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Reasonable Accommodation FAQs for County Employees 

 

1. What is a disability accommodation?  

A modification or an adjustment to a job application process, work environment, schedule, etc. 
that enables a qualified individual with a disability to enjoy an equal opportunity to be 
considered for a desired job, to perform the essential functions of a job, or to enjoy equal 
benefits and privileges of employment as other similarly situated employees without disabilities.  

Employers are not required to provide accommodations that remove an essential function of a 
job, endanger the health and safety of the employee or others, or would cause an undue 
hardship to the employer. 
 

2. What if I believe a disability is having a negative impact on my ability to do all or some parts of 
my job? 

 
Tell your supervisor that you need an adjustment or change at work for a reason related to a 
medical condition or disability.   
 
Generally, you must provide a current medical note that clearly lists the functional limitations 
(physical or mental restrictions related to work) pertaining to your disability and the duration or 
expected duration of the limitations.  Your medical note should not list your specific medical 
condition, disability, or diagnosis.  

Your supervisor may ask you to fill out a “Form A” to gather more information about your 
functional limitations and ideas for possible accommodations.  

Your supervisor will also ask you to participate in an interactive meeting to discuss your 
functional limitations and possible accommodations that will allow you to perform the essential 
functions of your job.  

3. What is an essential function of my job? 
 

Essential functions are the basic, fundamental job duties that an employee must be able to 
perform, with or without reasonable accommodation.  Factors that employers consider in 
determining if a function is essential include:  whether the reason the position exists is to 
perform that function; the number of other employees available to perform the function or 
among whom performance can be distributed; the degree of expertise or skill required to 
perform the function; the employer’s judgment regarding the actual work experience of those 
performing the job; the time spent performing the function; the consequences of not requiring 
the employee to perform the function; and the terms of the County’s job 
specifications/descriptions and labor contracts.  Essential functions are determined on a case-
by-case basis based on the specific duties of the position. 
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The key is for employees and their supervisors to have an interactive meeting, in part to 
determine whether the employee can perform the essential functions of the job, with or 
without accommodation.  The County does not have to eliminate an essential function of the 
position.    

 
4.  What is an interactive meeting? 

 
The interactive meeting allows an employee and their supervisor to clarify what the employee 
needs and identify the appropriate reasonable accommodations.  The supervisor may ask the 
employee relevant questions that will enable the County to make an informed decision about 
the request.  Both parties may discuss the employee’s functional limitations (physical or mental 
restrictions related to work) and contribute their ideas for reasonable accommodations that 
will enable the employee to perform the essential functions of their job.  

 
5.  Is an interactive meeting required in making the decision to accommodate? 

 
Yes. This meeting may occur in person, through video technology, by phone, or by email or 
other written communication, but in-person or video meetings are preferable when they are 
reasonably possible because they provide a greater opportunity for more immediate 
discussion, interaction, and collaboration.  If the employee refuses to participate in the 
interactive meeting, the County will render a decision based on available documentation and 
information. 

 
6. Can I bring my union representative to the interactive meeting with my supervisor? 

Yes.  You should notify your supervisor in advance of the meeting that your representative will 
be attending the interactive meeting with you. 

 

Form A and Medical Notes 

7. The Answer to FAQ number 2 and the Reasonable Accommodation Policy identifies Form A as 
a document to be completed by the employee to assist with the Reasonable Accommodation 
process.  What is the purpose of Form A? 

 
The Form A is used to allow the employee to explain in writing their functional limitations 
(physical or mental restrictions related to work) and to provide suggestions as to how an 
accommodation can be made.  It is a record of the request and is generally submitted in 
addition to a medical note listing functional limitations.  If the functional limitations listed on the 
Form A conflict with the information provided by a medical note, primary consideration will 
generally be given to information provided by the medical professional.    

 
8. Am I required to disclose a disability or medical condition in the Form A or at any time during 

the reasonable accommodation process? 
 



 
-3- 

County of Santa Clara – Reasonable Accommodation FAQs for County Employees (August 2022) 

No.  Neither the federal Americans with Disabilities Act (ADA) nor the state California Fair 
Employment and Housing Act (FEHA) require you to disclose your specific disability, medical 
condition, or diagnosis.  However, an employer is entitled to know if the underlying condition 
qualifies as a disability that affects a major life activity, and the employee’s specific functional 
limitations (physical or mental restrictions related to work) resulting from the disability or 
medical condition.  Most frequently, the medical note provides those functional limitations 
(physical or mental restrictions related to work). 

 
9. What information should my medical note provide? 

There are generally four requirements for a medical note to be sufficient:  (1) the date the note 
was prepared/signed by the health care provider; (2) a statement that the applicant or 
employee has a physical or mental condition that limits a major life activity or a medical 
condition and a clear list of related functional limitations (physical or mental restrictions related 
to work) that the applicant or employee has, based on the job duties; (3) the duration of the 
functional limitations, including start and anticipated end dates; and (4) the name and 
credentials of the health care provider providing the medical note.   
 
The medical note should not identify the medical condition, disability, or diagnosis.  Instead, it 
should provide a statement that a physical or mental condition that limits a major life activity or 
a medical condition exists and the related functional limitations the employee or applicant has. 

Appropriate Accommodations, Decisions, Appeals, and Other Issues  

10. Am I entitled to my choice of accommodation? 

No. The employer will consider the employee’s preferences but may choose any reasonable 
accommodation if the accommodation is effective.  Employees are not entitled to their 
preferred accommodation.  Employers are not required to provide accommodations that 
remove an essential function, endanger the health and safety of the employee or others, or 
would cause an undue hardship to the employer.  

