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PROGRAM ACCOMMODATION FILES

Description

Used by Human Resources and Equal Opportunity staff to document employee
requests for accommodations related to the Americans with Disabilities Act or the
Workplace Possibilities Program. Records contain information pertaining to
workplace accommodation requests submitted by employees and/or includes, but is
not limited to, employee vital information, social security numbers, consent forms,
contact notes, correspondence, and statements from physicians or other licensed
professionals to document employees’ need for medical accommodations. The files
also document services provided by the university to meet the special needs of
employees.

Retention

3 years, destroy.

Shriniid

1

The approval and implementation of this records retention schedule should comply with the Department of Archives and History’s Guidelines for Understanding and Implementing Records Retention Schedules.




