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REASONABLE ACCOMMODATION
POLICY

Purpose

ThepurposeoftheUnitedStatesSecretService (SecretService) Reasonable Accommodation Policyisto
establishandimplement theReasonableAccommodation Programprocessesandprocedures. Inherentinthis
policyistheroleoftheOfficeofEquityandEmployeeSupportServices/DisabilityProgramManager
EES/DPM) inadministering andmanagingtheprocess. TheDPMwillserveastheliaisonbetweenthe

Requestorofareasonableaccommodation andtheRequestor’sleadershipattheirplaceofduty. TheDPM
willbeinteractivewiththerequestorandtheRespondingOfficialandprovideadvice, guidance, direction, and
technicalassistance. Thefinaldecisiontoeithergrantordenyareasonableaccommodation lieswiththe
RespondingOfficial.    

Office ofEquity andEmployee Support Services (EES) hasprimaryoversightoftheEquity, Diversityand
InclusionProgram (EDI) andtheOmbudsman Program. Further, EES hasoversightandmanagerial
responsibilityofalltheSecretService’sprimary EqualEmployment Opportunity (EEO) responsibilities, to
includethefollowing:  

AffirmativeEmployment/Management Directive (MD) 715Program;  

DiversityandInclusionProgram;  

SpecialEmphasisProgram;  

ReasonableAccommodation Program;  

ReligiousReasonableAccommodation;   

EEODiscrimination ComplaintProcess: Pre-ComplaintandFormalComplaint; and

EarlyDisputeResolutionProgram (EDRP).  

Authorities

TheRehabilitation Actof1973, 29UnitedStatesCode (U.S.C.) § 701, et. seq.  

TheAmericanswithDisabilitiesAct, asamendedbytheADAAmendmentsActof2008 (ADAAA), 42
U.S.C. § 12101, et. seq.  

Regulations toImplement theEqualEmployment provisionsoftheAmericanswithDisabilitiesAct, 29
CodeofFederalRegulations (CFR) Part1630.  
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Affirmative ActionforIndividualswithDisabilities inFederalEmployment, 29CFRPart1614.  

ExecutiveOrder (EO) 13164, RequiringFederalAgenciestoEstablishProcedures toFacilitate the
ProvisionofReasonableAccommodation (July26, 2000).  

U.S. EqualEmployment OpportunityCommission (EEOC) Enforcement GuidanceonReasonable
Accommodation andUndueHardshipundertheAmericanswithDisabilitiesAct.  

DepartmentofHomelandSecurityDirectiveNo. 259-01, ProvidingReasonableAccommodations for
EmployeesandApplicantswithDisabilities.  

Policy

ItisthepolicyoftheSecretService tocomplywiththereasonableaccommodation requirementsofthe
Rehabilitation Actof1973, theAmericanswithDisabilitiesActAmendments Actof2008 (ADAAA), EO13164,  
andotherapplicablefederalregulations andguidelines regardingprovidingaccommodations toqualified
individualswithdisabilities. TheSecretServiceshallprovidereasonableaccommodations fortheknown
physicalormentaldisabilitiesofqualifiedemployeesandapplicants, unlesstheSecretServicedemonstrates
thataparticularaccommodation wouldimposeanunduehardship. TheSecretServiceprovidesreasonable
accommodations asfollows:  

Whenanapplicantwithadisabilityneedsanaccommodation inordertocompletetheapplication
process;  

Whenanemployeewithadisabilityneedsanaccommodation toperformtheessentialfunctionsof
theirjob; or

Whenanemployeewithadisabilityneedsanaccommodation toenjoyequalbenefitsandprivileges
ofemployment.   

TheSecretServicewillprocessrequests forreasonableaccommodation asoutlinedinthispolicyand, where
appropriate, provideareasonableaccommodation totheemployeeorjobapplicantinaprompt, fair, and
efficientmanner.  

Allrequestsforareasonableaccommodation willbecoordinatedwiththeEES/DPM. TheDPMwillprovide
guidance, technicalassistance, andfacilitatetheinteractiveprocessasneededforallpartiesinvolved (see
Responsibilities ofEES/DPM).  

Coverage

ThispolicyappliestoSecretServiceemployeesandapplicants foremploymentwiththeSecretService. This
policymayapplyinothercircumstances (e.g., contractors, detailees, etc.) andwillbeevaluatedonacase-by- 
casebasis.  
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Definitions

Disability:  

Aphysicalormental impairmentthatsubstantially limitsoneormoreofthemajorlifeactivitiesofan
individual;   

Arecordofsuchanimpairment; or

Beingregardedashavingsuchanimpairment. Thismeansthattheindividualhasbeensubjectedto
anactionprohibitedbytheADAasamendedbecauseofanactualorperceivedimpairment thatisnot
transitory (lastingorexpectedtolastsixmonthsorless) andminor (eveniftheydonothavesuchan
impairment).  

Note: Apersonwhoisperceivedorregardedashavingadisability (i.e., thethirdprongofthisdefinition) isnot
entitledtoareasonable accommodation becausethepersondoesnothavearecordofcurrentorprevious
limitationswhichwouldbenefitfromanaccommodation.  

Early Dispute Resolution Process: A voluntary mechanismthroughwhichanindividualcanrequest
reconsideration ofdenialofareasonableaccommodation, regardlessofwhether thepersonhasstartedthe
EEOcomplaintprocess. RefertoEES-05, UnitedStatesSecretServiceEarlyDisputeResolutionProgram
USSS-EDRP), formoreinformation.  

Essential Functions: Thefundamental jobdutiesoftheemployment positiontheindividualwithadisability
holdsordesires. Ajobfunctionmaybeconsideredessential foranyofseveralreasons, includingbutnot
limitedtothefollowing:  

Thefunctionmaybeessentialbecausethereasonthepositionexistsistoperformthatfunction.   

Thefunctionmaybeessentialbecauseofthelimitednumberofemployees availableamongwhom
theperformanceofthatjobfunctioncanbedistributed; and/or

Thefunctionmaybehighlyspecializedsothattheincumbent inthepositionishiredfortheir
expertiseorabilitytoperformtheparticular function.   

Determinationoftheessentialfunctionsofapositionmustbedoneonacase-by-casebasis, giving
consideration tothejobasactuallyperformedandnotbasedonlyonthecomponentsofapositiondescription.  
Additionally, thedetermination ismadewithregardtotherequirementsofthespecificpositionheldandnot
justthespecificassignmentanemployeemaybeholdingataparticularmoment.  

Interactive Process: Todeterminetheappropriate reasonableaccommodation itmaybenecessary forthe
SecretServicetoinitiateaninteractiveprocesswiththeindividualwithadisabilityinneedofthe
accommodation. Thisprocessshouldidentifythepreciselimitationsresultingfromthedisabilityandpotential
reasonableaccommodations thatcouldovercomethoselimitations.  

