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Purpose 
 
The purpose of this procedure is to outline the process to be followed when the College requires an 
employee to have a medical examination. 
 
Procedure 
 
A. The appropriate supervising Vice President or the College President is responsible for recommending 

to the Chief Human Resources Officer (CHRO), or designee, that the College should require an 
employee to have a medical examination and to provide the work-related business justification in 
writing to support the recommendation. 
 

B. The CHRO, or designee, is responsible for forwarding the recommendation to the Office of General 
Counsel for review and legal opinion.  If so indicated, the CHRO, or designee, will notify the 
employee in writing of the request for a medical examination. 
 

C. The employee shall be responsible for scheduling the required examination and providing a return-to-
work authorization from the examining physician to the CHRO, or designee.  The CHRO, or designee, 
in consultation with the Office of General Counsel, will advise the appropriate Vice President or 
College President as to whether the employee is eligible to return to work.   
 

D. The CHRO, or designee, is responsible for ensuring that the original report of the examination is 
placed in the limited access section of the official personnel file of the employee. 
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