodations that neither the manager nor the employee previously 
considered.   
 
   D. Factors to Consider in Determining Undue Hardship 
The only statutory limitation on the City’s obligation to provide reasonable accommodation is that no 
such change or modification is required if it would cause an undue hardship. Undue hardship must be 
based on an individualized assessment of current circumstances that show that a specific reasonable 
accommodation would cause significant difficulty or expense. A determination of undue hardship 
should be based on several factors, including: 

 the nature and cost of the accommodation needed;  

 the overall financial resources, size, number of employees, type and location of facilities of the 
department; 

 the structure and functions of the workforce, the geographic separateness and the 
administrative or fiscal relationship of the department involved in making the accommodation 
to the employer; and 

 the impact of the accommodation on the operations, expenses and resources of the 
department.  

 
If one particular reasonable accommodation will cause undue hardship, but a second type of 
reasonable accommodation will be effective and will not cause an undue hardship, then the City will 
provide the second accommodation.  
 
    E. Affirmative Obligation of the Department to Place a Permanently Disabled Employee 
If an employee is permanently unable to perform the essential functions of the job with or without an 
accommodation, the Department has an affirmative obligation to offer the employee an authorized 
vacant and funded position at the same level or below for which the employee is objectively qualified 
and that is consistent with the employee’s medical restrictions.  This means the employee does not 
have to compete for the vacant and funded equivalent or lower-level position. The determination as to 
whether an individual is objectively qualified will rest with the DER and will be based upon the 
position’s minimum requirements, as established by a job analysis information prepared by the DER.  
However, the Department does not have to create a position for an employee who is permanently 
unable to perform the essential functions of his or her job with or without accommodations. 
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A department cannot force an employee to accept a transfer or a lower-level position as a reasonable 
accommodation.  If an employee accepts the position offered, the employee is accepting the position 
as a voluntary transfer or voluntary demotion. A voluntary demotion under these circumstances does 
not entitle an employee with regular status (i.e. a Civil Service employee who has passed probation in 
a regularly appointed position) to an appeal under Rule XIII of the Rules of the City Service 
Commission. 
 
After exhausting all obligations to engage in a timely and good faith interactive process and after 
finding that a reasonable accommodation or reassignment within the department is not feasible, an 
appointing authority shall discuss all available options with the employee, including leave under 
FMLA, a leave of absence (LOA) under the CSC Rules, long-term disability, ordinary disability or 
service retirement.  If necessary, a department head may grant an LOA in increments of 30 days, if 
doing so will enable the employee’s medical provider to make an assessment of a reasonable return 
to work date or will allow the employee to consider all available options.  A request for indefinite leave 
is not reasonable and will not be approved. A referral to the Disabled Employee Placement Program 
(DEPP) should be made if and when the employee desires to continue to work and wishes to find a 
position within the City Service for which he or she is objectively qualified and that is consistent with 
his or her medical restrictions. A transfer under the DEPP will be performed in consultation with both 
department heads and in a manner consistent with Rule XI, Section 1.b. of the Rules of the City 
Service Commission.  An employee who is on a LOA who is not able to return to work and does not 
qualify for the DEPP may be separated from City Service; an employee with regular status who is 
separated from City Service may be entitled to a separation hearing under Rule X, Section 3 of the 
Rules of the City Service Commission.  
 
    
IV. Applying Performance and Conduct Standards to Employees with Disabilities 
When an employee requests a reasonable accommodation in response to a discussion or evaluation 
of that employee’s performance, a supervisor may proceed with the discussion or evaluation but also 
should begin the interactive process by discussing with the employee how the disability may be 
affecting performance and what accommodation the employee believes may help to improve his or 
her performance. Supervisors cannot refuse to discuss the request or fail to provide a reasonable 
accommodation as a punishment for the performance problem.  

Although the ADAAA does not require employees to ask for an accommodation at a specific time, the 
timing of a request for reasonable accommodation is important because the City does not have to 
rescind discipline or an evaluation warranted by poor performance. If a reasonable accommodation is 
needed to assist an employee in addressing a performance problem, and the department refuses to 
provide one, absent undue hardship, the department may be liable for violating the ADAAA.  

V. Medical Inquiries and Medical Records (Current Employees): 
      A. Post-employment Medical Inquiries 
After employment begins, the ADAAA permits an employer to make disability-related inquiries and 
require medical examinations only if they are job-related and consistent with business necessity. 

Generally, this means that the employer has a reasonable belief, based upon observable, factual 
evidence, that an employee has a medical condition that renders him or her unable to perform an 
essential function or that the medical condition causes the employee to pose a “direct threat” to him 
or herself or to others.  The employer must consider whether the risk can be eliminated or reduced to 
an acceptable level with a reasonable accommodation.  If the threat may not be eliminated by a 
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reasonable accommodation, the employee may be relieved from his or her duties (i.e. placed on a 
LOA for which the employee qualifies, including FMLA leave if the employee applies for the same) 
pending receipt of medical documentation.  The scope and manner of any inquiries or medical 
examinations must be limited to information necessary to determine whether the employee is able to 
perform the essential functions of the job or can work without posing a direct threat.  The employer 
must have objective evidence suggesting that a medical reason is a likely cause of the problem in 
order to justify seeking medical information or ordering a fitness for duty. In limited circumstances, the 
nature of an employee’s performance problems or unacceptable conduct may provide objective 
evidence that leads an employer to a reasonable belief that a medical condition may be the cause. 