Major LifeActivities: Basicactivitiesthatmostpeopleinthegeneralpopulationcanperformwithlittleorno
difficulty. Majorlifeactivitiesinclude, butarenotlimitedto, caringforoneself, performingmanualtasks, seeing,  
hearing, eating, sleeping, walking, standing, sitting, lifting, bending, speaking, breathing, learning, reading,  
concentrating, thinking, communicating, interactingwithothers, andworking, andtheoperationofamajor
bodilyfunction, includingfunctionsoftheimmunesystem, specialsenseorgansandskin; normalcellgrowth;  
anddigestive, genitourinary, bowel, bladder, neurological, brain, respiratory, circulatory, cardiovascular,  
endocrine, hemic, lymphatic, musculoskeletal, andreproductive functions.  
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Medical Review Board: TheSecretServiceMedicalReviewBoard (MRB) makes finalemployment
determinations concerningemployeesoftheSecretService whosemedical/mentalhealthinformation
indicatesthattheindividualmaybeunabletoperformtheessentialfunctionsoftheirpositionwithorwithout
accommodation. TheMRBalsomakesfinaldecisionsregardingreconsiderations ofdenialsofreasonable
accommodations requestedbyemployeesandapplicants (seeReconsideration Officials, below). Seealso
HumanResourcesManualsectionSAF-03(10), MedicalReviewBoard.  

Qualified: Withrespecttoanindividualwithadisability, qualifiedmeansanindividualwhosatisfiesthe
requisiteskill, experience, education, andotherjob-relatedrequirementsoftheemployment positionsuch
individualholdsordesiresand, withorwithoutreasonableaccommodation, canperformtheessential functions
ofsuchposition.  

Reasonable Accommodation: Reasonableaccommodations are:  

Modificationsoradjustments toajobapplicationprocessthatenableaqualifiedapplicantwitha
disabilitytobeconsideredforthepositionsuchqualifiedapplicantdesires; or

Modificationsoradjustmentstotheworkenvironment, ortothemannerorcircumstances underwhich
thepositionheldordesirediscustomarilyperformed, thatenableanindividualwithadisabilitywhois
qualifiedtoperformtheessential functionsofthatposition; or

Modificationsoradjustments thatenableaSecretServiceemployeewithadisabilitytoenjoyequal
benefitsandprivilegesofemploymentasareenjoyedbyitsothersimilarlysituatedemployeeswithout
disabilities.  

Reasonableaccommodation mayincludebutisnotlimitedto:   

Makingexistingfacilitiesused byemployeesreadilyaccessibletoandusablebyindividualswith
disabilities; and

Jobrestructuring; part-timeormodifiedworkschedules; reassignment toavacantposition; acquisition
ormodificationsofequipmentordevices; appropriateadjustmentormodificationsofexaminations,  
trainingmaterials, orpolicies; theprovisionofqualifiedreadersorinterpreters; andothersimilar
accommodations forindividualswithdisabilities.  

Receiving Officials: SecretServiceOfficialdesignatedtoreceivearequestforareasonableaccommodation
fromanemployeeorapplicant (oranindividualactingontheirbehalf).   

Employees: ReceivingOfficialsincludeanemployee’simmediate supervisor, anothersupervisoror
managerintheemployee’simmediatechainofcommand, ortheDPM. Note: Any managerwho
receivesanemployee’srequestforareasonableaccommodation, evenifnotintheemployee’schain
ofcommand, shouldimmediately forwardtherequesttotheemployee’sfirst-linesupervisor, orinthe
eventthatthefirst-linesupervisor isonextendedleaveortravel, totheDPM. Iftheemployee’s
supervisor isnotknown, themanagermayforwardtherequesttotheDPM.   

Applicants: TheReceivingOfficials are theHumanResources (HR) SpecialistsintheAPTTalent
Management Division (ATM) andLawEnforcement AcquisitionDivision (LED) ortheHiringOfficial
whoisprocessingthejobopportunityannouncement.   

Special Agent (SA) andUniformed Division (UND) Trainees: TheReceivingOfficialsarethetrainee’s
classcoordinator(s).   

Reconsideration Officials: Reconsideration decisionsforapplicantsandemployeeswillbemadebythe
MRB. ASecretServiceofficialatalevelabovetheDeputyAssistantDirectorlevelmayalsobenamedincases
wheretherequestorisatahigherlevelintheorganization, astocauseaconflictformembersoftheMRB.   
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Requestor: Anemployee, applicantforemployment, ortheirrepresentative whosubmitsarequestfora
reasonableaccommodation.  

Responding Official: SecretServiceOfficialwhohastheauthoritytoengagetheemployeeorapplicantinan
interactiveprocessregardingtheemployee’srequestedaccommodation.   

Employees: TheRespondingOfficialwillbetheemployee'sfirst-linesupervisororanothersupervisor
withintheemployee’schain-of-command. Thisincludestrainees. Foremployees participating inthe
SpecialAgentMeritPromotionProcessortheUniformedDivisionMeritPromotionProcess, the
RespondingOfficialwillbeasupervisorwithintheOfficeofHumanResources, HRResearchand
AssessmentDivision (HRR).  

Applicants: TheResponding OfficialwillbetheATMorLEDHRSpecialistorHiringOfficialwhois
processingthejobopportunityannouncement.   

SAandUNDTrainees: TheRespondingOfficialistheSpecialAgentinChargeoftheJamesJ. Rowley
TrainingCenter (RTC).  

Undue Hardship: Withrespecttotheprovisionofanaccommodation, unduehardshipissignificantdifficulty
orexpenseincurredbytheSecretService, whenconsidered inlightofthefollowingfactors:   

1. Thenatureandnetcostoftheaccommodation needed;   

2. Theoverallfinancialresourcesofthefacilityorfacilitiesinvolvedintheprovisionofthereasonable
accommodation, thenumberofpersonsemployedatsuchfacility, andtheeffectonexpensesand
resources;   

3. TheoverallfinancialresourcesoftheSecretServiceandtheDepartmentofHomelandSecurity, the
overallsizeoftheSecretServicewithrespecttothenumberofitsemployees, andthenumber, type
andlocationofitsfacilities;   

4. ThetypeofoperationoroperationsoftheSecretService, includingthecomposition, structureand
functionsoftheworkforce, andthegeographicseparateness andadministrative orfiscalrelationship
ofthefacilityorfacilities inquestiontotheSecretService; and

5. Theimpactoftheaccommodation upontheoperationofthefacility, includingtheimpactontheability
ofotheremployeestoperformtheirdutiesandtheimpactonthefacility'sabilitytoconductbusiness.  

RequestforReasonableAccommodationProcess

RequestforaReasonableAccommodation

Arequestforareasonableaccommodation isastatement fromanemployee, anapplicantforemployment, or
theirrepresentative, that, asaresultofamedicalcondition, theindividualneedsanadjustmentorchangein
theapplicationprocess, anadjustmentormodification thatwillenabletheindividualtoperformtheessential
functionsoftheposition, oranadjustmentormodification thatwillenabletheindividualtoenjoyabenefitor
privilegeofemployment enjoyedbysimilarlysituatedemployees. Thereasonableaccommodation process
beginsassoonastherequestforanaccommodation ismadeeitherorallyorinwriting. Theindividualneed
nothaveaparticularaccommodation inmindbeforemakingarequest. Arequestforanaccommodation will
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beprocessedimmediately uponreceiptandisnotcontingentuponthereceiptofawrittenconfirmation for
record-keepingpurposes.  

