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	INTERACTIVE PROCESS
Many offices support and manage employees with disabilities who, with reasonable accommodations, successfully perform essential functions of their positions.  The interactive process is a vital part of the accommodation process.  The goal is to inform the employee of available options and evaluate reasonable accommodations, which may be available to permit a return to the usual and customary job assignment or an alternate or modified assignment.  Therefore, the below guidelines are provided to assist offices who must engage in the process when employees are returning to work with or without restrictions/limitations.  Supervisors and managers will be held accountable for not engaging in this process in a reasonable time frame.

INTERACTIVE PROCESS MEETING

The Interactive Process is mandated by State law and is intended to provide departments and employees/applicants the opportunity to discuss and cooperatively determine the most appropriate accommodation.  Departmental representatives (Supervisors, Managers, Return to Work Coordinators) must communicate directly with the individual in good faith and in a timely manner.  It is essential that the process is not delayed or obstructed.

The interactive Process requires that each involved party actively and cooperatively participate in facilitating an appropriate determination within reasonable timeframes.  Both parties bear this responsibility; however, the department cannot force an employee/applicant to cooperate in the process by requiring medical documentation from the employee/applicant (i.e. a Department may not order an employee/applicant to provide medical documentation for a reasonable accommodation request).  
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If you have any questions regarding this release please 


e-mail your question to:

Policy@dcfs.lacounty.gov  |


Clerical Handbook: http://lacdcfs.org/Policy/Hndbook%20Clerical/Default.htm
Child Welfare Services Handbook: http://lacdcfs.org/Policy/Hndbook%20CWS/default.htm

FYI’s: http://lacdcfs.org/Policy/FYI/TOCFYI.htm
When an employer learns of an employee’s disability, there is an affirmative obligation to commence the Interactive Process within a reasonable period of time.  The Interactive Process can and should take place with or without Health & Safety intervention.  Health & Safety should be consulted to ensure American’s With Disabilities (ADA) and Fair Employment Housing Act (FEHA) compliance occurs.  The meeting should be fully documented in writing.  If Health & Safety intervention is required, any party to the process can initiate contact.

Employees returning from leave without work restrictions or limitations should be engaged in the interactive process meeting within 10 business days of the release to return to work.  Health & Safety intervention is not required, however, the meeting must be documented and a copy provided to the employee, office medical folder and Health & Safety Management.

Employees returning with work restrictions or limitations must engage in the Interactive Process prior to their return to work.  A copy of the medical note with restrictions/limitations should be forwarded to the Office of Health & Safety Management so that the interactive meeting can be scheduled with the employee, supervisor, and/or management.

MEDICAL CERTIFICATIONS

All medical notes requesting a medical leave of absence, an extension of a leave, and release to return an employee to work with or without restrictions or limitations, should, upon receipt,  immediately be  forwarded to the Office of Health & Safety Management for further action and/or filing into the employee’s official medical folder.  Offices should retain all other medical notes in the office medical file.
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