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1. INTRODUCTION AND PURPOSE

This publication is designed to provide managers and supervisors with assistance i hiring,
placing, and advancing people with disabilities. It is meant to be 2 desk-top reference thar
responds to concems and issues that managers and supervisors might bave.

The Federal Government can, and should, be an exemplary employer of people with
disabilities. The approach taken by the Federal sector should serve as & model in hiring,
placement, and advancement of any protected group. The Equal Employment Opportunity
Commission (EEOC) pot only takes a strict regulatory role but also tries to work closely with
agency personnel to help them create and implement effective affirmative employment
programs. Agencies and EEOC have a common goal. That goal is to provide equal
opportunities in employment to all people regardless of race, color, sex, age, religion, national
origin, or disability.

Managers and supervisors have an important role and responsibility in belping the Federal
Government meet its commitment for affirmative action and equal employment opportunity.
A positive approach to the employment of people with disabilities will enhance the goal of
being a model employer.




Il. AGENCY ROLE IN AFFIRMATIVE EMPLOYMENT FOR
PEOPLE WITH DISABILITIES

Each Federal agency with 1,001 or more employees is required to submit annual affirmative
action plans to EEOC under Management Directive 713, which was issued by EEOC to all
Federal agencies in the executive branch of govemnment on October 6, 1987. Plans provide
EEOC with numerical objectives (goals) for the employment of people with targeted disabilities
as well a5 statistical informartion on the compostion of the agency’s work force of people with
lisabllities




III. MANAGEMENT ROLE IN AFFIRMATIVE EMPLOYMENT FOR
PEOPLE WITH DISABILITIES

Agencies are to develop and implement policies and procedures pursuant to their obligations
under Section 501 ofmcRchabﬂinﬁonActofIWB,stmmded,deBOCmmgmt
directives. Managers snd supervisors are responsible for assuring that these policies and
procedures are carried out within their respective organizations. This includes helping their
agencics meet affimmative action objectives for hiring, placement, and advancement of people
with disabilities. Managers and supervisors are also responsible for assuring that affirmative
action and equal employment opportunity for people with dissbilities, as required by Section
501, are an integral pant of all aspects of their personnel and management policies and
practices.

Managers and supervisors, in conjunction with their personnel offices, should assure that
qualification standards of position descriptions and announcements are job-related and reflect
the actual duties to be performed. Recruitment ghould include outreach to individuals,
organizations, independent living centers, and associations representing people with disaisilities.
Recruitment at universities, colleges, and schools should include outreach to students with
disabilities. Section XI provides a list of organizations that can be contacted for assistance
in recruiting people with disabilities. ‘

Managers and supervisors should become familiar with the various avemues for employing
people with disabilities including the appropriate excepted appointing authorities. Along with
personnel offices, they should assure that qualified people with disabilities are considered for
vacancies and hired on the basis of their skills and abilities.

People with disabilities must be qualified for positions. They should be able to performn the
essential functions of the position in question, with or without reasonable accommodation, and
without endangering the health and safety of the individual or others. People with disabilities,
dcpcndhgontbcqycof:ppohﬁngmtbmﬁybehgmed,:bouldm:b:cxpaimmmd
educaton requirements (which may include passing a wrinten test) of the position in question,
or meet the criteria for appointment under one of the special appointing authorities for hiring
people with disabilities.

Managers and supervisors are responsible for making reasonable accommodation to the known
disabilities of applicants and employees. Agency selective placement coordinators/handicap
program managers are good resources for information about accommodating people with
disabilities. Information on reasonable accommodation can be found in section VIIL Every
effort should be made to assure that people with disabilitics have equal opportunities to

demonstrate that they can perform the job successfully.
Qadiﬁadpwplcwi&dinbﬁiﬁudxouldwbcdcnicdoppommhiswldybacumofm

disabilities. Reasonable accommodation should be provided if it makes it possible for qualified
people with disabilities to do their jobs unless the agency can demonstate tha such
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accomodadonsmnscmmduehrdshipondxopcxuionofixspmgnm. Factors to be
considered include: (1) the overall size of the agency’s program with respect to the number
of employees, number and type of facilities and size of budget; (2) the type of agency
operation, including the composition and sructure of the agency’s work force; and (3) the
narure and the cost of the accommodation.

