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 REASONABLE ACCOMMODATION PROCESS-WHAT YOU NEED TO KNOW! 
 
Below is the process that must be followed to comply with Regulatory 
mandates:  
 
Step 1:  An accommodation request is made by the employee, verbally or 
in writing.  This may be as simple as a request using the words “reasonable 
accommodation”, or describing a medical condition and the need for 
assistance.  Both are requests for accommodation.   
 
Step 2:  The HR specialist notifies the Reasonable Accommodations (RA) 
Point of Contact that there is a request, and goes on to develop the file in 
accordance with the regulations.   
 
Step 3:  The supervisor begins interactive discussions with the employee to 
clarify the employee’s needs, and keeps notes of discussion points for the 
file. 
 
Step 4: Concurrently with step 3, the supervisor develops the essential 
functions of the position.  
 
Step 5: If the medical documents are insufficient, the supervisor makes a 
written request for medical documentation with the help of HRO: Once 
received, medical documentation MUST be kept locked up.  
 
Step 6: The HR Specialist completes the Disability Analysis form. (Don’t be 
tempted to skip this step, it provides useful analysis and information.)  This 
form is required for the file.  This step is often completed with the assistance 
of the Reasonable Accommodation team, which consists at a minimum of 
the supervisor, the HR Specialist and the RA Point of Contact.   
 
Step 7: Next is the determination that the employee can be 
accommodated in the current position.  If accommodated in current 
position, the appropriate letter is issued to the employee. As appropriate, 
a change is made to the PD, the case is closed and the file sent to the RA 
POC. 
 
An Activity has 30 days to accommodate the employee in the current 
position or not-minus the time it took to get medical documentation   
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            Consider the following. We humans are social beings. We  
    come into the world as the result of others' actions. We survive here in 
dependence on others. Whether we like it or not, there is hardly a moment of       
     our lives when we do not benefit from others' activities….  
                                                                                     Dali Lama 

   Food for thought…….. 
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ACHE Conference Held 
 
The Associated Council of Hispanic Employees (ACHE) sponsored a 
conference on July 22-23 at the Admiral Kidd Club in Point Loma.  The 
conference targeted mid/senior level civilian employees GS-09/YA-2 and 
above, emphasizing career management and upward mobility in the 
Department of Navy.   
 
The two day conference kicked off with Ms. Patricia Adams, Deputy 
Assistant Secretary of the Navy (Civilian Human Resources), speaking 
about career paths for civilian employees and in particular, about senior 
level positions in the Senior Executive Service (SES) and how to attain those 
positions.  Rear Admiral Len Hering was also a featured speaker on the 
topic of leadership and diversity in the Department of Navy and the 
importance of developing employees through the ranks so they have the 
right skills and tools to be effective leaders. 
 
A panel discussion was held by three senior executives, Dr. Ronald E. 
Smiley, Director, Electronic Warfare/Combat Systems and Director, 
Avionics Department (Weapons Division), Dr. William H. Luebke, Technical 
Director, Naval Surface Warfare Center, Corona Division, and Mr. Edward 
S. Godfrey, Deputy Commander, Corporate Operations, Naval Sea 
Systems Command.  Each executive shared with the audience his career 
path leading to an SES position, followed by a question and answer 
session.  The conference provided attendees an opportunity to meet with 
these and other Senior Executives and network with them.   
 
The remainder of the conference provided breakout sessions for attendees 
to learn how to manage their careers more effectively, while also learning 
how to maintain a work/life balance.  Emphasis was also placed on the 
importance of seeking out and developing relationships with mentors 
throughout one’s career. 

 

 

          
       "It is amazing 
       
     what you can   
      
      accomplish 
     
 if you do not care 
  
     who gets the    
  
         credit."  
                                 
             Harry S.  

 Reassignment as an Option in Reasonable Accommodation Cases 
 
Once it has been determined that an employer cannot accommodate an 
employee in their own position, (and this should be the LAST resort), the 
reassignment process triggers.  
 
Step 1: The HR specialist conducts a job search within the Activity for 60 days. If 
there is a match for which the employee qualifies, the employee is automatically 
reassigned without competition.   
 
