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ADA Interactive Process 100% Easier: 
Good Data and Reasonable 
Accommodation Decisions
Rachel Shaw
Shaw HR Consulting, Inc.

Today’s Topics
• The Disability Interactive Process Hallway® 
Demystified

• The Importance of Door #1 

o Why Good Data is Makes Things Easier 

o How to Get Good Data

• Questions & Answers

Conference Materials
 Visit www.shawhrconsulting.com

 Click on: “Click Here to Download Conference Materials”

 Type in the conference code DMECSD23, as well as your 
email, and click Submit. 

 Information is located at bottom of table of contents 
handout.

 An automatic download will start.
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General Information on Session
 I have not read your Personnel Rules or  Collective Bargaining 

Agreements and best practices may conflict with your 
organization’s rules or policies, so 

 Before changing any practices, you are encouraged to consult 
with your legal counsel to determine if there are any meet and 
confer obligations and/or regulations that must be taken into 
consideration before changes are made. 

 I am not an attorney. 
 I knowingly violate every PowerPoint rule – so that you have a 

tool and resource that you can reference in the future. 
 Enjoy!

ADA Obligations 
Mandates of the Employer: 

1. Employers must engage in a timely good faith interactive 
process, and

2. Employers must provide reasonable accommodation 

Each is a stand-alone statutory obligation

Too Often: 
You are making reasonable accommodation 
decisions based on:

 Accommodation suggestions and not functional 
limitations / work restrictions 
 No overtime, weekends, etc.
 Work from Home
 Needs an office
 No working with Rachel Shaw 
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Too Often: 
You are making reasonable accommodation 
decisions based on:

 Unclear Restrictions such as  
 No heavy lifting
 No repetitive computer use
 No prolonged standing
 No repetitive bending

What a Difference Clear Work Restrictions Make: 
What you need is…
 “heavy lifting” vs. “no lifting over 10 pounds with right hand/arm 

left hand/arm unrestricted, when using both hands/arms 30 
pounds” 

 “prolonged standing” vs. “weightbearing up to 10 minutes at 
one time, 20 minutes per hour and 3 hours per 8-hour day”

 “prolonged computer use” vs. “no more than 50 minutes per 
hour typing and mouse use; and up to 6 hours per day total 
typing or mouse use. Must have 10 minutes per hour where 
hands are not using keyboard or mouse and no more than 6 
total hours of mouse and keyboard use per day.” 

How Do You Get Clear 
Work Restrictions? 
(…and when do you need them.)
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Get Into… 
The Disability Interactive 
Process Hallway

Gather Data: Obtain Clear Medical Work Restrictions; May determine an 
Essential Functions Position Analysis® (EFPA®) document needs to be created

Research Accommodations: Call/email/discuss with employee and supervisor 
the restrictions and begin exploring accommodation ideas

Schedule Meeting & Prepare: Schedule meeting and invite the right people to 
attend; confirm attendance in advance; prepare notes for meeting; meeting 
and make decisions

Do What You Said You Would Do: After meeting, implement decisions; do 
what was said would be done

Door #1

Door #2

Door #3

Door #4

Disability Interactive Process Hallway
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All the Doors Are Important
But…

Door #1 is the Key to 
Being Confident in Your 
Decisions

Temporary vs. Long-Term Accommodations

 When restriction are temporary in nature, you 
often will just evaluate if what you have is “clear 
enough” to support with:

 Light Duty / Transitional Duty
 Temporary Modified Duty
 Leave of Absence 
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Temporary vs. Long-Term Accommodations

 When restrictions are permanent or long-term
(exceeding 6 to 12 months), you need clear work 
restrictions and/or leave needs before making 
decisions on:

 Modified Work
 Alternative Work Placement  
 Medical Separation 

The Hallway: Door #1
Obtain Necessary Documentation/Information

Medical report with: 
 Covered Disability

- Yes/No answer
Clear work restrictions & duration
Clear leave needs & duration

Door #1

The Hallway: Door #1
Don’t Cut Corners… Prepare and Send a Questionnaire for Health Care 
Provider to Complete:  
 Sample Questionnaires for Leave and Restrictions: 

