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>> ANNE HIRSH:  Hello, everyone and welcome to the Job Accommodation Network monthly Webcast Series I'm Anne Hirsh one of the JAN co-directors and I'll be your moderator today.  Today's program is called "Inclusive Workplaces".  As you probably know, if you have ever joined our webcast in the past, before we start the program we need to go over a few housekeeping items.  


First if any of you experience technical difficulties during the webcast, please call us at 800-526-7234 for voice and hit button 5 or for TTY call 877-781-9403.  Second, toward the end of the presentation, time allowing, we'll have a question and answer period.  But you can send in your questions at any time during the webcast to our email account which is question@askJAN.org it's singular question@askJAN.org.  


Or you can use our question and answer pod located at the bottom of your screen.  


To use the pod just type in your question and then click on the arrow to submit to the question queue.  


Also on the bottom of your screen you'll notice a file sharepod.  


If you have difficulty viewing the slides or would like to download them, click on the button that says save to my computer.  


And finally, I want to remind you that at the end of the webcast, an evaluation form will automatically pop up on your screen in another window we really appreciate your feedback so please stay logged onto fill out the evaluation form.  Okay let's get started we have two great speakers with us today.  Andrea Yanego from West Virginia University and Lou Orslene who many of you may know as the other co-Director here at JAN before I introduce our speakers I want to give some background on our topic today.  


Our goal today is to talk about the best practices in hiring people with disabilities.  Practices related to voluntary self identification, making accommodations during the application and interview process, and making accommodation during preemployment testing  


However, the reason we're having this is the result of employer efforts to actively recruit and to hire talented individuals with disabilities.  


As any Federal contractor or subcontractor employer probably knows, the regulations for Section 503 of the Rehabilitation Act of 1973 became effective on March 24th, 2014.  The new rule strengthens the affirmative action provision of the regulation to contractors and subcontractors in their efforts to recruit, and hire individuals with disabilities.  


And improve job opportunities for all individuals with disabilities.  


As a result, these employers and other employers, as well, have been evaluating and modifying their policies and practices to recruit, employ, train and promote qualified individuals with disabilities.  


To be sure we're on the same page, I just want to give a brief outline of some of the regulatory requirements that relate to today's discussion.  


The Federal agency that published and enforces these regulations is the Department of Labor's Office of Federal Contract Compliance Program or OFCCP.  


The new regulations establish a nation-wide 7% utilization goal for qualified individuals with disabilities.  What this means is contractors are to apply the 7% goal to each of their job groups or to their entire workforce if the contractor has 100 or fewer employees.  


Contractors must conduct an annual utilization analysis and assessment of problem areas and establish specific action oriented projects to address any identified problems.  To do this they have to collect data.  This data collection is important.  The new regulations require that contractors document and update annually of a quantitative comparisons for the number of individuals with disabilities who apply for jobs and the number of individuals with disabilities they hire.  


The hope is that having the data will assist the contractors in measuring the effectiveness of their outreach and recruitment efforts.  


The new regulations also require the contractor to document all of its outreach and recruitment activities.  And retain these records for three years.  


This should enable contractors and the OFCCP to evaluate the effectiveness of these efforts in identifying and recruiting qualified individuals with disabilities.  


As I imagine many of you know, the new regulations require that contractors invite applicants to self identify as individuals with disabilities at both preoffer and post offer phases of the application process.  They are to use language or a specific form prescribed by the OFCCP  


The new regulations also require that contractors invite their employees to self identify as individuals with disabilities every five years, using that same prescribed language or form.  


While the regulations went into effect in March of 2014, some of the provisions, including that invitation to self identify are not required until the contractor begins organ its new affirmative action plan year after that effective date of March 24, 2014.  


This means some contractors may have just started implementing the invitation to self identification of applicants within the last year.  And some may just be beginning this month or in the next couple of months.  But in the coming months, all Federal contractors and subcontractors will be inviting all job applicants to self identify as to whether they have a disability.  


It's important to note that this is completely voluntary.  No one is required to self identify as a person with a disability for purposes of Section 503 of the Rehab Act.  


Okay.  If you have not seen the self identification form, you can see Page 1 in this slide.  


I wanted to point out a few things about the form that should help facilitate today's discussion.  


First and foremost, like I said, it's voluntary.  Voluntary is the first word on the form.  The form gives a brief explanation as to why one is being asked to complete it and again stresses its voluntary in that explanation.  It also gives a definition of disability to help one determine if they might be considered a person with a disability.  If someone chooses to fill out the form, they do not identify what their disability is.  But they simply say yes, they have one.  Or previously had one.  


Or no, they don't have one.  Or they could even check they do not wish to answer.  They also cannot fill out the form.  


An individual does put their name on the form and the date.  And forms are to be kept separate from personal records and the information kept absolutely confidential.  


Page 2 of the form gives the applicant or employee notification that Federal law requires employers to provide reasonable accommodation and gives very broad examples of what reasonable accommodation may be  


If you can get applicants and employees to read the forms, you may find more individuals requesting accommodation as they learn it is their potential right to do so  


You can find more information about the form and various formats in the link at the bottom of this slide.  


I wanted to stress this information.  Because both employers and rehabilitation service providers were made to help individuals help understand why they are being asked to self identify and what it means to do so.  Choosing to self identify as a person with a disability is not the same as requesting a reasonable accommodation.  


