Note:  This is a sample SOP; each center should update this sample as needed. Wherever this SOP indicates a DC, the center should specifically indicate which DC. 
REASONABLE ACCOMMODATION PROCESS SOP
PRH REFERENCE

PRH 2: 2.4, R3(a-b); Form 2-03
PURPOSE 
To describe the process for applicants/students to request and receive reasonable accommodation to participate in the Job Corps program. 
POLICY

All applicants/students with disabilities will have the opportunity to request and receive reasonable accommodation to participate in the Job Corps program at any time during the admissions process or enrollment. Students who request accommodation and/or provide documentation of disability will be engaged in an interactive process to consider/determine the functional limitations resulting from their disability and the potential accommodations that would allow them to participate in the Job Corps program. The reasonable accommodation process will include all of the components outlined in PRH 2: 2.4, R3(a); Form 2-03 and the Disability Coordinators (DCs) will coordinate the reasonable accommodation process PRH 2: 2.4, R1(b).
PROCESS 

Requesting Accommodation
A reasonable accommodation request can be communicated in any form (e.g., oral, written, sign language). If an applicant or student requests accommodation or provides documentation of his or her disability, the DCs initiate an interactive process with the applicant. 
Determining the Need for Accommodation

If an applicant or student requests accommodation or provides documentation of his or her disability, the DCs initiate an interactive process with the applicant/student (and parent/guardian, when appropriate) to determine accommodation needs.
Applicant/Student Requests
· The Admissions Counselor (AC)/DC and/or applicant/student documents the request or ensures the request is documented on the Job Corps Reasonable Accommodation Request Form – Program. A DC then engages the applicant/student in the interactive reasonable accommodation process. 
· If the applicant/student agrees to an accommodation plan, the above form is stored in an accommodation file (AF) for the student once s/he arrives on center.
Documentation of Disability but No Formal Request

· The DC documents the disclosure of disability via supporting documentation on the Job Corps Reasonable Accommodation Review/Documentation of Disability Form and then engages the applicant/student in the interactive reasonable accommodation process. 
· If the applicant/student agrees to an accommodation plan, the Job Corps Reasonable Accommodation Review/Documentation of Disability Form and the Job Corps Reasonable Accommodation Request Form – Program are stored in the AF for the student once s/he arrives on center.

Applicant/Student Declines Accommodations

· Applicant/student provides documentation of disability or requests accommodations so the DC(s) either documents the accommodation request on the Job Corps Reasonable Accommodation Request Form – Program or documents the disclosure of disability via supporting documentation on the Job Corps Reasonable Accommodation Review/ Documentation of Disability Form and then engages the applicant/student in the interactive reasonable accommodation process. 
· If the applicant/student denies accommodation is necessary, this information is documented on the Job Corps Reasonable Accommodation Request Form – Program or the Reasonable Accommodation Review/Documentation of Disability Form (whichever is applicable) and the applicant/student is instructed to contact the DC(s) if he/she decides accommodation is necessary at a later date.
· The form documenting the declination of accommodations is stored in a Disability, No Accommodation File (DNAF) for the student once s/he arrives on center. 

All contact with the applicant/student is documented in the Center Information System (CIS) Accommodation Notes tab for students receiving accommodations or the DNAF for students not receiving accommodations. 
Ensuring Appropriate Documentation

DCs gather documentation that supports the request for accommodations, unless the disability and need for reasonable accommodation is obvious. This may include but is not limited to IEPs, evaluations, 504 plans, diagnosis from doctors or mental health specialist, etc. All documentation is reviewed to ensure the accommodation requested is supported by the documentation provided. If necessary, the DC assists in obtaining supporting educational and psychological assessments when available.
Reviewing a Request

The Reasonable Accommodation Committee (RAC) is led by the center’s DCs and always includes the applicant or the student. Other RAC members include [insert RAC members]. The RAC's primary functions are to:
A. Review an applicant’s request or need for accommodation (if documentation of disability is present) to participate in the Job Corps program when the center has recommended denial of an application or when the center intends to enroll the individual; 