 Generic / orthopedic (sample 1)
 Sample questions (sample 2)
 TTD (sample 3)
 Long-term intermittent leave (sample 4)
 Psychological condition (sample 5)
 Discipline or disability (sample 6)
 Fragrance Sensitivity (sample 7)
 Dog Accommodation (sample 8)
 Body Odor / Hygiene (sample 9)

Door #1
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The Hallway: Door #1
Sample #1 ‐ Generic / Orthopedic

The Hallway: door #1

The Hallway: door #1
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Sample 5 – Sample Questions
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Sample #4 ‐ Generic / orthopedic

Sample #4 ‐ Generic / orthopedic

Sample #4 ‐ Generic / orthopedic
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Sample #4 ‐ Generic / orthopedic

The Hallway: Door #1
Sample #3 ‐ TTD

Sample #X ‐ TTD
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The Hallway: door #1 (TTD)
Sample #X ‐ TTD

The Hallway: Door #1
Long‐Term Intermittent Leave Template (Sample #4)

The Hallway: door #1
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The Hallway: door #1

The Hallway: door #1

The Hallway: door #1
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The Hallway: door #1

The Hallway: door #1

The Hallway: door #1

Sample 7 ‐ Long‐Term Intermittent Leave 
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The Hallway: Door #1
Questions About the Questionnaires: 

• Can I really do that? 
YES

• Do I need a release from the employee, what 
about HIPAA? 
NO

Door #1

Requesting Medical Related Information

The Hallway: Door #1
Questions About the Questionnaires: 

• Will I ever get it back?  
YES
Average return rate is 90% or higher! 

Door #1
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The Hallway: Door #1
How to Get the Questionnaire Returned? 

• It’s all about the process: 
 Prepare the questionnaires using our templates
 Email / Fax to Health Care Provider or via the Employee 
 Call Provider’s office to confirm receipt

 Get the name of the person who you talk with and 
document it

 Follow-up with Provider’s office if not returned  
 Ask for the same person, and she/he will help get it done 

(so you stop bothering them)

Door #1

The Hallway: Door #1
Questions About the Questionnaires: 

• Can I always send the questionnaire directly to the 
Health Care Provider? 
NO
 Workers’ Compensation exceptions for 

“second opinion doctors” (send through 
adjustor):
 pQME / IME / AME

Door #1

The Hallway: Door #1
Questions About the Questionnaires: 

Do I have to send the questionnaire direct 
to the employee’s provider?  
 NO, you can adjust if it is a better fit for your 

organization’s culture to send through the 
employee
 Pros and Cons of this process difference

Door #1
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Gather Data: Obtain clear medical information on past and future leave 
expectations using a questionnaire 

Research Accommodations: Call/email/discuss with employee and supervisor the 
leave needs and begin exploring accommodation ideas and/or preparing 
employee for possible outcome of Hallway

Schedule Meeting & Prepare: Schedule meeting and invite the right people to 
attend; confirm attendance in advance; prepare notes for meeting; meeting and 
make decisions (Samples 10 – Meeting Invitation and 11 – Meeting Notes)

Do What You Said You Would Do: After meeting, implement decisions; do what 
was said would be done

Door #1

Door #2

Door #3

Door #4

Disability Interactive Process Hallway

The Goal of the Disability Interactive Process 
& Doing Door # 1 Well

• Be in Good Faith
• Make data-based decisions – not emotional 
ones
• Find a YES if a YES exists…
• …and when a YES does not exist, your process 
will support understanding or even acceptance

In Closing…
1. Develop It: Continue to revise and retool your comprehensive 

Disability Management program to ensure that you have the level of 
information needed to know you are making the right decisions.

2. Staff it: Have the RIGHT people in your organization knowledgeable 
enough to manage your program and willing to do the hard work to 
get the data needed to FIND a YES when a YES exists

3. Consistently Apply it: Be disciplined in consistently applying your 
program across your organization

4. Document it: Document everything and use your strategic 
documentation to increase understanding and acceptance
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Thank You

www.shawhrconsulting.com
info@shawhrconsulting.com
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