
8.1 Americans With Disabilities Act (ADA) - Reasonable Accommodations 
 
This policy sets forth the City guidelines regarding the provision of reasonable 
accommodations to employment applicants and employees who have or develop 
disabilities as defined by the 1990 Americans with Disabilities Act.   
 
It is the policy of the City to provide reasonable accommodations for the known physical or 
mental limitations of otherwise qualified persons with disabilities who are employment 
applicants or employees, unless accommodation would impose an undue hardship or a 
direct threat to the applicant/employee or others.  However, accommodations will be 
provided only if the applicant or employee can perform the essential functions of the job 
with the accommodation. 
 
This policy is to be interpreted in light of the ADA.  It is not intended to confer greater rights 
than those granted by the ADA, but rather to provide for the rights of qualified individuals 
with disabilities promptly and equitably. 
 
8.2 Definitions 
 
The term "disability" means a physical or mental impairment that substantially limits one or 
more major life activities. 
 
8.2.1 Physical or Mental Impairment 
 
 "Physical or mental impairment" means:  
 

a. any physiological disorder or condition, cosmetic disfigurement or anatomical 
loss affecting one or more of the following body systems:  neurological; 
musculoskeletal; special sense organs; respiratory, including speech organs; 
cardiovascular; reproductive; digestive; genitourinary; hemic and lymphatic; skin 
and endocrine;  

 
b. or any mental or psychological disorder, such as mental retardation, organic 

brain syndrome, emotional or mental illness and specific learning disabilities.  
The term "physical or mental impairment" includes, but is not limited to, such 
diseases and conditions as orthopedic, visual, speech and hearing impairments, 
cerebral palsy, epilepsy, muscular dystrophy, multiple sclerosis, cancer, heart 
disease, diabetes, mental retardation, emotional illness, drug addiction and 
alcoholism. 

 
c. However, the term disability does not include transvestism, transexualism, 

pedophilia, exhibitionism, voyeurism, gender identity disorders not resulting from 
physical impairments, or other sexual behavior disorders, compulsive gambling, 
kleptomania or pyromania, psychoactive substance use disorders resulting from 
current illegal use of drugs, homosexuality or bisexuality. 
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8.2.2 Major Life Activities 
 
"Major life activities" means functions such as caring for one's self, performing manual 
tasks, walking, seeing, hearing, speaking, breathing, learning and working, eating, 
sleeping, standing, lifting, bending, reading, concentrating, thinking, communicating, 
and working; major bodily functions, including functions of the immune system, normal 
cell growth, digestive, bowel, bladder, neurological, brain, respiratory, circulatory, 
endocrine, and reproductive functions.
 
8.2.3 Disabled Person 
 
The term "disabled person" means any person who: 
 

a. has a disability,  
 

b. has a record of a disability, or  
 

c. is regarded as having a disability. 
 
8.2.4 Has a Record of a Disability 
 
"Has a record of a disability" means has a history of, or has been misclassified as having, 
a mental or physical impairment that substantially limits one or more major life activities. 
 
8.2.5 Is Regarded As Having a Disability 
 
"Is regarded as having a disability" means:  
 

a. has a physical or mental impairment that does not substantially limit a major life 
activity but is treated by others as constituting such a limitation;  

 
b. has a physical or mental impairment that substantially limits a major life activity 

only as a result of the attitudes of others toward such impairment; or  
 

c. has no physical or mental impairment but is treated by others as having such an 
impairment. 

 
8.2.6 Qualified Individual With a Disability 
 
The term "qualified individual with a disability" means a disabled person who with or 
without reasonable accommodation can perform the essential functions of the employment 
position that such person holds or desires.  The term does not include any applicant or 
employee who is currently engaging in the illegal use of drugs or whose alcoholism results 
in unsatisfactory job performance or behavior. 
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8.2.7 Undue Hardship 
 
The term "undue hardship" means an action requiring significant difficulty or expense 
when considered in light of the following factors:   
 

a. the nature and cost of the accommodation;  
 

b. the nature and extent of the impact which the accommodation would have on 
the conduct of the City's programs and operations;  

 
c. the nature and size of the facility or work place where the disabled person's 

employment occurs and the nature and extent of the impact which the 
accommodation would have on the facility or work place;  

 
d. the probability that the accommodation may, contemporaneously or in the 

future, be used by other employees;   
 

e. the effect of the accommodation on the safety and health of the disabled 
person, other City employees and members of the public; and  

 
f. the financial resources of the facility and the City. 

