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1.0       Objective  

 
Universiti Tunku Abdul Rahman (UTAR) is committed to creating an inclusive and 
accessible work environment in compliance with applicable laws and regulations in 
Malaysia, including Employment Act 1955 and Persons With Disabilities Act 2008.  
 
This guideline sets out how staff members and job applicants may request reasonable 
accommodations related to disabilities, medical conditions, pregnancy, and other 
protected needs. 
 

2.0       Scope And Applicability 
 

This guideline applies to all staff members and job applicants, who make requests 
relating to: 
- Disabilities (physical, mental, sensory, cognitive) 
- Chronic illnesses and medical conditions 
- Temporary injuries or health conditions  
- Pregnancy and maternity-related needs 
- Gender identity or expression (where applicable) 
- Any other status protected under relevant applicable laws and regulations in 

Malaysia  
 
3.0       Definition of Reasonable Accommodation    

 
A reasonable accommodation is any modification or adjustment to the work 
environment, job duties, or policies that enables an individual to perform essential job 
functions or participate fully in the recruitment process, without imposing undue 
hardship on the University. Reasonable accommodation includes: 
- Flexible working hours  
- Remote Working Arrangement  
- Workplace or office modifications  
- Provision of ergonomic aids  
- Job duty modifications or rearrangement of tasks and job responsibilities  
- Private spaces for lactation or other needs 

 
4.0      Process For Accommodation Request And Handling of Accommodation Request  

 
4.1 A job applicant, who intend to make a request for reasonable accommodation, can 

submit his/her request to the Division of Human Resource (DHR) in writing. Such 
a request shall be submitted together with his/her job application or upon 
receiving a notification from DHR for a job interview. The job applicant must 
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provide detailed information in writing, such as, the type of reasonable 
accommodation needed, the duration, etc.  
  

4.2 A staff member, who intend to make a request for reasonable accommodation, can 
submit his/her request in writing to his/her respective Dean/Director/HoD or to 
DHR. The staff member must provide detailed information in writing, such as, the 
type of reasonable accommodation needed, the duration, etc.  
 

4.3 No specific terminology is required when submitting a request in writing. Upon 
receiving a request, the respective Dean/Director/HoD or DHR will: 

o Engage in a discussion with the requester to understand the request and the 
individual’s need 

o Request detailed information and relevant documentation (e.g. medical 
report) as and when needed 

o Explore suitable accommodation options collaboratively 
o Assess if the accommodation is reasonable and the request does not 

impose undue hardship to the University  
o Communicate the decision to the requester in writing  

 
4.4 The University will attempt to address the accommodation request in accordance 

to the expressed individual’s need. The request may be referred to the relevant 
committee (such as: Staff Benefits and Compensation Committee, Senior 
Management Committee) as and when necessary.  
 

4.5 The decision made by the President on any request for accommodation shall be 
final.     

 
5.0 Confidentiality  

 
All information provided and documentation submitted related to accommodation 
requests will be treated confidentially. Information will only be disclosed to 
faculty/division/department or individuals involved in the processing and executing of 
the accommodation request on a need-to-know basis.  

 
6.0 Protection Against Retaliation    

 
The University strictly prohibits retaliation against any individual staff member who 
requests an accommodation or assists other colleague(s) in the process of requesting 
an accommodation.  
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Any concerns related to potential retaliation (such as: unfair treatment, harassment, 
discrimination) arising from a request for accommodation, shall be reported to DHR 
in writing.    

 
7.0 Responsibilities of Superior(s)   

 
Dean/Director/HoD, who act as a superior to the requester, are responsible for: 
- Treating accommodation requests seriously and confidentially 
- Referring accommodation requests to the Division of Human Resource, if it is out 

of their capacities in addressing the request 
- Supporting the implementation of approved accommodations 
- Avoiding presumptions, judgements or inappropriate requests/questions regarding 

an individual staff member’s condition 
- Providing support and proper communication within the relevant 

faculty/division/department for better understanding and support of other staff 
members 
    

8.0       Legal Compliance 
 

UTAR is committed to comply with the relevant applicable laws and regulations 
within Malaysia. This guideline is aligned with the following Malaysian legislation 
and standards: 
- Federal Constitution of Malaysia  
- Employment Act 1955 
- Industrial Relations Act 1967 
- Occupational Safety and Health Act 1994 
- Persons With Disabilities Act 2008 

 
9.0       Review of Guideline  

 
The University reserves the right to review this guideline from time to time as and 
when needed.  

 
 


