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· Keep a calendar, a notebook or computer file where you record any events or interactions that may be evidence of discrimination. Mark the date, time, and people involved with each incident.

· Note the time, date, location of the incident.  Record all people who were present.

· Write down a detailed description of the incident.

· Include quotation marks around any statements which you heard directly and about which you are certain.  Indicate the person making the statement.

· Otherwise, paraphrase the comment or conversation. 

· Note any witnesses and what you believe those witnesses observed or heard. 

· Make sure that you talk to those witnesses and confirm their statements before listing them as witnesses in a complaint. 

· Keep a record of all documents you receive from those involved, such as:

· Notes(hand written or typed

· Memos, letters or files

· Policies and procedures
· Reports or evaluations

· Regularly review and copy your personnel file, which is your right in Illinois under the Personnel Record Review Act (820 ILCS 40). 

· See:  http://www.legis.state.il.us/legislation/ilcs/ch820/ch820act40.htm
· If you are concerned about an action of a co-worker or supervisor OR if you want to be considered for a promotion or for a vacant position:

· Consider sending a letter to the appropriate person (supervisor, manager, human resources person, etc.), and 

· Ask for a written response. 

· If you want proof that your letter was received, consider sending your letter by certified mail.

For more info about the employment rights of people with disabilities, contact Equip for Equality at contactus@equipforequality.org or 1-800-537-2632 (voice) or 1-800-610-2779 (TTY
This resource sheet is a guide to the Americans with Disabilities Act for people with disabilities.  Nothing written here shall be understood to be legal advice.  For specific legal advice an attorney should be consulted.
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