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Service Animals & Emotional Support Animals (ESA) Workplace 
Policy 

Organization: Centro Sávila 
Policy Title: Service Animals & Emotional Support Animals in the Workplace 
Effective Date: 03/13/2026 
Applies To: All Employees, Volunteers, Interns, and Contractors 
Approved By: Executive Director / Human Resources 

 

1. Purpose 

Centro Sávila is committed to fostering an inclusive, safe, and supportive work 
environment. This policy establishes guidelines for the presence of Service Animals or 
Emotional Support Animal (ESA) in the workplace as reasonable accommodations, in 
compliance with applicable federal and state laws, including the Americans with 
Disabilities Act (ADA). 

2. Definitions 

Service Animal 

A Service Animal is a dog (or in limited circumstances, a miniature horse) that is 
individually trained to perform specific tasks for a person with a disability. Examples 
include guiding individuals who are blind, alerting individuals who are deaf, providing 
mobility support, retrieving items, or interrupting psychiatric episodes. 

Service animals are legally protected and permitted as a reasonable accommodation 
when required. 

Emotional Support Animal (ESA) 

An Emotional Support Animal is an animal that provides emotional comfort, 
companionship, or therapeutic benefit but is not trained to perform specific disability-
related tasks. 

ESAs are not automatically permitted in the workplace and are evaluated through the 
reasonable accommodation process. 

3. Policy Statement 

 Centro Sávila permits Service Animals in the workplace in accordance with 
applicable law. 

 Emotional Support Animals may be approved as a reasonable accommodation 
following an interactive review process. 
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 The organization will balance accommodation needs with workplace safety, 
public health considerations, client impact and operational feasibility. 

4. Accommodation Request Process 

Employees requesting to bring a Service Animal or ESA into the workplace must submit 
a formal request to Human Resources. 

Step 1 — Written Request 

Employees must submit: An accommodation request form - Description of 
accommodation need – The animal type and intended role 

Step 2 — Documentation (if applicable) 

Service Animals: In accordance with the ADA, Centro Sávila does not require 
documentation to prove that an animal is a service animal. The organization may ask 
only whether the animal is required because of a disability and what work or task the 
animal has been trained to perform. No medical documentation, certification, or proof of 
training will be required. 

ESAs: Employees may be required to provide documentation from a licensed 
healthcare provider confirming: 

 A disability-related need 
 That the animal provides support related to the condition 

Medical diagnoses or detailed medical records are not required. 

Step 3 — Interactive Review 

Human Resources will evaluate: 

- Job duties and work environment  

- Safety risks –  

Client impact  

- Staff allergies, phobias or trauma histories 

- Operational feasibility 

Step 4 — Determination 

HR will issue written approval, denial, or alternative accommodation options. 

5. Employee Responsibilities 

Employees approved to have an animal onsite must: 
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 Maintain control of the animal at all times 
 Ensure the animal is housebroken and well behaved 
 Keep the animal under the handler’s control at all times through a leash, harness, 

tether, voice command, or signal. The animal may move as necessary to perform 
trained tasks and, when not actively performing a task, should remain positioned 
so as not to obstruct walkways or interfere with others. 

 Maintain current vaccinations and licensing 
 Prevent disruptive behavior 
 Clean up after the animal 
 Ensure the animal does not interfere with services, clients or operations 

Animals may only be present in approved areas. 

6. Prohibited Animals 

For safety and public health reasons, Centro Sávila does not permit the following 
animals as Emotional Support Animals or ESAs, including but not limited to: 
Hedgehogs, Ferrets, Insects, Rodents, Snakes, Spiders, Sugar gliders, Reptiles, Non-
household birds (including farm poultry, waterfowl, game birds, and birds of prey), 
Animals that are improperly cleaned or have a foul odor. 

Service Animals, as defined by the ADA, will not be excluded based solely on breed or 
species unless the animal poses a direct threat to health or safety that cannot be 
mitigated through reasonable measures.  

Centro Sávila may request proof of current vaccinations or health status only when 
required for legitimate safety or public health reasons and consistent with requirements 
applied to all animals on site, in accordance with applicable law. 

7. Workplace Restrictions 

Animals may be restricted from certain areas, including: 

 Clinical or therapy rooms 
 Food preparation areas 
 Medication storage areas 
 Group therapy spaces 
 Areas where clients or staff have allergies or trauma related triggers 

Alternative workspace arrangements may be explored when necessary. 
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8. Meetings & Group Workplace Settings 

To maintain a safe, professional, and distraction free environment, additional guidelines 
apply to staff meetings, team meetings, leadership meetings, trainings, and all group 
workplace gatherings. 

Emotional Support Animals (ESAs) 

ESA are not permitted in: 

 Team meetings 
 

 All‑staff meetings 
 

 Leadership meetings 
 

 Trainings or workshops 
 

 Group supervision 
 

 Strategic planning sessions 
 

 Any internal or external group workplace gathering 

While ESAs may be approved for individual workspaces, they are not automatically 
allowed in group meeting environments. 

This restriction supports: 

 Staff health and allergy considerations 
 

 Phobias or trauma‑related triggers 
 

 Infection control standards 
 

 Noise and disruption prevention 
 

 Confidentiality and clinical safety 

Service Animals in Meetings 

Service animals are permitted in meetings provided they: 

 Remain under the handler’s control at all times 
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 Are housebroken and well-behaved 
 

 Do not interfere with meeting facilitation or participation 
 

If disruption occurs, alternative accommodations may be explored. 

9. Behavior Standards 

Animals must not: 

 Display aggression 
 Bark repeatedly or create excessive noise 
 Damage property 
 Roam freely 
 Interfere with staff or clients 

Failure to meet behavior standards, including lack of control or direct threat or safety, 
may result in removal of the animal from the workplace, consistent with ADA guidelines. 

10. Health & Safety Considerations 

Centro Sávila will consider: 

 Staff and client allergies 
 Phobias or trauma histories 
 Infection control requirements 
 Noise or disruption 
 Cultural considerations 

When conflicts arise, HR will work to reasonably accommodate all parties when 
feasible. 

11. Liability & Damages 

The employee is financially responsible for: 

 Property damage 
 Cleaning costs beyond routine maintenance 
 Injury caused by the animal 

Proof of insurance may be requested when appropriate. 

12. Trial Period 

Approved ESAs may be subject to a 30-day trial period to assess workplace impact. 
Approval may be modified or revoked based on outcomes. 
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13. Confidentiality 

All accommodation requests and related documents will be maintained in accordance 
with HR and privacy policies.  

14. Policy Violations 

Failure to comply with this policy may result in: 

 Removal of the animal from the workplace 
 Revocation of accommodation approval 
 Corrective or disciplinary action 

15. Questions & Contact 

All requests and questions should be directed to: 

Human Resources Department 
Centro Sávila 
Loyda Najarro Gutierrez 
loyda@centrosavila.com 
(505) 645-2880 

 
Acknowledgement 
 
I have received this Emotional Support Animal and Service Animal Workplace Policy. I 
understand if I have questions, I will speak with my Manager or ___________________.  
I understand that this policy is subject to change. 
 
 
 
_________________________________      __________________________________ 
  Employee Name (PRINT)     Employee Signature / Date 

 

 


