Chapter lli

Fundamentals: Roles and Obtaining Information
for Determining Accommodations

The process of determining accommodations for persons with disabilities undergoing assessment for
selection involves a number of parties, including the department, the selection board, the candidate, and,
in some cases, the Personnd Psychology Centre. 1t dso involves persons with disabilities disclosing
information about themsdvesin order to, firdt, identify themselves as persons with a disability requiring
accommodation and, second, determine the nature of the accommodations needed. The latter may
require the further step of supplying documentation from a hedlth professiond in order to determine
appropriate accommodetions. In this chapter we will firgt outline the roles and responsibilities of the
various parties and then discuss the need for information and how disclosure can be dedt with
sEnstively.

A. ROLES IN PROVIDING ACCOMMODATIONS

1. Department

A department of the federa Public Service which undertakes a salection process has a number of
regpongibilities concerning persons with disabilities:

S toinform candidates that they have aright to accommodation if they have a disahility;

S to condtitute knowledgeable and, to the extent feasible, representative sdection panels, and
provide training as required to ensure competent and sengitive assessment of persons with
disabilities,

S toprovide al services and materids associated with adapted assessment, such asora
interpreters, readers or scribes, adaptive technology, and test materials in formats other than
sandard print.

2. Selection Board

Under the PSEA, the selection board represents the Public Service Commission (PSC) and is
responsible for the assessment, including ensuring that the process followed isafar onefor dl

candidates. Once the manager has studied the requirements of the position, determined the qudifications
to be assessed, and issued a statement of qudifications, the selection board assumes respongbility for
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the assessment process. It has anumber of specific respongbilities relating to assessment of persons
with disabilities

S to determine the assessment tools to be used, including any adaptations (i.e., accommodations)
necessary for candidates with disabilities;

S toinform candidates concerning the nature of the assessment tools that will be used (eg.,
whether ora or written format will be used) so that they may judge if an accommodation
should be requested;

S to obtain adequate information and advice on which to base decisions on accommodations,

S to ensurethat these accommodations are carried out during assessment.

3. Candidate

As the person being assessed, the candidate has an essentia role to play in the process of requesting
accommodations. The candidate has clear responsibility in four aress.

S toidentify him- or hersdf as someone who requires accommodetion;

S to provide documentation in support of the need for accommodeation, if requested;

S to provide up-to-date information concerning the nature and extent of his or her disability and
specid needs, sufficient to determine the accommodations required; and

S to cooperate with the department in the process of determining appropriate accommodations
for the assessment Stuation.

Implications of these responghilities are two-fold. If acandidate is unwilling to provide essential
information or documentation, it may not be possible to provide the most appropriate accommodations.
Aswell, there are limits on the candidate s role in determining accommodations. While requests by
candidates for specific kinds of accommodations based on past experience are welcome (e.g., on the
job or at schoal), it is possible that these accommodations will not be appropriate in a selection process.
For example, they may not meet the needs of the candidate in this particular assessment process, or they
may not be deemed to be fair to other candidates. While candidates should be consulted, it isup to the
selection board, in consultation with experts as needed, to make find decisions on the accommodations
which are appropriate.

4. Personnel Psychology Centre (PPC)

In most cases the Guidelines for Assessing Persons with Disabilities will be adequate to inform
human resource advisors and managers about gppropriate accommodations in departmental assessment
processes. However, the Personnel Psychology Centre (PPC) of the PSC is aresource which
departments may cal on when determining accommodations for candidates with disabilities. When
requested, the PPC can play any of the following roles:
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S advise the department on the type of information to collect to ensure that appropriate
accommodations can be made;

S receive and review documentation provided by candidates in confidence (e.g. clinica
assessment reports);

S engagein discusson with hedth professonds, if more information is required; and

S make recommendations to departments on accommodations in specific cases.

Thisinformation and consultation service is available to departments when it involves a departmenta test.
Before accommodations are used with a PSC test, the PPC must be consulted and only modifications
approved by the PPC shall be implemented. In both instances, the department is responsible for dedling
directly with the candidate. The PPC may occasondly become directly involved as when it receives
documents in confidence or when there is reluctance on the part of a candidate to dedl with departmental
representatives. Such cases should be discussed with a PPC consultant.

B. OBTAINING INFORMATION FOR DETERMINING
ACCOMMODATIONS

The provison of accommodations must repect the individua’ s rights to privacy and confidentidity. Out
of respect for the individua, managers and human resources personnd are sometimesin doulbt about
whether they have the right to ask candidates questions about their disability, or whether they must
amply accept what the candidate provides without further probing. Likewise, they may be unclear
about whether or when it is gppropriate to request documentation in support of provision of
accommodations. These questions are explored in the following sections.

Note that the discussion here focuses on the topic of identifying a need for accommodation for purposes
of assessment in the staffing process. 1t does not imply that a candidate who requests accommodation
has sdf-identified as a person with adisability for purposes of departmentd records. For example, a
person with atemporary disabling condition, such as a broken wrist would not normaly be sdif-
identifying as a*“person with adisability” in departmenta records.