It's important for individuals to know their rights and responsibilities when it comes to both self identification and requesting reasonable accommodation.  


Just as important is for an employer to know their responsibilities and how to make their workplace a welcoming environment.  


Disclosure of a disability to an employer by a person with a disability or to anyone for that matter is a very personal decision.  The good people at Cornell University Industrial Labor Relations Employment & Disability Institute recently conducted a survey on the issue.  They published an article called "Perspectives on Disability Disclosure:  The Importance of Employer Practices and Workplace Climate."  


As a part of this survey, close to 600 people with a parent, -- apparent and less apparent and non-apparent disabilities were surveyed with a goal of understanding an individual's hesitation and decision to disclose.  Some of the key findings of the survey were concerns by respondents about potential consequences of disclosure, including fear of disparate treatment in hiring, workplace interactions, and advancement.  


This was especially the case for those who identified themselves in the survey as having a non-apparent disability and those who ultimately chose not to disclose.  


Having said that, they also found the vast majority about 80% of survey participants did disclose a disability in their current or most recent position at time of survey.  


Reasons ranged from a need for reasonable accommodation, to a desire for honesty and openness.  


Of those who disclosed, nearly one-quarter reported they did experience long-term negative consequences related to the disclosure.  


There is a lot more to the article.  But I do want to point out one more thing.  


The authors also noted the findings suggest employers need to do more education and disability awareness training of supervisors and employees.  


Results of the study were published in the December 2014 issue of Employee Responsibilities and Rights Journal.  


Whether you're an employer or a rehabilitation professional, I think you will find it a useful read.  You can download the open access article from the link on this slide.  Next slide.  


Before I introduce our next speaker, I want to share one more resource with you.  The Office of Disability Employment Policy or ODEP also funds the Campaign for Disability Employment.  The Campaign for Disability Employment is a collaborative effort amongst several disability and business organizations that seek to promote positive employment outcomes for people with disabilities by encouraging employers and others to recognize the value and talent that they bring to the workplace as well as the dividend to be realized by fully including people with disabilities at work.  


Last fall the campaign released it's third Public Service Announcement called "Who Am I?"   The "Who Am I?" PSA features nine real people with disabilities.  In addition to the PSA, the campaign as a number of online toolkits with materials to help your organization raise awareness to the fact that people with disabilities are able to work and that their talents and abilities positively impact business.  


On this slide you'll see a link to the campaign Web site and the PSA  You can read more about the participants and view the PSA in a captioned audio described and even Spanish version.  I encourage you to check out and use these resources.  For all of you Breaking Bad or Switched at Birth TV show fans, you may recognize RJ Mitte in this picture he's one of the nine real people with disabilities represented in the PSA.  Having said all of that, let's get to the meat of this presentation.  I know our next speaker is a proud sponsor of the Campaign for Disability Employment as they link to it from their own talent strategies Web site.  


We are very excited and lucky to have Andrea Yanego, who is the Director of employment services Talent Strategy at West Virginia University.  We're also joined by our other co-Director.  Lou Orslene.  We so appreciate both of you taking the time out of your busy schedule to share the valuable information with our audience.  For those of you who do not know, JAN is located at West Virginia University.  So again we're very thrilled to be able to share with you all of the experience of the WVU Department of Employment services.  


As I mentioned, Andrea is the Director of employment services Talent Strategy.  She's responsible for meeting the employment needs of the university by leading and overseeing the full lifecycle of the talent acquisition process.  


She's also responsible for the in-house temporary program, Mountaineer Temps, the Dual Career Program, Client Care Support Team, and the employee records management department.  


Being a very resourceful and creative in her thinking, Andrea has implemented many improvements to more efficiently fill position vacancies.  She's using employment branding and leverage of social media to attract the best talent.  She holds a bachelor's degree in Human Resources development and a degree in accounting.  She's a certified Senior Human Resources Professional and a certified Diversity Recruiter.  


She's a member of the College & University Professional Association for Human Resources and the society of human resource professionals for Human Resources.  


Thank you, again, Andrea for joining us today.  And it's time for my first question for you.  


To help us better understand your department, can you give us some information on the demographics about WVU employment?  


>> ANDREA YANEGO:  Sure.  And thank you so much for having me on this program  West Virginia University is a public land grant university with approximately 3400 administrative staff positions and about 3200 faculty positions  We also have employee student workers, temporary workers, graduate research assistants and graduate teaching assistants as well as seasonal and casual employees  


Our department supports supervisors with non-faculty hiring needs we also have an in-house temporary services program which is very successful  


>> ANNE HIRSH:  Okay.  Thank you.  Next, can you talk about your efforts to educate your staff and others in the process about hiring and interviewing of people with disabilities?  


>> ANDREA YANEGO:  Although we have always focused on establishing and maintaining a diverse workforce, we have recently increased our efforts for offering specialized diversity recruitment training to all our recruiters on campus.  As a result, all recruiters at WVU have now obtained certified Diversity Recruiter credentials offered through AIRS and for those of you who don't know AIRS, is a global leader in recruitment training  They offer six accredited industry recognized certifications.  And enabling recruiters to showcase their expertise and skills to find top talent.  Certifications include recruitment fundamentals sourcing diverse recruiting and social sourcing we also have monthly meetings to talk about challenges, opportunities, news and training needs.  


