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ACCOMMODATION PROCESS (APPLICANT REQUESTS ACCOMMODATION TO PARTICIPATE IN THE PROGRAM)









































Admission counselor (AC) provides applicant with accurate information about Job Corps including the right to request accommodation


(PRH 1-1.2, R1)





AC collects demographic data for applicant (age, gender, disability status, race/ethnicity, etc.) 


(29 CFR 37.37)





Applicant discloses disability





No further information on disability is collected at this time





YESES





Admission is denied and AC informs, counsels, and provides appropriate referral information





NOES





Applicant meets basic eligibility criteria





NO





YESES





AC gathers information about additional factors for selection (e.g., background, needs, and interest)


(PRH-1, 1.2, R3-R4)








Applicant is qualified for enrollment?





Advise the applicant that he/she will not be recommended for selection and enrollment and of the right to appeal to the appropriate Regional Office of Job Corps.





NO





Advise the applicant that he/she will be assigned to a Job Corps center and that medical information will be collected and included in the applicant’s file for transmittal to the Job Corps center.





YESES





Applicant/AC completes ETA 653





Applicant requests accommodation to participate in the Job Corps program





YESES





YESES





YESES





DC drafts an accommodation plan for qualified applicants with a disability in need of reasonable accommodation and ensures accommodations are ready for implementation upon student’s arrival to the center.





Documentation complete





AC forwards applicant folder, the request for accommodation form, and supporting documentation to the center





AC assists in gathering documentation when possible.  The applicant is ultimately responsible for providing appropriate documentation





NO





DC and/or other member of the reasonable accommodation committee engages the applicant in an interactive process to determine if the applicant is a qualified person with a disability and if any accommodation needs exist.





If during file review, staff note disability related information within the applicant’s file, the file is forwarded to the center’s Disability Coordinator (DC) for review





NO





Applicant provides required documentation





AC reviews documentation for completeness





AC requests appropriate documentation, if applicable


(PRH 6, Appendix 605)





No accommodation provided





AC sends file to the center of conditional assignment for review





NO





Records department logs in the folder and forwards it to the HWM to determine if a review of file is needed by the disability coordinator (DC)





DC reviews documentation for completeness





Documentation complete





DC returns applicant folder to the AC for completion





NO





YESES





Student is notified of decision and informed of automatic appeal to the Regional Director (RD)





Is the accommodation request approved?





DC meets with applicant, parents (if applicable), disability service provider(s), and members of the reasonable accommodation committee as determined by the DC.





NO





Is the need for accommodation straightforward (e.g., does not involve complex medical or accommodation issues and/or significant expense)





YES





DC meets with applicant and parents 


(if applicable)





NO





Assigned staff implements accommodation 





Student is notified of decision and given option to enroll without accommodation [as long as the accommodation is not necessary to prevent risk to self or others.





No accommodation provided





NO





YES





DC notifies staff responsible


for implementing accommodation via email





DC contacts applicant to review approved accommodations.  Applicant may reject any or all accommodation suggestions.





RD approves request





NO





Accommodation implemented





DC meets with staff persons and/or supervisor of staff person responsible for accommodation to resolve problems





Request process complete





DC follows up within 30 days and at least every 60 days during the student panel review process to ensure the accommodation is meeting the needs of the student





YES





Upon arrival to the center, the DC obtains the student’s signature on the agreed upon accommodation plan.
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