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USM OFFICE POLICY AND PROCEDURE ON DISABILITY ACCESSIBILITY AND
REQUESTING A REASONABLE ACCOMMODATION
(Approved by the Chancellddbecember %, 2020)

USM Office of Human Resources
3300 Metzerott RoadA

Adelphi, MD 20783690

(301) 448921 | fax: (301) 448970

USMHuman ResourcésDA Coordinator: Carolyn Trimble
Email: HRADA@usmd.edu

l. Policy

A.

B.

The Univesity System of Maryland (US#&an Equal Opportunityniployer and

complies with all applicable federal and stapdoyment lawand regulationggarding
nontdiscrimnation and affirmative actiancluding the Americans With Disabilities

Act, as amended, and Section 504 of the Rehabilitation Act of 1973, as dmended

USM Office (USMO) recruits, hires, and promotes qualified people from traditionally
underrepresented communities, minorities, women, qualified individuals with disabilities,
and protectedtatus veterang.he USM prohibits harassment, retaliation, or

discrimination on the basis of physical or mental disability, or because a person files a
complaint of harassment or discrimination, or participates in an investigation of a
complaint of discrimination, or opposes a practice of discrimination.

The USMO wilprovidereasonablaccommodatiato qualified individuals with

Definitions

A.

C.
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An accommodationis a reasonable modification or adjustment to the work
environment that enables a qualified individual with a disability to perform the essential
duties otheir job, or to enjoy the same benefits and privileges of employment as are
enjoyed by noedisabled individuals.

The Human ResourcesADA Coordinatorisresponsible for compliance with the
Americans With Disabilities Act and other federal and state employment laws and
regulations pertaining to persons with disabilities.

A disability is defined as



a physical or mental impairment that substantiallydimigor life activity;
a record of such impairment; or

being regarded as having such impaitment
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Effective meansareasonable accommodatibatmeets the needs of the qualified
individualwith a disabilitgo tha an indvidualis able to perform the essential

functions of the position, and/or to enjoy the benefits and privileges of employment
that nondisabledndividualsn similar USMO positions enjoy
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J. Substantially limitsa major life activitymeans themployee’s disability limits the
employee’s ability to perform amajor life activity as compared to most people in the
general population.

K. Undue hardshipmeans significant difficulty or expense that would be incurred by
the USMO if it were to provide certain reasonable accommadations

V. Procedurefor USMO Employees to Request an Accommodatio

The reasonable accommodapoocedure isssentially three steps, intended to be simple
and accessible:

A. Initiate: To make an accommodation reqguastemployeshouldet theHR-ADA
Coordinatoknowthatan adjustment or change is needed at work for a reason related to
aphysical or mental impairmeithis is the first step theinteractivgprocess

1. Therequest may be written or verlral;special words are needed.

2. A USMOsupervisoor managewho learns first of an employee’s request should
immediately seek the guidance oHIREADA Coordinator so that the mattsan
be handleth an expeditious manner.

3. TheHR-ADA Coordinator will ask the employee to complete a form tha¢mell
as gyuideto theinteractive process.

B. Information Exchange:

TheHR-ADA Coordinatowill discusshereasonablaccommodation request with the
employegf necessarylf thedisability isn’t alreadknown or obvioughe HR-ADA
Coordinatomayaskclarifyingquestionsn order toestablish that an employee is a
gualified individual with a didépiin need o
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If a USMO employee believes they have been denied a reasonable accommodation or
denied another right to which they are entitled under this Policy and Procedure, or if
they believe they have béetriminated against or retaliated against on the basis of
their disability, they may file a writBamplaint with the Associate Vice Chancellor for
Human Resources.

1. ThewrittenComplaint must beentwithin ten (10yvorkdays of thédR-ADA
Coordinatos written Determinatiosummary.

2. The written Complaint must be sent via emaBl®IOHR @usmd.edor viaU.S.
Mailto:



mailto:USMOHR@usmd.edu

