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RELIGIOUS ACCOMMODATION

LCPS respects the sincerely held religious beliefs, practices, and observances
of all employees and will make, on written request, an accommodation for such
practices and observances when a reasonable accommodation is available that does
not cause the school division an undue hardship.

An employee whose sincerely held personal religious beliefs require the
absence from work for certain times of the workday or workweek must submit a
written request for accommodation to the Human Resources and Talent Development
(HRTD) Leave & Disability Programs office, utilizing the “Request for Religious
Accommodation” form available on the LCPS website. An employee may use up to
five (5) days of accumulated paid personal or annual leave or leave without pay. Such
leave will be deducted from the employee's accumulated leave or documented as
leave without pay. Requests shall be submitted in at least fourteen (14) days in
advance of the need for such leave with sufficient notice to obtain a substitute or other
back-up coverage, as appropriate or required.

Request for consideration of other accommodations under this policy shall be
reviewed and approved or denied by HRTD Leave & Disability Programs team. The
employee’s immediate supervisor may be consulted to review and discuss the request
in order to make a determination.

If the request is denied, the employee may appeal to the HRTD Leave &
Disability Programs team in writing and submitted to Leave and Disability Programs.
Employees may be requested to provide documentation in support of their request for
leave.

Requests for Religious Accommodation must be updated fourteen (14) days of
the requested start date if a request is being modified. If an employee transfers to a
new position or location different from when the accommodation was approved, they
must notify Leave & Disability Programs by submitting a new request fourteen (14)
days prior to the start date of their new position or location.
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