Chapter I

General Principles for Accommodation

Determining gppropriate accommodations in a particular assessment Situation requires information about
the individud’ s disability, the nature of the quaifications being assessed and the type of assessment tool
which will be used, whether it is a paper-and-pencil test, an interview, or an interactive exercise such as
asgmulation. There are anumber of generd principles which can serve as aguide in usng these sets of
information to determine accommodations. This chapter covers the key principles by which human
resource consultants, managers and dl other individuas reponsible for assessing persons with
disabilities should be guided in making decisonsin specific cases.

Principle 1: Provide all candidates with an equal opportunity to fully
demonstrate their qualifications

Every candidate in a sdection process should have the opportunity to fully demongtrate his or her
competence in the qudifications being assessed. Thisbasic principle is designed to ensure merit in
selection, and from it derives the rationae for accommodating the individua needs of candidatesin an
assessment context. When adisability hinders a candidate from fully demondtrating his or her
quaifications using a particular assessment ingtrument, adjustments need to be made to the adminigtration
procedures or to the assessment instrument itself so that the candidate isin a pogtion to fully
demondtrate his or her qudifications.

Farnessin this context means being fair to all candidates in the process. Thus, accommodations should
be designed so that persons with disabilities are neither at a disadvantage nor are advantaged relative to
other candidates. This principle is sometimes referred to asthe “fairness principle’.

Principle2: Consider each request for accommodation individually, using a
case-by-case approach

A number of key ements must be taken into congderation when determining accommodetionsin any
given assessment Situation. For this reason, each request for accommodation must be considered
individudly.

Firg, the nature and the extent of the individual’ s disability or functional impairment must be
taken into account. Generdizations should not be made about the functiona limitations or
accommodation needs of persons who have the same identified disability, for example “low vison™ or
“cerebrd pasy”. Differences may exigt in the degree and type of functiond limitations as well as
adaptive dtrategies used. For example:
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S One patidly sghted individua may require alarge print format for written tests, whereas
another person may require specia lighting or may read test materidsin standard print using a
magnifying glass.

S One person with cerebra pasy may have dower speech and require moretimein an
interview, whereas another may have no difficulty with speech and require no accommodations
for an interview.

Second, the type of qualification which is being assessed, based on the job duties of the position, must
be consdered. Thisincludes any requirement for job performance associated with speed. For example:

S If knowledge is being assessed and the timing of the test is not considered critical, extending
time limits could be an appropriate accommodation.

S However, if the qudification is ability to file documents quickly and accurately, and speed
isacriticd factor on the job, time limits should not be increased.

Third, the type of assessment instrument must be considered. The kinds of accommodations which
are necessary for awritten test might be unnecessary for an interactive exercise. For example:

S A candidate with vision loss may require an accommodation for awritten test but no
accommodation for an interview.

S However, aperson who is hard-of-hearing might need accommodation on an interactive
exercise but not require accommodation on a written test, once the instructions have been
thoroughly understood.

Principle3: Do not alter the nature or level of the qualification being
assessed

When modifications are made to the administration or content of an assessment instrument, the
possibility exigts that these modifications may affect what isbeing assessed. Since individuas with
disabilities are not exempted from meeting bona fide occupational requirements (as described in
Chapter 1), in order for the candidate to demondirate that he or she fully meets the qudifications of the
position, accommodations provided in specific cases should not ater the nature or leve of difficulty of
the qudlification being assessed.

The following example illustrates how certain accommodations, gppropriate in some cases, may in other
cases ingppropriately ater the nature or the level of the qualification being assessed:

S A blind candidate may be administered a knowl edge test, administered in written form to
other candidates, using tape-recorded questions, and may provide responsesin an ora format,
for example, by dictating into atape recorder. This means of providing answers congtitutes an
appropriate accommodation because it does not affect the nature or leve of the quaification
being assessed. However, if written communication skills were being assessed, the same
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candidate would not be permitted to provide hisor her responses ordly, sncein that case the
ability to communicate in writing would no longer be assessed. (An gppropriate
accommodation might be to alow the candidate to type responses using a persona computer,
or voice dictation software, to provide his or her responses.)