To ensure that we are all knowledgeable as knowledgeable as we possibly can be about Veterans and individuals with disabilities, we have decided to bring in some guest speakers, as well  


We invited the local Veteran employment representative from the local workforce office to train us on how to assess and interview a Veteran.  


Not only did he give us his insights to him being a Veteran himself, he also gave us a lot of resources to learn more about the assessment.  


He was Extremely helpful to the recruiters.  And you can see some of his Web sites he shared with us.  


We also invited a representative from JAN to teach us the dos and don'ts on how to interview individuals with disabilities.  This training was so also extremely helpful as it gave us great tips and advice.  As we have stepped up our efforts to increase the diversity of our workforce by expanding our outreach to individuals with disabilities, we have encountered resistance from some of our supervisors.  However, the training of our recruiters went through and helped us address the issues and assisted us in educating the supervisors.  


>> ANNE HIRSH:  Okay.  Thank you, Andrea  


Next, can you talk about WVU's efforts to reach out and recruit people with disabilities?  


>> ANDREA YANEGO:  Absolutely.  We actually do a great deal of outreach.  Each year we develop a calendar specifically assigned to assist us with our outreach efforts.  We have one designated outreach specialist who manages the effort.  Here are some things we have done in the past.  


We have established an ongoing relationship with PACE one of our local organizations that works with disabled individuals to assist them in obtaining meaningful employment.  On a case-by-case basis, our outreach specialist will conduct onsite interviews at PACE facilities for individuals who are seeking employment at WVU and who have been identified as needing the -- as meeting the requirements for a specific position.  


The outreach specialist is also available when requested by PACE representative to conduct a general employment interview at the PACE facility with individuals who may be seeking part-time or temporary employment for the program.  


In the spring of 2014 employment services Talent Strategy participated in a Virtual Career Fair.  Specifically for job seekers with disabilities recruiters were available in the job fair chat room from 8 a.m. until 8 p.m. to respond to inquiries from job seekers across the nation.  


Well over 1,000 registered job seekers attended the event.  


Many of whom requested information about current opportunities and the application process at WVU for a chat room function.  


Our recruiters chatted with approximately 10 job seekers per hour.  


We also are hosting quarterly meetings with our West Virginia Veterans initiative group.  This group was founded by WVU and consists of agencies and local employers who help Veterans including wounded Veterans find employment.  


Another thing we did we hosted a Veterans Career Fair which was very successful local employers had the opportunity to meet interview and hire Veterans the military friendly campus has been given to WVU for four consecutive years and for our efforts and Talent Strategy we are striving to obtain the designation of military friendly employer by providing best-in-class services to former and current members of the military.  


We have a recruiter who specifically reaches out to Veterans who have applied to positions but didn't qualify.  We seek to assist them in finding the jobs they are looking for by assessing their skills for an interview  Our vision this year is to expand on the success by hosting another Career Fair we believe that ability plus opportunity equals a diverse workforce.  


Our plan is to provide access to not only local employers who are hiring but also to local agencies that provide resources and technologies with job seekers with disabilities  For this event we are excited to be collaborating with the West Virginia Division of Rehabilitation Services Workforce Investment Board and JAN the Center for Excellence in disabilities has already agreed to provide information to employers and job seekers with regard to state of the art assistive technology and PACE will be on hand to provide information about services they provide.  There are a couple of features we are especially pleased to provide at this event.  We will be providing special training for employers on proper etiquette when conversing with job seekers who may have certain disabilities.  


This training will be available to all employers in the morning prior to opening the event  


 And will be given by a representative from JAN we will also provide access to private interview rooms they will enable employers to have job seekers on the spot if they choose to do so interpreters for the deaf will be on hand and programs will be available in Braille to assist visually impaired job seekers as they maneuver among the various employers and service agencies.  We are also part of a Veterans committee assisting Veterans in resume writing and interview training.  In addition to all of this we visit the Veterans Affairs medical center on a regular basis to train Veterans on resume writing, the application process and interviewing.  


>> ANNE HIRSH:  Okay.  Thank you very much and we really appreciate the opportunity to be a part of that event on April 21st and look forward to working with you and the other employers and individuals who participate in the event.  


Okay.  Let's move on.  


Can you share with the audience how you're handling the mandatory but of course voluntary self identification form from OFCCP as it relates to the application process?  


>> ANDREA YANEGO:  Sure we invite each applicant to self identify by providing the forms needed preemployment.  Unfortunately we do not have a formal Applicant Tracking System.  


So to apply for higher level positions, the job seeker registers as an applicant for a -- through a webform.  During that process a series of steps must be completed.  


Completing some of the steps is required while the -- while they identify -- self identify is voluntary while this is a vet form the applicant can skip a step can't skip but rather has to work through the entire registration process one step at a time this has yielded a better return on self identification completed in the past job seekers would submit a resume we would then send out an email notification that the information was received as well as an invitation to self identify.  Since the applicant had already submitted the information, filling out a self identification form became an extra task many job seekers would choose not to complete.  For -- staff positions an applicant submits a paper application.  The self identification forms are attached to that form but are voluntary to complete.  


