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1.0 Purpose 

The purpose of this policy is to establish Ohio as a disability inclusion state and model 
employer of individuals with disabilities, in accordance with Executive Order 2019-03D 
and to establish statewide standards and guidelines in accordance with the Americans 
with Disabilities Act as Amended (“ADA”)1. The standards and guidelines contained in 
this policy apply to the state agencies, boards, and commissions under the authority of the 
Governor (collectively, “agencies”) and may be used by agencies in drafting agency-
specific ADA policies. 2   

A glossary of terms found in this policy is located in Appendix A - Definitions. The first 
occurrence of a defined term is in bold italics.  The first occurrence of the word in the 
policy body outside of a title or heading is in bold, italic type.  

2.0 Policy 

2.1 It is the policy of the State of Ohio to encourage and support individuals with 
disabilities to fully participate in the social and economic life of Ohio and engage 
in competitive integrated employment.  Further, the State is strongly committed to 
promoting diversity, ensuring fairness and non-discrimination in state government 
employment practices and to maintaining a working environment free from 
discrimination.  Accordingly, all agencies shall comply with the ADA and provide 

1 Throughout this policy, references to the “Americans with Disabilities Act” or the “ADA” are intended to 

incorporate applicable state disability discrimination laws in Chapter 4112 of the Ohio Revised Code, and 
Governor DeWine’s Executive Order 2019-03. 

2 This policy does not address every requirement under of the ADA.  Agencies are responsible for 
working with their agency legal counsel to ensure compliance with all relevant provisions of the ADA. 
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an accessible and inclusive environment for all State employees, and qualified 
individuals with a disability who are seeking employment with the State.   

2.2 Employment-Related Policy and Process Requirements:  Each agency must 
establish its own ADA policy and process (or policies and processes if the agency 
chooses to develop a separate policy and process for each Title of the ADA) in 
accordance with this policy.  As employers, state agencies must address the 
following within their policies and processes: 

2.2.1 Notice of ADA Provisions.  Agencies shall create and distribute any notice 
required by the ADA: 

• Title I of the ADA requires employers, including state government
employers, to post notices accessible to employees and individuals
seeking employment that describe the protections against disability
discrimination in employment.  To assist agencies in fulfilling this
requirement, a sample notice can be found by following the link in
the Resources section below.  Additionally, the State of Ohio,
through the State’s web-based hiring portal, will provide notice to all
individuals seeking employment that the State of Ohio is a disability
inclusion state and model employer of individuals with disabilities.

2.2.2 Reasonable Accommodation Requests and Procedures. 

• Agencies must evaluate each accommodation request on a case-
by-case basis via the interactive process.  Agencies must provide
reasonable accommodations to qualified individuals with disabilities
who are employees or seeking employment with the State of Ohio,
except when such accommodation would cause an undue
hardship or direct threat to the agency.

• Each agency must have a process in place to notify individuals
seeking employment of how to request a reasonable
accommodation during the application and selection process. To
assist agencies in fulfilling this requirement, a sample notice is
included as Attachment 1.

• Each agency must notify its employees of the process to request a
reasonable accommodation in the workplace.   To assist agencies
in fulfilling this requirement, a sample notice is included as
Attachment 2.

• When scheduling meetings and internal events, agencies should
notify participants that they may request a reasonable
accommodation and notify them of how to make a request. To
assist agencies in fulfilling this requirement, a sample notice is
included as Attachment 3.

Complaint Process. As provided in HR-14 (Anti-Discrimination and        
Anti-Harassment Policy and Reporting Procedure), each agency must 
address 

2.2.3
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disability discrimination within their agency-specific EEO policy.  Further, 
agencies must ensure that their internal employee/applicant EEO 
complaint process covers disability discrimination/harassment/retaliation—
this includes complaints regarding requests for reasonable 
accommodation.  

2.2.4 Agency ADA Coordinator. Each agency must designate an ADA 
Coordinator, who is responsible for the following: 

• Create and make available to all employees (and individuals
seeking employment, where applicable) the notices required by
2.2.1. and 2.2.2.

• Facilitate the agency’s reasonable accommodation request
process.  This includes ensuring that approved reasonable
accommodations are implemented.

• Facilitate the agency’s ADA complaint process.

