ROCHESTER COMMUNITY COLLEGE

REASONABLE ACCOMMODATION PROCEDURE

Rochester Community College is committed to encouraging the employment of people with disabilities.  The college will make reasonable accommodations to the physical or mental limitations of a qualified applicant or employee with a disability, unless the accommodation would impose an undue hardship on the agency.

Accommodations will be provided to qualified individuals, whether an employee or job applicant, when such accommodations are directly related to performing a job or competing for a job.   Accommodations will not be provided for non-job related personal needs, such as transportation to and from work.

An individual with a disability is defined as:
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a person who has a physical or mental impairment that substantially limits one or more life activities;
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a person who has a record of such an impairment; or
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a person who is regarded as having such an impairment.

Examples of Reasonable Accommodation May Include, But Are Not Limited To:
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Modification of equipment or assistive devices.  Purchase of or modification to existing equipment such as special telephone equipment, talking calculators, one-handed typewriters, and/or specifically designed desk and files.
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Job site modifications.  Modifications may include adjustments to equipment height, addition of electrical outlets, reallocation of job site to an accessible area, special parking facilities or other types of similar modifications.
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Job restructuring.  They may include flexible work hours and/or restructuring job duties while retaining the essential job duties.
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Support services.  Services such as interpreters for individuals with hearing impairments, readers for individuals who are blind or special attendants.
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Reassignment to a vacant position of equal status when possible and appropriate.
Requests for Reasonable Accommodations for Employees

The steps to request a reasonable accommodation are:

1.
The supervisor and individual with a disability discuss the need for the accommodation and discuss alternatives such as job restructuring, job modification and accessible devices.  Upon request, an employee seeking an accommodation shall be entitled to union representation.

2.
The supervisor must inform the affirmative action officer of the request and submit a request for accommodation form (copy obtained from the affirmative action officer).  The request will include justification for the request including a statement of the disability, the suggested accommodation, approximate cost, and any other pertinent information.  The affirmative action officer will assist the supervisor by providing the necessary resources and information.

3.
Upon approval, the supervisor will forward the request form and supporting information to the affirmative action officer within seven (7) working days upon receiving the request.

4.
The affirmative action officer will review the request and assist the supervisor in making the accommodation.  If the accommodation will cost a significant amount (an amount already determined by the president), the affirmative action officer will forward it along with his/her recommendation to the president within three (3) working days.

5. The decision is provided in writing to the supervisor, manager, and employee within five (5) working days after the determination is made by the president.

REASONABLE ACCOMMODATION - cont.

Funding the Reasonable Accommodation
Funding will be provided for reasonable accommodations.  The expenditure of funds for the accommodations over the amount determined to be significant must be approved by the president.  When determining whether or not to make the accommodation without imposing undue hardship on the agency/college, the following factors must be considered:
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the size of the college's budget;
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the nature and cost of the accommodation;
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the ability to finance the accommodation in relationship to the site(s) where there may be a need; and
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documented good faith effort to explore a less restrictive or less expensive alternative.

Request for Reasonable Accommodations for Job Applicants
1.
All initial communications between a job applicant and a supervisor or personnel office regarding a position at the college shall indicate the willingness of the college to make a reasonable accommodation upon request, prior to the job interview.

2.
The supervisor or personnel office shall contact the affirmative action officer immediately to indicate that an accommodation is needed.  In order to ensure that the accommodation is provided at the interview, requests shall be handled in a timely manner.

3.
The affirmative action officer shall contact the applicant to discuss the needed accommodation and discuss possible alternatives if necessary.

4.
The agreed upon accommodation shall be provided if the cost does not cause an undue hardship on the agency.

5.
If approved, the affirmative action officer shall take the necessary steps to see that the accommodation is provided.

Denial of Accommodations
All denials of requests for accommodations will be documented and kept on file by the affirmative action officer.  The affirmative action officer shall notify the employee of their right to file a complaint of discrimination under the affirmative action plan compliance procedure and advise the employee of the right to file a complaint with the Minnesota Department of Human Rights or the U.S. Equal Employment Opportunity Commission.

If the required accommodation made by a job applicant is denied, the affirmative action officer shall notify the job applicant of the decision and advise them of the right to file a complaint with the Minnesota Department of Human rights or the U.S. Equal Employment Opportunity Division.

