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CHARTER TOWNSHT? o NORTHVITZE. CHARTER TOWNSHIP OF NORTHVILLE

Subject: Reasonable Accommodation Policy \ Policy: 5.1.009 | Pages: 3
Standards: General Policies | Effective Date: 09/15/2021 | Revised Date: 09/22/2022
.  PURPOSE:

To set forth the Charter Township of Northville's commitment to provide reasonable
accommodation to employees and applicants with disabilities.

Il. POLICY STATEMENT:
In furtherance of the Charter Township of Northville’s commitment to equal employment
opportunity for all, the Township will work with employees and applicants for employment
to make reasonable accommodations to ensure that employees do not face unfair
limitations in the workplace or during the application and hiring process due to
disabilities, pregnancy-related conditions, or sincerely held religious beliefs.

lll. DEFINITIONS:
a. Disability. A physical or mental impairment that substantially limits one or more
maijor life activities, a person who has a history or record of such an impairment, or
a person who is perceived by others as having such an impairment.

b. Reasonable Accommodation. Any change to ajob, the work environment, or the
way things are usually done that allows an individual with a disability to apply for a
job, perform job functions, or enjoy equal access to benefits available to other
individuals in the workplace. A reasonable accommodation must not have a
significant detrimental budgetary impact on the Township, cause an undue
hardship to the Township or reduce any level of service to the community.

c. Undue Hardship. Based on an individualized assessment of current circumstances
that show that a specific reasonable accommodation would cause significant
difficulty or expense.

d. Interactive Process. The employer and the individual requesting an
accommodation must communicate with each other about the precise nature of
the issue or situation that is generating the request, how a disability is prompting a
need for an accommodation, and alternative accommodations that may be
effective in meeting an individual’s needs.

IV. PROCEDURES:
a. The Charter Township of Northville will process requests for reasonable
accommodation and will provide reasonable accommodations where
appropriate, in a prompt and efficient manner, subject to the above definitions.

b. Individuals with Disabilities




Any employee or applicant with a disability who believes that they require
an accommodation to perform the essential functions of the job or during
the hiring process, should contact the Human Resources Director and
request an accommodation.

1. If arequestis given to a manager or supervisor rather than directly to
the Human Resources Director, that individual should forward the
request immediately.

Upon receiving a request for accommodation, the Township will engage in
an interactive process with the employee or applicant to determine the
precise limitation of the disability and explore potential reasonable
accommodations that could overcome those limitations.

1. The Township may request medical documentation from a licensed
professional to support an employee or applicant’s request for
accommodation. Requests for documentation will be limited to
information regarding the nature of the disability, the functional
limitations, the need for accommodation and the anticipated
duration of the disability and need for accommodation.

2. When an employee makes a request for reasonable
accommodation that involves performance of the job, the Human
Resources Director will work with the employee’s supervisor to ensure
that an appropriate accommodation is provided that meets the
individual's disability-related needs and enables the individual to
perform the essential functions of the position, to the extent possible
that the accommodation does not cause undue hardship to the
Township.

The Township encourages employees and applicants to suggest specific
reasonable accommodations that will allow them to perform their job or
parficipate in the Township's application and hiring process. The Township
is not required to make the specific accommodation requested and may
provide an alternative accommodation.

c. Religious Beliefs

The Charter Township of Northville respects the religious beliefs and
practices of all employees. The Township will work with the employees and
applicants to determine an accommodation that will eliminate the conflict,
if possible to do so without causing an undue hardship on the Township.

. Any employee or applicant with religious beliefs or practices that conflict

with any aspect of their job or the hiring process should contact the Human
Resources Director and request an accommodation.

d. Additional Requests
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i. Anindividual's receipt or denial of an accommodation does not prevent
the individual from making another request at a later time if circumstances
change and they believe that an accommodation is needed due to
limitations from a disability.

i. The Human Resources Director may not refuse to process a request for
reasonable accommodation, and a reasonable accommodation may not
be denied, based on a belief that the accommodation should have been
requested earlier.

e. Confidentiality

i. The Charter Township of Northville will protect the privacy of any employee
or applicant who makes a request for accommodation under this policy.

i. Any medical documentation submitted as part of the Township's
reasonable accommodation process will be maintained confidential and

separate from an employee’s personnel file.

f. Prohibition on Discrimination, Harassment, or Retaliation

i. Pursuant to 5.1.004 Harassment & Discrimination Policy, the Township will not
discriminate or retaliate against any employee for requesting an
accommodation under the policy.

i. Any employee who experiences discrimination, harassment, or retaliation
based on a disability, pregnancy-related condition, or a sincerely held
religious belief, including a request for accommodation, should report it
immediately to the Human Resources Director or the employee’s direct
supervisor.

RESPONSIBILITIES:

a. The Human Resources Director is the responsible township official and designated
contact person for employees and applicants with disabilities requesting
reasonable accommodation. This individual follows Township policy and
procedure for employee and applicant requests for accommodation.

RELATED INFORMATION:
5.1.004 Harassment & Discrimination Policy

POLICY HISTORY:
See 1.1.003 Policy Review Process, Section IV (3)(a)