The City can require the employee to provide reasonable documentation with regard to his or her 
disability and functional limitations.  The City may require documentation to establish that the 
employee has a qualified disability as defined under state or federal law, and that the disability 
necessitates a reasonable accommodation. Reasonable documentation means that the City 
representative cannot ask for documentation that is unrelated to determining the existence of a 
disability and the necessity for an accommodation. This means that in most situations, the City cannot 
request a person's complete medical records because they are likely to contain information unrelated 
to the disability at issue and the need for accommodation. If an individual has more than one 
disability, the City can request information pertaining only to the disability that requires a reasonable 
accommodation. 
 
When medical information or documentation provided is ambiguous or insufficient, the City 
representative should explain why the documentation is unclear or insufficient and allow the 
employee an opportunity to provide the missing information or clarifying documentation in a timely 
manner.  Documentation is insufficient if it does not specify the existence of an ADAAA-qualifying 
disability or does not explain the need for a reasonable accommodation.  Documentation is 
ambiguous if the restrictions or the reasonable accommodations requested are unclear.  As an 
alternative, the City may ask the employee to have his or her doctor complete a Medical 
Questionnaire or request the employee to submit to a job-related medical examination by a 
healthcare provider of the City’s choice, at the City’s expense.  Any Medical Questionnaire required 
medical examination conducted by the City’s healthcare provider must be job-related and consistent 
with business necessity. This means that the examination must be limited to determining the 
existence of an ADAAA-qualifying disability and the functional limitations that require reasonable 
accommodation. 
 
Whether the information is obtained from the employee’s medical provider or from a health care 
provider chosen by the City, specific, job-related questions must be asked. The Disability Medical 
Information Request Form must be amended to the specific request and provided to the employee for 
completion by his or her medical provider or to the provider chosen by the City.    If the medical issue 
is related to a worker’s compensation claim, the department should coordinate with the worker’s 
compensation staff in the DER.  
 
B. Medical Records 
All employee medical records shall be maintained separately from employee personnel records and 
in a locked location, with access limited to employees with a legitimate business need to be aware of 
the information.  All medical records related to requests for reasonable accommodations will be kept 
confidentially as required by law, except to the extent necessary to effectuate the reasonable 
accommodation.  When a reasonable accommodation has been granted to an employee with a 
disability pursuant to this policy, neither the accommodation made nor the reason for the 
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accommodation shall be discussed with co-workers or with other employees.  If asked why a job 
modification has been made, the departmental representative shall respond that the modification was 
made in compliance with state and federal laws, which also strictly prohibit disclosure of any further 
information. 
 
Results of pre-employment medical examinations are subject to the above confidentiality provisions 
and are only available to designated personnel with the DER. 
 
The following exceptions may apply with regard to confidential medical records, including pre-
employment medical examinations, medical conditions or accommodations: 
 

 supervisors and managers who have a legitimate business need to know may be informed 
regarding necessary restrictions on the work or duties of the employee and necessary 
accommodation; 

 first aid and safety personnel may be informed, when appropriate, if the disability might require 
emergency treatment;  

 the Office of the City Attorney might be consulted by a Department or DER regarding how to 
handle a request for accommodation and an Assistant City Attorney may need to review 
applicable medical records, job description, other relevant materials and interview supervisors 
or managers in order to render an opinion;  

 the City may face a claim of discrimination based on disability by an employee and an 
Assistant City Attorney may need to investigate the claim which would involve reviewing 
applicable medical records, job description, other relevant materials, and interview supervisors 
or managers in order to respond to the claim; and 

 governmental officials may review records in order to perform an investigation in compliance 
with the ADAAA and/or the WFEA; such information shall be provided on request, if 
responsive. 

 
 
VI. Complaint Procedures 
Employees or applicants who believe that they have been the victim of discrimination or harassment 
on the basis of a real or perceived disability, or record of a disability, should immediately contact their 
departmental personnel officer, supervisor or department head.  In the alternative, individuals may 
contact the DER to report any violations of this policy or with related questions or concerns 
(Department of Employee Relations, City Hall, Room 706; PH: 414.286.6210; EMAIL: 
krurban@milwaukee.gov).  The DER will be responsible for implementing this policy, including 
investigation of claims, and resolution of reasonable accommodation, safety and undue hardship 
issues.  The appropriate City representative will provide confidential assistance to individuals in an 
attempt to resolve issues regarding disability discrimination or harassment.  In all cases, efforts 
should be made to resolve and to correct the discrimination or harassment issues prior to filing a 
complaint.  If an employee wishes to file a complaint, he or she may do so through the DER or 
through the appropriate departmental representative. 
 
The investigation of a complaint begins with a signed, written statement by the complainant or 
documentation of a verbal complaint, and will include the parties involved in the complaint and any 
witnesses.  Assistance in completing the complaint will be provided, if necessary.  Retaliation against 
an employee who has filed a complaint or has assisted in an investigation is strictly prohibited. 
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Complaints will be investigated in a timely and confidential manner.  All information concerning an 
applicant’s medical condition or a current employee’s medical condition will be kept strictly 
confidential to the extent necessary to efficiently investigate the complaint, unless that individual 
grants specific authorization to disclose it.  In no event will information concerning a complaint be 
released to or discussed with anyone who is not involved with the investigation.   
 