Step 2: If there are no vacant positions at the Activity, the CO must sign off on a 
certification of no vacancies. The employee then defines the area of consideration 
for which a further job search is to be conducted: within the commuting area for 
example, or farther out, if the employee wishes, with the caveat that they pay their 
own relocation expenses.   
 
Step 3:  The final action if there are no vacant funded positions for which the 
employee qualifies might be removal, or optional or disability retirement. This is an 
extremely serious step affecting the future of the employee and ALL efforts should 
have been made prior to this to keep the employee gainfully employed.       

  

                Truman 
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The Age of Age Related Complaints 
 
Employers must be ever more mindful 
in their day-to-day references to age in 
the workforce.  In 2001, the EEOC 
declared a finding against an agency 
when a manager, who often referred 
to an employee as an “old man” and 
once referred to him as a “dinosaur”, 
transferred the employee to another 
position. The employee was able to 
demonstrate a causal connection 
between the comments and the 
transfer and the Agency lost the case.  
See Harrison vs. Dept of Justice for the 
text of the decision.   
 
In any case, it would be best to choose 
our words wisely when referring to 
individuals or making such statements 
as “This organization needs new 
blood”, or similar sayings. These too, 
could be construed as management’s 
intent to pave the way for younger 
employees.   

 
     Great minds discuss ideas; 
 average minds discuss events; 
   small minds discuss people.  
 
                                   Eleanor Roosevelt
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 DIVERSITY COMMITTEE TAKES OFF!  
                   
In June 2009, the first Navy Region Southwest Multi-
Cultural Diversity Celebration took place. The theme 
was "Celebrating Diversity", and the celebration was 
dedicated to the various ethnic groups and cultures 
that comprise our Nation.  This is the essence of being 
American; each of us contributes our cultural 
background to blend into a “salad” wherein each 
ingredient retains its separate identity while blending 
into one magnificent creation that is stronger and 
better than its parts. The voice of the team becomes a 
blend of cultures, traditions, and nationalities, each 
with its own history and character. 
 
The Diversity Day celebration program included a 
fashion show, highlighting traditional dress of 
represented ethnicities including a brief description 
of the  significance of each garment.  Models were: SH2 
Hipperson - Chinese, MAC Urrete; SHC Palis - Filipino 
Barong Tagalog; Manish Guatam – India; Trebor Calloway 
- African American; Chico Swanlynn - Apache Camp Dress; 
Elisabeth Rose Moriaty - Malone Academy Official 
Uniform; QM2 Mayo – Indonesian; MA2 Soto and family - 
Traditional Hispanic. The second portion of the 
program, entitled WHO AM I? included presentations 
wherein participants described their cultural heroes’ 
significant accomplishments. Subsequently the audience 
was requested to participate with their own significant 
cultural heroes. Poems and dance performances were also 
a part of the Day’s celebrations, including a 
performance by The Crucero Band. The Diversity 
Committee served a delightful ethnic repast to the 
attendees. The Diversity Committee that hosted the 
event is a group of military and civilian volunteers, 
whose purpose is to provide awareness and demonstrate 
commitment to diversity to all military and civilian 
employees. The next Multi-Cultural Diversity 
Celebration will focus on the Hispanic Heritage month 
and will take place some time in October. Watch for 
flyers and emails in your department!  
 
DIVERSITY COMMITTEE: Hervey, James  DCCM; Palis, Jimmy SHC; 
Hipperson, Shannon SH2; Urrete, Jacob MAC; Porter, Adrian; Rodriguez, 
Ernesto MAC; Morgan, Tara MA2; Ruppe, Richard; Ringor, Edgar GSMC; 
Rotklein, Lenaya  LTJG; Keltner, Patricia CIV; Torres, Luis YN2; Early, 
James ABF2; Ritchings, Crystall OS2; Gowdy, William MCC; Kappenhagen, 
Robert IT2; Mota, Mary AZ1; Holliday, Veronica NCC; Zielinsky, Paul MA1; 
Cecilio, Graziella YN1; Sandidge, Melissa YNCS; Soto, Benjamin MA2; 
Ellis, Daryl MA1; Reedy, Steven MA1; Davidson, Alonza ITC; Bashir, Taha 
QM2; Mendiola, Kenneth RPCS; Noel, Bernard ; Mayo, Yolanda QM3. 

