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The Leave Analyst sends employee
the Reassignment Intake form and
asks for current resume

Resume is received

Leave Analyst meets with the employee to
determine current job tasks, skill level and
desired job limitations

The Leave Analyst runs the

vacancy and open position report,
reviews to see if the position is suitable
and the employee meets qualifications

The Leave Analyst sends the employee the
reassignment offer letter with due date for
acceptance (usually 48-72 hours)

Employee does not accept the
reassignment offer. The Leave Analyst
concludes the ADA process and moves

into the medical layoff process

Please note: This is a general
overview of the process and does
not reflect all steps in the process.

is used when there are no reasonable accommodations that
can be done to keep the employee in their position.

Employee accepts the reassignment
and offer the employee is reassigned
to the new position

The Leave Analyst directs the
receiving department to complete
the PA and any required forms

Until the PA is fully processed the employee
belongs to the former department which
should approve the employee's timesheet
with the help of the Leave Specialist
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