If an investigation reveals that a complaint is valid, the supervisor and the department head or the 
DER will take immediate action to stop the discrimination or harassment, to prevent its recurrence 
and to recommend discipline for an employee found to have violated this policy.  Disciplinary action 
may include a verbal or written warning, suspension or discharge.  Complainants and witnesses 
should understand that they may be required to testify in legal proceedings if their complaint results in 
disciplinary action being taken against another individual. 
 
VII. Documents Related to Engaging in the Interactive Process 
The following documents and forms are located on the DER’s website for use in the interactive 
process related to requests for accommodations.  These documents include: 
 
Appendix A – Definitions 
Appendix B – Request for Accommodation – Process Summary 
Appendix C – Accommodation Request Form 
Appendix D – Disability Medical Information Request Form 
Appendix E – Disabled Employee Placement Program (DEPP) 
Appendix F – Job Analysis of Essential Functions 
 
 
Questions regarding this policy and compliance manual should be directed to Kristin Hennessy 
Urban, Human Resources Compliance Officer at (414) 286-6210 or krurban@milwaukee.gov. 
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ADAAA/WFEA 
POLICY AND COMPLIANCE MANUAL 

December 2015 

 
 

Definitions 
 

Disability-related question - A question that is likely to elicit information about a 
disability. 
 
Equivalent position – A position that is similar in terms of pay, status or other job-related 
factors.  
 
Essential functions – The most important job duties and critical elements that must be 
performed in order to achieve the objectives of a job. Under federal and state law, a 
function may be considered “essential” when the reason the position exists is to perform 
that function; a limited number of employees are available among whom the 
performance of that job function can be distributed; the function is highly specialized or 
an individual is hired based on his/her ability to perform the function. 
 
Impairment - Any physiological disorder or condition, cosmetic disfigurement, or 
anatomical loss affecting one or more body systems, such as neurological, 
musculoskeletal, special sense organ, respiratory, cardiovascular, reproductive, 
digestive, genitourinary, immune, circulatory, hemic, lymphatic, skin and endocrine.  In 
addition, any mental or psychological disorder such as intellectual disability, organic 
brain syndrome, emotional or mental illness and specific learning disabilities. 
 
Individual with a disability – A person who: 
 

Under the ADAAA (federal) Under the WFEA (state) 

 Has a physical or mental 
impairment that substantially limits 
one or more major life activities;* 

 Has a record of such 
impairment;* or 

 Is regarded as having such 
impairment. 
 

 Has a physical or mental 
impairment which makes achievement 
unusually difficult or limits capacity to 
work;* 

 Has a record of such 
impairment;* or 

 Is perceived as having such 
impairment. 

 
*Qualifies for interactive process regarding reasonable accommodation 
 



 

Interactive process - A good faith communication process between the employee and 
an authorized  City representative to identify a reasonable accommodation that allows 
an employee to perform the essential functions of the job. The process requires 
participants to consider information such as: the essential functions of the job, the 
employee’s functional limitations and medical information; possible accommodations; 
and the reasonableness and implementation of possible accommodations. 
 
Known disability – An individual whose disability is obvious or who has voluntarily 
disclosed that he or she has a disability.   
 
Major life activities - Including, but may not be limited to, caring for oneself, performing 
manual tasks, walking, seeing, hearing, speaking, breathing, learning and working. 
They also include bodily functions such as the functions of the immune system, normal 
cell growth, digestive, bowel, bladder, neurological, brain, respiratory, circulatory, 
endocrine and reproductive functions. 

Medical examination – A procedure or test that seeks information about an individual’s 
physical or mental impairments or health. 

Mitigating measures - Medications and/or assistive devices that an individual uses to 
eliminate or reduce the effect of an impairment. 

Objectively qualified – An employee is objectively qualified for a position if he or she 
meets the minimum requirements of the position, as established by a job analysis 
performed by the Department of Employee Relations (the DER).  Minimum 
requirements include the education, experience, knowledge, skills and abilities and 
other job-related factors needed to perform the essential functions at time of entry into 
the position. To be objectively qualified, the employee must be able to perform the 
essential functions of the position with or without reasonable accommodation. 
 
Qualified individual with a disability - Under federal and state law, a “qualified individual” 
is one who possesses the required training, education, experience, knowledge, skills, 
abilities and other job-related requirements of the job and who, with or without a 
reasonable accommodation, can perform the essential functions of the job. 

Reasonable accommodation – 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. A reasonable accommodation may also be a modification to 
the format or to the manner in which a test is given that does not require use of an 
impaired skill, unless the test is designed to measure that skill. 
 
Record of disability – An individual has a record of a disability if the individual has a 
history of or has been misclassified as having a mental or physical impairment that 
substantially limits one or more major life activities. An individual with a record of a 
substantially limiting impairment may be entitled, absent undue hardship, to a 
reasonable accommodation if needed and if related to the past disability. For example, 
an employee with an impairment that previously limited, but no longer substantially 
limits, a major life activity may need leave time or a schedule change to allow him or her 
to attend follow-up or monitoring appointments with a health care provider. 
 



 

Regarded as - An individual meets the requirement of being regarded as having an 
impairment if the individual establishes that he or she has been subjected to an action 
prohibited under the ADAAA because of a perceived physical or mental impairment, 
whether or not the impairment limits or is perceived to limit a major life activity.  
However “regarded as” does not apply to impairments that are transitory and minor.  A 
transitory impairment has an actual or expected duration of 6 months or less. To be 
covered, an individual only has to establish that an employer discriminated against him 
or her because of a medical condition, whether he or she actually has one or the 
employer just thought he or she did.  The employee does not have to meet the 
substantially-limited-in-a-major-life activity standard.   
 
