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HOLIDAYS AND LEAVE ACCRUAL POLICY 

HOLIDAYS 

Pursuant to Miss. Code Ann. 3-3-7 

City Offices will be closed in recognition of ten (10) holidays each year.  The list of holidays 
may be amended at any time by the Governor or municipal governing authority.  All 
regular full-time employees will be paid for holidays according to the number of hours 
each is normally scheduled to work on the day on which the holiday falls.   

All regular part-time employees will be paid for holidays according to the number of hours 
each is scheduled to work on the holidays.  When a holiday falls on Sunday, the following 
Monday will be observed and when a holiday falls on Saturday, the preceding Friday will 
be observed.  Holidays are observed from 12:00 a.m. (midnight) on the eve on the holiday 
to 12:00 a.m. (midnight) the day of the holiday.   

Employees who are required to work on a holiday will be granted a compensatory day at 
the straight time rate for each holiday they are required to work, or if non- exempt; may be 
paid for the holiday at the straight time rate.  Holiday pay does not count as hours worked 
for calculation of overtime.  In order receive pay for an observed holiday, employees must 
not have been absent without authorized leave either on the work day before of after the 
holiday.  

The City of Jackson observes the following holidays: 

January 1 New Year’s Day 

The Third Monday of January Dr. Martin Luther King Jr.’s Birthday 

The Third Monday of February President’s Day 

The Last Monday of May Memorial Day 

June 19 Juneteenth 

July 4 Independence Day 

The First Monday of September Labor Day 

November 11  Veteran’s Day 

Last Thursday of November Thanksgiving 

December 25 Christmas Day 



REVISED HOLIDAY AND LEAVE POLICIES 1-1-23 

LEAVE 

Personal Leave 

City employees shall earn annual personal leave benefits on a pro-rated basis and credited 
to the leave bank of municipal employees during the employee’s respective payroll cycle 
and according to the length of service.  Personal benefits are not earned during any period 
of an unpaid leave of absence, for any time worked beyond the employee’s regular shift 
assignment in a pay period.    

Annual leave must be approved by the employees’ supervisor and is considered leave 
without pay if approval is not given.  The approval of vacation schedules shall be arranged 
considering both the desire of the employees and the department workload.  The City shall 
try to accommodate employees’ choices, but the City reserves the right to schedule vacation 
to meet operational needs.  Taking leave without prior approval may result in discipline, 
up to and including termination. 

There is no limit to the accumulation of annual leave.  Upon termination of employment, 
employees shall be paid for not more than 240 hours of accumulated annual leave and all 
other unused annual leave shall be counted as creditable service for purposes of the Public 
Employee Retirement System (PERS). 

The beneficiaries of employees who have died with unused vacation leave shall receive 
payment of all accumulated vacation leave, not to exceed the amount of 240 hours.    
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Personal leave will accrue as indicated below: 

PERSONAL LEAVE (VACATION) 

CONTINUOUS SERVICE      ACCURAL RATE ACCRUAL RATE 

         (Monthly)       (Annually) 

1/2 month to 3 years 

8 Hour Employee 12 hours  18 days 

12 Hour Employee 14 hours   21 days 

24 Hour Employee 18 hours   27 days 

3 years, 1 day to 8 years 

8 Hour Employee 14 hours   21 days 

12 Hour Employee 17 hours   25.5 days 

24 Hour Employees 21 hours   31.5 days 

8 years, 1 day to 15 years 

8 Hour Employee 16 hours   24 days 

12 Hour Employee 19 hours   28.5 days 

24 Hour Employees 24 hours   36 days 

Over 15 years 

8 Hour Employee 18 hours   27 days 

12 Hour Employees 21 hours  31.5 days 

24 Hour Employee 27 hours  40.5 day 

Sick Leave 

City employees shall earn annual sick leave benefits on a pro-rated basis and credited to 
the leave bank of municipal employees during the employee’s respective payroll cycle and 
according to the length of service.   

Sick Leave is leave from work to employees because of illness or injury of a member of 
employees’ Immediate Family that requires the employees’ attendance, and medical dental 
and optical appointments.  Immediate Family Members include: parent, step-parent, 
spouse, siblings, step siblings, child, step-child, grandchild, grandparent, mother- in-law, 
father-in-law, sister-in-law, and brother-in-law. 