• Promote a disability inclusive work culture.

2.2.5 Accessibility.  Agencies must ensure accessibility for all employees and 
individuals seeking employment in accordance with applicable ADA 
standards.  Ensuring accessibility includes, but is not limited to, the 
following: 

• Physical space owned or leased by the agency and all newly built
construction is compliant with applicable ADA standards.3

• All agency-specific employment forms and information, including
internal and external facing websites, are accessible and/or
available in alternative formats for individuals seeking employment
and employees with disabilities in accordance with applicable ADA
standards.

• Any agency-sponsored meeting and/or event, including interviews
for employment, are held in an accessible location. For internal
meetings, agencies ensure that meetings are held in an accessible
location for all staff that are participating.  Virtual meetings/events
hosted by agencies are accessible.

2.3 Inclusion: The State of Ohio is committed to integrating individuals with disabilities 
who are employed by, or are seeking employment with, the State by creating an 
inclusive workplace environment.  

3 Please note, 2010 amendments to the ADA provide “safe harbor” provisions for certain aspects of physical 

structures that complied with the previous 1991 ADA standards, meaning if a particular element complied 
with the 1991 standards, changes would not need to be made until they were subject to planned alteration.  
Agencies should work with their legal counsel to determine if the “safe harbor” provisions apply to their 

physical spaces.  
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2.3.1 Training. At a minimum, each agency must ensure staff receive training as 
follows: 
• Disability Etiquette and Awareness Training.  Any newly hired

employee must complete the Disability Etiquette and Awareness e-
learning module after hire, in accordance with each agency’s
orientation and onboarding process. Beyond orientation and
onboarding, agencies must also ensure that all employees
participate in regular disability etiquette and awareness training
throughout their employment; this includes periodic training on the
use of technology to make worksites more accessible.

• Additional Training Opportunities. The Statewide ADA Coordinator
will work with Agency ADA Coordinators, EEO Coordinators and
agency human resources staff to offer additional training.

2.4 Planning and Reporting:  Each agency will develop a strategic, comprehensive 
plan that identifies improvement opportunities within the agency to embrace 
diversity and inclusion and establishes goals for each improvement opportunity 
pursued along with a detailed plan for achieving each goal. Part of the plan will be 
devoted to disability inclusion initiatives—the Disability Inclusion Plan. 

2.4.1 Disability Inclusion Plan.  The Disability Inclusion Plan will include the 
following: 

• Self-Review. Agencies will conduct a self-review to identify barriers
to attracting, hiring, and retaining individuals with disabilities and to
assess progress toward achieving goals established in the most
recent Disability Inclusion Plan.

• Plan Development. Each agency will establish goals, in
consultation with the State ADA Coordinator, to attract, hire, and
retain individuals with disabilities; reduce or eliminate barriers to
employment; and/or to become a more inclusive employer for
individuals with disabilities.  This may include modifying goals
established in previous plans.  Each goal will include a list of
detailed action items that the agency intends to fulfill to achieve its
goal.

2.4.2 DAS Assistance and Review. 

• Reports. The Statewide ADA Coordinator will identify reporting
tools for agencies to use to complete their Disability Inclusion Plan.
This will include self-disclosed disability data through the state
personnel management system that agencies can leverage to
establish goals, develop action items, and measure progress in
hiring individuals with disabilities.

• DAS Review. Agencies must submit their Disability Inclusion Plan
(as part of their strategic, comprehensive plan submission) to the
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Office of Diversity, Equity, and Inclusion (DAS-DEI) for review and 
approval.  

  
• DAS-DEI will provide additional direction, guidance, and resources 

regarding the topics addressed in this policy.4 
  

2.4.3 Timing.  DAS-DEI will establish the submission due date for the Disability 
Inclusion Plans referenced throughout this policy. 

 
2.5 Implementation: Within twelve (12) months of the effective date of this policy, 

agencies shall draft or update their agency-specific policy and practice (or policies 
and practices) in accordance with this statewide policy. Agencies shall ensure that 
all of their employees are provided with and can access this statewide policy and 
any applicable agency ADA policy and procedure.  

3.0 Authority 

Executive Order 2019-3D; The Americans with Disabilities Act of 1990 as amended; ORC 

3304.14; ORC 4112.02, and 42 USC 12201 et seq., Section 504 of the Rehabilitation Act, 

as amended. 