A familymember, friend, healthprofessional, orotherrepresentative mayrequestareasonable
accommodation onbehalfofanemployeeorapplicantwithadisability; however, totheextentpossible, the
representativeshouldprovidewrittenevidencetheyare authorizedtorequestanaccommodation forthe
individual.  

Arequestforreasonableaccommodation isthefirststepinaninteractiveprocessbetweentheindividual
Requestor) andtheSecretService. Insomeinstances, beforeaddressing themeritsoftheaccommodation

request, theRespondingOfficialmayneedtodetermineiftheindividual'smedicalconditionmeetstheADAAA
definitionofdisability, aprerequisite fortheindividualtobeentitledtoareasonableaccommodation.  

ToWhomRequestsShouldBeMade

Arequestforaccommodation maybemade byanemployeeorapplicant, either orallyorinwriting, tothe
belowSecretService officials. However, anySecretService officialreceivinga request fromacurrent
employee, otherthantherequestor’sfirst- orsecond-linesupervisor, mustensuretherequestisimmediately
forwardedtotheemployee’sfirst-linesupervisor or, ifthefirst-linesupervisorisnotknownorunavailable, to
theDPM, foraction. Regardlessofwhoreceivestherequest, allreasonableaccommodation requests areto
becoordinatedwiththeDPM.   

Applicant:   

1. TheHRSpecialist (ATMorLED) orHiringOfficialprocessingthejobopportunityannouncement.  

Employee:  

1. Anemployee’sfirst-linesupervisor;   

2. Anysupervisor intheemployee’schainofcommand; or

3. TheEES/DPM.  

Special Agent (SA) andUniformed Division (UND) Trainees:   

1. Thetrainee’sclasscoordinator(s).  

Anindividualmayrequestareasonableaccommodation whenever they choose, eveniftheyhave not
previouslydisclosedtheexistenceofadisability. Therequestordoesnothavetouseanyspecialwords, such
asreasonableaccommodation, disability, orRehabilitation Act, orhaveaparticularaccommodation inmind.  
Torecognizearequestforaccommodation, SecretServiceemployeesshouldpayattentiontoanapplicantor
employee’sindication thattheyneedanadjustmentorchangeintheapplicationprocessoratworkforareason
relatedtoadisability.  

Iftherequestismadeorally, forrecordkeepingpurposes, theRespondingOfficialwillasktheRequestor (or
theRequestor’srepresentative) tocompleteSecretServiceForm (SSF) 4416A, RequestforReasonable
Accommodation, Employee’sRequest, withinfive (5) calendardaysoftheoralrequest. IftheRequestor is
unableordoesnotcompletetheformforanyreason, theRespondingOfficialshouldcompletetheSSF4416A
ontheemployee’sbehalfpromptly, withinamaximumoffive (5) calendardaysfromdateofnotification. The
formmustthenbeforwardedtoEES/DPMatrarequest@usss.dhs.gov, andcctheDPM’sdirectemailaccount.   
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Awrittenrequestisnotrequiredinevery instancewhenanindividualneedsareasonableaccommodation,  
suchaswhentheemployee’sdisabilitypreventsthemfromcompletingtheSSF4416A, orwhentheemployee
requiresanaccommodation onarecurringbasis, suchastheservicesofsignlanguageinterpreters. However,  
reasonableeffortsshouldbemadebytheRequestororResponding Official toputtherequestinwritingthe
firsttimeanemployeeseeksanaccommodation.  

SecretServiceRequestforMedicalInformationin
ConnectionwithaRequestforReasonable
Accommodation

Insomecases, thedisabilityandneedforaccommodation willbeobviousortheindividualhasalreadyprovided
theDPMand/ortheRespondingOfficialwithsufficientinformationtodocumenttheexistenceofthedisability
andtheir functionallimitations. Inthesecases, theSecretServicewilllikelynotneedadditionalmedical
informationtodocumenttheexistenceofthedisability.  

However, theSecretServiceisentitledtorequestmedical informationfromtheRequestorwhen:  

1. Theneedforaccommodation isnotobvious; and/or

2. TheinformationsubmittedbytheRequestor isinsufficient todocumentthedisabilityortheneedfor
thereasonable accommodation and/orthefunctional limitationsitcauses.  

TheResponding Officialwilldeterminewhetheradditionalmedicalorotherinformation isneededonacase- 
by-casebasis. Ifappropriate, additional informationwillberequestedinwritingusingawrittenrequestorthe
SSF4416C, RequestforReasonable Accommodation HealthCareProvider’sStatement.  

Ifadetermination ismadetoseekmedical information, noticewillbeprovidedtotheRequestorclarifyingwhy
theinformationprovidedisinsufficient, andwhatadditional informationisnecessaryfortheSecretServiceto
substantiate thattheindividualhasalegallyrecognizeddisability, whethertheindividualneedstherequested
reasonable accommodation, and/orwhatfunctional limitationsarecausedbythedisability. Forthesepurposes,  
documentationmustsufficiently explainthenatureoftheindividual’sdisability, theindividual’s needfor
reasonableaccommodation, andhowtherequestedaccommodation oralternativeaccommodations, ifany,  
willassisttheindividualtoapplyforajob, performtheessentialfunctionsofthejob, orenjoythebenefitsand
privilegesoftheworkplace.  

Requestsformedical informationwillfollowtherequirementssetforthintheU.S. EqualEmployment
OpportunityCommission's (EEOC) Enforcement Guidance: Disability-Related Inquiries and Medical
Examinations ofEmployees Under theAmericans withDisabilities Act, andmaypertaintothefollowing:  

Thenature, severity, anddurationoftheindividual’simpairment;  

Theactivityoractivitiesthattheimpairment limits;  

Theextenttowhichtheimpairment limitstheindividual’sabilitytoperformtheactivityoractivities;  
and/or

Whytheindividual requiresreasonableaccommodation ortheparticularreasonableaccommodation
requested, aswellashowthereasonable accommodation willassisttheindividualtoapplyforajob,  
performtheessential functionsofthejob, orenjoyabenefitoftheworkplace.  
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Ifneeded, thewrittenrequestforadditional informationwillincludespecificquestionsfortheRequestor’s
treatingmedicalprovider(s) torespondtoandrequestsformedicaldocumentation relatedtotheRequestor’s
medicalconditionand/orrequestedaccommodation. Documentation unrelatedtothedisabilityclaimedorthe
desiredaccommodation willnotberequested.  

Uponreceiptoftherequested information fromtheemployee/applicant, theSecretServicemayforwardthe
materialtoamedicalprofessionalorotherappropriateconsultant forreviewattheexpenseoftheSecret
Service.  