Mamgersmdmpav'mors,aswcnaspenomc] offices, should assure that in cases of RIFs,
and within the limits imposed by law and regulation, every effort be made 10 minimizs the
cffects on employees whose disabilities make it impossible or unreasonably difficult for them
to be reassigned within the agency or transferred to another agency.  Many managers are
afraid to hire people with disabilities becanse of lack of understanding and awareness of their
capabilities and achievements.

Negative aritudes of selecting officials and physical and mental standards unrelated to the
position in question are other reasons why it can be difficult for people with disabilities to

disabilities can, with or without reasonable accommodation, still succeed in those jobs. The
qualifications of applicants for positions with necessary physical or mental standards should
be evaluated on a case-by-case basis. Additionally, agencies should assure that any medical
qualification requirements are realistic and necessary.

Managers and supervisors are held accountable in their performance appraisals for meeting
affirmative action responsibilities. They should also be recognized for their achievements in
belping the agency fulfill its affirmative action obligations.




IV. MAKING PEOPLE WITH DISABILITIES
A PART OF YOUR TEAM

As a supervisor or manager your goal is to find the person who can capably do the job. Do
whar any good supervisor or manager would do—hire the individual who can succeed-whether
or not that person happens to have a disability. Think about the individual, pot the disability.
People with disabilities are able people and they are people first—people who can conmibute
to meeting the goals and objectives of your agency. .

There are an estimated 36 million people with disabilities in this country. According to the
1980 census, there are approximately 23 million adults with disabilities, aged 16-64. About
two in three adult men with disabilities and four in five adult women with disabilities are not
working. People with disabilities are unemployed for a variety of reasons. Among these are:
negative artitudes about people with disabilities; unfounded fears of high absentee rates and
safety problems; and inaccessible transportation to and from work. Many of these people want
to work and can work successfully.

People with disabilities should be hired for positions for which they qualify because they can-
benefit your organization. They can bring to the job the skills and education that you require.’
‘Ihcynecdnotbcmadmydiffemﬂythmothaanployecsexccptthnthcymquuire
reasonable accommodation. This, however, would be part of any individualization expected
from & good supervisor. Supervisors should try to assure that all employees have the tools
they need to do their jobs. Providing a graphic artist with additional lamps so that he or she
has improved light to do the job; providing an accountant with the type of calculator or
computer software necessary to effectively do the job; fixing a tom carpet so that employees
do not trip —all of these examples are day-to-day accommodations made so that people can
do their jobs more effectively and efficiently. Accommodations for people with disabiliries
can be as simple as raising a desk to accommodate the height of a wheelchair; buying the
computer that has voice recognition and/or output; ar providing an interpreter for people who
are deaf.

People with disabilities have good anendance records and fewer accidents than their
nondisabled co-workers. It is a misconception to think that employees with disabilities require
more sick leave and experience mare accidents than people who are not disabled. Statistics
tell us otherwise. '




V. INTERVIEWING PEOPLE WITH DISABILITIES

mndividual who is deaf, able 1o participate in meetings?). The answer to such questions will
indicate whether a reasonable accommodation is needed to enable the individual to perform
the essential functions of the Job.




3. Assistance may be offered, but don’t insic. If the person needs belp, he or she
wﬂ]awcpt:bcoﬁ‘crmdcxplmcncdywhnwmbebdpﬁﬂ.

4. Don't be sensitive about using words like "running”™ or “walking "

s. Don'tbctmpﬁndifthcpcnontrmsfc:sfmmaWhedchdrwlpieocof
fumirurcorgusomofthewbeclchnirwmavcabom.

B, Peaple w bility impaired

1. medkm;whhapamwhowdhﬂowathmyou,wdkmdxm
not in front of him/her.

2. Pxovidcﬁ:eappﬁcamwhhdwdhwdmswd:cimewicw:itcnxingdx&bms:
and easiest route.

C People w} blind or visually impaired

A person's visual acuity may dxmgeundcxdiﬁemuligjn conditions. Do not confuse
visual impairments with blindness.