Substantially limited - An individual is substantially limited in a major life activity when 
the individual is unable to perform a major life activity as compared to an average 
person in the general population and without regard to ameliorative (i.e. positive) effects 
of mitigating measures. 
 

Undue hardship – An action that is unduly costly, extensive, substantial or disruptive or 
that would fundamentally alter the nature or operation of the City department by 
requiring significant difficulty or expense by the employer. 
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APPENDIX B 

Department of Employee Relations 

 
REQUEST FOR ACCOMMODATION - PROCESS SUMMARY 

  
Under the Americans with Disabilities Act Amendment Act of 2009 (ADAAA) and the 
Wisconsin Fair Employment Act of 2004 (WFEA), departmental managers have an affirmative 
obligation to engage in a timely, good faith interactive process when an employee requests a 
reasonable accommodation in order to perform the essential functions of his or her position; or 
when a manager reasonably should know that the employee has a qualifying disability and may 
require a reasonable accommodation in order to perform the essential functions of his or her 
position.   The following process summary provides guidance for managers when evaluating 
accommodation requests.    This document should be utilized with the City of Milwaukee’s 
Policy and Compliance Manual on the Americans with Disabilities Act Amendment Act and 
the Wisconsin Fair Employment Act (December 2015); a copy of the Policy and Compliance 

Manual should be provided to any employee who requests an accommodation. Managers are 
encouraged to consult with staff in the Department of Employee Relations (DER) or the Office 
of the City Attorney to ensure their actions are compliant with the ADAAA and the WFEA. 
___________________________________________________________________________ 

REQUEST FOR ACCOMMODATION PROCESS SUMMARY 
  

 The employee makes a verbal or written request for an accommodation and/or 
completes and submits the Disability Accommodation Request Form, including the 
requisite medical documentation.  Alternatively, there may have been no previous 
disclosure by the employee, however the manager is addressing an observable 
performance problem or other behavior and the employee discloses at that time that he 
or she has a disability and is in need of an accommodation.   Under these circumstances, 
the focus of the discussion should be upon the concrete performance issues and the 
manager should continue to engage in the interactive process.  The manager is not 
obligated to rescind disciplinary action based upon the subsequent self-disclosure of a 
disability by the employee.  

 

 The manager may direct the employee to have his or her health care provider complete a 
Medical Disability Information Request Form at the time of the initial request or if 
additional clarification is needed subsequent to the employee making the initial request 
or subsequent to the initial discussion.  The employee is given his or her current job 
description, and any other relevant job documentation, to share with the physician.  This 
documentation may include a narrative regarding the manager’s concerns based upon 
observable job performance issues. 
 

 If the medical documentation provided by the employee does not verify that that the 
employee has a disability that substantially limits one or more major life activities, the 
manager may deny the request but must inform the employee that he or she can provide 
additional documentation at any time.  Managers must consult with the DER or with 
the Office of the City Attorney prior to making a final determination that an 
employee’s condition does not meet the definition of a disability under the ADAAA 
or WFEA. 
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 If the medical documentation provided by the employee verifies that he or she has a 
disability that substantially limits one or more major life activities but the 
accommodation(s) requested create an undue hardship for the employer, the manager 
may deny the request but must continue to engage in the interactive process, including 
offering alternative, reasonable accommodations.  Managers must consult with the 
DER or with the Office of the City Attorney prior to making a final denial of an 
employee’s request for an accommodation. 
 

 If the medical documentation verifies that that the employee has a disability that 
substantially limits one or more major life activities and that the employee may need an 
accommodation in order to perform the essential functions of the job, the employee and 
the manager will engage in the interactive process to identify reasonable 
accommodations that may enable the employee to perform the essential functions of the 
job. 

  

 The parties will consult the Job Accommodation Network website (askjan.org) as 
needed.  

 

 If the parties come to an agreement as to a reasonable accommodation(s) that will 
enable the employee to perform the essential functions of the position and that 
will not create an undue hardship for the employer, the manager who approves 
the accommodation(s) documents the details in writing and provides the 
requesting employee with a copy of a description of the accommodation(s).  

  

 If the employee is not able to perform the essential functions of his or her current 
position with or without an accommodation, the manager and employee will discuss the 
options available to the employee.  These options may include all or some of the 
following: 

 

 The appointing authority shall offer the employee an equivalent, vacant and 
funded position within the department that the appointing authority intends to 
fill, for which the employee is objectively qualified and that is consistent with the 
employee’s medical restrictions. 
 

 If an equivalent position is not available, the appointing authority shall offer the 
employee a vacant and funded lower-level position within the department that 
the appointing authority intends to fill, for which the employee is objectively 
qualified and that is consistent with the employee’s medical restrictions.  
 

 Qualifying employees may request FMLA, when appropriate.  
 

 The employee may apply for a Leave of Absence (LOA) if the medical 
documentation provided by the employee’s health care provider indicates a date 
of return to work and if the employee has exhausted all paid leave benefits.  
LOAs may be granted in 30-day increments in order to allow the employee’s 
health care provider time to make an effective determination regarding a 
reasonable return to work date.  Requests for indefinite leave will not be 
approved. 
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 The employee may contact the Employee Retirement System to discuss options 
such as ordinary or duty disability. 
 