Itistheresponsibility oftheRequestor toprovidetherequestedadditional information. Ifthe
employee/applicantdoesnotprovidesufficientdocumentation fromtheirownhealthcareprovider, orother
appropriateprofessional, tosubstantiate theexistenceofadisabilityandtheneedforareasonable
accommodation, theSecretServicemayrequestthatahealthcareprofessionaloftheSecretService’schoice,  
attheSecretService’sexpense, examinetheindividual. ThisshallbecoordinatedbytheDPM. Applicantsand
employeessubjecttomedicalstandardsmayalsoberequiredtosubmittofitnessfordutyexaminations ifa
questionexistsastotheindividual’sabilitytoperformtheessential functionsoftheirdutiesandresponsibilities.  
If theRequestor failstoprovideanyorsufficientdocumentation/informationwhereithasbeenproperly
requested, theRespondingOfficial mayresolve thereasonableaccommodation request basedonthe
informationavailable.  

Onceallthenecessary information isgathered, theRespondingOfficialwillissue, absentspecial
circumstances, awrittendecisiontotheRequestorwithin20businessdays.  

Responsibilities

EES/DPMResponsibilities (AdministrativeResponsibility)  

EEShasdirectoversightandadministrative responsibility fortheReasonableAccommodation Program. The
DPM, workingwiththeOfficeoftheChiefCounsel (LEG), ATM/LED, andthedirectorateoftheRequestor, will
havetheprincipal responsibility formonitoringtheprogressandresultsofallreasonableaccommodation
requests, includingprovidingassistance asneeded indeterminingwhetheranemployeeisaqualified
individualwithadisability. Thisresponsibility includesprovidingassistanceasneededindetermining whether
thereisaneedforadditionalmedicaldocumentation fromtheemployee’sorapplicant’s treatingmedical
provider(s).  

Generallyspeaking, finaldecisionsonwhethertograntemployees’ reasonableaccommodation requestswill
bemadebytheemployees’ immediatesupervisororsomeoneintheirchainofcommand, withguidancefrom
theDPMandLEGasneeded.  Asdiscussedinthedefinitionof “RespondingOfficial”, finaldecisionsmaybe
madebyotherAgencysupervisors insomecircumstances, whenappropriatebasedonthenatureofthe
request.      

TheDPM isdesignatedtomanage, track, andreportontheSecretService’sreasonableaccommodation
requestsanddispositionofeachrequest. Uponcompletionofthereasonableaccommodation process, the
DPM willcreateacompletedfiletoinclude: therequestforreasonableaccommodation, anymedical
documentation provided, correspondence regardingtherequestforaccommodation andotherdocumentation
relatedtotherequest, andacopyofthedecisionontherequest. ThisfilewillbemaintainedbytheDPMfor
recordkeepingandreportingpurposes.   

TheDPMwillimplementaneducation andawareness processthatensuresemployeesandsupervisors are
awareofthereasonableaccommodation policy. TheDPMwillbeavailabletoprovideadviceandtechnical
assistancetoSecretServiceemployeesandsupervisors regardingreasonableaccommodations.   
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Ininstanceswhereanaccommodation requestraisesaquestionabouttherequestor’sabilitytoperformthe
essential functionsoftheposition, meetrequiredmedicalstandards (ifapplicable), and/ortheirfitnessfor
accesstoclassifiedinformation - andintheabsenceofreportingbytherequestor themselves - theDPMwill
makethenecessarynotificationsandreferralstotheSafety, HealthandEnvironmental ProgramsDivision
SAF) and/ortheSecurityManagement Division (SMD), asappropriate.   

RequestorResponsibilities

Ongoingcommunication isparticularly importantwherethespecificlimitation, problem, orbarrierisunclear,  
whereaneffectiveaccommodation isnotobvious, orwherethepartiesareconsideringdifferentpossible
reasonableaccommodations. Inthosecaseswherethedisability, theneedforaccommodation, and/or the
typeofaccommodation neededareunclear, theRequestor shouldengagewiththeRespondingOfficialand
theDPMtomakesurethereisafullexchangeofrelevantinformation. ItistheresponsibilityoftheRequestor
totimelyrespondtoSecretServiceinquiriesandtoprovideappropriate medical information relatedtothe
functional impairmentandtherequestedaccommodation.  

Becauseitistheemployeewhoisresponsible forobtainingthemedical informationanddocumentation
necessarytosupporttheir reasonableaccommodation requestandsubmittingittotheSecretService, the
issueofconsentundertheHealthInsurancePortabilityandAccountability Act (HIPAA) isbetweenthe
employee/applicantandtheir provider alone. Thefactthattheneedfortheinformation originateswiththe
SecretServicedoesnotactasabarorotherwiseprohibitaproviderfromreleasingthenecessaryinformation
totheemployee/applicant.  

Requestorsareremindedthattheymayhaveanobligationtoreportthemedicalconditionuponwhichthe
accommodation requestisbasedtoSAFand/orSMD.  SeeHumanResources Manual, sectionSAF-03(03),  
MedicalQualifications Requirements Policy, formoreinformationonthereportingobligationsofindividuals
whoaresubjecttomedicalstandards (generallyrequiring thereportingofanyissuesaffectinganindividual’s
abilitytomeetapplicable medicalqualificationstandards), andsectionSCD-02(01), SpecialSecurity
ClearancesRequirements andReporting, forinformationonthereportingobligationsofindividualsholding
securityclearances (generallyrequiringthereportingtoSMDof “apparentorsuspectedmentaloremotional
conditions(s)”).  

ReceivingOfficialResponsibilities

Uponreceiptofarequestforareasonableaccommodation, theReceivingOfficialmayconsultwiththeDPM
regardingtheprocessingoftherequest. IftheReceivingOfficialisnotalsotheResponding Official, as
designated inthispolicy, theReceivingOfficialshouldforwardtherequesttotheResponding Official orthe
DPMimmediately.  

RespondingOfficialResponsibilities

OncetheRequestorhasprovidedallrequesteddocumentation insupportoftherequestforreasonable
accommodation, theResponding Officialwillissueawrittendecisionontherequest.  
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Foremployees: Ifanaccommodation hasbeenapproved, theSecretServicewillgranttheaccommodation. If
theneedforaccommodation isnotobvious, theDPMwillworkcloselywiththeRespondingOfficialtodetermine
theappropriateaccommodation tobeprovidedtotheRequestor.   

Forapplicants: Afteradetermination hasbeenmadethatanapplicantisaqualifiedindividualwithadisability,  
theapplicant willworkwiththeHRSpecialist (ATMorLED) orHiringOfficialprocessingthejobopportunity
announcement astheRespondingOfficial. TheDPMwillworkcloselywiththeResponding Officialtodetermine
theappropriateaccommodation neededfortheapplicanttoparticipate inthehiringprocess.  

