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MULTNOMAH COUNTY
Department Checklist for Reasonable Accommodation Requests
This checklist will assist you in documenting the process for reasonable accommodation requests. Please review Multnomah County Personnel Rule 2-70, Compliance with ADA and state disabilities laws, prior to starting the process. HR Representatives must consult Labor Relations and the County Attorney’s Office prior to starting the interactive process. The County Attorney’s Office has the authority to approve or deny a request for reasonable accommodation. 
	______________________________________

Employee/Applicant Name
	______________________________________

Title of Job Classification Held or Sought

	______________________________________

Manager/Supervisor/HR Representative
	______________________________________

Department/Work Unit


_____
Date of Interactive Process Meeting:


· Interactive Process Guide For Reasonable Accommodation – Date completed:_______
_____
Employee completed required forms

· Reasonable Accommodation and/or Access Request Form – Date completed:
__________
· Authorization to Release Medical Records – Date completed (if necessary):

____
_____
Sent a copy of the forms below to the health care provider on 

(date) with a requested return date of

.

· Authorization to Release Medical Records________________________
· Letter to Health Care Provider regarding accommodation request______
· Current position description____________________________________
· Classification Specifications____________________________________
_____ Accommodation request is: 

Approved    

Denied

· Contacted Labor Relations on 


(date)
· Contacted County Attorney’s Office on 


(date)

· Approval letter with accommodation information sent to the employee on 

(date)

· Denial letter with reason for denial sent to the employee on 

(date)

______Other suitable employment opportunities investigated within the County for this employee:




(date)
Copies of all forms and notes must be sent to Labor Relations and County Attorney’s Office. [image: image1][image: image2][image: image3]