 If an equivalent or lower-level position is not available and the employee wants 
to be considered for positions within other departments for which he or she is 
qualified and that are consistent with his or her medical restrictions, the 
employee may be referred to the DER’s Disabled Employee Placement Program 
(DEPP). Participation in the DEPP is limited to one year and requires that the 
employee be placed on a LOA.    

 

 The employee should be asked if there are any other options that he or she 
suggests.  

 

 If the employee rejects all options, the employee may be placed upon a LOA (30 
days) to allow him or her to consult with his or her medical provider.  If an 
employee is not able to return to City employment at the end of the LOA, the 
employee may be separated from City employment.  Employees with regular 
status (i.e. in a Civil Service position and having passed probation in a regularly-
appointed position) may be entitled to a separation hearing under the Rules of 
the City Service Commission (i.e. Rule X, Section 3). 

 

 All documents related to the accommodation process must be filed in the 
employee’s locked confidential medical file; access to medical files shall be 
restricted, in accordance with applicable laws and regulations.   

 

   



 

 

City of Milwaukee           APPENDIX C 

Department of Employee Relations 
200 E. Wells St. 
City Hall, Room 706 
Milwaukee, WI  53202 

 
 

DISABILITY ACCOMMODATION REQUEST FORM 
 

Department: 

 
Division (Section): 

SECTION I:  Employee 
Name of Employee: 
 

Job Title: 

Signature: 
 

Date of Request: 

My disability impairs my ability to perform assigned job duties in the following way (attach additional pages if necessary): 
 
 
 
 
 
 
 
 
 
 
 
 

The reasonable accommodation(s) I am requesting are (attach additional pages if necessary): 
 
 
 
 
 
 
 
 
 

Alternatives I seek are: 
 
 
 

 
SECTION II:  Employer 

Date of interactive meeting(s): 

Date documents were reviewed: 
 

Accommodation Request is:   Approved   Denied   Modified 
 
If modified, describe modification and give rationale.  If denied, give rationale.  (Attach additional pages if necessary.) 
 
 
 

Alternatives suggested: 
 
 

Name of manager making decision: 
 

Cost of Accommodation:    Estimate   Actual 

Name of other departmental/DER representative consulted with:  
 

Date: 

Manager’s Signature: 
 

Date: 

The employee may submit additional information, documentation, alternative suggestions or requests at any time, including after 
this form has been completed.  



 APPENDIX D 
 

DEPARTMENT OF EMPLOYEE RELATIONS 
Disability Medical Information Request Form 

 

ADAAA/WFEA 
POLICY AND COMPLIANCE MANUAL 

December 2015 

  
 
 
 
 

 
 
Employee  
Position Title  
Department/Division  
Supervisor  
Phone  
Email  
 
The following portions of the form are to be completed by the physician/health care 
provider only and returned by _________________ to _________________________________ 
Address:_________________________________________ Phone: ________________________ 
Email:____________________________________. 
 
(Insert employee name) of the (Insert name of department) has indicated that he or she has a 
medical condition that may require reasonable accommodation(s) under the Americans 
with Disabilities Act Amendment Act (2009) in order to perform the essential functions of 
his or her position, which is (Insert position title).  A copy of the job description is attached. 
 
In order to qualify for a reasonable accommodation under the ADAAA, an employee must 
have an impairment that substantially limits one or more major life activities or a record of 
such impairment.  The following questions may help determine whether an employee has 
a disability under this definition. 
 
SECTION A: QUESTIONS TO DETERMINE WHETHER AN EMPLOYEE 
HAS A DISABILITY 
 
1.  Does the employee have a physical or mental impairment?        Yes  No 
 
2.  If yes, what is the employee’s impairment or nature of the impairment?  
 

NOTE TO MANAGER:  This form must be tailored to the employee’s specific impairment and 
requested accommodation; care must be taken to ensure unrelated health care information is not 
solicited.  It is highly recommended that this form be augmented by a letter to the health care 
provider that details the observable, job-related concerns (if applicable), a description of the 
nature and setting of the job and a copy of the job description. 
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RESPONSE: 
             

             

              

Please answer the following questions based upon what limitations the employee has 
when his or her condition is in an active state and what limitations the employee would 
have if no mitigating measures were used.  Mitigating measures include things such as 
medication, medical supplies, equipment, hearing aids, mobility devices, the use of 
assistive technology, reasonable accommodations or auxiliary aids or services, prosthetics, 
learned behavioral or adaptive neurological modifications, psychotherapy, behavioral 
therapy and physical therapy.  Mitigating measures do not include ordinary eyeglasses or 
contact lenses. 
 
3. a. Does the impairment limit a major life activity as compared to most people in the 

general population?  Yes______    No______ 
 
3. b. If the answer to question 3.a. is “yes”, describe the employee’s limitations when 
the impairment is active. 
 
RESPONSE: 
             

             

              

 
4.  What major life activity (ies) is/are affected?  (Major life activities may include: 

walking, speaking, breathing, sitting, standing, lifting, performing manual tasks, 
seeing, hearing, caring for oneself, working, etc.) 

 
RESPONSE: 
             

             

              

5. Is the disability:  
 
 Permanent   Temporary   Intermittent  
 Chronic   Progressive   Other  
 

If other, please describe:           

             

             

              

 
 
6. What is the extent and/or duration of the disability? 
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RESPONSE: 
             

             

              

 
7. a. Is there a medical reason to believe that the employee is likely to experience injury, 

harm or aggravation of the medical condition by performing or attempting to 
perform the described essential functions (and associated duties and tasks) on the 
enclosed job description?   

