EMPLOYMENT ACCOMVIODATI ON POLI CY

STATEMENT OF POLI CY

Consistent with the obligations of the University of Illinois at Chicago
(U C) under applicable state and federal laws, U C is responsible for
provi di ng reasonabl e accommpdations to qualified applicants, candi dates, and

enpl oyees with covered disabilities. UCWII give notice to al
applicants, candidates, and enployees of their responsibilities and the
procedures to be followed in processing acconmodati on requests. |Individuals

with disabilities are responsible for requesting accommodati ons.
Departnents are responsible for following the established procedures to
eval uate and process accomopdation requests. |In this policy, U C broadens
the scope of considering acconmpdati on requests to include requests based on
Medi cal Conditions that may not neet the definitions of “disability” or
“handi cap” under the laws nentioned in this paragraph. Requests based on
medi cal conditions not qualifying as disabilities or handi caps under the

|l aws nmay be granted or denied at the discretion of UC By considering a
request or granting a requested acconmodati on under this policy, UC is not
considering or regarding the enployee as having a disability as defined by
the Anericans with Disabilities Act, or a handicap as defined by the
Illinois Human Rights Act.

RESPONSI BI LI TI ES

The University of Illinois at Chicago has the responsibility to give notice
to all applicants and enpl oyees of their right to request acconmodati ons,
the procedures to do so, and their right of appeal. U C also has the

responsibility to make reasonabl e acconmodati ons to the physical or nenta
limtations which are a result of an individual's known disability. U C has
no obligation to accommpdate disabilities of which it is unaware or

di sabilities/handi caps not covered by federal or state |aw.

In accordance with the applicable laws, if applicants or enpl oyees need an
accomodation to participate in the application process or to performthe
functions of a job, it is their responsibility to informU C that an
acconmodati on i s needed.

The followi ng procedures are to be used by U C adm nistrators, supervisors,
enpl oyees, or applicants to fulfill these responsibilities.

EMPLOYMENT APPLI CANTS/ CANDI DATES

A NOTI CE
1. Al'l applicants who subnit applications or take civil service
exanms, and all candidates who are invited to interview for a
specific job, will be given notice of the University's policy of

nondi scrim nation agai nst persons with disabilities and the
procedures avail able for requesting a reasonabl e acconmpdati on



in the application or interview process. This notice will be
provided in the foll owi ng manner:

a. An ADA poster

b. A statenent on the application, in letters, and, on
witten referrals that are used as part of the interview
schedul i ng process;

c. Information given as part of the conversation if interview
arrangenents are nmade by tel ephone/ TTY.

d. Al'l candi dates who receive a job offer should be inforned
in witing of the procedures for an enployee to request an
enpl oyment accommodation, whether U C is aware of a
medi cal condition or not.

B. ACCOMMODATI ON REQUEST PROCEDURES

1.

The Departnent of Human Resources will designate a responsible
person(s) to accept requests for accompdations from
appl i cant s/ candi dat es.

The designated person(s) will receive requests for
accomodations in the application process either by tel ephone or
in witing and conmuni cate this information to the appropriate

i ndi vidual s involved in the application process.

Deci si ons on acconmpdati on requests nust be nade in a tinmely
fashion so as not to interfere with the applicants' ability to
conpete equally for vacant positions.

C APPEAL PROCEDURES

1.

Applicants who are not current enployees of U C do not have
access to formal, internal U C grievance procedures. |nfornal
conplaints may be nade to Office for Access and Equity (OAE) 809
S. Marshfield Ave, Room 717, Chicago, Illinois 60612

312. 996. 8670.

Non- enpl oyee applicants have the option of follow ng the usua
di scrimnation conplaint procedure with the Illinois Departnent
of Human Ri ghts or the Equal Enpl oynent Opportunity Conmi ssion

Enpl oyees who are applicants for another position nay use the
appropriate existing grievance procedures.

Students who are applicants for enploynent shall use the UC
O fice of the Orbudsperson of Student Affairs to assist in
appeal ing a deci sion.



