Religious Accommodations Policy: Absences

Purpose

[Company Name] will reasonably accommodate absences from work for employees to participate in religious observances and practices to the extent the absence does not create an undue hardship. 
Absences for Religious Purposes
In addition to regular [Company Name] holidays, an employee may take time off to observe a special or religious holiday, provided that work schedules can be accommodated without undue hardship to business operations.
This policy applies to all [Company Name] employees.
Procedures
Reasonable accommodations to religious observances and practices should be arranged with the employee’s supervisor, who is encouraged to accommodate the employee’s request to the extent that it is practicable. Employees are responsible for giving supervisors at least a two-week notice of the proposed absence.
Employees may request this time as either paid vacation or time off without pay or have the option to make up equivalent time by arrangement with their supervisor.
If a supervisor is unable to grant the employee the time off requested, the supervisor should discuss the employee’s request with human resources prior to denying the request. If both the supervisor and the human resources representative agree that the time off would create an undue hardship, the request will be denied and alternative arrangements will be discussed with the employee. 