1. Disclosure of Disability and Requesting Accommodation
Information about a candidate’ s disability is private and can be sengtive, and candidates may be reticent
to shareit. A number of factors can lead people to decide ether not to identify themselves as persons
with adisability requiring accommodation, or not to provide information about their disability to a

sdection board.

1) Bedief that disclosurewill result in negative biasrather than equitable treatment
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Candidates concerns about the possible implications of disclosure of their disability generdly
arise when the disability is not gpparent. With so caled “invisble disabilities’, in some cases
people may fed that their particular disability carries a tigma, and so are unwilling to disclose
its existence (for example, diagnosis of a psychiatric disorder). In other cases some individuals
may believe that disclosure will work against them because of unfounded perceptions by
managers or salection board members about their ability to perform on thejob (in the case of a
learning disability, for example).

Belief that the disability isnot relevant to performance

Candidates who do not fed that their disability affects their performance on the job may not
discloseit, or they may fail to request accommodations even when the disability is evident.

For example, a person who uses awheelchair who applies for a position of policy andyst may
not request accommodations because she knows that her disability does not have an impact on
her job performance. The same may be true for invisble disabilities. For example, aperson
with alearning disability who has developed srategies for deding with his disability may not
disclose, snce he copeswel on the job. Persons with chronic illnesses such as diabetes or
Crohn's disease may fed that they can work around their limitations through careful scheduling
of the testing sesson, thereby obviating the need to disclose a condition which they fed some
may perceaive negatively. In any of these cases, depending on the qudification assessed and
the method used to assess it, accommodations may in fact be needed to alow the candidates
to fairly demondtrate their competencies.

Belief that accommodation constitutes an undue advantage, coupled with a desireto
succeed based “ on on€'s own merits’

Desire to succeed on “one€' s own merits’ usually means that the person perceives the
proposed accommodations as conferring an undue advantage, rather than as creating equal
opportunity to demongtrate one' s abilities. This can lead the candidate to either refrain from
disclosing the disability, or to request one accommodation (e.g., use of acomputer) but refuse
another (e.g., extratime).

Concern that confidential information about the disability will become common
knowledge in the workplace

Concerns about confidentidity may lead candidates to hesitate to identify themselves as
requiring accommodation, to disclose details about their disability or to decline requeststo
provide documentation .

In conclusion, candidates bdliefs affect their choices in the selection process. In dedling with
candidates, those respongble for the process have a ddlicate balance to maintain: they need dwaysto
respect candidates' rightsto privacy and confidentidity, as well as candidates own views of their
abilities, while taking a proactive gpproach to obtaining necessary information. Guiddines for handling
some of these Stuations may be found in Section 4 below.
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2. Need for Documentation

Asthe entity responsble for the adequacy of the accommodations, the selection board, in consultation
with experts as required, is best placed to determine whether it has received enough information to
confidently make accommodationsin aparticular case. The purpose of obtaining documentation about
the nature of a disability is therefore not to cast doubt on the vaidity of the candidate’ s needs, nor should
it be undertaken to gather irrdlevant persona information or as amere formdity. Rather, having adequate
information is key to determining accommodations which will alow the candidate to have an equd
opportunity to demongtrate his or her qudifications. In addition, the selection board must beina
position to defend these accommodations, should they be challenged. Challenges can come from
candidates for whom accommodations were provided, dleging that the accommodations were
inadequate, or from other candidates in the competition, aleging that the accommodeations provided an
unfair advantage to one candidate.

The following guiddines are offered to aid sdection boards in deciding whether or not to request
documentation :

1) Documentation isnot normally requiredfor candidateswith physical or sensory
disabilities of a permanent nature, unlessthe limitations of the disability are subject to
interpretation. Individuals with physica disabilities where documentation would not normaly
be required include those who are paraplegic or quadriplegic, while sensory disabilities would
include those who are blind or desf.

2) It isrecommended that documentation be obtained for all cases wherethe limitations
of the disability are not evident. Thefollowing are examples

S Disabilities or disorders affecting menta functioning, concentration, or memory, including
learning disabilities, attention deficit hyperactivity disorder, psychiatric disabilities and head
injuries.

S Disabilitiesthat are complex and may manifest themsalves in various ways with different
individuas, such as multiple sclerosis, muscular dystrophy, or cerebrd pdsy.

S Temporary disabilities such as recovery from injury or an operation (e.g., for carpa tunnd
syndrome), or atemporary medica condition.

3) Theimportance of having documentation wher e a disability is not confirmed has been
underlined by apped boards and the courts, which have cast doubt on the vaidity of
accommodations proposed in the absence of documented assessment of a suspected
disability. Thus, if a candidate suspects a disability that he or she thinks may affect an
assessment (for example, alearning disability or atention deficit hyperactivity disorder) but has
not yet been assessed by a health professiond, it is recommended that testing be delayed until
the candidate has been assessed.
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3. Standards for Documentation

In order to be deemed adequate, documentation should adhere to certain standards as to source,
currency and type of information presented.