When gpplying this principle, it should be stressed that the qualification assessed must be abona fide
occupational requirement for accomplishing the work of the position. Once the manager has
confirmed that the qualification is essentid to job performance, the sdlection board must further ensure
that the demands of the assessment instrument do not exceed those of the job. The following example
illugtrates how thistype of problem may occur and be resolved:

S A dedf candidate with low literacy (reading) skillsisto take awritten knowledgetestin a
comptition for aclericd podtion. When determining the accommodations to be provided to
this candidate, the selection board realizes that the reading skills required on the knowledge
test exceed those normally required on the job. They decide that the test is ingppropriate, and
another test with an appropriate level of reading is substituted and used for al candidates.

Principle 4: Alternate methods or sources of information must provide
compar able information

In most cases, accommodations take the form of adjustments to the adminigtration of the assessment
indrument which isbeing utilized, or the use of an dternate format of the same ingrument. However, in
exceptiona circumstances, the origina assessment tools may not permit afar assessment of the abilities
of aparticular candidate. In such cases, it may be appropriate to utilize either an dternate method of
assessment or an aternate source of information regarding the candidate’ s qudificationsin order to
obtain more accurate information on which to evaluate the candidate’ s abilities. When aternate methods
or sources are used, they must be justified on thisbasis. However, care must be used to ensure that this
information and the information collected on other candidates in the selection process is compar able, in
order that al candidates may be rated and their abilities compared accuratdly. The judgement of the
persons determining the aternate methods and sources and of those comparing the information to assess
the qudificationsis very important.

The following example illustrates circumstances in which aternate methods and dternate sources of
information may be appropriate:

S Theability to communicate orally of adesf individua who uses American Sign Language
(ASL) must be assessed for a competition to which he has gpplied. The selection board
decides that in this case, the ability should be interpreted as ability to communicate on the job.
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It further determines that on-the-job communication skills would not be adequatdly assessed
by an ord interview using an interpreter of American Sign Language, snce thisis not typica of
the way he normaly communicatesin work Stuations. Instead, they opt to give the candidate
the interview questions, which consst of short job-related Stuationd questions, and dlow him
to respond using written notes and short memos, which is the way he normdly carries out his
interactions with other staff when on thejob. This condtitutes an alter nate method of

ng the ability to communicate on the job.

Principle5: Base accommodations on complete and up-to-date infor mation
on the candidate' s disability and functional limitations

The provision of appropriate accommodations requires complete and current information on the
candidate’ s disability. Without adequate information about the disability, neither the department nor the
candidate can be confident that appropriate accommodations are being provided.

Unless the disability is both evident and longstanding, with limitations which are clearly understood, it is
recommended that departments obtain documentation from a quaified hedth professond to support the
request for accommodation. The documentation must be complete — adequate to determine the
accommodation required — and current — recent enough to ensure that it accurately describes how the
disability currently effectsthe individua’ s bility to function. A qualified health professional isone
who has both appropriate professond training or certification and knowledge of the particulars of the
individud in quegtion.

Whileit is essentid that adequate and accurate information about a disability be obtained to provide
gppropriate accommodations, it must aso be remembered that the candidate is not obliged—and should
not be asked—to provide irrdlevant information that is not required.

Standards for what is required in the documentation may be found in Chapter 111. More specific
guidelines on information requirements for documentation and the speciaists appropriate for various
types of disabilities, are contained in Chapter V.

Principle 6. Communications concer ning accommodations must be timely

Timeinessis an essentid component of fairnessin the communications that occur between the
department and the candidate. First, departments must inform candidates at the outset of a competitive
process that accommodeations are available for persons with disabilities, based on their needs.
Secondly, it isthe responsihbility of candidates in competitive processes to make known their need for
accommodation, as well as to provide requested information or documentation supporting their request,
inatimely manner. Departments need adequate time to throughly assess the candidate’' s needs,
congder the requirements of the position, and consult as required to determine gppropriate
accommodeations.
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Findly, it is essentid that departments inform candidates of proposed accommodations well in advance
of the assessment date. Candidates need to beinformed of and provided feedback on the proposed
accommodations before being assessed. Not only may candidates have questions about the assessment
process, but they may have further input on their needs in relation to the proposed accommodeations.

Suggested procedures for handling the issues surrounding the need for timeliness may be found in
Chapter IV, Procedures for Determining Accommodations.
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