1. If the person seems to need assistance, offer your services. If you need to guide
apersonwhoisblindthroughadoorortoachair,letd:eyasonukeyomum
ﬁidfollowthcmotionofyombody. Gnidchiso:berhmdorumtoﬁxbuk
of the chair. _

2. Spe&ﬁma]ytomeh&ﬁdndwhokblhdeyimpm Do not
shout. When you leave the room, s3y 50.

3. Inuoduceoth:rpeoplehtbcmomurh:vetbcmimmduceﬁwmselvs. This
wmlssistmcindjvidminoﬁmﬁnghimsdfmhenclfwmemmmdin

occupants.

4. Don’t avoid using the words *look" and “see.” There are no reasonable
substirutes.

5 When dmmdomnxxcfmamcmm-'wa




or she would like a reader.

Forpeoplcwiﬁ:vianlhnpairmcns,pmvidcawcﬂlhmfordx mterview and
noidshxrpconrrmsofﬁghxmddarkm.

Wbm:pcakingWi:hwmcomwbohbcmhnpahui,ﬁaeﬁxpc:mdmaly.
Donotposirionyounclfsodmyoumdimcﬂyhﬁ'amofahnshlightor
window. Yourﬁcewiﬂbedifﬁcnlttoweasi:is:ﬂhoucmdinbﬁgmligm.

Notanpeoplcwhombudngimpﬁredcmlipxud,bmmosxdotndxmnydo
It quite well. When speahingmpeoplcwhombcuingimpaired:nsc
This substitutes for tone of voice. This is imporant even in the presence of 2

sign language or oral mterpreter.  Be sure not to use exaggerated mouth
movements or wild gestures. Do not change the subject without warning.

Kacpymrhmdsﬁomcovcﬁngyommouthwhmﬁlﬁng.

Donmibomwhcnlpeaﬁngmtbcmwiﬂ:dxhuﬁngimpdm. Use
tnomnltoneofvoice.bmdonottmiayomclftomonosylhbicwords.

Kywmmdanmmcpamwhhahwinghnpdm,dowbclﬁtid
to azk him or her © repeat. Whend:i:doawwoﬂ,uypapamdpmdl.




Pegple who have epilepsy

If the person brings the condition to your anention, you may ask whether the conditon
mjghthlvcmimpwonhisorbcrwo&:ndiftbmmlnynmsary
accommodations. If spplicants mention seizures, interviewers may ask whether seizures
are under control, and if not, what people in the office need to know in the event of
& seizure. This information, however, wsually im’'t needed until after a person with
cpilepsy is hired Do not be over solicitous.

People who have mental retardasion

hhnypeoplcwhhmandmrdxﬁonhxvcavm;emmpcﬁorabﬂiﬁcsinmmpws.
While it is true that some people who are mentally retarded may not be able to think,
ﬁgm,mmbcrnwenuodzrpeople,hisimpommwmbcrthnthcym
proficient in some ways and deficient in others. Mental retardation should not be
confused with mental illness or behavioral and emotional problems. The effect of the
disability can be lessened, and skills and abilities increased, through rehabilitation,
special education, and experience on the job.

People who have mental retardation usually want to be independent and responsible for
their own support. When appropriately placed and supervised, they can be assets to
a work force. One of the largest obstacles to equal employment opportunity for these
individuals is persistent lack of employer confidence in, and lowered expectations of,
their capabilities.

1. Ford)cmostpa.n,nlktodwindividml‘asyonwmﬂdanyoncdse,bmbcmorc
specific.

2. chemtheinfommionpmvidcdbythclpplicamsoﬁn:bcorsbcmtznyou
that you understood what they really mean. ‘

3. Occasionally ask the spplicant questions to be sure that he or she understands
what is being said.

People who are mentally restored

Memxlﬂmccmbemccu:fuﬂymmd.mdpeoplcwbommmnymoredhﬂc
:kilk.expaienm.mdnhﬂide:thnmwaﬁwadbymmm For the purposes
ofcmployman,ap:nmwhoismanaﬂymmdisoncwhohncxpcﬁmcedamanﬂ
mmnﬁonﬂdiﬁimkythncnnmﬂyisundamnlwtbccncmﬂmﬁxhdiﬁdnd
kabletofnncdoncﬁecﬁvelymduﬁsf:amﬂyhaspedﬁcjob. The qualifications
ofpwplcwbommxnymwwdmnnbegivm&gmmi&nﬁmswosc
of other spplicants.