TheRespondingOfficialmaynotgrantrequests forreasonableaccommodation thatexceedthemicro- 
purchaselevel ($3,500.00) withoutapprovalfromtheSpecialAgentinCharge (SAIC)/ResidentAgentin
Charge (RAIC)/DivisionChief, therespectiveAssistantDirector orExecutiveChief, andtheChiefFinancial
Officer (CFO). EESmayprovideguidanceregardingneededapprovals.  

Completedreasonableaccommodations packagesshouldbesenttotheDPMwithin10businessdaysafter
theapprovalordenialletterisprovidedtotheRequestor. TheDPMwillmaintainthereasonable
accommodation requestalongwithsupportingdocumentation forrecordkeepingandreportingpurposes.  

Iftherequestingemployee’spositionissubjecttomedicalstandards, theRespondingOfficialorsupervisor
shouldalsocontacttheSafety, Health, andEnvironmental ProgramsDivision (SAF) toadvisethemofthe
situationsoSAFmayexplorewhether theconditionuponwhichthereasonableaccommodation request is
basedhasanyimpactupontheemployee’sabilitytomeetthemedicalstandards. SeetheHumanResources
Manual, sectionSAF-03(10), MedicalReviewBoard, foradditional information.  

MedicalReviewBoard (MRB) Responsibilities

TheMRBmakesfinalemployment determinations concerningemployeesoftheSecretService whose
medical/mentalhealthinformation indicatestheindividualmaybeunabletoperformtheessential functionsof
theirpositionwithorwithoutaccommodation. Asrelevanttothispolicy, theMRBalsomakesfinaldecisions
regardingreconsiderations ofdecisionsmadeaboutreasonable accommodation requestsmadebyemployees
andapplicants. SeealsoSAF-03(10), MedicalReviewBoard.  

OtherResponsibleOffices

TheOfficeofChiefCounsel (LEG) willbeconsultedpriortoanydecisionbeingmadeto:  

1. Seekadditionalmedical informationfromtheRequestor; or

2. Grantanalternativeaccommodation ordenyarequestedreasonableaccommodation.   

LEGwillalsoprovideadviceandreviewconcerning thereleaseorhandlingofmedicaldocumentsandany
otherrelevantmatters.  

ThePerformance Management andEmployeeRelationsDivision (PRF), inconjunctionwiththeDPM, is
responsible forprovidingadviceandguidancetosupervisorsandmanagers regardingreasonable
accommodation requestsconcerning telework, alternativeworkschedules, andleave. ATMorLEDwillalso
assistwithcoordinating thejobsearch.    
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ReassignmentasanAccommodation

Reassignment isaformofreasonableaccommodation providedtoemployees (notapplicants) who, because
ofadisability, cannolongerperformtheessential functionsoftheircurrentposition, withorwithoutreasonable
accommodation. Reassignment willbeconsideredasareasonable accommodation iftheSecretService
determines thatnootherreasonableaccommodation willpermittheemployeewithadisability toperformthe
essential functionsoftheircurrentposition. Aspartofthereassignment process, theSecretServicewillsearch
foranavailable (i.e., bothvacantandfunded) positionforwhichtheemployee qualifies, andwhichiswithin
thesameappointingauthority. Iftheemployeeisqualifiedfortheposition, theymaybereassignedtothejob
andwillnothavetocompeteforit. Reassignment isanaccommodation oflastresortthatisconsideredonlyif
therearenoeffectiveaccommodations thatwouldenabletheemployeetoperformtheessential functionsof
theircurrentjob, orifallotherpossibleaccommodations wouldimposeanundueburden.  

Inthesesituations, theResponding OfficialshouldworkwithATMorLED, aswellaswiththeRequestor, to
identify:  

1. AllappropriateavailablepositionswithintheSecretServiceforwhichtheemployeemaybequalified,  
withorwithoutareasonableaccommodation; and

2. AllappropriatepositionswhichtheSecretServicehasreasontobelievewillbecomeavailableover
thenext60businessdaysandforwhichtheemployeemaybequalified, withorwithoutareasonable
accommodation.   

IfnosuchpositionsarelocatedwithintheSecretService, thepartieswillalsoworktoidentifysuchpositions
withinDHSforwhichtheemployeemaybequalified, withorwithoutareasonableaccommodation.  

TheSecretService willfirstfocusonpositionsthatareequivalent totheemployee'scurrentjobintermsof
pay, status, andotherrelevantfactors. Ifthereisnoavailable equivalentposition, theSecretService will
considervacantlower-levelpositionsforwhichtheindividual isqualified.  

Ifanemployeewantstorelocate, theSecretServicemayassignthemtoanavailablepositionoutsideoftheir
commutingarea. Aswithotherreassignments ortransfersnotrequiredbymanagement, theSecretService
shallnotpayfortheemployee’srelocationcostsunlessSecretServicepolicyprovidesforsuchpaymentsfor
non-disabledemployees.  

PersonalAssistanceServices (PAS)  

Pursuantto29C.F.R. § 1614.203(d)(5), federalagencies, asanaspectofaffirmativeaction, arerequiredto
providepersonalassistanceservices (PAS) toemployeeswhoneedthembecauseofatargeteddisability,  
unlessdoingsowouldimposeanunduehardshipontheSecretService. PASassistwithperformingactivities
ofdailylivingthatanindividualwouldtypicallyperformifthey didnothaveatargeteddisability. Forthe
purposesofdetermininganindividual’seligibilitytoreceivePAS, theOfficeofPersonnelManagement (OPM)  
hasidentifiedthefollowingastargeteddisabilities: deafness, blindness, missingextremities, partialparalysis,  
completeparalysis, convulsivedisorders, intellectualdisabilities, mentalillness, anddistortionoflimband/or
spine. TheEEOCstatesthatnoteveryonewithatargeteddisabilitywillbeentitledtoPAS; onlythose
individualswithatargeteddisabilitywhorequireassistancewithactivitiesofdailyliving mayreceivePAS.  
MedicalconditionsthataremorelikelytoresultintheneedforPASinclude, forexample, missinglimbsor
paralysisduetospinalcordinjury.  
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TheprocessforrequestingPAS, determiningwhethersuchservicesarerequired, andtheSecretService’s
righttodenysucharequestarethesameastheprocessforrequestingreasonableaccommodations. The
EESwebsiteathttps://www.secretservice.gov/diversity/overview/ providesadditional information regarding
PAS.  

TimeFramesforProcessingaReasonable
AccommodationRequest

TheSecretServicehasupto20businessdaystomakeadecisiontograntordenyrequestsforareasonable
accommodation, absentspecialorextenuatingcircumstances. Tothatend, theSecretService willprocess
requestsforreasonableaccommodations inanexpeditiousmannerinaccordancewiththispolicy. However,  
thetimenecessarytoprocessarequestwilldependonthenatureoftheaccommodation requestedandthe
natureofanyextenuatingcircumstances. Extensionsbasedonspecialcircumstances arelimited towhere
theyare necessary. AllSecretService employees involvedinthereasonableaccommodation processare
expectedtoactasquicklyasreasonablypossibleinprocessingrequestsandprovidingaccommodations.  
Failuretoprovideanaccommodation assoonaspossiblemayresultinaviolationofTheRehabilitation Actof
1973.  