1) Thesourceor provenance of the documentation should be appropriate. Only regulated
medica or psychologica practitioners with specidization in the appropriate areaare qudified
to diagnose specific types of disabilities. Consult the sections in each of the specific disability
categoriesin Chapter V, Accommodations for Specific Disability Categories, for the
appropriate specidists to provide documentation on that type of disability.

2) The documentation should be current. What is accepted as“ current” will depend on the type
of disability or disabling condition.

S For conditionsthat are sable (e.g., physica or learning disability), documentation may be a
number of years old and gill be up-to-date. However, this usualy entails thet the
documentation has been obtained after the age of 18. Assessments completed before age
18 are generdly not considered up-to-date if more than three years have passed since the
asessment, asthe abilities and kills of individuas are till changing and developing during
these years.

S For conditions susceptible to change (e.g., psychiatric conditions), the documentation
should be recent enough to cover recent changes to the candidate’ s condition and should
include a prognosis for future change.

S For temporary disabling conditions affecting assessment in a competition, such as
recuperation from an operation, a broken bone, or a condition resulting from an accident,
documentation should include the date the condition began and the physician’s estimate of a
recovery date.

S If the sdlection board is unsure that the documentation is current, it is recommended that the
candidate be asked to return to a hedlth professona to seeif a new assessment should be
conducted.

3) Thefdlowing information content is expected in the documentation :

S acdlear description of the nature of the disability.

S adear destription of the functiond limitations resulting from the disability;

S the candidate s history, whether educationd, developmentd or medica, where relevant to
understanding the disability for the purpose of providing accommodetions;

S accommodations the candidate has used or could benefit from.

Note that additiona information may be required, depending on the type of disability. See particular
documentation requirements listed in Chapter V, Accommodations for Specific Disability Categories.
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Note aso that the selection board needs to examine the relevance of any suggested accommodations to
the particular testing context, as the hedlth professona or externa expert will not normally be aware of
the context in which his or her suggestions may be gpplied (for training, workplace accommodetions, or
assessment for selection).

4. Guidelines for Handling Reticence to Request Accommodations
or to Provide Documentation

To encourage persons with disabilities to disclose their need for accommodation, it isimportant to creste
apogtive and confidentia atmosphere. 1t should be clear that the selection board is open to providing
accommodations and that candidates chancesin the selection process will not be diminished in any way
by requesting accommodations. Externd gpplicantsin particular should be reminded thet, in the context
of gpplying for apogtion in the federd government, identification of any specid nesdswill hep them
compete with other candidates on an equitable basis. Explain clearly that accommodations can be
provided only when candidates indicate their needs and provide necessary information. The following
suggestions are added for handling specific difficulties which may arise:

1) Todispd concernsabout the confidentiality of information about the disability, send a
clear message to the candidate that this information will be trested confidentially. Other
candidates will not have accessto the information. Explain aswell that only information
pertinent to the assessment process need be provided to the selection board.

2) When candidatesindicate that they have a disability but offer no further information, it
is appropriate to probe further, in arespectful way. Explain the importance of obtaining
adequate information to provide accommodations appropriate to the person’s needs.

3) Where candidates indicate that they have a disability but decline proposed
accommodations, remain accepting of their choice while emphasizing that they should be
prepared to accept the results of the testing. It should be made clear that retaking the test will
not be an option.

4) Where a candidate has a disability which isknown or suspected, but has not requested
accommodation:

S Wherethe disability isevident, it is appropriate to inquire of such candidates whether there
are any adjustments to testing procedures which need to be considered to dlow them to
better demongtrate their qualifications during the assessment. For example, for a
whedchair user, it is advisable to check the match between wheelchair and table height, or
for aperson known to be mildly hard of hearing, one should inquire about the possibility of
seting him or her a the front of the room to better hear ingtructions. Often such things may
not be percaived by the individuas concerned as * accommodetions’ since they may not fedl
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that their job performance is affected by ther disability, but these adjustments may prove
important in the context of atest sesson.

S If adisability is suspected, it is advisable to gpproach the candidate privatdly and reiterate
the right to accommodetion. Try to create an accepting atmosphere in which the person
fedsfree to discuss any specid needs with you. (Remember that if candidates do not do
this before the assessment, the problem could surface during the assessment or once testing
results have been received when it is more complicated to ded with.)

If candidates have documentation from a health professional but are reluctant to supply
it to the selection board because of concerns about confidentiality:

S Explain that the sdlection board requires the documentation to determine the
accommodations which will provide them an equitable opportunity to demondrate their
qudlifications, while assuring them that the documents will be kept confidentid throughout
the selection process.

S If reticence peradts, it is possible to suggest that the PPC serve as a confidentia
intermediary. When the PPC serves as the intermediary, a consultant reviews the
documentation and discusses the candidate' s needs and possible accommodations with the
human resources advisor. The candidate should be assured that information he or she
supplies to the PPC will be kept confidentia and will not be passed on to the sdlection
board.
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