Revision History 

Date Description of Change 

02/27/2023 Original policy. 

4.0 Inquiries 

Direct inquiries about this policy to: 
 
 James Clinkscale 
 Statewide ADA Coordinator  

Office of Disability Inclusion, Human Resources Division 
Ohio Department of Administrative Services 
30 E. Broad Street, 40th Floor 
Columbus, Ohio, 43215 
614.728.2648 / james.clinkscale@das.ohio.gov 

 
Labor Relations and Human Resources Policy Section 
Office of Collective Bargaining 
Ohio Department of Administrative Services 
4200 Surface Road 

 Columbus, Ohio 43228 
 614.752.5393 / DASHRD.HRPolicy@das.ohio.gov  

  
State of Ohio Administrative Policies may be found online at 

 
4 The Disability Inclusion Review will be a component of the comprehensive DEI Strategic Plan and 

agencies will document their Disability Inclusion Review within the DEI Strategic Plan Form provided by 
DAS’s Office of Diversity, Equity, and Inclusion. 
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www.das.ohio.gov/forStateAgencies/Policies.aspx 
 

5.0 Attachments5  

Attachment 1 – ADA Notice to Individuals Seeking Employment – (How to Request a 

Reasonable Accommodation) 

Attachment 2 – ADA Notice for Employees Regarding Reasonable Accommodations – 
(How to Request a Reasonable Accommodation) 
 
Attachment 3 – ADA Notice for non-Employee Users of Agency Trainings, Meetings, and 
Events – (How to Request a Reasonable Accommodation) 
  

Appendix A - Definitions  
 

a. Accessibility: Compliance with access guidelines required under the ADA and any other 
applicable federal or state law, including executive orders. 
 

b. Americans with Disabilities Act (ADA): The Americans with Disabilities Act (ADA) is a civil 
rights law prohibiting discrimination against individuals on the basis of disability.  It was 
enacted on July 26, 1990 and was amended in 2008 (ADA Amendments Act.)  The ADA 
consists of five titles outlining protections in the following areas:  I.  Employment; II. State 
and Local Government Services; III. Public Accommodations; IV. Telecommunications; 
and, V. Miscellaneous Provisions. 

c. Complaint Process: For the purposes of this policy, “complaint process” refers to the 
grievance process required under the ADA.  
 

d. Direct Threat: When there is significant risk of substantial harm to the health or safety of 
the individual employee with a disability or others.  
 

e. Interactive Process: The interactive process is used to determine whether an effective and 
reasonable accommodation is available for an employee or applicant under the Americans 
with Disabilities Act (ADA). The interactive process is required and simply means the 
employee or applicant with a disability and the employer work together to develop and 
discuss accommodations.  

 
f. Undue Hardship: Any action that is unduly costly, extensive, substantial, disruptive or that 

would fundamentally impact the operation and/or business of the employer.   
 
 
 

 

 

 
5 Example language in attachments 1-3 are templates that should be reviewed with agency legal counsel 

and modified as necessary by each agency before distributing.  

http://www.das.ohio.gov/forStateAgencies/Policies.aspx
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Appendix B - Resources  

 
 

Attachment 1 
ADA Notice to Individuals Seeking Employment  
(How to Request a Reasonable Accommodation) 

To be Included on: 

• Agency Employment Postings  

• Invitation to Test or Interview 

• Employment Offer Letter  
 
“(Insert Agency Name) is committed to providing access and inclusion and reasonable 
accommodation in its services, activities, programs and employment opportunities in accordance 
with the Americans with Disabilities Act (ADA) and other applicable laws. To request an ADA 
reasonable accommodation please contact the individual indicated below no later than (insert 
date): (Insert name, title) at (insert telephone number and email)” 
 

Attachment 2 
ADA Notice for Employees Regarding Reasonable Accommodations 

(How to Request a Reasonable Accommodation) 
 
(Insert Agency Name) is committed to providing you with access and inclusion throughout your 
employment with the agency.  This agency provides reasonable accommodations in accordance 
with the Americans with Disabilities Act (ADA) and other applicable laws.  To request a reasonable 
accommodation due to a disability, please contact (Insert name of agency ADA Coordinator, title) 
at (insert telephone number and email) as soon as possible. 