For all positions, information is not shared with the hiring supervisor.  It is housed confidentially in HR.  As the hiring supervisor identifies candidates to be interviewed, the recruiter reviews those applicants who have identified themselves as a minority, disabled or Veteran.  If the applicant appears to be qualified and was not selected for an interview the recruiter will reach out to that supervisor and ask for reason of why the person was not selected for an interview.  


This is just an extra step in place to ensure that each applicant receives the same consideration.  


>> ANNE HIRSH:  Well, thank you.  And I think it's interesting to note that you have seen an increase in self identification since you've moved to the -- changed the form in the web based process.  And as a hiring manager here at JAN and thus, WVU, the change to have a recruiter work with us through that process has been a tremendous help, as well.  


So we really appreciate all of your efforts.  


Okay.  We're going to shift gears a little bit here.  


Can we talk about the reasonable accommodation process WVU makes available for individuals applying for jobs?  How do they know who to ask and when to do so in the process?  


>> ANDREA YANEGO:  Sure.  The applicant can request accommodation by either contacting us via phone or by coming to our office as soon as they apply for the position.  


The contact information can be found on our web page under accommodations.  So it's easy to find.  


Once a recruiter knows that an accommodation has been requested, a contact is made with WVU's ADA coordinator.  


We work closely with that coordinator and are very happy to provide for the candidate's needs.  Since our recruiters will reach out to the candidates first many times the request is made during that initial phone call  


We do not require medical documentation for any accommodations requested during the interview stage.  However, we do require documentation once the person is hired into the position.  


>> ANNE HIRSH:  Okay.  Thanks.  Can you give us a couple of examples?  Let's shift gears and talk about the accommodation during that interview and application process.  Can you give us a couple of examples of WVU implementing accommodation during interview and application and how they played out in the actual jobs?  


>> ANDREA YANEGO:  Yeah I'm very happy to report on this.  


We actually had a gentleman who was visually impaired and applied for a number of foodservice positions in conjunction with the job placement representative from PACE and who was assisting in this individual in his job search.  


A channel interview intake was conducted by WVU and from our area outreach specialist.  


The goal was to ascertain his certain level of expertise and education and to determine if he met minimum qualifications for the position to which he had applied his interest and experience in foodservice did indeed meet minimum qualifications  During the interview the candidate requested that he be allowed to tour any job sites prior to any interviews for which he might be scheduled.  The recruiter scheduled the applicant for an individual with the supervisor and the requested accommodation of a job site was made the recruiter accompanied the candidate and the supervisor on the tour as well as the interview.  


After the interview, the supervisor voiced some concerns with regards to hiring the individual.  Since we had been part of the full interview process, we knew that the concerns expressed by the supervisor were irrelevant with regard to the applicant's ability to do the job.  


It was the presumptive opinion of the supervisor that he could get injured on the job or hurt others.  This concern was echoed by the next level management.  


We had a meeting and we agreed we would conduct JAN to learn if an accommodation could be made.  


We contacted JAN for two reasons.  One to learn about the accommodations and two, to ensure that the applicant could be successful on the job.  


Management also requested that the applicant visit again during the busiest time.  After the second visit the applicant still seemed very enthusiastic about the position and JAN's report indicated that only minor modifications would be necessary.  


Consequently, we were so happy to extend an offer to the applicant.  And we are also very, very pleased to hear from the supervisor just recently that he's very satisfied with the performance and that it was a great hire.  


We also have another example.  


Employment services was honored to be invited by the Division of Rehabilitation Services to attend an Ability Works Recognition Ceremony in Charleston during the month of October.  We were so pleased to attend and especially part of -- a West Virginia University employee was among six individuals from throughout the state these individuals were publicly recognized for their determination to achieve success in the workplace.  


The employee from WVU was from dining services she overcame the challenge of a profound hearing loss by successfully communicating with the supervisor and co-workers through basic American Sign Language or by written communication and amazingly everyone who works with her in the bakery has voluntarily taken sign language class and now know the signs for baking items, cooking -- and cooking terms.  


The university also supplied a sanction interpreter who comes to the job site a couple of hours every day to help communicate specific work tasks that are required.  


We have made significant inroads towards educating supervisors about the value of thinking outside the box with regards with individuals with disabilities  Preconceived assumptions are being proven to be unsubstantiated I believe continued education of the supervisors for the recruiter is key to successful placement of individuals with disabilities.  


People tend to shy away from change and the unknown.  But it's a new day.  Employment services talent strategy staff and recruiters work hard to create an environment of diversity inclusion opportunities one job at a time.  


>> ANNE HIRSH:  Thank you, Andrea and I really like that last statement WVU employment services Talent Strategy staff and recruiters work hard to create an environment of diverse, inclusion and opportunity, one job at a time.  It's just a really nice way to sum up all of your efforts.  


Okay.  Now let me -- thank you so much for all of that great information.  


Now let me introduce Lou Orslene the other co-Director here at JAN.  Lou recently had conversations with JAN employer customers known for creating inclusive workplaces for people with disabilities.  


These conversations explore best practices being used in the field help to inform JAN's services.  


Hi, Lou.


>> LOU ORSLENE:  Hi, good afternoon, Anne.


>> ANNE HIRSH:  Okay let's go to the next slide in our experience employers as well as people with disabilities face a number of challenges during the hiring and onboarding processes.  Lou, can you talk about these challenges and also about some of the best practices embraced by leading employers?  