B. Review a student’s request or need for accommodation (if documentation of disability is present) to participate in the Job Corps program;
C. Assist applicant or student in determining needed accommodations by identifying the functional limitations resulting from the disability;
D. Ensure accommodation review considers accessibility needs and barrier removal for all areas of the center in which it is needed;

E. Meet with students when issues with implementation or effectiveness of accommodation plans are identified during the effectiveness review process and when referrals are made to the DC that indicate an accommodation plan review may be needed; 

F. Assist with accommodation review during the work-based learning and transition periods; or
G. Review TABE waiver requests to evaluate accommodation supports and effectiveness, make recommendations about additional accommodation needs, if appropriate, and provide feedback for the regional paperwork.
Straightforward accommodation requests consist of an informal meeting (phone or face-to-face) between the DC and applicant/student; agreed upon accommodations can be determined at this meeting and approved by the DC. 
Complex accommodation requests and/or those that require significant expense are handled with a formal RAC meeting. Participants will vary depending on the nature of the request, but will always include the DC and applicant/student.

A DC provides information on the applicant’s/student’s accommodation request, functional limitations, and manifestations of the disability, as appropriate. The RAC then determines:

A. Whether Job Corps can provide the requested accommodation or an alternate accommodation that is equally effective and assist in identifying accommodations.
B. The center staff responsible for ensuring the accommodation is made and the date by which the accommodation will be in place. Accommodations for applicants should be in place by the scheduled arrival date of the applicant. 

C. The amount and type of contribution to be obtained from other sources toward the purchase or acquisition of the requested accommodation. 

D. If appropriate accommodations can be developed/agreed to at this meeting, an accommodation plan can be developed. If additional information is needed or research into specific accommodations is necessary, a DC or appropriate staff stays in contact with the applicant/student until a plan can be developed.
A summary of any informal or formal meetings with the applicant/student is included as a note in the CIS Accommodation Notes tab. RAC meeting documentation (i.e., copy of agenda/list of attendees) is maintained for all RAC meetings.

If the center's File Review Team has decided to recommend denial of an applicant with a disability, the RAC engages the applicant in the interactive process to determine whether accommodations would sufficiently reduce the barriers to enrollment such that the applicant can enroll in the program.
Determining Reasonableness
Each request for accommodation is evaluated individually, and a determination is made regarding whether it is reasonable.

When considering if a request is an undue hardship or fundamental alteration, the center considers:

A. The net cost of the accommodation, taking into consideration the availability of tax credits, deductions, or outside funding.

B. The overall financial resources of the center, center operator, contractor, outreach and admissions agency, or placement agency; any parent companies of any of these entities; and Job Corps as a whole.

C. Whether other agencies/organizations can provide or contribute to the cost of providing the accommodation.

D. If the accommodation will allow the individual applicant to participate in and benefit from the Job Corps program.

E. If the requested accommodation can benefit other persons with disabilities.

F. If the requested accommodation affects the daily operation of the center, prevent or reduce the benefit other students receive from the program, or affect the ability of staff to do their job.

In cases where the center determines that providing the accommodation would be an undue hardship or fundamental alteration, the center may recommend to the National Office that the applicant be considered for assignment to a center that offers comparable training, and is able to accommodate the applicant’s particular needs.

Funding High Cost Accommodations

A. If the center is unable to fund the accommodation or locate a funding source in the community, a request is made through the appropriate Regional Office for National Office funding assistance using the Job Corps Reasonable Accommodation Funding Request Form. 
B. If supplemental funding is necessary after an initial request has been approved, additional funds are requested using the Job Corps Reasonable Accommodation Supplemental Funding Request Form.

