Responsible Office: Human Resources
Contact Number: 541-885-1108
Contact Email: oithr@oit.edu
Revision Date: 07/09/18

WORKPLACE ACCOMMODATION PROCEDURE

L. Purpose

Oregon Tech values and honors its institutional commitment to provide equal employment
opportunities for qualified employees in accordance with state and federal laws and regulations.

2. Reason for Procedure

To allow the University to process workplace accommodation requests in a prompt, fair and
efficient manner. The procedure also provides guidance to individuals on steps to request
accommodations and what to expect.

3. Applicability/Scope

This procedure applies to all employees of Oregon Tech and qualified applicants seeking
employment at the University.

4, Definitions

hearing, speaking, breathing, learning, sitting, and standing. To ensure equality of access for
employees with disabilities, reasonable accommodations and auxiliary aids shall be provided to
enable the employee to perform the essential functions of his/her job and to participate in Oregon
Tech’s programs, services and activities should their impairment rise to the level of a disability.

Major life activities: include, but are not limited to self-care, performing manual tasks, seeing, hearing,
one or more major life activities of the individual as compared t

Reasonable safety accommodation: modifications or adjustments at the worksite to
work without threat of continued domestic violence.
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Undue hardship: significant difficulty or expense incurred by the employer in providing the requested
accommodation.

Essential functions: Functions that are fundamental to accomplishing the job.

University Procedure:

5. Procedures

Implementation and Responsibility

Employees are responsible for initiating requests for any disability-related workplace
accommodations. Requests should be made to the Office of Human Resources at 541-885-1028 or
oithr@oit.edu.

Applicants are_responsible for initiating requests for any disability related accommodations to the
application and search process. Requests should be made to the Office of Human Resources at 541-

885-1028 (phone), 541-851-5200 (facsimile), or oithr@oit.edu.

Supervisors are responsible for referring requests from applicants and employees to the Office of
Human Resources. Supervisors will be included in the interactive process as appropriate.

Search Committees are responsible for referring requests from applicants to the Office of Human
Resources. Search chairs will be included in the interactive process as appropriate.

Office of Human Resources is responsible for evaluating requests, determining what type of
documentation is necessary to establish the presence of an impairment and whether a disability is
present; and determining if the requested accommodation is appropriate and effective. The Office of
Human Resources provides information relating to the regulatory employment provisions and
employer obligations; and may be contacted for information regarding campus accessibility and
resources for obtaining technical and assistive equipment.

Process — Recommended Steps

An employee requesting an accommodation should complete a Reasonable Accommaodation
Request Form and submit it in person, via facsimile or email, promptly to the Office of Human
Resources. If the employee already has medical documentation prepared by an appropriate
healthcare or mental health professional, this documentation should be submitted in person, via
facsimile or email with the request. If the employee does not have medical documentation the
request should be submitted and in most cases the Office of Human Resources will request
additional documentation from the employee to accompany the request.

An employee requesting reasonable safety accommodation(s) as Victims of Certain Crimes should
submit a written request to the Human Resources Consultant, Benefits marked CONFIDENTAL.
Requests for leave only as a Victim of Certain Crimes, please request a leave of absence, this request
packet can be found here: https://www.oit.edu/faculty-staff/human-resources/benefits/family-
and-medical-leaves

This letter of documentation should be sent, designated as *“Confidential” to:

Office of Human Resources
Oregon Tech
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3201 Campus Drive, Snell Hall 110

Klamath Falls, OR 97601

Fax: 541-851-5200

The Office of Human Resources will notify an employee regarding the need for additional
documentation for the determination of a disability. Employees should be prepared to obtain the
following information from the appropriate healthcare or mental health professional:

X A statement identifying your impairment(s);

X A description of how this condition is likely to impair your functioning in the work environment
at Oregon Tech, based upon your position description; and,

X Specific recommendations for appropriate workplace accommodations. Oregp4 (s)9 ( 1)6.3.-9 (a-1 (rc)-8.-9 4 (m)
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available on the Oregon Tech Human Resources Office website.

3. Other Complaint Avenues: The employee has recourse to other entities, includingthe Oregon
Bureau of Labor and Industries (BOLI) and the federal Equal Employment Opportunity
Commission (EEOC).

Confidentiality and Records

All Oregon Tech employees have a legal obligation to maintain confidentiality regarding a staff or
faculty member’s disability-related information. To that end, supervisors and human resources
personnel shall provide information to staff and faculty only when and to the extent necessary to
facilitate accommodation or when otherwise allowed by law. The Office of Human Resources shall
maintain any medical documentation in the Office of
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