>> LOU ORSLENE:  Certainly.  Certainly, Anne.  


There are two accessibility challenges we hear of most often during the hiring of people with disabilities.  The first involves online application systems called applicant tracking systems or just by their acronym ATSs.  


The second challenge we're hearing and this is definitely we're hearing more frequently these days is the accessibility of prehire or to use the term used by the EEOC preemployment testing.  


So let's first talk about online applicant tracking systems.  A number of years ago we along with our funder ODEP developed a 15 point tool used to review the accessibility of online applicant tracking systems.  This tool is available online to customers to conduct their own self assessments or if an employer chooses, they can contact Anne or I and we can have our Technical Team conduct a free confidential ATS review.  Our tool that is used in this review is called the SNAP tool.  SNAP stands for -- S stands for self assess your online system.  N, N stands for no is not an answer to accessibility modifications.  


The A stands for accept challenges from all types of users, both internal and external.  


And the P stands for prioritize accessibility first with support from top management.  


In the past five years, we've conducted more than 200 SNAP reviews for employers and service organizations.  


Some of these are first-time reviews.  But others are quarterly or annual reviews of the same ATS.  


For these reviews we find that Applicant Tracking System software products are getting increasingly more accessible and thus, less challenging.  


So this is the good news.  


However, some of the challenges that continue to frustrate users of these systems include forms that cannot be read by screenreaders, important graphics that lack alternate text, or multimedia that's not captioned.  


And then even more frustrating for users is that information about how to request an accommodation is buried seven clicks from the front-facing page of the ATS.  


So with that, let me offer some of our best practices for ensuring that your ATS is accessible.  


On the slide that we provide, No. 1, assess your ATS initially and then as often as the program is updated or modified.  


Provide another way or method for people to submit their information and be sure your system is open and you can manually receive this information.  


In the past we have heard that there are closed ATS systems that even if you took information and application from an applicant, that that information could not be manually inserted into the ATS system.  


So No. 3, another good practice, provide your link for requesting an accommodation prominently on the first page of your career site but no more than three clicks away.  


No. 4, be sure to have text descriptions for all important visual material.  


5, be sure all audio and video content is captioned  


6, be sure your system can be navigated with a keyboard.  


And No. 7, be sure the timing limits built into the ATS are generous enough.  


Over the past year in particular, we have discovered a best practice emerging from our SNAP reviews.  The background of this best practice is that many employers have vendors who are paid to develop and maintain the employers career page and ATS.  


So after we review the employer's ATS and provide the results, the employers will use these results in developing the statement of work for the vendor managing their ATS and then the employer holds the vendors feet to the fire to resolve the accessibility issues revealed by the SNAP tool review by asking us to review the ATS as a vendor reports changes are made in resolving the accessibility issues revealed by the initial review.  


With this best practice, employers can ratchet up the work of their vendor as each accessibility issue is resolved.  


And we are finding that many of the challenges of online application systems being resolved, there seems to be a new challenge that we're hearing of more and more often.  And that's a prehire or preemployment testing.  


The accessibility of these tests, which, too, are often managed by third party vendors is now the latest challenge for both employers and candidates.  


Increasingly, employers are using preemployment tests to predict the employment successes of their candidates.  


Prehire tests supplement the interview process and give the candidate the opportunity to demonstrate their skills in specific tasks needed -- and specific tasks needed for the job  


The -- in light of the recent new Section 503 regulations that Anne spoke of earlier much as with online Applicant Tracking System, if an employer's preemployment test design or testing process is not accessible for people with disabilities, it may put an employer at risk for a charge of discrimination.  


Some of the testing challenges that we hear from our customers include a person who has dexterity issues or a cognitive impairment being timed out of the process before they are able to complete the test.  


Or an applicant who is blind and may use a screenreader which cannot operate along with the testing software.  


Or another example is an individual with a sight impairment requiring a larger text font than is offered by the test.  


Whenever we find customers having a particular challenge, we seek out others who have worked to resolve that particular challenge.  Many times these employers who are part of the U.S. Business Leadership Network or may be a member of ODEP circle.  


Both of these groups are known for being progressive on disability employment issues and always willing to share their best practices.  


So to inform our technical assistants on the challenge and the solutions to making preemployment tests accessible, we spoke with one of our employer customers, Anthem.  Anthem is a national health care insurance provider known for being inclusive of people with disabilities.  And we're grateful that they were willing to share a conversation about their prehire testing process.  


Anthem frequently uses preemployment tests for entry level or frontline personnel.  These tests are conducted to understand the level of hard skills of applicants and the skills that these applicants are bringing to the job including customer service etiquette, using a computer, and calculating numbers.  


So some of the best practices resulting from my conversation with an Anthem representative are as follows, and you see this on the slide in front of you.  No. 1 prominently feature the accommodation request procedure for candidates with disabilities on your job portal much as you would with your Applicant Tracking System.  On the first page is best.  Then that way there's no time wasted and no one gets frustrated.  


No. 2, have an accommodation specialist or as we call them a single point of contact in your human resource group who has deep knowledge of accessibility barriers and accommodation solutions.  


No. 3, check your preemployment testing vendor or rather I'm sorry; choose your preemployment testing vendor wisely  To ensure the accessibility of its product.  Check with colleagues from other companies to see which ones they use and what they suggest.  