 
8.2.8 Direct Threat 
 
The term "direct threat" means a significant risk of substantial harm to the health or safety 
of the individual or others that cannot be eliminated or reduced by reasonable 
accommodation.  The following factors shall be considered in determining if a person 
poses a direct threat:  
 

a. the duration of the risk;  
 

b. the nature and severity of the potential harm;  
 

c. the likelihood that the potential harm will occur;  
 

d. the imminence of the potential harm;  
 

e. a reasonable medical judgment that relies on the most current medical 
knowledge and/or the available objective evidence;  

 
f. whether the danger is associated with an essential job function or a peripheral 

one. 
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8.3 ADA Roles and Responsibilities
 
8.3.1 Employment Applicants 
 
If employment applicants want protection under the ADA, they must:   
 

a. request reasonable accommodations in writing from the City's Finance and 
Administration Director or designee and the hiring supervisor;  

 
b. provide the City with the information it needs to decide whether any 

accommodation is required and, if so, the nature of the accommodation; and  
 

c. offer the hiring supervisor suggestions regarding potential accommodations. 
 
8.3.2 City Employee Accommodations 
 
The City will accommodate only those disabilities it is aware of.  If employees (or their 
advocates if their disabilities prevent compliance with this section) want protection under 
ADA, they must:  
 

a. request reasonable accommodation in writing from the City's Finance and 
Administration Director or designee and to their immediate supervisors;  

 
b. provide the City with the information it needs to decide whether any 

accommodation is required and, if so, the nature of the accommodation; and  
 

c. offer their immediate supervisors suggestions regarding potential 
accommodations. 

 
8.4 Management Responsibilities  
 
Managers and supervisors are responsible for evaluating the work situation to identify 
reasonable accommodations for otherwise qualified individuals with disabilities who are job 
applicants and employees.  They must also obtain information that is needed to evaluate 
potential accommodations for an otherwise qualified employee with disabilities. 
 
If they believe they are unable to provide reasonable accommodations because of undue 
hardship or a direct threat to health or safety, they must inform their department heads in 
writing of all facts pertaining to the request. 
 
In addition, supervisors with hiring responsibilities are responsible for: ensuring that pre-
employment inquiries of a job applicant relate solely to the ability of the applicant to 
perform job-related functions and not to whether the applicant is an individual with a 
disability or to the nature and severity of such disability.  They must obtain information that 
is needed to evaluate potential accommodations for an otherwise qualified applicant with 
disabilities who has been selected for a position and for no other purpose. 
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Department heads are responsible for consulting with subordinate supervisors who believe 
they are unable to provide reasonable accommodations because of undue hardship. 
 
They must determine whether an otherwise qualified employee with disabilities who 
cannot be accommodated in one position can be reasonably accommodated in another 
position within the same department (if a position is available). 
 
Supervisors must request additional funds, if needed, to provide reasonable 
accommodations to otherwise qualified applicants and employees with disabilities and 
inform the Finance and Administration Director or designee if they believe they are unable 
to provide reasonable accommodations because of undue hardship; and ensure that 
information provided by the Finance and Administration Director or designee regarding the 
City's reasonable accommodation policy shall be posted within their departments. 
 
The Finance and Administration Director or designee is responsible for: determining 
whether efforts to accommodate an otherwise qualified applicant with disabilities who is 
selected for a particular position have exhausted all reasonable possibilities for that 
position. 
 
The Finance and Administration Director or designee determines with finality whether the 
City can provide reasonable accommodations without undue hardship or a direct threat to 
health or safety; and issues bulletins regarding the City's reasonable accommodation 
policy for posting within City departments. 
 
8.4.1 Reasonable Accommodations 
 
Reasonable accommodations are to be provided where needed for an applicant or 
employee to perform the essential functions of the job.  They may include, but are not 
limited to, the following:  
 

a. modifying work sites, e.g. to provide wheelchair access;  
 

b. modifying equipment, such as labeling file cabinets with Braille labels or 
installing telephone amplifying devices;  

 
c. providing equipment, such as Braille writers, talking calculators, 

telecommunications devices for the deaf and special computer equipment;  
 

d. adjusting work schedules;  
 

e. restructuring jobs so that otherwise qualified individuals with disabilities can 
perform their essential functions;  

 
f. temporary or permanent reassignment to another position for which an 

employee with disabilities is otherwise qualified;  
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g. providing flexible leave options;  

 
h. providing program assistants, readers and interpreters.  The City need not hire 

a helper to do a disabled employee’s job, nor to do essential functions of the 
job, nor to help the employee with personal, as opposed to job-related, duties.  
However, a part-time assistant may be required, unless providing the assistant 
poses an undue hardship;  

 
i. permitting the presence of supportive job coaches or similar personnel;  

 
j. job simplification and reduction of responsibilities; and  

 
k. granting employee annual, sick or catastrophic leave under existing policies; 

 
l. the City may provide accommodations which exceed the requirements of the 

ADA if doing so is in the best interest of the City, considering factors including 
the monetary and non-monetary costs of the accommodation, the precedent to 
be set, and the work performance and longevity of the employee. 

