Sample Communication from Agency Head

MODEL MEMORANDUM
I Report Because I CARE About People with Disabilities Campaign

The purpose of this memorandum is to reiterate the Department of Veterans Affairs (VA’s) commitment to be a model employer of individuals with disabilities and encourage all employees to self-identify or update their information using the revised Standard Form 256 Self- Identification of Disability (SF-256).  Consistent with our mission, we are striving to be a model employer of individuals with disabilities by improving our efforts to create an inclusive environment and employ workers with disabilities, including targeted disabilities and serious health conditions, through increased recruitment, hiring, advancement, and retention initiatives. 

In order to identify barriers, adopt appropriate solutions, and document our progress in achieving our employment goals for individuals with disabilities, we need your help. We need you to self-identify your disability status as part of a resurvey effort we are undertaking from now until the end of the fiscal year.  We will use this information for statistical purposes to document progress in achieving our goal of eliminating under-representation of individuals with disabilities in our workforce.

The disability data collected through the SF-256 will be used in the production of reports i.e., the data will be aggregated and used only for statistical purposes and not for any purpose that identifies you individually. Participation in the disability reporting system is entirely voluntary with the exception of employees appointed under Schedule A Excepted Appointing Authority for People with Intellectual Disability, Severe Physical Disability or Psychiatric Disability. 

We are happy to introduce an updated and more comprehensive version of the SF-256 developed by the Office of Personnel Management (OPM). The revised/updated form (October 2016):

· Simplifies descriptions of conditions;
· Reflects changes to terms used to describe targeted disabilities and serious health conditions and other disabilities; and
· Clarifies information on the form that describes the need and value of collecting disability demographic data.

INSTRUCTIONS FOR EMPLOYEES TO SELF-REPORT
[bookmark: _GoBack]To submit, please access the SF-256 by clicking on the link or visiting https://www.opm.gov/Forms/pdf_fill/sf256.pdf and downloading, completing, and signing the form (either electronically or by hand).  Once completed and signed, please provide this form to your local Human Resources (HR) Office for entry into your personnel reports.  HR staff is prepared to assist employees who need to complete and submit the revised form, please contact [INSERT HR POINT OF CONTACT INFORMATION].