REVISED HOLIDAY AND LEAVE POLICIES 1-1-23 

If calling in sick, the employee shall call in before the start of the shift, in accordance with 
department policy.  The first day of sick leave shall be taken as an annual leave day and 
following an absence of three (3) or more days, an employee shall be required to provide a 
doctor’s excuse or other valid proof of absence. There is no limit for the accumulation of 
sick leave.   

You may use sick leave when you are unable to work due to illness or injury. Sick leave is 
not to be used as extra vacation time.  Any employee who abuses sick leave may be subject 
to disciplinary action. An employee shall be subject to disciplinary action if he/she engages 
in outside employment at any time which he/she has used sick leave.   

Employees who are absent from work must report their absence to their immediate 
supervisor.  Absences should be reported no later than one hour prior to the start of the 
work day.  In extreme emergencies, notification should be given as soon as practicable. 

The City reserves the right to require a satisfactory statement from a licensed physician 
whenever employees miss work due to illness, injury, or disability.  Employees may be 
asked to provide a physician’s statement that verifies the nature of an illness, injury or 
disability, its beginning and ending dates, and/or their ability to return to work without 
endangering their safety or the safety of others. Normally, a statement shall not be 
requested for absences of three (3) days or less, but the City may request such a statement 
in situations where it deems it is warranted.  Such verifications and releases, when 
requested, may be a condition of receiving sick leave benefits or returning to work.  

Sick leave benefits will not be earned or granted during any City authorized unpaid leave 
of absences from duty not authorized by the City; or after separation from the City.   

If employees retire due to disability, they shall be allowed to use all accumulated sick leave 
and/or vacation leave before the effective date of their disability retirement.   

Additional Personal Leave for Birthday Recognition 

In addition, to the personal leave hours based on length of service, each employee shall be 
afforded an additional day of leave which corresponds with the number of hours he/she 
routinely works as birthday recognition which may be taken by the employee at any time. 
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Bereavement Leave 

The City of Jackson recognizes that death may occur in the Immediate Family of employees 
which require absences from work.  Immediate Family Members include: parent, step-
parent, spouse, siblings, step siblings, child, step-child, grandchild, grandparent, mother-
in-law, father-in-law, sister-in-law, and brother-in-law. 

Employees will receive three (3) days of paid bereavement leave to employee’s who are 
confronted with death in the Immediate Family.  In addition to the three (3) days of paid 
bereavement leave, an employee who is confronted with death in the Immediate Family 
may also use up to two (2) days of sick leave. 

Sick leave will accrue as indicated below: 

SICK LEAVE 

CONTINUOUS SERVICE      ACCURAL RATE ACCRUAL RATE 

         (Monthly)     (Annually) 

1/2 month to 3 years 

8 Hour Employee 8    hours   12  days 

12 Hour Employee            10   hours   15  days 

24 Hour Employees            12   hours   18  days 

3 years, 1 day to 8 years 

8 Hour Employee 8     hours   12  days 

12 Hour Employees 10   hours   15  days 

24 Hour Employees 12   hours   18  days 

8 years, 1 day to 15 years 

8 Hour Employee 8     hours   12  days 

12 Hour Employee 10   hours   15  days 

24 Hour Employee 12   hours   18  days 

Over 15 years 

8 Hour Employee 8     hours   12  days 

12 Hour Employee 10   hours   15  days 

24 Hour Employee 12   hours   18  days 





CITY OF JACKSON  
DONATED LEAVE POLICY AND PROCEDURES 

POLICY 

The City of Jackson’s donated leave policy is intended to provide employees with an opportunity 
to donate accrued sick leave to fellow employees who are suffering from an extended injury or 
illness causing incapacitation, or who has a spouse or child suffering from an extended injury or 
illness which requires the employee’s presence and care. 

I.  DEFINITIONS 

A. Recipient is the employee who receives donated sick leave.  

B. Donor is an individual who volunteers to donate sick leave to an employee. 

C. Incapacitation is the lack of physical ability to perform work supported by medical 
           opinion for a period of fourteen (14) days or more due to an extended injury or illness. 

D. Physician is a doctor of medicine or a doctor of osteopathy, legally qualified and 
licensed to practice medicine and practicing within the scope of their license 

            at the time and place service is rendered. 