  

SIGNIFICANT  CASE LAW 
 
  Schroer v. Billington, Librarian of Congress 
  577 F.Supp.2d 293 (Sept. 19, 2008).  
  The D.C. Circuit denied Library of Congress’  
  motion to dismiss a Title VII suit and,  
  following a trial, entered a judgment for the  
  employee, finding all “legitimate reasons”  
  pretext for discrimination. 
 
 The court found that a failure to hire is   
 because of “sex” if it is because an employee  
 does not conform to the psychological or  
 behavioral stereotypes of his or her birth sex   
 and that “sex” (as in “sex discrimination”)   
 includes gender identity. 
 
      On  April 29, 2009, Court awarded  
           $491,190.80 to the Plaintiff: 
    $183,653 for back pay and benefits 
    $300,000 for non-pecuniary losses 
    $7,537.80 for past pecuniary losses 
  
 Award is currently being held in abeyance    
 while the defendant considers whether to take  
 an appeal.                                           ATSMEDIA   

   

http://www.brainyquote.com/quotes/quotes/e/eleanorroo385439.html
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From our Partners in Ventura 
 

The NAVAIR and NAVSEA Equal Employment Opportunity (EEO) 
Offices hosted a joint Women's Professional Development Training 
Symposium, "Planning for Success", on 24 June 2009 at the Marriott 
Residence Inn River Ridge in Oxnard, CA. 

The training was geared toward journeyman level women in grades GS-9 
to GS-13 or equivalent and provided attendees with tools to enhance 
career success. The symposium featured an exciting array of topics, 
including Interviewing Skills, Mentoring, Presentation Skills and 
Storytelling (How to Build Your Story for Success). 

As the highlight of the symposium, Ms. Vernice Armour was the 
keynote speaker for this event. Ms. Armour was the first African 
American female pilot for the United States Marine Corps. She 
completed two tours of duty in Iraq and was recognized as America’s 
First African American Female Combat pilot by the Department of 
Defense. Her blend of high-energy presentation with humorous 
anecdotes and commanding content educated and edified while engaging 
and entertaining. In addition to Ms. Armour, attendees heard from 
NAVAIR and NAVSEA leadership. The day’s events included 4 
breakout sessions as noted above. 

 

Points of contact 
 
Servicing PMA/HRO 
 
EEO Staff:  
 
Deputy EEO Officer  
Mahealani Tolbert 532-1271 
 
General Inquiries: (619)  532-2757  

DSN: 522- 
Complaints Management 
Warren Robinson 532-1246 
Cheryl McGuire   532-2328 
Marissa Marmolejo          532-1024 
 
Reasonable Accommodation 
Cheryl McGuire   532-2328 
 
Alternative Dispute Resolution  
Catherine Cheyssial  532-3530 
Connie Cutner                  532-1207 
 
Investigations   
Kendra Leatherwood  532-2757 
 

EEO Counselors 

Annette Nava                   532-1248 

Mona Gonzales         805-982-1406   

    

 

 

 

 On 18 June 2009, the Federal Women’s Program in conjunction with the Southern California   
 Gold Coast - Federally Employed Women in Ventura County presented a discussion by Ms.  
 Mahealani Tolbert Deputy Equal Employment Opportunity Officer NAVY REGION SOUTHWEST. 
                     
                      “Organizational Politics: Lessons Mother Never Taught You!”  
          A stimulating and inspiring talk, this event was well attended and addressed  
 Demographics of Underrepresented Populations –Including  Women/ Minorities in High Grades 
 

                               
                          In the long run, 
              we shape our lives, and 
                 we shape ourselves. 
     The process never ends until we die. 
              And the choices we make 
                     are ultimately  
               our own responsibility.  
                                                                     
                                                                           Eleanor Roosevelt
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