EMPLOYEES

A NOTI CE

Enpl oyees will be regularly informed of their right to request reasonable
accommodati ons, the procedures to do so, and how to appeal denials of such
requests by the follow ng nethods:

1. At enpl oyee orientation sessions conducted either by the
enploying unit or individually by supervisors.

2. At the tinme of hire, by information sheet included in the hire
packet. A copy of the information sheet with the enpl oyee's
signature acknow edging its receipt, will be retained in the
enpl oyee' s personnel record.

3. On the NESSIE website for U C enpl oyees.

4, Periodically, in U C News.

5. On administrative surveys or questionnaires inviting enployees
to self-identify as persons with disabilities.

6. In the faculty/staff and student enploynment handbooks.

B. ACCOMMODATI ON REQUEST PROCEDURES

1. An enpl oyee nmay request an acconmodation from

a. the i medi ate supervi sor,

b. the supervisor's superior,

c. the enploying unit's Dean/Director/Departnent Head/ Chair,
d. the Departnent of Human Resources, or

e. O fice for Access and Equity (OAE)

2. U C encourages enpl oyees to request accommpdati ons at the | owest
authority level according to their preference.

3. The enpl oyee nust request an acconmodation in witing using the
Acconmmpdat i on Request Form  Questions regardi ng verbal requests
shoul d be directed to OAE.

4, The Acconmpdati on Request Formis available at the Departnent of
Human Resources, O fice for Access and Equity, and University
Heal t h Servi ces.

5. If the enpl oyee chooses to request an acconmodation within

hi s/her unit, the foll owing procedures apply:

a. The supervisor, his/her superior, or the enploying unit
head (the unit representative) receiving the acconmpdati on
request should consult with University Health Services and
OAE prior to naking a Prelimnary Decision to honor or



deny the request. University Health Service will assist

i n assessing whether or not a nedical condition exists.
OAE wi Il assist in determning if acconmpdations are
required by law or discretionary. Also, if a departnent
is required by law to provide an accommodati on or deci des
to do so on a voluntary/discretionary basis, OAE will

assi st in determ ning what a “reasonabl e acconmpdation” is
under the facts presented by the request. However, the
decision will be nade at the departnent |evel

If the unit representative nmakes a Prelininary Decision to
honor the request for an accommodation, he or she inforns
OAE within two weeks of the decision using the
Acconmpdat i on Request Form This formis to be conpleted
and signed by the unit representative, the requesting

enpl oyee, and OAE. At this point, the decision becones a
Fi nal Deci sion

If making a Prelimnary Decision to deny a request for an
accomodation, the unit representative shall forward the
accommodati on request and relevant materials to OAE for
review and consultation. Relevant materials shal

include, minimally, the docunents instrunmental in the
deni al of the request.

I f the accommdati on request does involve unusual issues
or expenses, OAE nmmy assist the enploying unit in any of,
but not limted to, the follow ng ways:

l. Meet with the enpl oyee and supervisor to obtain
addi tional information concerning the request.

ii. Consult with the supervisor and appropriate
departnmental, division, or canpus personnel staff to
determ ne the essential functions of the job.

iii. Provide information as to the availability of
fundi ng for an accommodati on

iv. Consult with the safety office, assistive technol ogy
unit, or other specialists, including nmenbers of
Chancellor’s Conmittee on the Status of Persons with
Disabilities where appropriate.

V. Wth enployee's witten pernission, consult with any
medi cal professional, rehabilitation specialist, or
assi stive technol ogi st who may be working with the
i ndi vi dual

Vi . Consult with University Health Services to ensure
appropriate verification of the nmedical condition
and accommopdati on needs.