 
8.4.2 Documentation 
 
To determine whether and what kind of accommodation may be reasonable, management 
may require applicants or employees claiming to be disabled and in need of reasonable 
accommodation to provide medical or other documentation showing:   
 

a. the existence and nature of the disability;  
 

b. the appropriateness of any accommodation proposed by the applicant, 
employee or management; and  

 
c. a medical opinion as to when an applicant or employee suffering from a 

temporary disability may be expected to recover from the disability.  Such 
information shall be maintained as medical records in a file separate from the 
primary personnel file, and shall be kept confidential. 

 
8.5 Americans With Disabilities Act - Complaint Procedure
 
The Americans With Disabilities Act (ADA) requires that public entities establish a 
procedure whereby individuals can make complaints of discrimination based on disability 
status in admission to, access to, or treatment in programs, services and activities directly 
to the public entity.  This requirement is contained in 28 CFR 35.107, entitled "Non-
Discrimination on the Basis of Disability in State and Local Government Services."  (In 
accordance with federal law, a complaint alleging discrimination based on an individual's 
disability status may also be filed directly with an appropriate federal agency.) 
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The following complaint procedure provides an avenue for prompt and equitable resolution 
of complaints alleging discrimination on the basis of disability in City employment practices 
and benefit policies, or in the provision of programs and services offered by the City. 
 
This procedure must be used by individuals who wish to file ADA complaints with the City.  
Current City employees who are eligible to use the City's grievance procedure may also 
pursue any complaint of discrimination based on disability through that procedure as 
defined in Section 6.11, of the Employee Handbook.  (By pursuing a complaint under 
Section 6.11, an employee does not lose his or her right to use the more formal federal 
complaint system provided in Section 35.170 of the Americans With Disabilities Act, DOJ 
Regulations.) 
 
Except as otherwise provided in this subsection, a complaint should be submitted in writing 
on a City ADA Complaint Form which is available from the Human Resources office (see 
address and hours of operation listed in the form.)  Other arrangements for submission of 
a complaint, such as a personal interview or tape recording in lieu of a written complaint, 
shall be made available upon request by persons who cannot use a written format.  The 
complaint must contain as much information as possible about the alleged discrimination, 
including the complainant's name, address and daytime phone number. 
 
The complaint shall be submitted in writing or by alternative format either by mail or in 
person within 30 calendar days of the alleged discriminatory act to: 
 
    City of Manassas ADA Compliance Officer 
    c/o  Human Resources 
    9027 Center Street 
    Manassas, VA  22110 
 
    703-257-8236 (VA Relay TTY 7-1-1) 
 
The Human Resources office is open between 8:30 a.m. and 5:00 p.m., Monday through 
Friday (excluding holidays). 
 
There shall be a City ADA Compliance Committee which shall be responsible for 
investigating and deciding complaints filed under this procedure.  The Committee shall be 
comprised of the Finance and Administration Director or designee, the Director of Family 
Services and one member to be designated by the City Manager. 
 
The Finance and Administration Director or designee shall chair the Committee and shall 
notify a complainant in writing (or in some other mutually agreed upon format) within five 
(5) working days of receipt of the complaint that the complaint has been received and is 
under review. 
 
The ADA Compliance Committee shall investigate the complaint and within forty-five (45) 
days of receipt of the complaint, shall respond in writing or by another method acceptable 
to the complainant.  The response shall decide the complaint by offering a resolution of the 
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complaint and/or explaining the position of the City with respect to the complaint.  The 
Committee shall consult with any City department(s) having information relating to the 
complaint and may, with the consent of the complainant, consult the Committee for 
Citizens with Disabilities for input before responding.  The Committee's decision shall be 
the City's final decision on the complaint.  The Chair of the Committee shall provide the 
City Manager with a copy of all of the decisions of the Committee. 
 
All of the above filing dates and timelines may be adjusted by mutual consent of the 
parties. 
 
If a complainant is dissatisfied with the final decision of the City or with the timeliness of 
the decision, a complaint may be filed, in accordance with federal law, with an appropriate 
federal agency. 
 
All complaints filed with the City and all responses to such complaints shall be kept on file 
by the ADA Compliance Officer in the Human Resources office for a period of five (5) 
years from the date of initial filing of the complaint. 
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