RELIGIOUS ACCOMMODATION PROCESS GUIDANCE

1. RELIGIOUS REASONABLE ACCOMODATION REQUESTS:

a. Religious Reasonable Accommodations (RRA) are adjustments to workplace rules, policies, or practices that allow an employee to practice their sincerely held religious beliefs.

b. An employee requests an RRA by notifying there first line supervisor or DPC that a work requirement conflicts with their religion.  If the DPC is not notified by the employee first the first line supervisor will notify the DPC within two (2) Calander days.

c. The DPC will provide the employee the “Request for Religious Accommodation” document and will request the employee return the completed document via encrypted email to the appropriate EEO mailbox within five (5) calendar days.

d. The DPC will review the “Request for Religious Accommodation” document to ensure it is complete and will provide it to the employees first level supervisor with cc to the appropriate Office of General Counsel.  First level supervisors are the DMs for Religious Accommodation requests that do not require higher level approval (Remote, Regular Recurring and Situational Telework must be approved at a higher level if the duration of the requested accommodation falls outside of the supervisors’ approval authority). Supervisors are required to receive legal advice from OGC prior to making a decision or recommendation on an employee’s religious accommodation request.  If the requested accommodation falls within J1s oversight, supervisors are required to coordinate the request with the designated J1 POC.  J1 personnel can provide information on a variety of situations (workplace flexibilities, position descriptions, certification requirements and position sensitivity to name a few).  The DPC should reach out to their J1 CAM to discuss.

e. Supervisors have five (5) calendar days to review the request, engage in the interactive process and make a decision or recommendation on the request.  The first level supervisor provides his/her decision to the employee and the local EEO office POC, unless the request is for remote work or telework above the supervisor’s Approval Authority.  If the request is for remote work or telework the supervisor will complete the supervisor’s portion of the RA decision memo and provide it to the DPC for submission to the Religious Approval Authority (RAA). 

f. If a decision is made by the 1st level supervisor, the supervisor will notify the employee of the decision and provide the DPC with the decision memo to close out of the request.  The DPC will record the decision on the tracker and add it to the employees’ RA file.  

g. If the decision requires higher level approval the supervisor will complete the recommending official portion of the decision memo and provide it to the DPC.

h. The DPC will review the decision memo and upload it too RARE along with the employees Request for Religious Accommodation document.  The DPC will send the request to the RAA. 

i. The RAA will have five (5) calendar days to document a decision on the RRA decision memo and send it back to the DPC for closeout.  

j. The DPC will provide the decision to the supervisor who will notify the employee of the decision.  The DPC will close the request.