No. 4, expect your vendor to make sure accommodations for individuals with disabilities.  Charge your vendor with modifying its tests or its testing processes.  Be sure you include this requirement in the contract for the vendor.  


No. 5, if your vendor cannot provide the necessary accommodations, then have a process in place for engaging in an even deeper conversation about what would be needed to both need the needs of you as an employer as well as the candidate with a disability.  


Again, keep this simple by having this be the responsibility of your HR single point of contact.  


And ultimately, consider waiving the test if the require occasion -- rare occasion occurs that the person cannot be accommodated.  


I would like to thank Alicia Wallace Director of EEOC compliance at An then that was with this conversation that talked about the prehire tests and if I could finish by saying a few words about one other challenge I hear during my conversations about the onboarding process that goes way beyond that of making tools accessible  


It's important to align or harmonize your accommodation processes across the employee lifecycle.  


Without this harmony of processes, vital information is not shared as a new employee is onboarded which decreases the likelihood of their success.  


This alignment ensures a successful handoff from recruiter to hiring manager to supervisor.  Harmonizing accommodation processes and training for all of those involved in these processes across the employees lifecycle is essential for managing the pipeline of talented individuals with disabilities.  


With that said, I'll give it back to Anne.  


>> ANNE HIRSH:  Okay.  Thank you, Lou.  And Andrea for all of this great information.  And we'll get to questions here in just a couple of minutes.  


With all of this information, we know in the future we can say to you, congratulations!  You've hired a qualified individual with a disability.  


Is that it?  Maybe not.  Do you include accommodation considering in your onboarding process like Lou had just mentioned?  


On this slide you'll see a sample form related to reasonable accommodation requests during the onboarding process.  


When someone is hired there are a myriad of forms a new employee needs to fill out.  Some of these are online.  Some of them are in paper copy some related to payroll maybe retirement benefits health care insurance.  


Some employers tell us they like to include a form related to reasonable accommodation.  The link at the bottom of this form takes you to an article as well as the link to this sample form.  And this form was developed in work with a Federal agency as they were upgrading their onboarding process.  


As you can see, the form makes one -- talks about things like access to Web site and online forms are they accessible print material in an accessible format including providing media in alternative format as needed  It makes you think about accessible product and building access where this person is actually going to work  This can also include keyless entry, security issues, restrooms, break rooms, exercise rooms, et cetera.  


It will prompt you to note there will be use of a service animal or request to use a service animal in the workplace.  You'll be looking at computer and communication technology access, alternative input devices, screen reading software, magnification.  Devices for the telephone, SmartPhone or tablets  


You'll also be looking at workplace modifications that may be needed.  


Services or work related assistance like sign language interpreters, note takers may also be identified at this time prior to the start date.  


And the all important emergency evacuation and shelter in place plan needs will be addressed -- can be addressed with use of a form prior to the person starting.  


Or at least the conversation begins.  


Certainly not all accommodations need to be or can be in place for the first day of work.  But an awareness of the potential need and a willingness to implement accommodations as a part of your company culture will help any employer successfully onboard new employees.  


New hires should feel encouraged by the fact that the employer is looking to support all employees to be sure they have the necessary tools to do the job successfully from the beginning.  


Okay.  Next slide.  


What we're going to do now is look at some of the questions.  We've got some good questions that have been coming in.  And just as a reminder, you can use your question and answer pod to send in your questions.  


If we aren't able to get to all of them we'll send out the questions and answers with the indication that the program has been archived and they will be posted on the archived section of our Web site.  


Okay.  


Lou and Andrea, are you ready for some questions?  


>> LOU ORSLENE:  We are ready.


>> ANDREA YANEGO:  We are.


>> ANNE HIRSH:  Okay.  Andrea I'm going to start with you  


This is about the WVU collection of the self identification form.  


How are those forms maintained?  Like where is it computed when you have to gather the count of who identifies as a person with a disability during the application process?  And how should the HR department use the information provided in that hiring process?  


>> ANDREA YANEGO:  Well, we -- because we don't have an Applicant Tracking System, we actually have an access database and the information is held there.  In spreadsheet format.  What should they be doing?  I mean, totally keep the information separate from the application of the individual and keep it confidential, away from the supervisor.


>> ANNE HIRSH:  So is it the recruiter that would then put the information in that spreadsheet that you're mentioning or is it assigned to one or two specific individuals?  


>> ANDREA YANEGO:  No it's the recruiter who is going to put -- who is going to be putting the information into the database.


>> ANNE HIRSH:  Okay and how it's used, I think you had mentioned previously that the recruiter also reviews that information and may find cause to go back to that hiring manager?  


>> ANDREA YANEGO:  Yes, absolutely the recruiter looks at the information presented.  And if they have some questions regarding an individual who has self identified, they reach out to the supervisor and ask specifics in terms of why are they not being interviewed, what was the reason for not selecting this individual  


But they have that information.  It's confidential  It's not -- we're not asking -- we're not telling the supervisor why we are reaching out to them.  We're just having general questions to the supervisor.


>> ANNE HIRSH:  Okay and I imagine on occasion that would lead to an additional person being interviewed.