 
Attachment 3 

ADA Notice for non-Employee Users of Agency Trainings, Meetings, and Events  
(How to Request a Reasonable Accommodation) 

 
The State of Ohio is a disability inclusion state. We promote access to our meetings, trainings, 
and events. To request a reasonable accommodation due to a disability, please contact (Insert 
name of agency ADA Coordinator, title) at (insert telephone number and email) as soon as 
possible.   Requests made 14 days prior to the event will generally allow us to provide seamless 
access, but (insert agency name) will make every effort to meet requests made after that date.  

 
 

Document Name 

HR-14 Anti-Discrimination and Anti-Harassment Policy and Reporting Procedures. Contains 
information and direction on how to report claims of discrimination and harassment in the 
workplace.  
https://das.ohio.gov/wps/wcm/connect/gov/b4d81f71-ae25-4a35-8e8f-66b95b0f9f66/HR-
14+Anti-Discrimination+and+Anti-
Harassment+Policy+%26+Reporting+Procedures++01092023.pdf?MOD=AJPERES&CONVE
RT_TO=url&CACHEID=ROOTWORKSPACE.Z18_M1HGGIK0N0JO00QO9DDDDM3000-
b4d81f71-ae25-4a35-8e8f-66b95b0f9f66-omoI2un  

Required Agency ADA Notice to Employees and Individuals Seeking Employment: 
https://das.ohio.gov/static/DEI/DAS_Know-Your-Rights.pdf  

https://das.ohio.gov/wps/wcm/connect/gov/b4d81f71-ae25-4a35-8e8f-66b95b0f9f66/HR-14+Anti-Discrimination+and+Anti-Harassment+Policy+%26+Reporting+Procedures++01092023.pdf?MOD=AJPERES&CONVERT_TO=url&CACHEID=ROOTWORKSPACE.Z18_M1HGGIK0N0JO00QO9DDDDM3000-b4d81f71-ae25-4a35-8e8f-66b95b0f9f66-omoI2un
https://das.ohio.gov/wps/wcm/connect/gov/b4d81f71-ae25-4a35-8e8f-66b95b0f9f66/HR-14+Anti-Discrimination+and+Anti-Harassment+Policy+%26+Reporting+Procedures++01092023.pdf?MOD=AJPERES&CONVERT_TO=url&CACHEID=ROOTWORKSPACE.Z18_M1HGGIK0N0JO00QO9DDDDM3000-b4d81f71-ae25-4a35-8e8f-66b95b0f9f66-omoI2un
https://das.ohio.gov/wps/wcm/connect/gov/b4d81f71-ae25-4a35-8e8f-66b95b0f9f66/HR-14+Anti-Discrimination+and+Anti-Harassment+Policy+%26+Reporting+Procedures++01092023.pdf?MOD=AJPERES&CONVERT_TO=url&CACHEID=ROOTWORKSPACE.Z18_M1HGGIK0N0JO00QO9DDDDM3000-b4d81f71-ae25-4a35-8e8f-66b95b0f9f66-omoI2un
https://das.ohio.gov/wps/wcm/connect/gov/b4d81f71-ae25-4a35-8e8f-66b95b0f9f66/HR-14+Anti-Discrimination+and+Anti-Harassment+Policy+%26+Reporting+Procedures++01092023.pdf?MOD=AJPERES&CONVERT_TO=url&CACHEID=ROOTWORKSPACE.Z18_M1HGGIK0N0JO00QO9DDDDM3000-b4d81f71-ae25-4a35-8e8f-66b95b0f9f66-omoI2un
https://das.ohio.gov/wps/wcm/connect/gov/b4d81f71-ae25-4a35-8e8f-66b95b0f9f66/HR-14+Anti-Discrimination+and+Anti-Harassment+Policy+%26+Reporting+Procedures++01092023.pdf?MOD=AJPERES&CONVERT_TO=url&CACHEID=ROOTWORKSPACE.Z18_M1HGGIK0N0JO00QO9DDDDM3000-b4d81f71-ae25-4a35-8e8f-66b95b0f9f66-omoI2un
https://das.ohio.gov/static/DEI/DAS_Know-Your-Rights.pdf