After the denial has been reviewed, the enploying unit



will informthe enployee of the Final Decision within two
weeks of its prelinmnary denial or within a reasonabl e
time that is nutually agreed upon by the enployee and
unit. This notification will be nmade through the
Acconmmpdat i on Request Form

f. A decision that an accommpdation is an undue burden to the
canmpus may only be nmade by the Chancell or or his/her
desi gnee. The Chancell or has designated the Director of
Budgeti ng and Program Analysis to nake deterni nati ons of
undue financial burden, and the Associate Chancellor for
Access and Equity to make deterninations of undue
adm nistrative burden. In both cases a witten
justification of undue burden nmust be nade and nmi ntai ned
in the Ofice for Access and Equity.

If the request for an accommpdation is nmade directly to the Departnment
of Human Resources, University Health Services, or OAE, the office
contacted will ensure that the enpl oyee has conpleted the
Acconmmpdat i on Request Form A representative fromthe office wll
then contact the enploying unit and informit of the request. The
representative will forward to the enploying unit only the information
needed to determ ne how reasonabl e the accomvpdation is and how to
inplenent it. Steps 5-a through 5-e above then apply.

When a final decision is made regarding the request for an

accomodati on, the enployee will be infornmed of the right of appeal
The Acconmpdati on Request Formwill be kept in a secure file separate
fromthe enployee's personnel file. Access to the infornmation will be

limted to individuals who have a need to know about the
acconmodat i on.

APPEAL PROCEDURES

1. The follow ng gui dance procedures govern the appeal s process for
Ul C enpl oyees:

a. The Academi ¢ Grievance Procedures detail canpus
procedures available to faculty, acadenic
prof essi onal, and student enpl oyees.

b. The Non-academ ¢ Gi evance Procedures det ai
Uni versity procedures avail able to non-acadenic,
civil service enployees not otherw se covered by a
uni on contract.

2. Any enployee may file formal allegations, terned a “Request for
Furt her Action,” with OAE

3. St udent enpl oyees should contact the Office of the Orbudsperson
for assistance in appealing an adverse Final Decision regarding
a request for reasonabl e accomodation in enpl oynent.



\/ GUI DELI NES FOR PROCESSI NG REQUESTS FOR ACCOMMODATI ONS

A VERI FI CATI ON OF MEDI CAL CONDI Tl ON

1.

Enpl oyees may be asked to provide docunentation of their Medical
Condition. Some situations where docunentation nmay not be
necessary include, but are not limted to, instances where:

a. the enployee is a current or former U C student who
received service from University Health Services;

b. the enpl oyee has an observabl e Medical Condition

c. the request expands upon existing accommdati ons or
previ ously provi ded accommodati ons for which docunentation
was provided.

When an enpl oyee is requested to provide verification of a

Medi cal Condition, the enployee should be directed to provide
the nedical information to University Health Services or OAE.
University Health Service and OAE will work jointly to determn ne
the nedical validity of the docunmentation

An enpl oyee nust bear the initial cost of verification of the

Medi cal Condition. |If U C requests additional verification of
the Medical Condition or the Medical Condition's inpact on job
requirenents, U Cwll bear the cost.

Al nedical information will be kept confidential in the sane
secure file as the Accommpdati on Request Form separate fromthe
enpl oyee's personnel file, and with access to the information
limted to individuals who have a need to know.

B. ASSESSMENT OF REASONABLE ACCOVMMODATI ONS

1.

The follow ng factors should be used to deternine the
reasonabl eness of the acconmpdati on requested:

a. Is the enpl oyee otherwise qualified to performthe
essential job functions?

b. Whet her the acconmodati on woul d acconplish the desired
result (i.e., allowing the individual to effectively
performthe essential functions of the job)?

c. Whet her the acconmodati on woul d be unduly disruptive to
the workpl ace so that business cannot be conducted?

d. Does the accommdati on rai se safety concerns?
As a general rule, the enploying unit will purchase equi prment

only if it is determined that the use of the equipnment is
necessary in transaction of the official business. The



equi prent may not be of a personal nature (eyegl asses, hearing
aids, etc.) which the enployee can be reasonably expected to
provi de.

