COUNTY OF SACRAMENTO

PERSONNEL POLICIES AND PROCEDURES NO. 
  DATE 



ISSUED: 

SUBJECT:  Pre-Employment Examination                DATE: March 28, 2007  


Accommodations

1. PURPOSE: To govern the manner by which accommodations are handled by the Employment Office, and to set forth the process and procedure for an applicant to request a reasonable accommodation to take part in a County application/examination process.

2. AUTHORITY: California’s Fair Employment and Housing Act as well as the federal Americans with Disabilities Act covers obtaining employment for people with disabilities as well as all other aspects of employment. 
3. POLICY:  Reasonable Accommodations fall within two categories:

3.1 Pre-Employment Reasonable Accommodation Requests made by applicants are addressed in this policy.

3.2 Reasonable Accommodation Requests made by employees are part of an entirely different process and are addressed in a different policy. 
4. REASONABLE ACCOMMODATION REQUESTS: The Employment Office addresses the need for reasonable accommodations on the job application and the job announcement currently. This policy addresses what should be done with the information after an applicant makes a request. 

As soon as the applicant requests a reasonable accommodation, the applicant should be:
4.1. Provided a Reasonable Accommodation Request form by the Employment Office or instructed to use the link found either on the electronic job announcement for requesting an accommodation or on the application itself. 

4.2. Instructed to return the form – completed by the applicant and his/her physician- to the Disability Compliance Office by the final filling date for the examination which they are applying in order for the Disability Compliance Office to certify and process. 

4.3. If the documentation has been completed or updated within the last three (3) years and the request for accommodation is exactly the same, applicants are only required to submit a Reasonable Accommodation Request Form.  They are not required to have the Physician’s signature.

5. PROCEDURE: Once the Applicant contacts the Disability Compliance Office, the Office will review the applicant’s Reasonable Accommodation Request and make a determination as to the applicant’s qualifications for the reasonable accommodation.

6.
FOLLOW-UP RESPONSIBILITY: 


The Disability Compliance Office:

6.1.
Will notify the 
Employment Office of the qualification by way of  


an email of the certification letter. 

6.2       Will follow up the email with a hard copy of the certification letter 
as well as any general recommendations on how to proceed.  

The Employment Office: 


6.3
Will notify the applicant of his/her qualification as well as the 
accommodation that will be provided.  

6.4
Will make certain the accommodation is in place for the 
examination.