E. Regular full time employee is an individual who works an average of forty (40) hours 
per week and not a temporary hire. 

F. Extended injury or illness means a traumatic or severe injury or illness which does not 
            arise out of the course and scope of employment with the City of Jackson and requires 
            treatment by a physician and is expected to last fourteen (14) days or more and requires 
           a significant period of recovery exceeding fourteen (14) days or more according to a 
           a physician’s statement or report. 

G. Spouse means a person who is legally married to the employee receiving donated leave. 

H. Child means a male or female person under the age of 21 years born to a female regular 
full-time employee or fathered by a regular full time male employee; or a male or female 
person under the age of 21 years who has been legally adopted by a regular full time 
employee; or a male or female person under the age of 21 years who a regular full time 
employee has been appointed to be the legal guardian by a court of competent 
jurisdiction. 



II. COVERAGE/SCOPE
A regular full time active City employee may request and receive donated sick leave
provided they (1) are incapacitated due to an extended injury or illness or have a spouse
or child suffering from an extended injury or illness which requires their presence and
care giving and (2) satisfy the eligibility requirements and guidelines set forth in this
policy. 

Specific examples of extended injuries or illnesses include but are not limited to the 
following: (1) cancer (2) brain injuries (3) aneurysm (4) inoperable brain tumors 
(5) spinal cord injuries (6) other injuries and illnesses of catastrophic degree causing 
incapacitation as defined above and supported by medical opinion. 

III. ELIGIBILITY FOR DONATED LEAVE AND LIMITATIONS

A. Individuals participating in the donated leave program must meet all of the
following criteria: 

1. Have suffered an extended injury or illness resulting in incapacitation
which is supported by medical opinion or have a spouse or child suffering
from an extended injury or illness which requires his/her presence and
care giving as supported by medical evidence.

2. Regular full-time active employee of the City of Jackson.

3. Employed with the City of Jackson for at leave twelve (12) consecutive
months without a separation of service prior to receiving or donating
sick leave.

4. Employee must have exhausted all available sick and vacation leave
benefits.

B. Individuals who are eligible and qualified to receive workers’ compensation 
benefits are not eligible to receive donated sick leave. 

C. Individuals donating leave must donate to an employee who is suffering from an 
extended injury or illness or has a spouse or child suffering from an extended 
injury or illness at the time donation is made. 

IV. GUIDELINES GOVERNING THE DONATION OF LEAVE BY DONORS:

A. Only sick leave may be donated.

B. A minimum of eight (8) hours of sick leave must be donated by donor for any
single donation.



C. A donor may not donate more than 160 hours of sick leave within a 365 day 
period commencing the first day the donor contributes leave, the maximum 
number of hours a donor may donate during the term of his/her employment is 
480. 

D. A donor’s leave contribution may not exceed fifty percent (50%) of sick leave 
accrued. 

E. A donor must have a minimum of 56 hours of sick leave remaining after the 
donation. 

F. Donors must specifically identify the employees for whom the leave is to be 
donated.  Donors may donate sick leave to more than one individual provided 
all guidelines set forth in the policy are adhered to concerning the donation. 

V. GUIDELINES GOVERNING THE RECEIPT OF DONATED LEAVE BY 
RECIPIENT: 

A. An employee may received a maximum of 480 hours of donated sick leave during 
the term of employment with the City of Jackson provided all available sick and 
personal leave benefits have been exhausted. 

B. Leave received by a recipient which exceeds the sick leave required as indicated 
by medical opinion will be credited back to the donor or donors on a pro rata 
basis in proportion to the number of days of sick leave donated by the donor or 
donors. 

C. A recipient of donated leave must be suffering from an extended injury or illness 
which results in incapacitation at the time of receipt of the leave or have a spouse 
or child suffering from an extended injury or illness which requires his/her  
presence and care giving. 

D. Recipients of donated leave must provide medical proof of the extended injury or 
illness suffered and must also provide proof of marriage,  birth, adoption, or   
guardianship when donated leave is sought due to the extended injury or illness 
of a spouse or child. 

