Employment Accommodations for Supervisors and Managers
Any employee who is a person with a disability may request accommodations in the workplace regardless of their employment status (student, part-time, full-time, classified, etc.). Accommodations may be requested at any point to provide access during the application, screening, interview, hiring, or employment process. The Office for University Accessibility (OUA) supports UHR and departments to provide accommodations during the application and hiring process. Once a candidate is hired, OUA receives, evaluates, and coordinates requests for employment related accommodations.

Recommendations for Advertising, Hiring and Onboarding
· Include a statement in on-line recruitment and application materials:
“To request an alternate format or other accommodation to participate in the application or any part of the hiring process, please contact UHR at 740-593-1616 or email UHR@ohio.edu.”


· Offer accommodations at each stage of hiring process (screening interview, on campus interview, etc.) and designate a person to receive requests:
“If you need an accommodation to participate in the [screening interview/on campus interview/etc.] process, please contact NAME at XXX@ohio.edu or call XXX-XXX-XXXX by [DATE].”

· Provide information to all employees about accommodation requests during onboarding:

“To inquire about the employee accommodation process or to request an employee accommodation, please contact the Office for University Accessibility at 
740-593-2620 or access@ohio.edu.”

 Process to Request Employee Accommodations 
· Employee completes a request and provides documentation to OUA (website)

· OUA and employee meet to discuss disability impact, job responsibilities, and identify potential accommodations

· OUA contacts supervisor to discuss accommodations, develop a plan to implement accommodations, or understand concerns or additional information to consider

· In some instances, additional conversations with the employee and supervisor or a meeting including the supervisor, employee, and OUA staff may be required to determine and implement accommodations
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