Employeesmaycheckthestatusofareasonableaccommodation requestbycontactingtheDPMat
RArequest@usss.dhs.gov. Applicants foremploymentmaycheckthestatusofareasonableaccommodation
requestbycontactingtheATMorLEDHRspecialistorthehiringofficialresponsible forprocessingthevacancy
announcement.  

DecidingaRequest

Iftherequestdoesnotrequirethatadditionalsupportinginformationbeobtainedorpresentanyother
extenuatingcircumstances, therequestshallbedecided (i.e., grantedordenied) assoonaspossible, butnot
morethan20businessdaysfromthedatetheReceivingOfficialreceivestherequest. Thetimeframeforeither
providingordenyinganaccommodation startsassoonastheaccommodation isfirstrequested.  

Becausetheprocessmayrequirethefull20businessdaystoengageintheinteractiveprocess, thereshould
benodelayinbeginning theprocess. FailuretomeetthistimeframesolelybecauseaReceivingorResponding
Officialdelayedprocessingtherequestisnotanextenuatingcircumstance.  

Extenuatingorspecialcircumstances arefactorsthatcouldnotreasonablyhavebeenanticipatedoravoided
inadvanceofthespecificrequestforaccommodation (e.g., theneedforadditionalmedicalorsupporting
documentation inordertomakeadecision). Whenextenuatingcircumstances arepresent, thetimefor
processingarequestforreasonableaccommodation willbeextended butwillnonethelessbemadeas
expeditiouslyaspossible.   

Ashasbeenpreviouslystated, thereasonableaccommodation requestprocessisaninteractiveprocessand
communication fromallpartiesinvolvedisessential. Iftimeframesarenotmet, theRespondingOfficialmust
notifytheRequestorofthereasonforthedelay, includinganyextenuatingcircumstances thatjustifythedelay,  
andprovideanapproximatedateonwhichadecisionisexpected.  
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ProvisionofApprovedAccommodations

Thetimeframefortheprovisionoftheaccommodation willvarywitheachrequest. ItisSecretServicepolicy
toprovidetheapprovedaccommodation asexpeditiouslyaspossibleunderthecircumstances, ideallywithin
the20businessdaysprovidedformakingtheinitialdecisionontherequest. Situationswherethatmaynotbe
possibleinclude, butarenotlimitedto, thefollowingcircumstances:  

1. Thepurchaseofequipmentmaytakelongerthan20businessdaysbecauseofrequirements under
theFederalAcquisitionRegulationandEEOCOrder360.001, AcquisitionPoliciesandProcedures;  

2. Equipment isback-ordered, thevendortypicallyusedforgoodsorserviceshasunexpectedly gone
outofbusiness, orthevendorcannotpromptlysupplytheneededgoodsorservicesandanother
vendorisnotimmediatelyavailable;   

3. Theemployeewithadisabilityneedstotryworkingwithequipmentonatrialbasistoensureitis
effectivebeforetheequipment ispurchased; or

4. Newstaffneedtobehiredorcontractedfor, oranaccommodation involvestheremovalof
architectural barriers.   

Whenallthefactsandcircumstances knowntotheSecretServicemakeitreasonably likelythatanindividual
willbeentitledtoareasonableaccommodation, buttheaccommodation cannotbeprovidedimmediately, the
RespondingOfficialshallprovideaninterimaccommodation thatallowstheindividualtoperformsomeorall
oftheessential functionsoftheirjob, ifitispossibletodosowithoutimposingunduehardshipontheSecret
Service.  

Forexample, theremaybeadelayinreceivingadaptiveequipment foranemployeewithavisionimpairment.  
Duringthedelay, theRespondingOfficialmightarrangefortheservicesofreaders. Thistemporarymeasure
maynotbeaseffectiveastheadaptiveequipment, butitwillallowtheemployeetoperformasmuchofthe
jobaspossibleuntiltheequipmentarrives.  

Inaddition, theRespondingOfficialmayprovidemeasuresthatarenotreasonableaccommodations withinthe
meaningofthelaw (e.g., temporaryremovalofanessential function) if:  

1. Theydonotunreasonably interferewiththeoperationsoftheSecretService; and

2. Theemployeeisclearlyinformedtheyarebeingprovidedonlyonatemporary, interimbasis.   

TheSecretServicemayalsoprovideassistancetotheemployeeonatemporarybasiswherethereisadelay
inmakingadecisionontherequestthatisattributable totheneedtoobtainmedical documentation andthe
SecretService hasnotyetdeterminedtheindividual isentitledtoanaccommodation. Insuchacase, the
RespondingOfficial willnotifytheindividual inwritingthattheassistanceisbeingprovidedonatemporary
basispendingadecisionontheaccommodation request. Theprovisionofsuchtemporaryassistancedoes
notentitletheindividualtoanaccommodation oranyfurtherassistanceonceadecisionhasbeenmadeon
therequest.  

When temporarymeasures havebeenapproved, iftherequestforaccommodation isultimatelygranted, all
responsiblepartiesarestillresponsible fortakingallnecessarystepstosecurethepermanentaccommodation.  
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ExpeditedProcessingofaReasonableAccommodation
Request

Inspecialcircumstances, expeditedprocessingofareasonableaccommodation requestmayberequired,  
thusreducingthe20businessdaystimeframe. Examplesarewhere:  

1. Thereasonableaccommodation isneededtoenableanindividualtoapplyforajob; or

2. Thereasonableaccommodation isneededforaspecificSecretServiceactivityscheduledtooccur
shortly.  

Whensuchcircumstances occur, theSecretServicewilluseitsbesteffortstomakeadecisionontherequest
foraccommodation asquicklyaspossible.   

TemporaryIllnessesorInjuries

Temporary illnesses orinjuriesgenerallydonotconstituteadisabilityundertheRehabilitation Act, asthey
usuallydonotsubstantially limitoneormorelifeactivitieswhenlimitedindurationandwillhavenolong-term
effect. LEGwilldeterminewhetherareasonableaccommodation islegallyrequiredforatemporarycondition
onacase-by-casebasis. A Requestor with atemporary illnessorinjuryshouldadheretothereasonable
accommodation requestprocessoutlinedinthispolicy.   

GrantingaReasonableAccommodation

Followingadetermination bytheSecretServicethatanemployeeorapplicant isaqualifiedindividualwitha
disabilityandareasonableaccommodation willbeprovided, theRequestorwillreceivewrittennotificationof
thedecisiongranting the accommodation. However, theRequestor maynotbegrantedthespecific
accommodation requested, astheSecretServiceisonlyrequiredtoprovideaneffectiveaccommodation, not
necessarily theaccommodationoftheemployee/applicant’schoice.   

Whenaspecificrequestedaccommodation isnotgranted, butadifferentoneisofferedinitsplace, thewritten
noticewillexplainthereasonthatthechosenaccommodation willaddresstheemployee’sfunctional
limitations. ItmustalsoidentifytheRespondingOfficialandstatetheRequestor’sadministrative rightstoseek
reconsideration ofthegrantedaccommodation.  