>> ANDREA YANEGO:  Right absolutely


>> ANNE HIRSH:  Great, thank you.  And we have another participant who is curious about the accommodations for the first example that you talked about, the individual in the cafeteria worker with a vision loss can you expand a little bit more on what accommodations were implemented?  I think I recall in our discussions there was one related to the path of travel and the steps and just --


>> ANDREA YANEGO:  There were some very minor modifications done.  


We had a magnifier put on some of the equipment the individual would be using with a very simple change and some of the steps were adjusted so there was like a strip there to kind of alert the individual that that was the last step to go off.  


And then we had some more larger print on some of the others.  So we did need a magnifying glass -- we didn't need that but we actually put some larger print on some of the information that he needed to read.  So it was very, very minor modifications  Which made this individual a great employee.


>> ANNE HIRSH:  And I think I recall they also helped -- it helped the hesitant supervisor get on board and be very enthusiastic.


>> ANDREA YANEGO:  Yes, we now have a taker.


>> ANNE HIRSH:  Okay.  We have a couple other questions here.  


Lou, let me see if you want to chime in a little bit on this one and I will, as well.


>> LOU ORSLENE:  Sure I will try


>> ANNE HIRSH:  What if an employer denies all requests from needing employees as well as a treating physician therefore putting disability employment at risk of regression?  So an employer denies requests of the accommodation the employee says they need and the treating physician has also supported it.  And they feel that that employee is at risk of regression -- of their health, their health is going to be compromised.  


In that situation what might somebody consider doing where they are not getting traction with their employer in terms of requesting an accommodation.


>> LOU ORSLENE:  Yes and you know my first question would be what do you mean by the employer?  Does it seem to be -- are the denials coming from the supervisor?  Are the denials coming from somebody in HR?  Have you spoken to anyone if your company has a diversity and inclusion officer, have you followed the -- sort of the table of organization or the authority up to the diversity and inclusion?  So I think that would be my first question is how far have you taken it?  So maybe you have something to add.


>> ANNE HIRSH:  Let's assume they have been talking with HR and they do have a denial we would encourage an individual to look at whether there's an internal grievance procedure they could go through if they have been in touch with a supervisor and HR in the process to first consider handling it internally.  At the same time they would have the right to file a complaint at any point in the process with the appropriate enforcing agency and based on the employer we would guide that person to the enforcing agency, as well.  Andrea, anything to add?  


>> ANDREA YANEGO:  I would suggest to have the conversation.  You know, why.  Why is the accommodation not being made?  What are the reasons?  Sometimes they are just preconceived judgments which may be alleviated by a conversation.  By information presented like research


>> ANNE HIRSH:  Okay.  Thank you.


>> LOU ORSLENE:  And I'll just also add that you know I think we do add a lot of weight to the conversation.  So if providing -- if contacting JAN and providing the guidance that you've gotten from JAN or even a publication on the specific accommodations, I think more often than not, if you read any of our publications and you look at the accommodations, these -- they are very much within that let's say reasonable range in that we know many employers do offer those accommodations.  


So lets us, too, be part of that conversation.  And it certainly has happened in the past where we have had both the employee as well as the employer representative on the phone together to try to negotiate and come up with a solution for that employee.  


So we, too, can be part of that solution.  


>> ANNE HIRSH:  Okay.  Let's keep the trend -- question about accommodations during the interview.  


We have a participant who is looking for ideas for interviewing candidates onsite with chemical sensitivities.  And some of the suggestions that we would make here at JAN would be first of all encouragement to err on the side of caution for the interview like Andrea said they don't ask for documentation during the initial interview process and I don't think that's uncommon for an approach for employers so the first might be to err on the side of caution and start with a telephone interview.  It's also not that uncommon for employers to first do a round of telephone interviews before bringing potential candidates in for interviews.  


Of course you're going to want to have a conversation with the individual about what are their sensitivities.  Do they know what specific types they are sensitive to?  And then you would assess the environment where you would typically be onsite if you don't feel comfortable again erring on the side of caution for this one because the interview is extremely important process for the employer and the individual.  See if you can get a different location to conduct that in-person interview with the involvement of the individual, a public place they may go to.  Maybe it's the Public Library or another place that they do frequent.  Or feel that they can go to comfortably for that interview.  


Okay.  Andrea, we have another question about self identification.  I don't know if you have experienced this yet because I don't think that you have been doing this but for a couple of months yet.  They have had applicants self identify during preemployment and then during the post employment they identify differently.  And the question is, any advice on how to handle this?  So maybe they don't identify as a person with a disability preemployment but post offer when they are being asked they say they do.


>> ANDREA YANEGO:  Well again the self identification is voluntary.  So especially with disabilities, people tend to shy away from disclosing their disability upfront so they may not have disclosed it when they were going for the preemployment.  But now they have the position.  They feel comfortable  They now can go ahead and say, you know what, I do have a disability.  I have the job now.  And I will take that information and just go with it.  You know.


>> ANNE HIRSH:  Right.  So what you're being asked by those regulations are to provide what people are saying.


>> ANDREA YANEGO:  Right.


>> ANNE HIRSH:  It's not an extensive inquiry about the type of disability or anything like that.  Again, it's do you have a disability or do you not have a disability.


>> ANDREA YANEGO:  But if they are not disclosing it, that doesn't mean that they are intentionally like lying.  It just means they are not disclosing it because it's voluntary and at the time of hire they feel they are now comfortable to disclose that information.  So I mean we see that all the time.


