SECTION: HARASSMENT, DISCRIMINATION & RETALIATION PREVENTION 

POLICY: Religious Accommodation	EFFECTIVE DATE: insert date adopted


STATEMENT OF PURPOSE:

[bookmark: _Int_m09tqJGg]The City respects the religious beliefs and practices of all employees and will provide, on request, accommodation for such observances when reasonable accommodation is available, that does not create undue hardship on the City’s business.

DEFINITION:

Accommodation: there may be a change in job, using paid leave or leave without pay, allowing an exception to the dress and appearance code that does not affect safety requirements, or for other aspects of employment.

APPLICABILITY:

This policy applies to all employees of the City.

PROCEDURES:

A. Requesting a Religious Accommodation
1. An employee whose religious beliefs or practices conflict with his or her job, work schedule, or with The City’s policy or practice on dress and appearance, or with other aspects of employment, and who seeks a religious accommodation must submit a written request for the accommodation to his or her immediate supervisor. The written request will include the type of religious conflict that exists and the employee’s suggested accommodation.

B. Providing Religious Accommodation
1. The immediate supervisor will evaluate the request considering whether a work conflict exists due to a sincerely held religious belief or practice and whether an accommodation is available, that is reasonable and that would not create an undue hardship in the City’s business. Depending on the type of conflict and suggested accommodation, the supervisor may confer with his or her manager and with the human resources director.
2. The supervisor and employee will meet to discuss the request and decision about accommodation. If the employee accepts the proposed religious accommodation, the immediate supervisor will implement the decision. If the employee rejects the proposed accommodation, he or she may appeal following the company’s general grievance policy and procedure.
3. Accommodation decisions will be communicated both verbally and in writing to the employee.