1. Talk to the individual as you would to snyone else.




10




A

VL. EMPLOYMENT PROGRAMS
Sclective Placement Programs: Personnel offices are usually responsible for locaring

qualified applicants, including people with disabilities. Some agencies have recruitment
personnel i their various organizations who specialize in locating individuals with a
particular skill (e.g., lawyers, scientists). Regardless of who has primary responsibility
for locating qualified applicants, managers and supervisors have a major role in the
sclection process. People with disabilities can be hired through the traditional
competitive hiring process or, if they qualify, noncompetitively through the nse of
excepted appointing authorities. Managers and supervisors should be aware of the
flexibilities availsble through the nse of special excepted appointing authorities.

Excepted sppointing authorities for hiring people with disabilities were developed to
pmvidcmoppomnhywpeoplcwﬁhdisabﬂiﬁcstosbowthxﬂ:cymdodxjob.
Theyweudesignedtodrmmvantbcnﬁmdinﬂb&nimdwmgmmdmpaﬁsom
have. These barriers have made it difficult for many people with severe disabilities
to obtain employment through the competitive process. Additionally, many people with
disabilities have limited work experience and are unable to compete with people without
disabilities for jobs on the basis of experience. This lack of experience is, agam,
because selection officials think that people with disabilities’ cannot do their jobs and,
therefore, will not hire them.

There are two ways to hire people with disabiliries poncompetitively. People with
disabiliries can be certified as eligible by the State vocational rehabilitation agency,
Department of Veterans Affairs, or Gallandet University (located in Washington, D.C.).
People who are severely disabled can also be hired noncompetitively after successful
completion of a 700 hour appointment.

1. 700 hour trial appointment for hiring people who are mentally restored or
severely physically handicapped. The 700 hour trial appomtment allows people
whhdis:bﬂjtkswdanmethcjxabﬂhytodoajob. Employers make no
commitment for permanent employment; however, the temporary sppointment
is usually long enough for the individual to demonstrate his/her job readiness.
mjsappoixmnmtsbouldnoxbcnsedwbdpmo&icccomplcthxdﬂpmjects
or unusually heavy work loads. People with severe physical disabilities must
qualify for the position and can noncompetitively convert to a inui
Schedule A appointment without cerntification upon successful completion of the
700 bours. Pwplewbommmnymomdmcmvmmxnomompcdﬁvc
sppointment that cannot exceed two years. The 700 bours are included in the
time served for the two year appointment.

mmmwmmmwmmwwnmeu
¢nkydmkwhhdmbnmawMypafomarpeciﬁcjob. If the
pcrson s unable to perform successfully, with or without reasonable
acconnnodzﬁon,d)cnhnoneedtoconvmthcpammmha:ppoimnm
HhisdctmhedMorctbcmdofﬁn?OOhomappohxmwmthnmcanployw
is unable to perform successfully, with ar without reasonable accommodation,
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termination can be effected ar any tme using the same procedures as those used
to terminate any employee serving In a temporary &pPpOInuDeT.

2. Schedule A, Section 213.3102(t) for hiring people with mental retardation.
Appoinunents can be made without prior approval of the Office of Personnel
Management. Appointments have po time limitation; bowever, after successful
performance for two consecutive years in a permanent position, and upon
recommendation by the supervisor, the employee can be convened
noncompcnnvc]ymothccompctmvcm In cases of promotion or
reassignment to a position requiring additionsl or new skills, knowledge, or
abilities, the employee must be racc:mﬁcd.

