Americans with Disabilities Act (ADA)

Reasonable Accommodation Checklist

This checklist follows the EEOC's recommended method for determining what accommodation may be appropriate when an individual with a disability is unable to perform a job function because of the disability.

Applicant: 
 Job Title: 

Completed by: 
 Date: 


I. Analyze the Job

What is the purpose of the job?

List all of the essential functions:

(Use additional page if necessary)

II. Consult with the Individual

What essential function(s) is/are the individual unable to perform?
Why? (Identify job-related physical or mental limitations)




Can the individual suggest an accommodation? What?

(Note: If the individual suggests an appropriate accommodation, you may stop here. If not, or if you wish to consider alternatives, go to step III).

III. Identify Possible Accommodations

Contact sources such as state or local rehabilitation agencies, disability organizations, the Job Accommodation Network, and the Equal Employment Opportunity Commission.

Source Contacted
Recommendations




(If you need more space, attach another sheet)

Assess the effectiveness of each accommodation identified:

(If there is more than one effective accommodation, go to IV.)


IV. Select the Most Appropriate Accommodation

Consider the individual's preference. (Note: while the individual's preference should be considered, the employer has the ultimate discretion to choose among effective accommodations.)

Which accommodation is the most appropriate? (Explain):

Accommodation Implemented.  Date: 


Accommodation(s) not implemented. (Explain)

Approval Signatures:

Manager
Date
Human Resources
Date