11. When will I receive a decision regarding my request? 
 

The interactive meeting will generally take place within 10 working days of an employee giving 
notice of a need for an accommodation based on disability.  Assuming the request includes 
sufficient information, the employee will generally be notified of a decision within 20 working 
days from the date of the interactive meeting.  If the County requires more information, the 
employee has 30 calendar days to provide the information from the date of request. 

 
12. What can I do if my request is denied? 

      
An employee seeking a review of a no reasonable accommodation determination must submit a 
request for review to the County’s Equal Opportunity Division Director within ten (10) business 
days of receipt of notification of inability to accommodate. 
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13. Could I be sent home while the department is assessing my request? 
 

Yes, if there is uncertainty as to whether you can be accommodated, you may be sent home and 
placed on medical leave while the department assesses the request. 

 
14.  Am I entitled to pay if I am sent home when my department cannot reasonably accommodate 

me? 

If you are unable to work (including unable to be reasonably accommodated) due to a medical 
condition or disability, you are paid just like any other absence due to illness (e.g., accrued sick 
leave, STO, personal leave, comp time, or annual leave, as applicable).  If your medical condition 
or disability is work-related, you may be eligible for workers’ compensation temporary disability 
payments. 

15.   What if I no longer want the accommodation? 
 

You should discuss any changes to your functional limitations (physical or mental restrictions 
related to work) and reasonable accommodation needs with your supervisor.  The County 
cannot purposely or willfully allow you to violate your medical restrictions and may require a 
new medical note to update or end a reasonable accommodation.  

 
16. Where is an employee's disability-related information kept? 

 
Disability-related information, including medical documentation, is treated as confidential, and 
access to this information is limited to a need-to-know basis.  Requests for workplace 
accommodations and accompanying documentation should be kept in a secure location within 
the employee’s department, usually separate from the employee’s personnel file. 

 
17. I believe I have been discriminated against because of my disability status. What should I                                  

do? 

Contact the County’s Equal Opportunity Division at (408) 993-4840 or eod@eod.sccgov.org.  You 
may also contact the Equal Employment Opportunity Commission through this web address 
http://www.eeoc.gov/contact/index.cfm, or the California Civil Rights Department at 
http://www.dfeh.ca.gov/Complaints_ComplaintProcess.htm. 

 

Religious Accommodation Requests 

18. What is a religious accommodation? 

An adjustment to the work environment, schedule, etc. that will allow the employee or 
applicant to practice their religion in accordance with their sincerely held religious beliefs, 
practices, or observances.  

mailto:eod@eod.sccgov.org
http://www.eeoc.gov/contact/index.cfm
http://www.dfeh.ca.gov/Complaints_ComplaintProcess.htm
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An employer does not have to accommodate an applicant or employee’s religious beliefs, 
practices, or observances if doing so would cause undue hardship to the employer.  An 
accommodation may cause undue hardship if it, for example: violates a seniority system or the 
applicable labor contract; causes a lack of necessary staffing; jeopardizes security, safety, or 
health of the employee or others; imposes significant costs on the employer; decreases 
workplace efficiency; infringes on the rights of other employees; or requires other employees to 
do more than their share of potentially hazardous or burdensome work.  

19. What are the steps for an employee to request a religious accommodation and generally for 
the County to address a religious accommodation request?  
 
• The employee notifies the County of a conflict between the employee’s sincerely held 

religious belief, practice, or observance and a work requirement. 
• The employee and supervisor have an interactive meeting to discuss the sincerely held 

religious belief, the conflict, and ideas for how to accommodate the conflict without posing 
an undue hardship on the County. 

• The employee provides any clarification, if needed (possibly including documentation from 
clergy, religious representative, or other relevant parties). 

• The supervisor/department determines whether the department can reasonably 
accommodate the employee’s sincerely held religious belief, practice, or observance. 

• If the department cannot reasonably accommodate the employee, the 
supervisor/department and employee should evaluate alternative options. 

 
 
Other Accommodation Requests 
 

20. What are examples of other situations where accommodations can be requested?  
 

Lactation needs - https://connect.sccgov.org/sites/policies/policypages/Pages/Board-Policy-
3.59-Lactation-Accommodation.aspx  
Domestic violence victim or crime victim needs - 
https://sccconnect.sharepoint.com/sites/ParksHumanResources/Shared%20Documents/Reason
able%20Accommodation/Notice%20of%20rights%20domestic%20violence%20-8-
2017%20final.pdf  

https://connect.sccgov.org/sites/policies/policypages/Pages/Board-Policy-3.59-Lactation-Accommodation.aspx
https://connect.sccgov.org/sites/policies/policypages/Pages/Board-Policy-3.59-Lactation-Accommodation.aspx
https://sccconnect.sharepoint.com/sites/ParksHumanResources/Shared%20Documents/Reasonable%20Accommodation/Notice%20of%20rights%20domestic%20violence%20-8-2017%20final.pdf
https://sccconnect.sharepoint.com/sites/ParksHumanResources/Shared%20Documents/Reasonable%20Accommodation/Notice%20of%20rights%20domestic%20violence%20-8-2017%20final.pdf
https://sccconnect.sharepoint.com/sites/ParksHumanResources/Shared%20Documents/Reasonable%20Accommodation/Notice%20of%20rights%20domestic%20violence%20-8-2017%20final.pdf