3. Schedule A, Section 213.3102(u) for hiring people who are severely physically
handicapped. Appointment eligibility is based primarily on the severity of the
disability. Consideration is also given to the effects of the impairment on the
person’s ability to function in & specific job. Employees may be converted to
competitive status afier two years of successful performance without a break In
service of more than 30 dsys. The Office of Personne]l Management does not
have to approve the conversion as long as the physical qualification standards
do not change substantially and the individual meets all the qualification

4. Schedule B, Section 213.3202(k) for hiring people who are mentally restored.
This appointment allows people who are mentally restored to update their skills
and establish a successful performance record for a period of up to two years.
Individuals must have a documented history of mental illness which includes
periods of hospitalization and/or outpatient treatment. Treamment must have been
within the past two years. The individual should be currently unemployed as
s result of the illness or have a significant period of substantially disrupted
employment within the past two years. This authority does not provide for
noncompetitive conversion to the competitive service. If the 700 hour trial
appointment is used prior to conversion to Schedule B, the time counts toward
the two year limitation

People hired under the Schedule A and B appointments discussed above must be sble
to perform the essential functions of the position, with or without reasonable
accommodation. Steps can be taken to terminate employment at any time during these
excepted sppointments identical to those used to terminate anyone serving under an
excepted appomntment.

Mert Promotion: Qualified people with disabilities should be provided with equal
opportunities to advance through merit promotion programs, both through competitive
and noncompetitive procedures. Your agency should have established mechanisms by
which people with disabilities employed, or eligible for employment, under the excepted
appointing suthorities are considered for vacancies announced through the merit

promotion program.
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Merit promotion procedures provide for management's right to select people with
disabilities noncompetitively. Your agency should have established and publicized
procedures for consideration of applications from people with disabilities who are
employed in the excepted service or seeking an excepted sppointment. If you have a
vmhymmminﬁonthﬂismcedﬂuwghﬂxmaﬁpmmoﬁonpmm
it can be filled expeditiously using noncompetitive procedures. Positions can be filled
noncompetitively at any time up to when an actual offer is made for a job, regardiess
of the closing dates of announcements. This means that people who are eligible for
excepted appointing authorities can continne to submit spplications for a mernt
promotion position after the closing date of an announcement.

If an excepted appointing anthority is nsed, & vacancy that has been armounced through
a merit promotion program may be filled by an individual with disabilities who is not
and has never been a Federal employee or an employee of the agency.

Check with the agency personnel office for details on- merit promotion procedures.

Upward Mobility: Managers and supervisors should assure that qualified people with
disabilities have equal opportunities to participate, and are targeted for participation, in
upward mobility programs. They should make systematic efforts to recruit and employ
people with targeted disabilities who would be good candidates for upward mobility
programs, so that qualified people with dissbilities are on-board and eligible for
selection when upward mobility positions are being filled.

People with disabilities who are employed under excepted appointing authorities that
provide for conversion to competitive appointments can be placed in upward mobility
positions noncompetitively. To apply for an upward mobility position, an employee
must have completed 90 days of service under an appointment that is not time-limited.

Special Emplovment Programs: People with disabilities should be included in special
employment programs operated by your agency or another Federal agency such as the
Office of Personnel Management. This includes: executive development, management
intern, cooperative education, stay-in-school, summer employment, summer aide, and
summer inten. When making selections for these programs, managers and supervisors
should consider qualified people with disabilities on an equal basis with people who
are not disabled. The Office of Personnel Management gives the agency slots for stay-
in-school and Junior Fellowship positions. As a result, sppointments under these
programs 3o not count against the agency hiring ceiling.

13




VIL SUPERVISING PEOPLE WITH DISABILITIES

not disabled. Many of the guidelines used for interviewing people with dmbihns also apply
10 supervising them on s daily basis. 'Ibcbasicidcaistompcoplcwnhdxsabﬂiﬁest:hc

Avoid the use of words and phrases such as the following:

crippled invalid afflicted
sick wheelchair-bound  victim
confined to a wheelchair  deformed deaf and dumb
defective deaf-mute retard
dummy crazy gimp
Use the following sampling of acceptable terms:
poople with disabilities mdividuals with handicaps
people who use wheelchairy individuals who are bearing impaired
people with mental retardsrion people who are blind
people with epilepsy individuals who are mentally restored
people who are deaf people who are parxplegics

people who are quadriplegics
nguagccmuﬂcatbcnﬁmdcsoftixspukcr. Thcwtyutupcrvisoyspukxofm
employee will be picked up by co-workers. Set an example for employees by using positive,
humanizing language when referring to people and their disabilities.

