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“Making a Request for

Accommodations in the Workplace”:

Dear (manager or employer name),

Thank you for the conversation today about my
accommodation request and options for [need].
A. We agreed to [accommodation] for [time
period]. Please let me know what the next steps
are and whether you require additional

information.
OR

B.  While we couldn’t find a solution that works
for both of us today, we decided to brainstorm
further options with the support of [Human
Resource or Health and Safety Department, a
Union, or other supports]. Please let me know
when we can meet for a follow-up conversation,

and I hope we can come to an agreement then.
OR

C. You offered (accommodation) which you believe
is reasonable. We do not feel it is reasonable for
the following reasons (for example, it does not fall
within the restrictions or limitations as assessed by
a medical professional). Please let me know what
further information you may need and when we
can meet for a follow-up conversation. I hope, with
further information, we can come to an agreement
then.
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Requesting
Accommodations
in the Workplace

In Alberta, employers must accommodate employees’ needs. This is covered under the
“grounds of discrimination” in the Alberta Human Rights Act. Accommodations should work for
both the employee and the employer. This form will help employees and employers during a
workplace accommodation process.

Accommodation - Employee Request

Describe your restrictions, limitations, and needs. For Check the protected ground(s) that
example, “Unable to lift heavy items.” relate to your needs:

Mental and physical disability
Gender, gender identity, or
gender expression

Sexual orientation

Race and colour

Religious beliefs

Ancestry and place of origin
Age

Marital and family status

Source of income

Suggest options for accommodation.

Describe how accommodating the need will help you at work.
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List the supporting information you attached, such as a doctor’s note.

How long do you need the accommodation? Date to discuss the accommodation.

Accommodation Request - Employer Response

Select all that apply below and provide relevant details.

] Employer and employee agreed on accommodating the need.
Provide a detailed description of the accommodation below.

Date for check-in discussion on

How long do you need this accommodation? how the accommodation is working.

[ 1 Employer and employee did not agree on what a reasonable accommodation
may be. Provide reasons for why the accommodation cannot be granted.

Page 2




] Employer requests additional information. List what information is needed.

[ | Meeting date to discuss alternative options for accommodation

[] Employer suggested the following supports for the employee:

[_] Further notes and details from follow-up meetings:

If you need further support, call the Alberta Human Rights Commission’s confidential inquiry

line at 780-427-7661 or toll-free in Alberta at 310-0000

This form was developed by: Additional support provided by:

@ Alberta
. ® - . Women and Gender Femmes et Egalité
I1r gumar_l nghts ‘Q% E?cll"'ilcdxmaiﬁies .* Equality Canada des genres Canada
ommission
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