 
Yes______    No______ 
  
7. b. If the answer to question 7.a. is “yes,” please indicate the degree of injury, harm or 

aggravation that should be expected, the likelihood of injury, harm or aggravation; 
the expected duration of the risk and the medical reason for your conclusions. 

 
RESPONSE: 
 
________________________________________________________________________________________________

________________________________________________________________________________________________

_____________________________________________________________________________________________ 

 
8. a.  Is the employee likely to recover sufficiently to perform the essential functions, 
including the associated tasks and duties, described to you in the attached job 
description?   Yes ____ No _____ 
 
8. b. If the answer to question 8. a. is “yes,” please indicate the timeframe in which 
recovery adequate to perform the essential job functions is expected.   
 
RESPONSE: 
________________________________________________________________________________________________

________________________________________________________________________________________________ 

 
8. c. If the answer to question 8. a. is “no,” please indicate the medical reason. 
 
RESPONSE: 
________________________________________________________________________________________________

________________________________________________________________________________________________ 
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SECTION B. QUESTIONS TO DETERMINE WHETHER AN 
ACCOMMODATION IS NEEDED. 
 
An employee with a disability is entitled to an accommodation only when the 
accommodation is needed because of the disability and when the accommodation does not 
create an undue hardship for the employer.   
 

1. a. Is the employee presently in treatment for his or her disability?   
Yes______   No______ 
 
b. If the answer to question 1.a. is “yes,” are special accommodations in his or her 
work schedule necessary in order to continue employment?  (Please specify 
frequency and duration)  
 
RESPONSE: 
_________________________________________________________________________________________

_______________________________________________________________________________________ 

 
2.  Based upon a review of the job description, which, if any, of the essential 

functions (and accompanying duties and tasks) CANNOT be performed by the 
employee without reasonable accommodations: 

 
RESPONSE: 
__________________________________________________________________________________________

__________________________________________________________________________________________ 

3.  If any restrictions for the employee are warranted because of the significant risk 
of substantial harm to the employee or to others, what measures should be 
considered in identifying possible accommodations to eliminate the reason for 
the restrictions? 

 
RESPONSE: 
_________________________________________________________________________________________

_________________________________________________________________________________ 

4. What reasonable accommodations are needed at work to assist this employee in 
performing the essential functions of his or her position?      Please explain why 
these modifications are necessary, including the medical reason. 

 
RESPONSE: 
__________________________________________________________________________________________ 

__________________________________________________________________________________________ 

 

5. a. Does this employee’s medical condition prevent him or her from being at work? 

    Yes______   No______ 

 Page 4 of 6 



5. b.  If so, what is the medical reason?  
 
RESPONSE:  
____________________________________________________________________________________________

____________________________________________________________________________________________ 

 
6. An essential function of the employee’s job is regular attendance Monday 

through Friday, from __________ to _________.  If you contend that modification 
of this shift is necessary, please specify what the medical reason is and what 
accommodation may be necessary. 
 

RESPONSE: 
____________________________________________________________________________________________

________________________________________________________________________________________ 

 
 
C.  OTHER QUESTIONS OR COMMENTS (MUST BE LIMITED TO THE 

DISABILITY DETAILED ABOVE) 
1. Is there any other information related to the disability only and 
associated reasonable accommodations of which the employer should be 
aware?  
 

RESPONSE: 
________________________________________________________________________________________________

________________________________________________________________________________________________ 

Please type or print: 
 

PHYSICIAN/HEALTH CARE 
PROVIDER NAME   

ADDRESS  

CITY, STATE, ZIP CODE  

TELEPHONE NUMBER  
SIGNATURE OF 
PHYSICIAN/HEALTH CARE 
PROVIDER 

 

DATE  
 

The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and other 
entities covered by GINA Title II from requesting or requiring genetic information of an 
individual or family member of the individual, except as specifically allowed by this law.  To 
comply with this law, we are asking that you not provide any genetic information when 
responding to this request for medical information.  “Genetic Information” as defined by 
GINA, includes an individual’s family medical history, the results of an individual’s or family 
member’s genetic tests, the fact that an individual or an individual’s family member sought or 
received genetic services, and genetic information of a fetus carried by an individual or an 
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individual’s family member or an embryo lawfully held by an individual or family member 
receiving assistive reproductive services. 
 
The City of Milwaukee Department of Employee Relations, reserves the right to review the 
above information and make an independent decision.  All information is confidential in 
accordance with the Federal Americans with Disabilities Act (ADA); information may be shared 
with the hiring authority, supervisors, and managers, in order to provide reasonable 
accommodation or require treatment in case of an emergency. 
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Appendix E 

 

 

ADAAA/WFEA 
POLICY AND COMPLIANCE MANUAL 

January 2016 
 

Disabled Employee Placement Program – DEPP 
PURPOSE 

In accordance with provisions of MCO Chapter 350-37-7, the Department of Employee 
Relations (DER) has the authority to develop guidelines and procedures to administer the 
disabled employee placement program and coordinate participation with other benefits, 
regulations and employment conditions. 
 
The goals of the Disabled Employee Placement Program (DEPP) are to: 

• provide an opportunity for  general city employees with permanent medical restrictions 
who are unable to continue employment in their current position to find alternative 
placement within the city service, consistent with those medical restrictions; and 

• Comply with requirements under Worker’s Compensation-Wisconsin State Statutes, 
Chapter 102 and the ADA/ADAAA, the Wisconsin Fair Employment Act, and Chapter 
350-35-7 of the Milwaukee Code of Ordinances. 