DenialofReasonableAccommodation

Ifarequestforreasonableaccommodation isdenied, thedecisionmustbeinwrittenoraccessible formats, if
requested, andmust specificallystatethereasonforthedenial (e.g. whythemedicaldocumentation is
inadequatetoestablishthattheindividualhasadisabilityorneedsreasonableaccommodation, whythe
requestedaccommodation wouldnotbeeffective, orwhytheaccommodation wouldposeanunduehardship)  
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atthetimeofdenial. Itmustalso identifytheRespondingOfficialandstatetheRequestor’sadministrative
rightstoseekreconsideration ofthedenial.  

ReconsiderationofReasonableAccommodation
Decisions

Anemployeeorapplicantmayseekreconsideration ofthedecisiontoprovideanalternativeaccommodation
orthedenialoftheirreasonableaccommodation requestfromtheRespondingOfficialorbyanappealtothe
MRB. Torequestreconsideration, within15businessdaysofreceiptoftheinitialdecision, anemployeeor
applicantmustsubmittheSSF4416FdirectlytotheDPMspecifyingfromwhomtheyseekreconsideration.  
Therequestmustalsospecifically identifythebasisandreasoningfordisagreeingwiththedecisionasitwas
explainedintheinitialdecision. Additional information anddocumentsnotpreviouslyprovidedmaybe
presentedinsupportofthereconsideration request, butarenotrequired.  

Ifreconsideration bytheRespondingOfficialisrequested, theDPMwillforwardtherequestandsupporting
materialstotheRespondingOfficialforreviewanddecision. Awrittendecisionregardingthereconsideration
requestwillbeprovided. Iftheindividual isdissatisfiedwiththedecisiononreconsideration, theymayseeka
finaldetermination fromtheMRB. TorequestfinalreviewbytheMRB, theindividualmustsubmitawritten
noticetotheDPMindicatingthattheywishtohavetheirrequestreferredtotheMRB.  

Ifreconsideration bytheMRBisrequested (whetherinitiallyorfollowingreconsideration bytheResponding
Official), theDPMwillforwardtherequesttoLEGandtheOfficeofHumanResources (HUM) forinitiationof
theMRBprocess. Oncereferred, HUMwillmakethenecessaryarrangements forpresentation totheMRB, as
outlinedinSAF-03(10). Notwithstanding theprovisionsofSAF-03(10), anappealtotheMRBundertakenasa
requestforreconsideration ofareasonableaccommodation decisionwill (1) entitletheindividualtoawritten
decisionbytheMRBand (2) willbefinal (i.e., noreconsideration bytheMRBfollowingitsdecision).  

Onceallthenecessary information isgathered, theRespondingOfficial willissue, absentspecial
circumstances, awrittendecisiontotheRequestorwithin20businessdays.  

Whenreconsideration bytheRespondingOfficialisrequested, requestorsareencouragedtousethevoluntary
informalEarlyDisputeResolutionProgramtofacilitatethatreconsideration, regardlessofwhethertheperson
hasstartedtheEqualEmploymentOpportunity (EEO) complaintprocess. SeeOfficeoftheDirectorManual
sectionEES-05, UnitedStatesSecretServiceEarlyDisputeResolutionProgram (USSS-EDRP).  

AnycurrentorformerSecretServiceemployee, contractemployee, orapplicantforemploymentwhobelieves
theyhavebeendiscriminatedagainstbecauseoftheirrace, color, nationality, sex (includinggenderidentify,  
sexualorientation, andpregnancy), religion, age (40orolder), nationalorigin, disability (physicalormental),  
geneticinformation, retaliation/reprisal, sexualorientation, orparentalstatusmayfileanEEOcomplaintof
discrimination. Ifarequestorbelievestheirreasonableaccommodation requestwasdeniedonfirstreviewor
underreconsideration duetodiscriminatory reasons, theymayreservetherighttofileacomplaintof
discriminationasperOfficeoftheDirectorManualsectionHRT-04(03), EEODiscrimination Complaints
System. TherequestormustcontacttheEquity, DiversityandInclusionProgram (EDI) within45calendardays
oftheallegeddiscriminatory incident, orinthecaseofapersonnelaction, within45calendardaysofthe
effectivedateoftheaction. ForfurtherinformationregardingtheEEOcomplaintprocessing, pleasecontact
EDIat (202) 406-5540, TDD (202) 406-9805orEqual.Opportunity@usss.dhs.gov.   

Anypersonwhobelievesthattheyhavebeensubjectedtoorwitnessedharassment inviolationoftheSecret
ServiceAnti-HarassmentPolicy (RES-04), isencouragedtoreporttheharassment inordertotakeadvantage
ofthepreventiveandcorrectiveopportunitiesprovidedbytheSecretService. Individualsmayreportconduct
believedtoviolatethispolicytoanysupervisorormanager, theAnti-HarassmentProgram (AHP) at202-406- 
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5443, theInspectionDivision (ISP) at202-406-6300orbyutilizingtheonlineformlocatedontheAHPorISP
intranethomepage.  

ConsistencyinAction

Reasonableaccommodation requestsarehandledanddecidedonacase-by-casebasis. However,  
consistency inactionmaybeconsideredandmayassistinformingadecisionontherequest.  

Confidentiality

Allinformation obtainedinconnectionwitharequestforreasonableaccommodation willbekeptina
confidential fileinEES/DPM andwillnotbeplacedintheindividual'sElectronicOfficialPersonnelFolder
eOPF) orthePersonnelandRecordsInformationSystem (PARIS). TheDPMhasadutytoreportarequesting

employee’sconfidential informationiftheyposeadangertothemselvesorothersor disclosemedical
informationwhichmaketheemployee unfitforduty. Inaddition, allinformationobtainedwillbetreatedina
confidentialmannerandwillbeavailableonlytofollowingindividualswhenaneedtoknowexists:  

1. Managementofficialsinvolvedindecidingreasonableaccommodation requestsandproviding
approvedaccommodations, includingsupervisorswhohaveaneedtoknowaboutnecessary
restrictionsontheworkordutiesoftheemployeeandaboutthenecessaryaccommodation(s).  
Medical informationshouldonlybedisclosedifabsolutelynecessary, andexceptinunusual
circumstances, supervisors whoarenotReceivingorRespondingofficials donothaveaneedto
obtainorrequestanemployee’smedicalinformation;  

2. Firstaidandsafetypersonnel, iftheindividualmightrequireemergency treatment;  

3. Governmentofficialsandappropriateoutsidepartiesmaybegiveninformationnecessary to
investigate theSecretService’scompliancewiththeRehabilitation Act;  

4. Workers’ compensation officesandinsurancecarriersincertaincircumstances;   

5. Inordertomaintainrecords, EESofficialswhoevaluateandreporttheSecretService’sperformance
inprocessingreasonableaccommodation requests;  

6. SecurityManagement Division (SMD), whenthemedical information providedbythereasonable
accommodation requestor mayhaveimplications ontheemployee’seligibilityforaccesstofacility
andclassifiedinformation;  

7. Iftherequestingemployeeisamemberoftheguncarrierpositions (LE-0083, GS-1811, 0080, 1801,  
and1802), SMDandSAFwillprovideacollaborative reviewoftheemployee’seligibilityformedical
andphysicalstandardsand/oriftheycansafelyperformthefunctionsoftheirrespectiveposition;  

8. SAF, whenneededtoobtainadviceabouttherequest, orwhenarequestraisesaquestionabout
theRequestor’s abilitytomeetthemedicalandphysicalstandardsand/orsafelyperformthe
functionsoftheirposition;  

9. PRF;   
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10. MRB; and

11. LEG.  

Whenevermedical informationisdisclosed, theindividualdisclosingtheinformationshould informthe
recipientsoftheinformationthatonlythoseSecretServiceemployeeswithaneedtoknowshouldbeprovided
theinformation.   