VI. PROCEDURE FOR RECEIVING AND DONATING LEAVE:

Step # 1

An employee who is suffering from an extended injury or illness resulting in
incapacitation whose sick and personal leave benefits have been exhausted must request
that sick leave be donated by completing the Leave Donation Request Form and
submitting same to the employee’s department director.



The physician’s statement appearing on the Leave Donation Request Form must be 
completed by the physician treating the employee, or the employee’s spouse or child for 
the extended injury or illness before the form is submitted to the employee’s department 
director.  

If an employee is incapacitated or otherwise unable to complete the request for donated 
leave, the employee’s supervisor may complete and submit the request on behalf of the 
employee with the written consent of the employee or their spouse, designated legal 
representative, guardian, conservator, or next of kin; however, the physician’s statement 
must accompany the request. 

Step #2 

The employee’s departmental director shall review and approve the donated leave request 
and shall forward it to the Department of Personnel Management for processing. 

Step # 3 

Upon receipt of the approved Leave Donation Request Form by the Department of  
Personnel Management, the employee’s department director shall advise employees that 
the request for sick leave contributions has been approved and sick leave may be 
donated by employees of the various city departments. 

Step 4 

Employees desiring to donate sick leave to fellow employees must complete the Leave 
Donation Form and submit it to their department’s timekeeper.  The timekeeper shall 
verify that the employee has sufficient sick leave to donate and upon verification that 
the employee has sufficient sick leave to donate shall submit the Leave Donation Form to 
the department director for approval. 

Step 5 

The Department Director shall forward to the Department of Personnel Management’s 
assigned Human Resource Officer the original Leave Donation Form for approval. 

Step 6 

The Human Resource Officer shall send a copy of the approved Leave Donation Form 
to the Department of Administration for crediting and debiting of the donor(s) and  
recipient(s) sick leave banks. 

Step 7 

When the recipient returns to work, the Director of the Personnel Management or 
their designee sends a memorandum to the Department of Administration requesting that 



the donor(s) and recipient(s) sick leave banks be adjusted if there is excess sick leave 
contributions remaining upon the recipient’s return.  The adjustments shall be in  
proportion to the number of hours donated by the donor(s). 

MISCELLANEOUS PROVISIONS 

The City of Jackson’s Internal Audit Division will conduct an annual audit of the donated leave 
program to verify that leave account balances are accurate.  The Internal Audit Provision will 
provide appropriate notice to the Department of Administration and the appropriate pay roll 
processing unit of any required leave bank adjustments within fourteen (14) days of conclusion 
of the audit, and leave bank adjustments shall be made within ten (10) days thereafter. 

It is the purpose of this policy to provide short-term relief from financial hardship arising due to 
physical inability to perform work when one suffers an extended injury or illness or due to 
absence from work necessitated by an employee’s presence and care giving for a spouse or child 
suffering from an extended injury or illness.  Therefore, an employee’s eligibility for benefits 
pursuant to the Family Medical Leave Act (FMLA) is not affected by this policy. 

Fraud, misuse, and abuse of donated leave may result in disciplinary action up to and including 
termination. 





FAMILY AND MEDICAL LEAVE 

In compliance with the Family and Medical Leave Act, which went into effect on August 
5, 1993, leave is available to all City employees who have worked at least 1,250 hours 
during a twelve (12) month period preceding the leave. This policy is issued to ensure 
that City employees receive, as a minimum, the leave time provided them by provisions 
of the Family and Medical Leave Act. 

FMLA is designed to help employees balance their work and family responsibilities by 
allowing them to take reasonable leave for certain family and medical reasons. It also 
seeks to accommodate the legitimate interests of employers and promote equal 
employment opportunity for men and women. 

The Paid Parental Leave Policy will run concurrently with Family and Medical Leave Act (FMLA) 
leave, as applicable. 

Eligible employees shall be entitled to a total of twelve (12) work weeks of leaving during 
a twelve (12) month period for one or more of the following: 

• For the birth and care of the newborn child of an employee;

• For placement with the employee of a child for adoption or foster care;

• To care for an immediate family member (spouse, child, or parent) with a serious

health condition; or

• To take medical leave when the employee is unable to work because of a serious

health condition.

Employees are eligible for leave if they have worked for at least 12 months, at least 1,250 
hours over the past 12 months.  Whether an employee has worked the minimum 1,250 
hours of service is determined according to FLSA principles for determining 
compensable hours or work. 
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Time taken off work due to pregnancy complications can be counted against the 12 weeks 
of family and medical leave. 
 