PROGRAM 

1. DEPP Referral by Employee’s Department:  After exhaustion of the ADA/ADAAA 
interactive process for the employee’s own position and after consideration of vacant and 
funded equivalent and lower-level positions within the department for which the employee 
is objectively qualified, that are consistent with the employee’s medical restrictions and that 
the department intends to fill, management shall consider a referral of the employee to the 
DEPP.   

2. DEPP Participation:  The Department of Employee Relations (DER) will work with the 
employee to determine if placement in an alternate lateral or lower level position within the 
City Service is feasible.   Placement will be contingent upon a number of factors, including 



but not limited to: the availability of a vacancy that the appointing authority wishes to fill and 
the employee’s ability to meet the job requirements, with or without reasonable 
accommodation.  A referral to the DEPP does not guarantee placement.   

a. Placement will be limited to the employee’s service status; an employee holding an 
exempt appointment with no prior civil service status, is not eligible for placement in a 
regular civil service position as a result of a DEPP referral. 

b. An employee will not be eligible for placement in a position that results in a promotion, 
except where the employee would have been qualified for promotion under Civil Service 
Rules regarding appointments or promotions. 

3. DEPP Completion: Eligibility for participation in the DEPP ends when the employee: 

a. is placed in  an alternate City position; 

b. no longer meets the DEPP requirements;  

c. fails to comply with the DEPP requirements, or 

d. When the City is unable to place the employee in a lateral, or lower level, vacant and 
funded position that the City intends to fill, within one (1) year after enrollment in the 
DEPP. 

PROCESS 

REFERRING DEPARTMENT’S RESPONSIBILITIES: 

1. Complete the ADAAA Interactive Process with an employee who has a need for 
accommodation.  Refer to Section III of the City of Milwaukee ADAAA/WFEA Policy and 
Compliance Manual. 

2. If no reasonable accommodation can be made to allow the employee to continue 
working in the current job, review all vacant and funded positions within the department 
to determine whether a transfer is appropriate. 

a. Create a dated list of the vacant positions in the department, documenting all 
lateral or lower-level positions considered and the outcome of that review. 

b. If a vacant lateral position is offered to the employee and the employee rejects 
that position, a separation may be appropriate (consult with DER and/or the City 
Attorney’s Office prior to taking such action); an employee with regular status 
who is separated from the City Service may be entitled to a separation hearing 
under Rule X, Section 3 of the Rules of the City Service Commission.   

3. Document all efforts to make a reasonable accommodation and attach to the file. 



4. If no accommodation can be made, discuss other options with the employee, including: 

a. FMLA 

b. Medical LOA (approve at three month intervals) 

i. If, after first three months, the medical documentation does not provide an 
expected return date, a separation may be appropriate (Consult with the 
DER and/or the City Attorney’s Office prior to taking such action). 

c. Duty disability retirement. 

d. Ordinary disability retirement 

e. A DEPP referral, if employee is actively trying to return to work 

i. A DEPP referral may be made even while the employee is on FMLA or 
other paid leave; paid leave does not extend the one year DEPP 
enrollment period. 

5. When an employee requests referral to the DEPP 

a. If sick leave, vacation, TVA, comp time, FMLA or other accrued time off benefits 
are unavailable, the employee shall resign his or her title and request a Leave of 
Absence (LOA) for DEPP enrollment for a period of up to one year.  The 
Department shall approve this request for leave. 

b. The combined total of paid accrued time, unpaid FMLA leave and LOA for DEPP 
enrollment shall not exceed one calendar year from the date of the DEPP 
enrollment. 

c. The Department shall send a referral letter to DER that includes a statement of 
all relevant facts related to the situation.  Include in the letter all relevant facts 
related to the situation such as the steps that the Department has taken in an 
attempt to resolve the matter and copies of all related ADAAA documents relative 
to the referral such as: 

i. Disability Accommodation Request form 

ii. Disability Medical Information Request Form 

iii. All related FMLA or other medical documentation, 

iv. A statement of accommodations and/or other lateral or lower level vacant 
and funded positions that were considered, and the result of that analysis. 



v. A statement of how the individual will be carried on the Department’s 
payroll (i.e. sick leave, vacation, FMLA etc.) and when those benefits will 
be exhausted, 

vi. A copy of the LOA form, and  

d. Send the employee a copy of the referral letter and restate in the letter that the 
City will endeavor to find alternative employment but that alternative employment 
is not guaranteed. 

6. Continue to monitor vacancies within the Department as they occur and contact the 
DER DEPP Program Manager immediately if a suitable lateral or lower level position 
becomes available. 

7. Notify the DER DEPP Program Manager immediately if the employee returns to work. 

EMPLOYEE RESPONSIBILITIES: 

1. Notify the current employing City Department of any medical restrictions that do not 
allow him or her to work in his or her current position, and provide documentation as 
requested. 

