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Effective Behaviours for Successful Workplace Accommodation 
Purpose of this tool
This tool provides a checklist for managers and a checklist for employees to help them work together through the workplace accommodation process for employees with disabilities. It outlines what is expected from managers and employees and clarifies the limits of accommodation. While each situation is unique, this tool provides effective behaviours to help approach workplace accommodation in a thoughtful, consistent, and practical way.
This tool complements the Tips to Navigate the Workplace Accommodation Journey for Employees with Disabilities (Manager), as well as the Tips to Navigate the Workplace Accommodation Journey for Employees with Disabilities (Employee). These two documents provide effective behaviours for managers and employees at each step of the workplace accommodation journey.
This tool should be read in conjunction with Treasury Board Secretariat’s Directive on the Duty to Accommodate (Directive on DTA) and Duty to Accommodate: A General Process For Managers.
What we have heard
We have heard from hundreds of managers and employees that they need practical tools and examples to help them during the workplace accommodation process. The May 2019 Survey on Workplace Accommodations in the Federal Public Service shows that of the 2,346 managers that responded, 63% of managers have handled no more than one workplace accommodation requests per year on average, and many employees were navigating the process for the first time. Through BAP research, we have learned that the people taking part in the workplace accommodation process still need practical support.  

Accessibility is a journey, not a destination. This tool helps make that journey easier by providing support and promoting effective behaviours. This tool is a starting point to simplify decision-making and support managers with clear information based on current policy.
How to use this tool
This tool is designed to help both managers and employees with what is expected of them in the workplace accommodation process. 
In Annex A, you will find a checklist for managers that outlines the key actions to ensure a respectful and effective experience with the accommodation process.
In Annex B, you will find a checklist for employees that outlines the key actions to ensure a respectful and effective experience with the accommodation process.

Annex A: Checklist for managers
Note: In many cases, the employee’s workplace accommodation request can be addressed through collaborative conversations between the manager and the employee without going to external sources for information or documentation. Supporting information would normally only be required when the barrier is unclear and the workplace accommodation measure is unknown.
· Know your responsibilities under the Directive on the Duty to Accommodate and the Duty to Accommodate: A General Process for Managers.
· Ensure that you maintain the confidentiality and dignity of the employee. 
· Understand that your duty to inquire is a legal obligation. Be aware of situations where you may need to initiate a discussion if you believe that an employee may require a workplace accommodation solution, even when the employee has not requested this. 
· Inform your employee of the voluntary Government of Canada Workplace Accessibility Passport that is available to them.	Comment by Dar, Arpita AD: spelled out GC for consistency - @Charlier, Sarah S [NC]  please check french
· Follow the four As:  
· Actively listen to the employee to understand the barrier. Openly discuss the barriers, potential solutions, as well as operational requirements of the position. 
· Adopt a positive and collaborative approach when employees share information about the barriers they experience in the workplace.  Employees know their own needs best. If the barrier is clear, and the workplace accommodation measure is known, implement the solution promptly. Avoid unnecessary delays that occur from asking for medical documentation when it is not needed. However, when an accommodation affects operational needs, prevents the employee from meeting the functional requirements of their position, or conflicts with the collective agreement, a policy, or a directive, it may be appropriate to request supporting documentation, such as medical information, to identify a reasonable accommodation.
· Act/Accommodate in a timely manner. Provide prompt support to workplace accommodation requests to build positive working relationships and support your employee to fully participate in the workplace. When waiting for permanent workplace accommodation solutions, managers must consider providing temporary solutions right away.
· Accountability matters. Be transparent and clearly communicate decisions, document the workplace accommodation process, follow up with the employee to confirm that the solution is effective and remain responsive to changing needs. 
· Verify if the solution can be provided based on the position requirements.
· Check if the proposed workplace accommodation complies with the employee’s collective agreement and meets operational requirements. If it does, approve access to the solution promptly in accordance with your organizational accommodation process. If not, work with a centre of expertise or human resources to find an alternative approach.
· Understand that there may be situations where a requested workplace accommodation cannot be granted. There may be times when the specific accommodation solution the employee requests cannot be provided, especially if there are other reasonable options that still address the barriers the employee faces and meet the organization’s requirements. The process should always be collaborative, but this does not change the employer’s obligations or the employee’s responsibility to take part in the process, including accepting solutions that are reasonable. Reasonable accommodation solutions are meant to address the barriers while also minimizing impacts on operations and using the flexibility already available in your terms of employment. A reasonable accommodation does not have to match the employee’s personal preference; however, it must address the barrier the employee is experiencing. Connect with internal experts, such as the centre of expertise, labour relations or alternate human resources advisor, for support in assessing undue hardship and discussing the operational requirements and the provisions of collective agreements.    
· Know when you should seek additional information.
· If the barriers are unclear or complex, seek help from your department’s centre of expertise or alternate human resources advisor before deciding on solutions or requesting a medical note.
· If the employee has existing medical or other documentation, focus on how their barrier affects their work, what type of solution could be effective and whether the proposed solution is reasonable.
· Keep clear records of all workplace accommodation solutions provided, including those provided on an informal basis. Records should document the process that was followed to consider and act on the employee’s request for workplace accommodation, including decisions made, timelines and outcomes. Remember to protect private and confidential information, in accordance with all relevant information management requirements.
· Revisit accommodation solutions periodically. Check in with the employee at least once a year, to ensure they have what they need. Remember, a check-in does not mean that an employee needs to resubmit a request for accommodation. A check-in should occur to determine if their needs are being addressed, if anything has changed and if the solution is continuing to address barriers. 


Annex B: Checklist for employees
Note: In many cases, your workplace accommodation request can be addressed through collaborative conversations with your manager without going to external sources for information or documentation. Supporting information would normally only be required when the barrier is unclear and the accommodation measure is unknown.
· Know your responsibilities and what you are entitled to under the Directive on the Duty to Accommodate.	Comment by Dar, Arpita AD: @Charlier, Sarah S [NC]  i actually removed a link here - it was incorrect
· Understand the purpose of workplace accommodation. The process is meant to identify and address barriers so that you can fully participate in the workplace and meet performance expectations. 
· Use the voluntary Government of Canada Workplace Accessibility Passport. The Passport is helpful in supporting communication with your manager and documenting the workplace accommodation for future use. 	Comment by Dar, Arpita AD: spelled out GC for consistency - @Charlier, Sarah S [NC]  please check french
· Share information with your manager about how the workplace barrier(s) affects your ability to perform tasks. It is important to start with the barriers so you can work with your manager to identify a reasonable accommodation solution(s).
· Inform your manager when changes are required to your existing workplace accommodation solutions or when your workplace accommodation solution is no longer necessary. 
· Recognize that your participation is critical to the success of the workplace accommodation process. Both you and your manager share responsibility for finding solutions. If you are not clear on the barriers, it is difficult for your manager to provide reasonable accommodation measures.
· [bookmark: _Int_54VAfUBW]Understand that there may be situations where requested workplace accommodation cannot be granted. There may be times when specific accommodation requests cannot be provided, especially if there are other reasonable options that still address the barriers and meet the organization’s requirements. The process should always be collaborative, but this does not change the employer’s obligations or your responsibility to take part in the process, including accepting solutions that are reasonable. Reasonable accommodation solutions are meant to address the barriers while also minimizing impacts on operations and using the flexibility already available in your terms of employment. A reasonable accommodation does not have to match your personal preference; however, it must address the barrier you are experiencing.
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