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REASONABLE ACCOMODATION POLICY

Purpose

The Northwest Wisconsin Workforce Investment Board (NWW!IB) will make a reasonable effort to
enable individuals with disabilities to participate as independently as possible in employment and
program activities at facilities leased by NWWIB and at area job centers. NWW!IB will provide reasonable
accommodations, where appropriate, promptly, and efficiently. In compliance with 29 CFR Part 38,
"Implementation of the Nondiscrimination and Equal Opportunity Provisions of the Workforce
Innovation and Opportunity Act," the Reasonable Accommodation Policy supports NWWIB commitment
to meeting individuals with disabilities needs in employment and service delivery activities.

Policy

Following Federal obligations under the Americans with Disabilities Act, Section 503 of the
Rehabilitation Act, and Section 188 of the Workforce Innovation and Opportunity Act (WIOA), and other
applicable state and local disability-related regulations, NWW!IB shall provide reasonable
accommodations and modifications to qualified persons with disabilities who are employees, applicants
for employment and program participants unless to do so would cause undue hardship or pose a direct
threat.

About any aid, benefit, service, training, and employment, NWWIB shall provide reasonable accommodations to
qualified individuals with disabilities who are applicants, registrants, eligible applicants/ registrants, participants,
employees, or applicants for employment, unless providing the accommodation would cause undue hardship.

Unless determined an "undue hardship," NWWIB shall, at a minimum, provide reasonable accommodation when:

e Aqualified applicant with a disability needs an accommodation to have an equal opportunity to compete
for a job;

e Aneligible employee with a disability needs an accommodation to perform the essential functions of
o theemployee's employment;

e A qualified employee with a disability needs an accommodation to enjoy equal access to benefits and
privileges of employment (e.g., training, office-sponsored events); and

e A qualified program participant with a disability needs an accommodation to enjoy equal access to its
policies, practices, and procedures for registering and providing core, intensive training, and support
program services.
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Determining undue hardship is a detailed process that incorporates factors relating to NWWIB's financial
resources, operations, and facilities/sites. This process is detailed in NWWIB Procedure, B-560-1 Reasonable
Accommodation Determination.

Concerning any aid, benefit, service, training, and employment, NWWIB shall also make reasonable modifications
in policies, practices, or procedures when the modifications are necessary to avoid discrimination based on a
disability unless making the modifications would fundamentally alter the nature of the service, program, or
activity.

A determination that an accommodation request would fundamentally alter the nature of NWWIB's services,
programs, or activities is a detailed process that is listed in NWWIB Procedure, B-560-1 Reasonable
Accommodation Determination.

The term "reasonable accommodation" means a modification or adjustment to the job, the work environment, or
the way things usually are done that enables a qualified individual with a disability to enjoy an equal employment
opportunity. Essential functions are, by definition, those that the individual who holds the job would have to
perform, with or without reasonable accommodation, to be considered qualified for the position.

Not all Accommodation requests can be honored. For example, sometimes an applicant, employee, or program
participant may ask for an accommaodation that is not reasonable or necessary, that poses an "undue hardship"
(i.e., too costly, or disruptive to operation) on the organization or its employees or that might threaten the safety
of the individual who has made the request or of others. However, NWWIB will discuss whether other forms of
workplace accommodation may be effective even in those cases.

It shall be the responsibility of the applicant, employee, or program participant to inform NWWIB that
accommodation is needed. An accommodation request may be made to any of the following:

o NWWIB's Equal Opportunity Officer
e Immediate supervisor or program career specialist/case manager
e NWWIB's Chief Executive Officer (CEO)

An applicant, employee, or program participant may request a reasonable accommodation at any time, even
if the individual has not previously disclosed the existence of a disability or the need for an
accommodation. A request is any communication in which an individual asks or states that they need NWWIB
to provide or change something because of a medical condition.

The reasonable accommodation process begins as soon as possible after the request is made.

The applicant, employee, or program participant is responsible for requesting a reasonable accommodation or
providing sufficient notice to NWWIB or partner agency that an accommodation is needed. An initial request
for accommodation may be made in any manner (e.g., writing, electronically, in person, or orally).

The individual requesting an accommodation does not have to use any particular words and does not have
to mention the ADA or use the phrase "reasonable accommodation" or "disability." However, oral
requests must be documented on the given request form to ensure the efficient processing of requests.

The Reasonable Accommodation Policy was developed to ensure individuals with disabilities are provided full
access to employment opportunities and NWW!IB administered program benefits. In addition, it provides an
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overview of NWWIB's intent to address reasonable accommodation requests proactively. This policy is supported
by NWWIB Procedure, B-560-1.

Reasonable Accommodation Determination.
NWWIB's Equal Opportunity Officer (EOO), appointed by the Chief Executive Officer (CEO), shall provide technical

implementation guidance relating to this policy and monitor service providers to ensure their compliance with
this policy and corresponding procedure.

Equal Opportunity Officer

Dawn Knapp
301 Ellis Ave, Suite 3
Ashland, WI 54806

715-685-1425
dknapp@nwwib.com

NWWIB expects all employees, clients, program participants, vendors, associates, and agencies receiving funding
from NWWIB to comply with this reasonable accommodation policy and, as appropriate, develop their suitable
accommodation policies and procedures.