2. Participate in the ADA/ADAA interactive process with the current employing City 
Department. 

3. Upon conclusion of the ADA/ADAAA interactive process, and when no accommodation 
or reassignment is possible, you may request a referral to the DEPP.  A DEPP referral 
requires an employee to: 

a. Resign from his or her current position (resignation from title only) prior to 
enrollment in DEPP.  (Note:  should the medical restrictions change in the future, 
the employee would be able to request reinstatement to this position in 
accordance with Civil Service Commission rules and Reinstatement Policy).  If 
the employee is currently on unpaid FMLA leave or other accrued time off, the 
employee may enroll in the DEPP but will be placed on a LOA and resign his or 
her title once the unpaid FMLA or accrued time off is exhausted.   The employee 
may participate in the DEPP for no more than one calendar year, cumulatively. 

b. Complete and return the DEPP application by the specified deadline. 

c. Actively participate in the program which includes, but is not limited to, submitting 
requested documentation within specified timeframes, actively seeking alternate 
City positions, and enrolling in E-notify for City employment opportunities. 



d. Notify the DER of any change in medical condition, and provide updated medical 
documentation within five (5) business days of the change. 

4. Notify the DER of other employment attained, desire to withdraw from the DEPP, or any 
other changes that may affect his or her DEPP eligibility. 

 

DEPARTMENT OF EMPLOYEE RELATIONS (DER) RESPONSIBILITIES: 

1. Process an eligible employee’s DEPP application. Clarify any questions related to the 
employee’s qualification and medical restrictions. 

2. Make an eligibility determination and notify the employee of the decision (send copy to 
Department). 

3. Review current list of citywide vacancies to determine if there is a lateral or lower level 
position that the employee is objectively qualified for. Attach a dated list of the vacant 
positions reviewed to the file. 

4. Notify employee that s/he shares responsibility to identify alternate City positions and 
assist him/her in enrolling in E-notify for City employment announcements. 

5. Continue monitoring citywide vacancies while the employee is enrolled in the DEPP. 

6. Coordinate with Workers’ Compensation regarding employees that are in the DEPP due 
to a work-related injury. 

7. Maintain contact with the employee throughout their participation in the DEPP. 

8. Notify the referring department of action taken including acceptance of the referral, 
notification of when an employee is not responding to communications from the DER 
DEPP Manager and the employee’s completion of the DEPP. 

9. Notify employee when his or her DEPP eligibility ends. 

10. Administer and maintain records of all DEPP activity from the referral of an employee 
through the employee’s completion of the DEPP. 

 



                   APPENDIX F 
 

 
 
 
 
POSITION TITLE:  _________________________________________________________ 

 

 
Circle Yes or No for each of the 4 questions: 

Circle one number only for each of 
the 2 scales: 

 
 
 
 
 
FUNCTIONS: 

1. Job exists to 
perform 
function? 

2. Incumbent 
actually 
performs 
function? 

3. Job changes if 
function is 
removed? 

4. Limited staff 
is available for 
performing the 
function OR the 
function is 
highly 
specialized? 

Time spent 
relative to other 
functions:  very 
little (1) to very 
much (5) 

Consequences of 
not doing the 
function:  minor 
(1) to very bad 
(05) 

 Yes    No Yes    No Yes    No Yes    No 1   2   3   4   5 1   2   3   4   5 

 Yes    No Yes    No Yes    No Yes    No 1   2   3   4   5 1   2   3   4   5 

 Yes    No Yes    No Yes    No Yes    No 1   2   3   4   5 1   2   3   4   5 

 Yes    No Yes    No Yes    No Yes    No 1   2   3   4   5 1   2   3   4   5 

 Yes    No Yes    No Yes    No Yes    No 1   2   3   4   5 1   2   3   4   5 

 Yes    No Yes    No Yes    No Yes    No 1   2   3   4   5 1   2   3   4   5 

 Yes    No Yes    No Yes    No Yes    No 1   2   3   4   5 1   2   3   4   5 

 Yes    No Yes    No Yes    No Yes    No 1   2   3   4   5 1   2   3   4   5 

 Yes    No Yes    No Yes    No Yes    No 1   2   3   4   5 1   2   3   4   5 

 Yes    No Yes    No Yes    No Yes    No 1   2   3   4   5 1   2   3   4   5 

 Yes    No Yes    No Yes    No Yes    No 1   2   3   4   5 1   2   3   4   5 

 
Evaluated by:         Title:           

Signature: ___________________________________________ 

Phone/Email:           Date:         

 
INSTRUCTIONS ON REVERSE SIDE 

ADAAA/WFEA JOB ANALYSIS OF ESSENTIAL FUNCTIONS 
December 2015 

 



 

INSTRUCTIONS FOR COMPLETING THE JOB ANALYSIS OF ESSENTIAL FUNCTIONS  
FORM 

 
PURPOSE: 
The Americans with Disabilities Act Amendment Act (ADAAA) of 2009 requires an analysis of each job to identify its essential functions and physical and environmental demands.  The 
essential functions of the job are important for two reasons: (1) these functions are assumed to reflect the fundamental performance requirements of the job and (2) these functions must be 
known to determine if a qualified individual with a disability can perform the job with or without accommodations.   
 
To determine if a function is essential to a job, 4 questions must be answered (yes or no): 
 
 1. Does the job exist to perform the function? 
 2. Does the incumbent actually perform the function? 
 3. Would the job change if the function were removed? 
 4. Is the staff available for performing function limited in number OR does the function require highly specialized knowledge or skills? 
 
and 2 scales must be completed: 
 
 A. Time spent on the function relative to time spent on other functions (from very little to very much). 
 B. The overall consequences of not performing the function (from minor to very bad). 
 
 
 
Thank you for your assistance in this analysis.  If you have any questions, call (414) 286-6210. 