14




VIII. REASONABLE ACCOMMODATION
)  Definit

Reasonable accommodation is a logical change or adjustment to a job or worksite thar
makes it possible for an otherwise qualified employee with disabilities to perform the
essential functions of a position. Agencies must make reasonable accommeodarion to
the known physical or mental limitations of a qualified applicant or employee with
disabﬂidwunlcsshmbcxbownthﬁthemommodxﬁonvmﬂdmscmundnc
hardship on the agency.

’I'bcniscnlyoncabsolmcuuthabommsomblewoomodxﬁon. Accommodanions
can only be determined on a case-by-case basis, taking into consideration the applicant
or employee, his/her specific disability and the functional limitations, the essential duties
oftheposiﬁoninqusdon,tbeworkenvimnmcm.mdﬁxrcsomblmofthc
proposed accommodation. In other words, accommodations are mdividualized. No
document could answer all questions.

Oneoftbcmos:&equcmmisoonccpdomisﬂmreasombleawommodaﬁon‘s
expensive. Some accommodations are expensive; some are cost-free. In fact, most
accommodations cost very Lirtle. In addition, many people with disabilities do not need
reasonsble accommodation. P

An employer should assure that qualification standards are job-related and thar the
position description reflects the acrual duties 1o be performed prior to officiall

announcing & position. Hapcrsonﬁthdisabﬂ.iﬁsisunxblctopcrformthcmﬁﬂ
functions of the position without reasonable accommodation, but is otherwise qualified
for that position, then it is the obligation of the employer to explore reasonable
accommodation possibilities. Accommodation applies only to the perfarmance of work
relnedduﬁesmdnmmpawnﬂwdsmcbutbochomodnedbycyeglm,

bearing aids, or transportation to and from work.
Tbeﬁrstncphdacnninbgmtppropdnewoommodxﬁoniswmuhwhhtbc




Tyvpes of Accommodarions
Because accommodations are made on a case-by-case basis it would be mpossible 1o

describe every possibility.  This section provides &n overview of some gcneric
accommodation options used successfully in a variety of situsrions.

1.

Restructuring jobs—A job mxybcmodjﬁcdsomnapcrsonwiﬂ)disxbﬂiﬁcs
canpcrformmoscmam'alﬁmcdomofapoﬁﬁm I is first pecessary 1o
idmﬁfythoscmksm{mybcdiﬁcultfmmindividna]wwcomplishbeqnsc
of a disabiliry. 'I'bcmks:houldtbmbcuulyzcdtoidmtifyﬂ)osc&aors
whichspeciﬁcmymxkchdifﬁaﬂtfmﬂxpamnwhhdisabﬂidsmwcomplhb
cffectively. These factors ghould be elimg by changing the job conten::
iminating nonessential elements; redelegating  assignments; exchanging

altered work schedules can lead to productive xnd meaningful employment for
these individuals, and excellent results for the organization.

Flexible leave~Liberal approval of absences may ivolve the use of excused
absence, sick leave, annual leave or leave without pay. Sick leave ghould be

weather and temporary adverse building conditions are also examples of
situations where liberal approval of absences may be necessary. Training on
using assistive devices is another example where liberal approval should be
given. Managers and supervisors should be sware of agency policies on excused
and liberal absences.

¢s may be needed in the worksite arca when there
nmemployecwnhdisabﬂiﬁes.hismyincludcmbmxywmdlmmd
thewou:kmmmoms.mdotbcrﬁcﬂiﬁesmedbythcemployec. The
Pﬂmmcffuminnmwpct,mdequipmemlbouldbcuvicwedfm
maneuverabiliry. Adjusununsmxybcuximplenmovingﬁ]emncdaktol
lower drawer of the cabinet.