Qualifying reasons for FMLA leave 

Eligible employees are entitled to a total of twelve (12) work weeks of leave during a 

twelve (12) month period for one or more of the following reasons: 

a. birth and care of a child of the employee within one year of birth; 

b. adoption or foster care of a son or daughter within one year of placement with the 

employee; 

c. care of an immediate family member (spouse, parent, or child) with a serious 

health condition. A child is defined as a son or daughter under the age of 18, or 

over the age of 18 if incapable of self-care due to a physical or mental disability at 

the time leave is to commence; 

d. medial leave when the employee is unable to perform the essential duties and 

responsibilities of his/her job/position because of a serious health condition; 

e. qualifying exigencies in connection with certain federal military activation of a 

family member deployed. This leave allows eligible employees to take up to 12 

work weeks of FMLA leave per calendar year for a qualifying exigency because 

the employee’s spouse, son, daughter, or parent meeting the definition of a 

covered military member is on active duty or has been notified of an impending 

call or order to federal active duty; and 

f. military caregiver leave for a spouse, parent, or child or next of kin who suffered 

a serious injury or illness in the line of duty while on active duty. Military caregiver 

leave also covers employees whose parent, child, spouse, or next of kin is a veteran 

undergoing medical treatment, recuperation, or therapy, for a serious injury or 

illness and who was a member of the Armed Forces (including the National Guard 

or Reserves) at any time during the 5-year period preceding the date on which the 

veteran underwent service-related medical treatment, recuperation, or therapy. 

This leave permits eligible employees to take up to 26 work weeks of FMLA leave 
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to care for a covered servicemember during a single 12-month period who has a 

serious injury or illness. 

A serious health condition is defined by the law as an illness, injury, impairment, or 

physical or mental condition that involves either an overnight stay in a medical care 

facility, or continuing treatment by a health care provider for a condition that either 

prevents the employee from performing the essential functions of the employee’s job or 

prevents the qualified family member from participating in school or other daily 

activities. Subject to certain conditions, the continuing treatment requirement may be met 

by a period of incapacity of more than three (3) consecutive calendar days. (Specific 

documentation is required.) 

For a parent to take FMLA leave for a child who is eighteen (18) or over, the son or 
daughter must: 
 

▪ have a disability as defined by the Americans with Disabilities Act (ADA) at the 

time the leave is to commence; 

▪ be incapable of self-care because of the disability; 

▪ have a serious health condition, and 

▪ need care because of the serious health condition. 

 

Military Qualifying Emergency Leave 

Qualifying military leave exigencies, under this Act, may include attending certain 

military events, arranging for alternative child care, addressing certain financial and legal 

arrangements, attending certain counseling sessions, and attending post-deployment 

reintegration briefings.  

The FMLA process 

To request family medical leave, the employee should notify the Department of Human 

Resources FMLA Coordinator.  The employee shall request the leave 30 days, or as soon 

as possible or practicable and complete the FMLA Request for Leave Form. 

Within fifteen (15) days after the employee requests FMLA leave, he/she must provide 

the FMLA Coordinator with a signed medical certification from the employee’s health 

care provider.   

The 12-month period that will be uniformly applied to all employees taking FMLA leave 

will be a rolling 12-month period measured backward. FMLA will be applied by using a 

12-month period measured backward from the date an employee uses any FMLA leave.  
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Under the rolling 12-month period, each time an employee takes FMLA leave, the 

remaining leave entitlement would be the balance of the 12 weeks which has not been 

used during the immediately preceding 12 months.   

Sufficient medical certification 

A complete and sufficient medical certification need only include the following 

information: 

▪ contact information for the health care provider, including name, mailing 

address, telephone number, fax number, and type of medical practice/specialty; 

▪ when the serious health condition began; 

▪ how long the serious health condition is expected to last; 

▪ if the employee is the patient, whether the employee is unable to work, and the 

likely duration of this inability; 

▪ if a family member is the patient, whether the family member needs care, and an 

estimate of the frequency and duration of the leave required to care for the 

family member; 

▪ whether the employee’s need for leave is continuous or intermittent, and 

▪ appropriate medical facts about the condition (which may include information 

on symptoms, doctor visits, hospitalization, and referrals for treatment). 