Non-response to requests or retaliation against a person's request for an accommodation(s) or information on
accommodations is prohibited. Non-compliance to this policy or any retaliation will be subject to disciplinary
action or sanctions, including employment termination, discharge, or expulsion from NWW!IB sponsored
activities, and/or non-renewal of contracts.

The Chief Executive Officer (CEO) shall ensure the Reasonable Accommodation Policy complies with government
regulations. It provides applicants, employees, and participants a reasonable accommodation to the fullest extent
allowed within this policy's guidelines and corresponding procedures. In addition, the CEO shall ensure staff
members, including service providers, receive reasonable accommodation training. Under the direction of and in
consultation with the CEO, the Equal Opportunity Officer shall be operationally responsible for the
documentation, training, and compliance efforts relating to this policy.

Reference: Implementation of the Nondiscrimination and Equal Opportunity Provisions of the Workforce Innovation and Opportunity
Act, 29 CFR Part 38 (§38.4 (yy), §38.4 (rr), §38.14,and §38.4(z); NWWIB Procedure, B.560.1 Reasonable Accommodation Determination

Northwest Wisconsin Workforce Investment Board is an equal opportunity employer and service provider. If you have a
disability and need assistance with this information, please call us through Wisconsin Relay Service (7-1-1) or at 800-947-3529.
To request information in an alternate format, including language assistance or translation of the information, please get in
touch with us at (715)-685-1425.
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Babel Notice
Wisconsin Relay Service (7-1-1) or at 800-947-3529

English IMPORTANT! This document contains important information about your rights, responsibilities and/or benefits. It is
criticalthat you understand the information in this document, and we will provide the information in your preferred language
at no cost to you. Call (715) 682-9141 for assistance in the translation and understanding of the information in this document.

Spanish {IMPORTANTE! Este documento contiene informacion importante sobre sus derechos, responsabilidades y/o
beneficios. Es importante que usted entienda la informacidn en este documento. Nosotros le podemos ofrecer la informacion
en el idioma de su preferencia sin costo alguno para usted. Llame al (715) 682-9141 para pedir asistencia en traducir y
entender la informacién en este documento.

Chinese - Traditional EE /B4l ! ANK B EEE LN, EETERN. FE, N 2EF, B BLEBERAXERS
B, MEBEMOEERERIFNES, BEATIREENR, BFBE(715) 682-91415HFIEREBMRAX G EAAEIH
Ej]o

Vietnamese LUU Y QUAN TRONG! Tai liéu nay chira théng tin quan trong vé quyén han, trach nhiém va/hodc quyén loi cla
quy vi. Viéc hiéu rd thong tin trong tai liéu nay 13 rat quan trong, va chling t6i s& cung cadp mién phi cho quy vi thdngtin nay
bang ngdn ngit ma quy vi wa dung. Hay goi (715) 682-9141 dé duwoc hd tro vé viéc thong dich va hiéu thong tin trong tai liéu
nay.

Tagalog MAHALAGA! Naglalaman ang dokumentong ito ng mahalagang impormasyon tungkol sa iyong mga karapatan,
responsibilidad at/o benepisyo. Napakahalaga na nauunawaan mo ang impormasyong nakapaloob sa dokumentong ito, at
ibibigay namin nang libre ang impormasyon sa pinili mong wika. Tumawag sa (715) 682-9141 upang humingi ng tulong sa
pagsasalingwika at pag-unawa sa impormasyong nasa dokumentong ito.

French IMPORTANT! Le présent document contient des informations importantes sur vos droits, vos responsabilitéset/ou
vos avantages. Il est essentiel que vous compreniez les informations figurant dans ce document, et nous vous fournirons
gratuitement les informations dans la langue de votre choix. Appelez au (715) 682-9141 pour obtenir de l'aide pour la
traduction et la compréhension des informations contenues dans le présent document.

Haitian Creole ENPOTAN! Dokiman sa a gen enfdmasyon enpotan ladan konsénan dwa, responsablite ak/oswa avantajou yo.
Li ap vréman enpotan pou ou konprann enfomasyon yo ki nan dokiman sa a, epi n ap ba ou enfomasyon sa yo nan lang ou
prefere a gratis. Rele (715) 682-9141 pou jwenn asistans pou tradui ak pou konprann enfomasyon ki nan dokiman sa a.

Portuguese IMPORTANTE! Este documento contém informagGes importantes sobre os seus direitos, responsabilidades e/ou
beneficios. E essencial que compreenda as informacdes constantes neste documento, as quais disponibilizaremos,
gratuitamente, na lingua a sua escolha. Contacte o nimero (715) 682-9141 para solicitar ajuda para traduzir e compreender
as informacg0des contidas neste documento.
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Russian BAXXHO! B HacTosLLeM AOKYMEHTE COAEPMKMUTCA BaxkHan MHPOPMaLMa 0 BalLMX Npasax, 06a3aHHOCTAX U/Unn
npenmyLectsax. KpaliHe BaXHO, 4TOObI Bbl MOHAIM MHPOPMALMIO, COAEPKALLYIOCA B AAHHOM AOKYMEHTE, @ Mbl becnaaTHo
npeaocTaBMm Bam 3Ty MHPOPMaLUIO Ha BbiIBpaHHOM Bamu A3biKe. Mo3BoHUTe no TenedoHy (715) 682-9141ana nonyyeHus
MOMOLLM B NEPEBOAE M NOHMMaHUMU MHbOPMaALMKM, COAEPKALLENCA B AaHHOM JOKYMEHTE.
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