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APPLICABILITY/ACCOUNTABILITY:
It is the policy of the University to comply fully with the requirements of the Americans with
Disabilities Act of 1990 (ADA), Section 504 of the Rehabilitation Act of 1973, and other
federal and state laws and regulations prohibiting discrimination on the basis of disability
or handicap. This policy is applicable to all members of the University community and all
University facilities, events and services.
POLICY STATEMENT:
A.

PUBLIC ACCOMMODATIONS

Every segment or department of the University community sponsoring an event held in
University facilities or offering a service or benefit to visitors, including without limitation
prospective students and vendors, is responsible for providing a reasonable
accommodation when requested. Additional costs that may be incurred shall be the
responsibility of the event sponsor or University department, as applicable. The event
sponsor or University department shall also coordinate with the appropriate University
individuals to provide the most appropriate reasonable accommodation. All events held in
University facilities shall be barrier free and accessible.
University departments or event sponsors, including campus cinemas, lectures and
speakers, shall notify potential attendees, students or vendors that reasonable
accommodations should be requested of the department or sponsor at least five (5)
business days prior to the event or service. The University will use reasonable efforts to
provide the individual's requested accommodation if the accommodation is reasonable
and will not fundamentally alter the event or service.
The University’s Office of Equal Opportunity Programs (EOP) or the University’s Office for
Students with Disabilities (OSD) can assist University departments and event sponsors in
determining appropriate accommodations and providing resources for potential service
providers.

B.

EMPLOYEES

The University is an Equal Opportunity/Equal Access employer. The University prohibits
discrimination against its applicants and employees on the basis of disability, as provided
by law, and is committed to providing accessibility and reasonable accommodation to its
applicants and employees with regard to all aspects of employment including benefits and
services.
1. Applicants
Applicants for employment with the University may request reasonable accommodations
during the application, recruiting, and hiring process. Accommodation requests should be
made in writing at least five (5) business days prior to the time the accommodation is
needed. Requests for non-faculty positions should be made to the Division of Human
Resources. Requests for faculty positions should be made directly to the hiring
department or the EOP. The University may make pre-employment inquiry as to an
applicant’s ability to perform essential job functions with or without reasonable
accommodation; provided, however, that the University will not make pre-employment
inquiry as to the nature or presence of a disability.
2. Employees
University employees may request reasonable accommodations at any time. To request a
reasonable accommodation, a University employee shall follow the following procedures:
a. Fill out the ADA Accommodation Intake Questionnaire found on the EOP Website.
b. Contact the Office of Equal Opportunity Programs to schedule a meeting with a
EOP representative to begin the Interactive Process.
c. During the Interactive Process, it will be determined if any additional medical
documentation will be needed to better determine the best reasonable
accommodation.
If so, the employee will be provided with Disability
Documentation & Accommodation Request form which must be completed by the
employee’s health care practitioner.
d. Return the form to the Office of Equal Opportunity Programs representative along
with any additional documentation of the diagnosis of a disability from the
employee’s health care practitioner (e.g., medical doctor, psychiatrist, psychologist,
physical therapist, vocational rehabilitation specialist). Such documentation is to
include sufficient evidence that the employee has a physical or mental impairment
that substantially limits one or more major life activity. Specify the requested
accommodation(s) the employee is seeking.
The initial responsibility for funding the cost of a reasonable accommodation rests with the
employee’s department. Should a department demonstrate to the next highest
administrative level that sufficient funds do not exist, the department head should refer a
request for funding to the next highest administrative level. Final decisions on how to
fund reasonable accommodations will be made by the Senior Vice President of Financial
Affairs.
Medical/disability records must be maintained separately from the official personnel file in
the Division of Human Resources.
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C.

STUDENTS

Self-identification and registration with OSD is the student’s option and is not mandatory.
However, if a student wants the University to provide an academic accommodation and if
the student wants to ensure that they are assigned to accessible facilities, a student must
identify herself/himself as having a disability by registering with the OSD.
In order to complete the OSD registration process, it is the responsibility of the student to
provide the OSD with a self-reported narrative of his/her experience of disability, barriers,
and effective and ineffective accommodations. Additionally supporting documentation from
a licensed professional in the field concerning the student’s disability and functional
limitations resulting from the disability is part of the process for determining
accommodations. If the OSD determines that the student’s self-report is inadequate and
presented documentation is outdated, incomplete, or vague, it is the responsibility of the
student to provide additional documentation that appropriately demonstrates the current
existence of a disability. It is the responsibility of the student to pay for a new evaluation to
document the disability and the need for an academic accommodation. All disabilityrelated records are kept confidential and are not released without the student’s written
permission.
If a disability and need for accommodation are adequately shown and the provision of
such accommodations would not fundamentally alter the academic program, the OSD will
discuss the provision of these accommodations with the student in an intake interview. It is
the student’s responsibility to submit the “OSD Semester Request for Services” form,
“Testing Accommodations Form,” “Notetaker Request Form,” and any other appropriate
forms to the OSD in a timely manner each semester in order to ensure the appropriate
accommodations will be provided. Supervisors, students, faculty and staff should make
reasonable efforts to resolve problems informally, at the lowest administrative level, as
they arise.
More specific guidelines and processes for student accommodation requests are available
from the OSD website.

D.

EFFECTIVE COMMUNICATION FOR INDIVIDUALS WITH DISABILITIES

Each college or department within the University is required to take appropriate steps to
ensure that communications with applicants, participants, and members of the public with
disabilities are as effective as communications with others. How and what type of effective
communication is provided will depend on the nature of the communication and the
situation. Primary consideration should be given to the requests of the individual with the
disability. Reasonable efforts should be made to honor the request of the individual unless
another reasonably effective method exists or the desired aid would be an undue burden.
Alternate formats of all University communications, including but not limited to printed
documents, electronic media, website information, meetings, and activities, shall be made
available. Publications should contain the phrase “available in alternate formats upon
request.” Responsibility for providing alternate formats of printed documents or auxiliary
aids and services lies with each department or college, as applicable. Such alternate
format, auxiliary aids and services may include but are not limited to: large print (18 pt.
font), computer storage media, screen reader, audio recorded text, Braille, qualified sign
language interpreter, or amanuensis.
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The University is not required to take any action that would present an undue burden or
fundamentally alter the service, program, or activity. The decision not to provide a
particular alternate format, auxiliary aid or service does not necessarily mean there is a
violation of law. The decision to deny a request for a specific accommodation as an undue
burden rests with the Dean of the College or Chair of the Department or applicable Vice
President and should be made after considering all resources available for use in the
operation of the service, program, or activity. This decision must be accompanied by a
written statement of the reasons for reaching the conclusion and kept on file in the College
or Division. If requested action is considered an undue burden, the department shall take
other action that would ensure that, to the maximum extent possible, the individual with a
disability is effectively communicated with using the most appropriate method.

RELATED INFORMATION: Regulation 5.010 (Anti-Discrimination and Anti-Harassment).
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