
Americans with Disabilities Act

Employee Accommodation Request Checklist

This form is designed to aid supervisors who have been approached by an employee who is communicating the presence of a disability and/or requesting accommodation. At any point in this process, please feel free to call Human Resources at x85533. We will be happy to help.

Step 1:

(Without assuring the employee that a request will be granted or discussing the accommodation in any detail…)

Gather the following information:

1) Access the Americans With Disabilities (ADA) packet available on the HR Web page, which includes:

· Diagnosing Professional’s Documentation of Disability

· Diagnosing Professional’s Functional Limitations Form

· Employee Request for Accommodation Form

· Accommodation Evaluation Form

2) Review the Employee Work Profile and Addendum A (if applicable) 

Step 2:

Give the employee the Diagnosing Professional’s Functional Limitations Form and the Diagnosing Professional’s Documentation of Disability Form, to be taken to the diagnosing professional for completion and the Employee Request for Accommodation Form to be completed by the employee.

Step 3:

When the employee returns the forms filled out completely, determine if the employee has a qualifying disability by evaluating the Diagnosing Professional’s Documentation of Disability Form.  

Step 4:

Compare the Diagnosing Professionals Functional Limitations Form, and the Employee Work Profile & Addendum A.

Step 5:

Call Human Resources for assistance completing the Accommodation Evaluation Form.  We will discuss the request, evaluate the requested accommodations to determine if the requested accommodation is a reasonable one, and propose alternatives.
Human Resources


MSC 7009


James Madison University


Harrisonburg, VA 22807


(540) 568-3825


























PAGE  
1

