504 ACCOMMODATION PROCEDURE

This refers to section 504 of the Americans with Disabilities Act.

This must be a permanent disabling condition. The member must still be able to
perform all duties of the job with accommodations.

The member must write a letter to:
Karen B. Gokay
Deputy, Labor & Employee Relations
Office of Talent
The School District of Philadelphia
440 North Broad Street, Suite 202
Philadelphia, PA 19130

A copy of the cover letter (without medical reports) should be sent to:
Arlene Kempin
Personnel Officer, PFT
440 North Broad Street - 1st Floor
Philadelphia, PA 19130

This cover letter must state that the member is officially applying for
accommodation under section 504 of the Americans with Disabilities Act.

List all the specific accommodations that are being requested.

The member must also supply a complete detailed doctor’s report with a
diagnosis and prognosis. The doctor must say that the member’s condition is
permanent, but the member can continue to perform the duties of the job with
the specific accommodations.

Once the School District receives this, a copy is sent to Health Services. They will
then schedule an appointment to medically evaluate the member.

The doctor will write a report and send it to Mrs. Gokay. A decision will be
made to honor, partially honor, or reject the request. A letter will be sent to the
member with this decision.

If the request is rejected, the member will have the right to have a third party
medical evaluation by a specialist. That decision is binding.




REQUESTING A REASONABLE ACCOMMODATION
(Attachment for Policy No. 104)

How to Request an Accommodation

An employee or third party should request an accommodation in writing directly to the ADA/504
Program Coordinator, Deputy of Employee and Labor Relations in the Office of Talent, Suite
202, 440 North Broad Street.

In the accommodation request, the employee or third party seeking the accommodation should
indicate the physical or mental impairment requiring the accommodation, should provide all
medical reports supporting the request, should describe the functional limitation, and should
provide specific accommodation suggestions.

If an employee or third party requests an accommodation from the building principal/immediate
supervisor, building principal/immediate supervisor should refer the employee to the ADA/504
Program Coordinator, and should notify the ADA/504 Program Coordinator in writing of the
referral.

Pursuant to Policy 904, third parties seeking an accommodation for access to or participation in
public events should be directed to school building principal or the administrative organizer of
the district event.

The District is dedicated to conducting the interactive process in good faith. Employees or third
parties may not receive the specific accommodations requested, but, if accommodation is
possible, he or she will receive a reasonable accommodation that allows the employee to perform
the essential functions of his or her position or provides required access.

Complaint Procedure

All School District Employees who believe that they have been subject to conduct by an
employee or third party that constitutes a violation of this policy, Policy 104, may file a
complaint using the administrative procedures: Procedures for Filing an Employment Complaint.
This same procedure applies to applicants and third parties.

ADA/504 Program Coordinator:

Deputy, Employee and Labor Relations, Office of Talent
440 North Broad Street, Suite 202, Philadelphia, PA 19122
talent@philasd.org

(215) 400-4690
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