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A. a physical or mental impairment that substantially limits a major life activity; 

B. a record of such impairment; or 

C. being regarded as having such impairment1 

D. Effective means a reasonable accommodation that meets the needs of the qualified 
individual with a disability so that an individual is able to perform the essential 
functions of the position, and/or to enjoy the benefits and privileges of employment 
that non-disabled individuals in similar USMO positions enjoy
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J. Substantially limits a major life activity means the employee’s disability limits the 
employee’s ability to perform a major life activity as compared to most people in the 
general population. 

K. Undue hardship means a significant difficulty or expense that would be incurred by 
the USMO if it were to provide certain reasonable accommodations.   

IV. Procedure for USMO Employees to Request an Accommodation 

The reasonable accommodation procedure is essentially three steps, intended to be simple 
and accessible: 

A. Initiate:   To make an accommodation request, the employee should let the HR-ADA 
Coordinator know that an adjustment or change is needed at work for a reason related to 
a physical or mental impairment.  This is the first step in the interactive process. 

1. The request may be written or verbal; no special words are needed. 

2. A USMO supervisor or manager who learns first of an employee’s request should 
immediately seek the guidance of the HR-ADA Coordinator so that the matter can 
be handled in an expeditious manner.    

3. The HR-ADA Coordinator will ask the employee to complete a form that will serve 
as a guide to the interactive process. 

B. Information Exchange: 

The HR-ADA Coordinator will discuss the reasonable accommodation request with the 
employee, if necessary.  If the disability isn’t already known or obvious, the HR-ADA 
Coordinator may ask clarifying questions in order to establish that an employee is a 
qualified individual with a disability in need of a 
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If a USMO employee believes they have been denied a reasonable accommodation or 
denied another right to which they are entitled under this Policy and Procedure, or if 
they believe they have been discriminated against or retaliated against on the basis of 
their disability, they may file a written Complaint with the Associate Vice Chancellor for 
Human Resources.   

1. The written Complaint must be sent within ten (10) work days of the HR-ADA 
Coordinator’s written Determination summary. 

2. The written Complaint must be sent via email to USMOHR@usmd.edu 
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