If an employee fails to provide a complete and sufficient medical certification despite the 

opportunity to cure the deficiency, the City may deny the employee’s request for FMLA 

leave. 

Within five (5) business days after the City receives the complete, signed medical 

certification from the employee’s health care provider, the City will provide a FMLA 

designation notice stating if the leave was approved or denied. FMLA leave can be taken 

for more than one qualifying reason in the same 12-month leave year. However, multiple 

serious health conditions or qualifying reasons for leave do not increase the total FMLA 

leave entitlement available. 

The City requires that the employee use all available accrued paid vacation leave and sick 

leave as part of the twelve (12) week period. 

Once authorized paid leave has been exhausted, the remainder of the twelve (12) weeks 

of leave shall be unpaid. 
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Leave taken under this FMLA may be taken intermittently or on a reduced leave schedule 

in certain cases. 

FMLA Intermittent Leave 

FMLA intermittent leave means an employee may take leave in separate blocks of time 

or by reducing the time the employee works each day or week for a single qualifying 

reason. A reduced leave schedule is a leave schedule that reduces the usual number of 

hours per workweek or hours per workday of an employee. 

When FMLA leave is needed for planned medical treatments, the employee must make 

a reasonable effort to schedule treatment so as not to unduly disrupt the City of Jackson’s 

operations.  FMLA intermittent leave may also be taken in separate blocks of time or via 

a reduced leave schedule when there are flare-ups of the serious health condition. 

If FMLA leave is for the birth, adoption, or foster placement of a child, use of intermittent 

or reduced schedule leave requires the City’s approval. 

During the period of family medical leave, the City shall maintain employees’ group 

health care coverage on the same conditions as coverage would have been provided if 

they have been continuously employed during the entire leave period. When an 

employee elects to use paid leave credits (personal or sick leave) while on FMLA leave, 

the City will continue to make payroll deductions to cover the employee’s share of the 

health care premiums. 

When an employee elects to take unpaid FMLA leave, the employee must continue to 

make these health insurance premium payments. 

Recertification process 

The City may not request a medical recertification more often than every thirty (30) 

days and only in connection with an absence when no minimum duration for the 

condition is specified. 

The City will require a new medical certification at the beginning of each specified 12-

month period for individuals who have conditions which will require leave. Such 

annual certifications may be requested separately and apart from an absence. 

Employees must submit recertification documentation within fifteen (15) days after the 

City’s request. 

Returning to work/job restoration 

Upon returning to work from FMLA leave, an employee will be restored to his/her 

original job or to an equivalent job with equivalent pay, benefits, and other terms and 
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conditions of employment. An employee’s use of FMLA leave can not be counted against 

the employee under a “no-fault” attendance policy. 

Leave Extension 

When an employee has exhausted twelve weeks (12) of protected FMLA leave and still 

cannot return to work due to their own medical impairment; the employee may request 

a leave extension as an accommodation under the Americans with Disabilities Act (ADA).  

If the employee elects to request extended unpaid leave, leave may be granted if the 

employee qualifies to receive an accommodation under the ADA, and if the 

accommodation will not pose an undue hardship. If approved, the extension leave will 

be unpaid, regardless of whether the employee has available accrued personal or vacation 

leave. 

The employee may be asked to provide additional medical information to support the 

continuing need for leave. The City will then notify the employee if the unpaid leave is 

approved in accordance with the ADA. All employees will not be eligible to receive an 

extended leave under the ADA. If the request for leave extension does not meet 

qualification for accommodations under ADA; the leave will be denied.   

Such leave will be reviewed on a case-by-case basis.  Leave must be approved by the 

Department Director and the Human Resources Director.   
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AMERICANS WITH DISABILITIES ACT 

REASONABLE ACCOMMODATIONS IN EMPLOYMENT 

 

The City of Jackson will not discriminate against anyone with a disability or impairment 

in communications, employment, public accommodations, transportation, and access to 

City programs and services. Likewise, no one shall be retaliated against for seeking a 

reasonable accommodation for a disability. 

