
PROCESS FOR REQUESTS FOR REASONABLE ACCOMMODATIONS  
BY JOB APPLICANTS 

 
1. All initial communication with job applicants regarding job vacancies shall indicate the 

willingness of the college to make reasonable accommodations to the known physical or 
mental disabilities of applicants, and shall invite applicants to contact the college to 
request accommodations. 

 
2. The individual contacted with the request shall immediately contact the affirmative action 

officer.  Requests shall be processed in a timely manner. 
 
3. The affirmative action officer shall contact the job applicant to discuss the requested 

accommodation and possible alternatives. 
 
4. If the affirmative action officer approves the requested accommodation, the request will 

be forwarded to the college president for final approval. 
 
5. If the accommodation is approved, the affirmative action officer and the hiring committee 

chair will take the necessary steps to see that the accommodation is provided. 
 
6. If the requested accommodation is denied and the individual believes the decision is 

based on discriminatory reasons, he/she may file a complaint internally through the 
discrimination complaint procedure as outlined in this plan. 

 