Recommending Denial of an Accommodation

A. Accommodations cannot be denied at the center level. The center makes every effort to respond to the request within 30 days and informs the applicant/student if the request is being sent to the region for review or delayed for any other reason. 
B. If the center feels providing the accommodation would be an undue hardship or a fundamental alteration to the nature or operation of the program and no alternate accommodation can be agreed upon, the center completes the Accommodation Recommendation for Denial Form and submits all other documentation/notes/forms related to the request to the Regional Office for a final decision.

Entering the Accommodation Plan

A. After accommodation determinations have been made, and as soon as possible after the student enters the program, the accommodation plan is entered in CIS by the DC using the accommodation plan icon. For students who require TABE testing accommodations, the plan is entered prior to the administration of the first TABE test. 
B. Accommodation plans do not include information about an individual student’s diagnosis, medication needs, or other health-related history or information. 
C. The DC and student sign the plan. A copy of the plan is provided to the student, and the original is maintained in the student’s accommodation file.

Notifying Staff/Viewing the Accommodation Plan

A. At least biweekly, the DC e-mails all staff members who interact with students a list of students with accommodation plans available in the CIS and the list indicates any plans that are new or updated. Copies of these e-mails are maintained by a DC. Managers are responsible for ensuring that approved accommodations are implemented in their areas of supervision. 

B. Staff access plans in CIS using the accommodation plan icon. Access to the plan’s content are determined on a “need to know” basis. Since in most cases accommodations need to be provided throughout all departmental areas of the center, access to the plans may need to be center-wide.

Determining Accommodation Effectiveness

As the student participates in the program, new needs may be identified or accommodation adjustments may need to be made. The effectiveness of a student's accommodation is evaluated as part of the Evaluation of Student Progress (ESP) panel meetings (at least every 60 days). 

A. Staff feedback on accommodation effectiveness is obtained using [insert how gathered, e.g., “Accommodation Plan Effectiveness Review” staff evaluation form, comment section of the student performance evaluation form located within CIS, etc.]. 
B. Staff feedback on accommodation effectiveness is obtained by the counselor who asks the student specifically about the effectiveness of their accommodation plan during ESP meetings. 
Staff and student feedback are compiled by the counselor using [insert how documented, e.g., the “Accommodation Plan Effectiveness Summary” counselor evaluation form]. The counselor provides this feedback to the DC and the DC documents in the CIS Accommodation Notes tab that an accommodation review has been completed. If a request for modification of an existing plan has been made or there is need for a review of the accommodation plan, the RAC convenes to determine if modifications are needed to the plan. 
Documenting the Accommodation Process

For students with accommodation plans, all interactions with the applicant/student and activities related to the provision of reasonable accommodation are documented using the CIS Accommodation Notes tab to document the process. Hard copies of documentation are stored in the accommodation file (or DNAF, as applicable).
Maintaining/Storing Accommodation Files (AFs)/Disability No Accommodation Files (DNAFs)
A. A separate AF is maintained using a consistent layout for each student receiving accommodation. All AFs contain documents and information to support the provision of accommodation. Medical records are stored separately in the student’s health record. All files are stored in a separate locked file cabinet located in the [insert location] office. 

B. A DNAF is created for each student that has a disability, but no accommodation plan. This file contains the appropriate form (Reasonable Accommodation Review/Documentation of Disability Form or a Job Corps Reasonable Accommodation Request Form – Program) and any non-health disability-related documentation such as an IEP. Medical records are stored separately in the student’s health record. 
All files are stored in a separate locked file cabinet located in the [insert location] office in the same location as the AFs, but are differentiated as a group in a separate area of the cabinet.
Confidentiality

A. To maintain confidentiality, documentation is made available on a need-to-know basis only, and participants in the process do not discuss information about the request outside of the process. 
B. Those responsible for implementing the accommodation are informed of the accommodation and the reasons for it, only to the extent necessary to ensure effective implementation of the accommodation.[image: image1.png]
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