Americans With Disabilities Act (ADA), a reasonable accommodation, is a modification 
or adjustment to a job, the work environment, or the way things are usually done during 
the hiring process. These modifications enable an individual with a disability to have an 
equal opportunity not only to get a job, but successfully perform their job tasks to the 
same extent as people without disabilities.  

The ADA requires reasonable accommodations as they relate to three aspects of 
employment: 1) ensuring equal opportunity in the application process; 2) enabling a 
qualified individual with a disability to perform the essential functions of a job; and 3) 
making it possible for an employee with a disability to enjoy equal benefits and privileges 
of employment. 

A disability is defined as: 

▪ a physical or mental impairment that substantially limits one or more of the major 

life activities of such individual; 

▪ a record of such impairment; or 

▪ being regarded as having an impairment. 

 

A qualified individual with a disability is one who meets the job requirements of the 
position and who, with or without reasonable accommodation, can perform the essential 
functions of such position. 
 

 

 

 

https://www.eeoc.gov/laws/guidance/fact-sheet-disability-discrimination
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A reasonable accommodation means: 

▪ modifications or adjustments to a job application process that will enable a 

qualified applicant with a disability to be considered for the position such the 

qualified applicant desires; or 

▪ modifications, adjustments, or changes to a job or work environment or to the 

manner or circumstances under which the position held or desired is customarily 

performed, that enable a qualified individual with a disability to perform these 

essential functions of that position; or 

▪ modifications or adjustments that enable an employee with a disability to enjoy 

equal benefits and privileges of employment as are enjoyed by other similarly 

situated employees. 

▪ Only individuals who have an actual disability, or who have a record of a 

disability are entitled to accommodations 

 

Request for an accommodation 

A request for an accommodation is a written or verbal request for modification or 

adjustment in the process of job application or the work environment. A City employee 

may make a request for a reasonable accommodation to a supervisor, Director, ADA 

Coordinator, or the Department of Human Resources. 

All documents concerning an employee’s reasonable accommodation request should be 

maintained in the employee’s confidential file, separate from the employee’s official 

personnel file, and in accordance with applicable confidentiality laws and regulations. 

A representative from the Department of Human Resources may ask for documentation 

and to complete the Reasonable Accommodation Request Form for recordkeeping 

purposes.  Medical documentation may be needed to establish that the employee has a 

disability and requires a reasonable accommodation. The medical documentation should 

explain the disability and functional limitations.  

The City of Jackson (supervisor, Director, ADA Coordinator, or Human Resources 

representative) should promptly initiate the interactive process with the employee to 

determine the employee’s needs and identify the appropriate reasonable 

accommodation. 
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The City of Jackson is not required to provide the reasonable accommodation that the 

employee wants. However, the City may choose among reasonable accommodations if 

the chosen accommodation is effective. 

There are several factors that the City of Jackson will consider when making its decision 

regarding reasonable accommodation requests.  

▪ If the requested accommodation creates an undue hardship for the City of Jackson 

(undue hardships are determined on a case-by-case basis) 

▪ the nature and net cost of the accommodation needed, taking into considering the 

availability of outside funding; 

▪ the overall financial resources of the facility or facilities involved in the provision 

of the reasonable accommodation; 

▪ the number of people employed at the facility and the effect on expenses and 

resources; 

▪ the type of operation of the City facility including the composition, structure, and 

functions of the work force of the City, and geographic separateness and 

administrative or fiscal relationship to the facility in question to the City; 

▪ legitimate safety concerns; and 

▪ the impact of the accommodation upon the operation of the facility, including the 

impact on the ability of other employees to perform their duties and the impact on 

the City’s ability to conduct business. 

 

The decision to grant or deny a reasonable accommodation request will be provided to 

the employee in writing.  When the City has denied a requested reasonable 

accommodation but offered to make a different accommodation, the City’s notice should 

explain both the reason for the denial of the requested reasonable accommodation and 

the reason that it believes the chosen accommodation will be effective. 

When the City had denied a reasonable accommodation or provided an accommodation 

that the applicant or employee believes is ineffective, within ten (10) days after receiving 

a decision from the City, an applicant or employee may appeal the decision in writing to 

the City’s ADA Coordinator or the Equal Employment Opportunity Officer (EEO).  The 

ADA Coordinator office is housed in the Department of Human Services; the EEO 

Officer’s office is housed in the Department of Human Resources.  
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