Foremployeeswhosepositionsaresubjecttomedicaland/orphysicalstandards, theSecretServicemayalso
reviewinformationalreadycontainedintheemployee’smedicalfilemaintainedbySAF and/orthatwas
providedtoHUMaspartoftheMRBprocess. Insuchcases, reviewwillbelimitedtoonlydocumentation
relevant tothedisabilityclaimedorthedesiredaccommodation requested.  

InformationTrackingandReporting

TheDPMwillmaintaincustodyofallrecordsobtainedorcreatedduringtheprocessingofarequestfor
reasonableaccommodation, includingmedicalrecords, theidentityoftheResponding Official, whetherthe
accommodation wasneededtoperformtheessentialfunctionsofajob, andwillrespondtorequestsfor
disclosureoftherecords. Allrecordswillbemaintained inaccordancewiththePrivacyActof1974, 5U.S.C.  

552A, andtherequirementsof29C.F.R. Part1611.  

TheDPMwillprepareandsubmitanannualreportonreasonableaccommodation totheDHSOfficeforCivil
RightsandCivilLiberties. Thereportmustcontainthefollowinginformation:   

a. Thenumberofreasonableaccommodations, bytype, thathavebeenrequestedintheapplication
processandwhetherthoserequestshavebeengrantedordenied;  

b. Thejobs (occupationalseries, andgradelevel) forwhichreasonableaccommodations havebeen
requested;   

c. Thetypesofreasonableaccommodations thathavebeenrequestedforeachofthosejobs;  

d. Thenumberofreasonableaccommodations, bytype, foreachjobthathavebeenapproved, and
thenumberofaccommodations, bytype, thathavebeendenied;   

e. Thenumberofrequestsforreasonableaccommodations, bytype, thatrelatetothebenefitsor
privilegesofemployment, andwhetherthoserequestshavebeengrantedordenied;  

f. Thereasonsfordenialofrequestsforreasonableaccommodation;   

g. Reasonableaccommodations providedbyDepartmentofDefense (DOD) Computer/Electronic
Accommodations Program (CAP) throughtheDHSInteragencyAgreementwithDOD;  

h. Theamountoftimetakentoprocesseachrequestforreasonableaccommodation;  

i. Thesourcesoftechnicalassistancethathavebeenconsulted intryingtoidentifypossible
reasonableaccommodations; and

j. Whether theaccommodations wereneededtoperformtheessential functionsofajob.  
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Inaddition, thereportshallprovideaqualitativeassessmentoftheSecretServiceReasonableAccommodation
Programincludinganyrecommendations forimprovementofthereasonableaccommodation policiesand
procedures. Reportsshallbemaintainedforatleastthree (3) years, orasotherwiserequiredbytherelevant
recordsdispositionschedule.  

TheDPMwillmaintaintherecordsrelatedtoanemployeewhohasrequestedreasonableaccommodation for
thedurationoftheemployee’stenurewiththeSecretService, orasotherwiserequiredbytherelevant records
dispositionschedule.   

RelationofProcedurestoEqualEmployment
OpportunityComplaints

AnindividualwhochoosestofileanEEOcomplaint regardingareasonableaccommodation decision must
contactEDIwithin45calendardaysfromthedateofreceiptoftheSecretService’sfinalwrittendecision on
therequest. SeeOfficeoftheDirectorManualsectionHRT-04(03), EEODiscriminationComplaints System.  

Noadverseactionshallbetakenagainstanyjobapplicantoremployeebasedontheiractualorperceived
needforareasonableaccommodation orpersonalassistanceservices.  

SelectedReasonableAccommodationResources

EESandLEG areavailabletoprovideassistanceandinformationonthismanualsectionandtheSecret
Service reasonableaccommodation process. Additional informationisalsoavailablefromthefollowing
resources:  

Department ofDefense (DOD) Computer/Electronic Accommodations Program (CAP) throughtheDHS
InteragencyAgreementwithDOD. TheDOD/CAPcentrallyfundsandsuppliessuchequipment tofederal
employeeswithdisabilitiesandshouldbeusedbyallorganizationswhenpossible. Seehttp://cap.mil/ for
additional information. Requestsforcomputerand/orelectronicequipment (suchasmodifiedcomputer
screens, orperipherals, specializedsoftware – voiceactivated, screenreaders, etc.) shallbecoordinatedwith
theSecretServiceEESofficeandtheOfficeoftheChiefInformationOfficer (CIO). Inaccordance withChief
InformationOfficerManualsectionCIO-01(03) CIOReviewandApprovalofITPurchases, ITrequestsmust
beprocessedthroughtheSecretServiceProductReviewBoard (PRB) andaddedtotheSecretService
TechnicalReferenceModel (TRM) / ApprovedProductsList (APL) beforebeingacquired.   

U.S. Equal Employment Opportunity Commission (EEOC)  
http://www.eeoc.gov/policy/docs/accommodation_procedures.html
http://www.eeoc.gov/policy/docs/guidance-inquiries.html

JobAccommodation Network (JAN) providesfree, expert, andconfidentialguidanceonworkplace
accommodations anddisabilityemployment issues.  
http://askjan.org/   

ADA Disability andBusiness Technical Assistance Centers (DBTACs)   
https://disabilityinfo.org/fact-sheet-library/legal/ada-disability-and-business-technical-assistance-center
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Rehabilitation Engineering Assistive Technology Society ofNorth America (RESNA)   
http://www.resna.org/  

eFedLink isdesignedtosupportallfederalmanagersandhumanresourcespersonnel, toadvancethe
hiringandadvancementofpersonswithdisabilities inthefederalgovernment.  
http://www.efedlink.org.  

Department ofTransportation Disability Resource Center (DRC) providesjobaccommodations and
relatedservicestoemployeesandjobapplicants. TheCoastGuardandDRCmaintainaserviceagreement
toprovideaccommodations suchasinterpretive servicesandpersonalassistantservices, atnocost.  
http://www.transportation.gov/drc.  
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