>> ANNE HIRSH:  So how you handle it is you enter it into that spreadsheet you mentioned as it's reported.


>> ANDREA YANEGO:  Yeah and we at the hire stage we actually enter the information in our like you know database, we use Oracle.  And it then goes into the final database as this is what the person disclosed  


>> ANNE HIRSH:  Okay.  


>> LOU ORSLENE:  Can I ask a question, Anne, of Andrea.


>> ANNE HIRSH:  Sure.


>> LOU ORSLENE:  Andrea, how often and have you guys thought through the process of surveying your employees in terms of being disabled?  So in order for them to voluntarily disclose, what's your survey process look like?  Will you do that annually?  


>> ANDREA YANEGO:  We have not in the past surveyed our workforce.  But we are in the process right now of doing that.  You know we're going to go ahead and send out information and asking our current workforce to self identify.  Regarding disability, regarding Veteran status, as well.  


>> LOU ORSLENE:  And then again they will be added to your database.


>> ANDREA YANEGO:  The database.  Go ahead and have a good idea in terms of what it looks like.


>> ANNE HIRSH:  And WVU did kind of start that process of educating employees through their e-news.  Last fall there was an article that talked about diversity and employment and also mentioned the fact that WVU will be asking employees and explained why.  It was a very good article.


>> ANDREA YANEGO:  And sometimes you may be hired and not have a disability but your life changes and you develop a disability.  So it's a good rule of thumb to survey your workforce on an annual basis


>> ANNE HIRSH:  Absolutely  


>> LOU ORSLENE:  Thank you.  


>> ANNE HIRSH:  Okay.  We have a few more questions to get to.  


Lou, we have an inquiry from someone who wants to know what you do when a large business that -- I'm not going to mention specific names that does not have a disability friendly preassessment process, what would you suggest to an individual who is involved in that situation?  


>> LOU ORSLENE:  I would like to know about the size of the organization.  Because oftentimes, we see that impact is made through your Employee Resource Group.  So if you have an ERG, an ERG may be the effective way to work through the organization, to sensitize.  


What we always hear about, too, is again maybe you don't have a diversity inclusion person  Maybe you don't have a go-to person that you can discuss this issue with.  


Then it very well may be that there needs to be a champion identified, somebody in a senior level, CEO level, that takes disability -- the disability issues seriously enough that they will understand the issue about the lack of accessibility in prehire testing.


>> ANNE HIRSH:  And for the individual applicant going through their -- going through this process, the most they can do is try to educate whomever they are in contact with as well as they would have the right to attempt to file a complaint if they chose to do so.


>> LOU ORSLENE:  That's right and if I can just add, Andrea mentioned this before and I just think this is a really good point to make is that if you are thinking about if you're revising, refreshing your policy and procedures in terms of accommodation, making a grievance procedure being part of that process and knowing who people can identify, if you are that applicant, if you are the candidate, then that is clearly spelled out in this policy.  And they will know who to go to initially to try to make inroads and try to educate them about accessibility.


>> ANNE HIRSH:  Okay.  And I think we have time for one more question.  This individual has an old building that's been grandfathered in.  They have in quotes on campus so it's a university situation I'm guessing that doesn't have an elevator.  Since its antiquated and a part of our campus they are not required to install an elevator which there are exemptions for that.  The employees housed there will need to maneuver up and down some stairs.  Is including this information on the job description and requesting applicants review the job description during the interview satisfactory is what they are asking?  So I'm guessing they mean satisfactory for putting the individual on notice that you have to do the stairs to do this job  And this -- in this participant's mind it sounds like.  Any thoughts on that one?  I'll chime in that I don't know that -- I would not think that would be satisfactory because you're not really -- you don't really want to focus during that interview on where the work is done unless it's something where someone has to physically go to -- climb through tunnels or climb ladders in accessing.  If it's office work that could be done from another location if somebody can't get up that flight of stairs, then that would be something you would need to consider as an accommodation.  There may be other ways, other things that could be modified in that building using stair lifts or other things to enable that person to get to that specific work area.  But there would be unique situations where the person would have to physically move to a location  But in a lot of office type situations people can work in remote areas.  Or different areas  Or sometimes offices are moved to meet the needs of the whole unit.  


>> LOU ORSLENE:  And the way I would like to think of situations like that, Anne, too, is my job description, is it defendable?  And that's one of the circumstances.  Just like with any essential functions of a job description, you may have to defend that at some point  And is it defensible.  And I think that's sort of this whole issue that Anne has just walked us through.  So I think that's the way that one has to think about that.


>> ANNE HIRSH:  And we are out of time.  We do have a couple of questions we didn't get to that we will write up and if there's anything in addition to the writeup to the last question we'll do the same but thank you all for attending we want to also thank Alternative Communication Services for providing the net captioning, Andrea I can't thank you enough for taking the time to prepare and come over to our office today for this event.  If you need additional information about anything we talked about today, please let us know.  


And if you want to discuss an accommodation, please feel free to contact JAN.  We hope the program was useful.  As mentioned earlier, an evaluation form will automatically pop up on your screen in another window.  As soon as we finished.  We appreciate your feedback so we hope you take a minute to complete the form.  


Again, thanks for attending and we hope to see you next month.  
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