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Request for Reasonable Accommodation 

	Employee Name:       
	Manager Name:       

	Employee title/position:      
	Campus:       


To comply with local, state and federal law, Concordia University, St. Paul will make reasonable accommodations for diagnosed and documented physical and/or mental limitations of an otherwise qualified employee that impact the ability to perform essential duties of the job.  
Employees requesting an accommodation must complete the Request for Reasonable Accommodation for the purpose of identifying if reasonable accommodation(s) are able to be provided. Requests will be reviewed and processed by the Human Resource department in accordance with policy and in consideration of local, state, and federal law.
	Employee:  Once you have completed this section, please submit this document (and documentation from your diagnosing professional*) to Human Resources.

	Identify your condition(s) and indicate how you believe each condition affects your ability to perform your duties:

     


	State the accommodation(s) you are requesting and any alternatives:

     


	Human Resources:  state whether the requested accommodation(s) is approved or denied.  If approved, state the accommodation(s) that will be implemented.  If denied, state the reason(s) why:

     



*Before the request for reasonable accommodation may be considered, a Medical Request for Accommodation Information, including the medical diagnosis that substantially impacts a major life activity, functional limitations due to the diagnosis that impact the ability to perform the essential duties of the job or to access benefits of employment, the length of time the diagnosis is expected to persist, and reasonable accommodations to address the functional limitations, must be submitted directly to the HR office.  The Director of Human Resources may ask the employee to submit authorization to speak with diagnosing professionals to make determinations about reasonable accommodations. 
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