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DATE: November 15, 2024 

 

TO:  ADA Coordinators 

    

FROM: Jeremiah J. Sams, Esq., System Director for Compliance  

 

REF: Supplemental Procedures and Forms to the System’s Americans with 

Disabilities Act & Pregnant Workers Fairness Act Policy 

    

The System’s Americans with Disabilities Act & Pregnant Workers Fairness Act Policy provides 

the System Office for Compliance with the authority to develop supplemental procedures and 

forms to further support the implementation of the Policy among the institutions of the System. As 

such, the System Office for Compliance is instituting the following procedures: 

1. Maxient 

a. All requests for accommodations and all complaints under the internal grievance 

procedure must be managed and tracked in Maxient. If the request or complaint is 

made outside of the Maxient platform (e.g., verbally or in writing), the ADA 

Coordinator shall input the request or complaint into the Maxient platform and 

upload a scanned copy of the request if the request is in writing. 

b. The Maxient file must be a complete and accurate file of any and all 

correspondence, records, and documentation regarding the matter. 

2. Effective Communication (Title II) Accommodations 

a. The ADA Coordinator shall coordinate all accommodations for programs, services, 

and activities with the unit hosting or sponsoring the program, service, or activity 

to ensure the accommodation is provided. The ADA Coordinator shall also monitor 

payment of the accommodation by the unit hosting or sponsoring the program, 

service, or activity. 

3. Interactive Process with Employees or Applicants 

a. During the interactive process with employees, the ADA Coordinator shall not 

divulge the employee’s disability or medical information with supervisors. 

4. Medical Documentation 

a. The ADA Coordinator shall send a copy of all medical documentation received for 

an employee to Human Resources for saving in the employee’s medical file: 

i. System Office, SUBR, SULC, and SUAREC – roderick.wells@sus.edu  

ii. SUNO – ttaylor@suno.edu  

iii. SUSLA – qskidmore@susla.edu  

5. Trainings for Supervisors 

https://www.bing.com/images/search?view=detailV2&ccid=96tjnNAk&id=66A7C384972A7FB55D81AC4A3288023717700EF4&thid=OIP.96tjnNAkRUuaXHAFX7NdjQDcDb&q=southern+university+system&simid=608000502780004816&selectedIndex=1
mailto:roderick.wells@sus.edu
mailto:ttaylor@suno.edu
mailto:qskidmore@susla.edu


Supplemental Procedures and Forms to the System’s Americans with Disabilities Act & 

Pregnant Workers Fairness Act Policy 

November 15, 2024 

Page 2 of 2 

 

 

a. The ADA Coordinator shall maintain a database of supervisors who received the 

minimum hour of education and training on the Americans with Disability Act and 

ensure supervisors are retrained as required. 

6. Telework Accommodations 

a. For telework accommodations, the Workplace Accommodation Telework 

Agreement Form must be completed prior to the commencement of the 

accommodation. 

Additionally, the System Office for Compliance is instituting the following required forms: 

1. All relevant forms and letters in Maxient. 

2. Request for ADA/Workplace Accommodation 

(https://www.sus.edu/assets/sus/officecompliance/forms/Request-for-ADA-Workplace-

Accommodation.pdf)  

3. Medical Inquiry Form (https://www.sus.edu/assets/sus/officecompliance/forms/Medical-

Inquiry-Form.pdf)  

4. ADA Complaint Form (https://www.sus.edu/assets/sus/officecompliance/forms/ADA-

Complaint-Form.pdf) 

5. Workplace Accommodation Telework Agreement Form 

(https://www.sus.edu/assets/sus/officecompliance/forms/Workplace-Accommodation-

Telework-Agreement-Form.pdf)  
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