
How to Ask Your Boss for an Accommodation

You should feel comfortable requesting an accommodation when you need one. However, it 
can be a difficult or nerve-wracking conversation to have with your boss or supervisor. 

These are tips you can use when asking for an accommodation and examples of successful 
conversations you can use as a guide. 

Tips when asking for an accommodation:

• Identify your needs. Evaluating what accommodations are most essential for your 
comfort and productivity will help you create a clean, actionable plan to present to 
your boss. 

• Have solutions prepared. Having a plan for realistic ways your employer can 
accommodate you will help you explain what you want. It will also make it easier for 
your employer to address your needs. 

• Keep it simple. You are not required to explain your entire medical history when 
requesting an accommodation. Simply stating and proving that your request is 
related to your disclosed disability is enough. However, employers do have the right 
to request additional medical information in case your explanation isn’t sufficient. 

• Be honest. When asking your boss for an accommodation, remember that you’re 
asking for tools you need to succeed, not favours or suggestions. Speak up if you 
know a proposed accommodation won’t suit your needs. 

• Document your request. Keep track of what you have asked for and when, in case 
your accommodation request is denied and you have to fight for your right for an 
accommodation. While requests for accommodations don’t have to be in writing, it 
can be useful to have evidence in case this leads to a dispute. 

Here are some examples of how to ask for an accommodation: 

• Example A: An employee tells her supervisor, "I'm having trouble getting to work at 
my scheduled starting time because of medical treatments I'm undergoing." This is a 
request for a reasonable accommodation.

• Example B: An employee tells his supervisor, "I need six weeks off to get treatment 
for a back problem." This is a request for a reasonable accommodation.

• Example C: A new employee using a wheelchair tells her employer her wheelchair 
cannot fit under the desk in her office. This is a request for reasonable
accommodation.

• Example D: An employee tells his supervisor that he would like a new chair because 
his present one is uncomfortable. This request wouldn’t be approved because the 
employee has not linked his need for the new chair with a disability or medical
condition. 



Some employers may have forms you can fill out when requesting an accommodation. Use 
any provided forms to ensure your request is considered complete and proper by your 
employer. 

Below is a standard template you can follow to ensure all important information is provided 
to your employer when asking for an accommodation. 

Date of Letter
Your name
Your address
Employer's name
Employer's address
Dear (e.g., Supervisor, Manager, Human Resources, Personnel):

• Identify yourself as a person with a disability

• State that you are requesting accommodations 

• Identify your specific problematic job tasks

• Identify your accommodation ideas

• Request your employer's accommodation ideas

• Refer to attached medical documentation if appropriate

• Ask that your employer respond to your request in a reasonable amount of time
Sincerely, Your signature
Your printed name
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