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1.
Disability issue comes to the department's attention upon receipt of a request for accommodation or information about the need for accommodation.  
Review applicable Reasonable Accommodation Policy:  APM 711
2.
Consult with the employee to identify any job-related limitations.
3.
Ask employee for documentation of functional limitations from healthcare provider.  
NOTE:  The Chair/Dean should NOT contact the employee's physician directly.  If clarification is needed, the employee should be asked to contact their physician or the Chair/Dean can request this be handled by Disability Management Services.
4.
Consult with Disability Management Services and Academic Personnel, and employee to identify possible accommodations
5.
Identify the essential and non-essential functions of the job.
6.
Work with Chief Personnel Officer (CPO), Disability Management Services, Academic Personnel, and employee to identify possible accommodations:
a.    Work with Disability Management Services to draft Reasonable Accommodation Agreement.  Certain Reasonable Accommodations involve changes to the terms and conditions of the requestor's employment, for example, such as a reduction in appointment percentage, or request for leave of any duration.  When terms in the Reasonable Accommodation Agreement include these changes, Dean's Office and Academic Personnel Office should be consulted to ensure that revision to appointment or leave requests are processed in accordance with policy and procedural requirements.
b.    Implement reasonable accommodation terms, pending concurrent approval of appointment changes or leave requests, if applicable.
Provide a copy of the Reasonable Accommodation Agreement to Disability Management Services and Academic Personnel Office.
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