The enpl oyee or applicant will always be the prinmary person
consul ted when deternining the nost appropriate accommodati on
Enpl oyees will be given the opportunity to provide, or arrange
for, their own accommodation; (i.e., using volunteer drivers or
readers, providing their own adaptive equi pnent, etc.). Wile
the procedures in these policies and guidelines nust be followed
in order for docunentation to be nmintained, they should not be
interpreted rigidly. The process of determining an effective,
reasonabl e acconmodati on for enpl oyees should be an interactive
one, involving input and feedback fromthe enployee, as well as
t he supervisor.

If an enployee of U C acquires a Medical Condition and the
University is unable to nmake reasonabl e acconmpdati ons which
allow the individual to continue his or her current position
the University will explore possibilities for placenent in other
positions within the institution. Any novenment to another
position will be considered in accordance with applicable

Uni versity and canpus rul es.

MODI FI CATI ONS OF REQUEST AND ACCOMMODATI ONS NOT BASED ON MEDI CAL
CONDI T1 ON.

1.

Wil e appropriate deference will be given to the enpl oyee’ s or
applicant’s requested acconmodati on, the acconmpdati on
originally requested by the enployee or applicant may be

nmodi fied or altered to provide an effective, reasonable
accomodation. Any nodifications will be noted on the
accomodati on request form

It may al so be decided that an accommpdation will be granted not
because U C is obligated under the |law, nor because the
requesti ng enpl oyee has a Medical Condition, but for other sound
reason(s).
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APPENDI X
APPLI CABLE LAWS/ DEFI NI TI ONS

The Anericans with Disabilities Act (ADA) - federal |aw prohibiting
di scrimnation against individuals with disabilities in enploynent,
public service, public accommpdations, transportation, and

t el econmuni cati ons.

The Rehabilitation Act federal |aw prohibiting discrimnation on the
"basi s of handi cap" by federal contractors and recipients of federa
grants.

The Illinois Human Rights Act - state |law prohibiting discrimnation
agai nst individuals on the bases of physical or nmental handicap

Definitions

1. Medi cal Condition/Person with a Medical Condition - a physica
or nental inpairnent that substantially limts one or nore of
the major life activities of an individual; a record of such an
i npai rment; or being regarded as having such an inpairnent.

2. Reasonabl e Acconmpdation - may i nclude nmaking existing

facilities used by enpl oyees readily accessible and useabl e by

i ndividuals with disabilities; and job restructuring, part-tine
or nodi fied work schedul es, reassignnment to a vacant position
acqui sition or nodification of equi pnment or devices, appropriate
adj ustment or nodifications of examinations, training materials,
or policies, the provision of qualified readers or interpreters,
and ot her accommodations for individuals with disabilities.

3. Major Life Activity - means such things as wal king, talking,
seeing, hearing, breathing, caring for oneself, |earning,
wor ki ng, doi ng manual tasks, and participating in conmunity
activities.

4, Qualified Individual with a Medical Condition - an individua
who, with or without reasonabl e accommpdati on, can performthe
essential functions of the enploynment position that such
i ndi vi dual hol ds or desires.

5. Essential Function - those functions that the individual who
hol ds the position nmust be able to performunaided or with the
assi stance of reasonabl e accommpdati on

6. Auxiliary Aids and Services - includes qualified interpreters or
other effective nethods of making aurally delivered materi al
available to individuals with hearing inpairnments; qualified
readers, taped texts, or other effective nethods of naking
visually delivered materials available to individuals with
vi sual inpairments; acquisition or nodification of equipnent and
devi ces; and other similar services and actions.



10.

Applicant - person who nakes application or takes a civi
service exam for enploynent at U C

Candi date - an applicant invited by UCto interview for a
particul ar position.

Prelim nary Decision - the decision made by the unit
representative to honor or deny a request for reasonable
accomodation after receipt of the Accommpdati on Request Form

Fi nal Decision - occurs when a prelimnary decision is accepted
by signature by the requesting enployee and OAE, or after OAE
review of a prelininary decision to deny request.
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