Specialized equipment and assistive devices—-There are many devices that make

2 possible for people with disabilities to accomplish cemain tasks they might
otherwise not be able to do. 'ﬂrymayalsoinatmpmducﬁvﬁymdtbc
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efficiency of their work. Devices can include TDDs (Telecommunicanons
Devices for the Deaf), electronic visual aids, magnifiers, telephane amplifiers,
Braille devices, talking calculators, or speaker pbones.

bmmustbc’d.irealyrclncdtoﬁxpc.rfommccofﬁx)ob. Excepuons to this
rule must be made on & case-by-case basis. An example is when someone does
notnormxllyuxnwbedch&irbmmigtnmquirchwmvdlongdisunccsfor
the job.

Wbmmahngmtbodnﬁondcdxions,conxidcrtﬁon:bouldbcgjvmmbowwcn
the employec would pcrform:bcj-obwizbommcequipmcmordcv'wc. Would
the employee's perfoonance impmvc,mdbemorccfﬁc'u:m:ndcﬁcczivc,whh
the equipment? Handicxp program managery/selective placcment coordinators
ad 7 ']'-cmbclp'! ify and obuiin & rate :

equipmmtfornscbyﬁxmdrtwmtforoc. Bymxkingpurchxscsofcquipmcm
dnlisnhudyusablcorusﬂymodiﬁod,tbcggcncymmduccmccostmd
delays of having to buy "gpecial” equipment.

Readers—Employees who are blind may require the services of a reader t0
perform therr job effectively. A variety of optons are available and should be
determined on a case-bycase basis. Readers can be a pant or full ume
employee hired to provide this service, 8 qualified co-worker who provides
informal assistance, or an employee given collateral duty responsibilines. The
specific needs of the ‘cmployccwboixblind:bouldbcmﬂyudwidmdfyhow
muchmcnnwdcdmdwhntbcqmliﬁaﬁcmofthcmdcxshouldbc.

Interpreters—People who are hearing impaired have varying peeds and modes
of communicating (e.g., through American Sign Language or onlly). Some
:iruniommnquuireavayhjxhlcvdofhmrpmdnx:bmsmmwmo(bc
provi&dbytco-woxkcr. chgnblcwnxdgnlmguagcdoanotquﬂify
someone for interpreting. ified sign language and oral MterpreieTs, and
those who interpret for people who are deaf-blind, usually bave extensive
miningmdcxpcricDOC.Thcydsofonowa:uiacodcofcthicsofwhichmon
co-workers will ot be knowledgeable. 1t is beneficial if co-workers and
axpcrvisondoleambuic:ignhnzmgcaothncommxmiudoncmbcdhw
n:dooe-oo-ooc;bcwcva,ﬂxymxynmbcadequndypmﬁdcmwim:rpntmﬁ'

.

W,W.mlepbomaﬂs.uﬁmmm

can be hired on a full-time or pan-time basis. They can also be
hiredmdcrcomwwirh:locdimcrpmdnxmvicc. Some agencies have hired
fnn—dmcmupmmmbewxﬂxblemmqmanploywmd:pphwmwbo
are bearing impaired. The agency sclective placernent coordinator/handicap
pmgnmmmxgcrmpmvidcguidmccinobuinh:gqmnﬁcdimcrprucm
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8. Personal care gssistants—Some people with scvere physical disabilines may
require personal assistance on a full-ume, part-time, or imermittent basis. These
individuals may require assistance with specific tasks such a&s gemng from one
building to another, for travel on official business, obtaining research or wriung
materials, or using rest room facilines.

dinbmm.wthmblewm:mw,mm,mpcsmﬂmmm it
is at or above its personnel mﬁm.hkmﬁm&yamﬂﬁmmﬁ@gmlc
accommodation through other sources. An ggency must consider alternatives to provide
the necessary reasonable accommodation. An agenCy may wish to request ceiling relief
from the Office of Management and Budget which will consider each request on a
case-by-case basis. The requesting agency must demonstraie that it has exhansted all
other means of camrying out its responsibilities. Other alternatives include, but are not
necessarily limited to, contracting out for the service, providing appropriate equipment,
assigning the responsibility to provide the service t0 co-workers and using urpaid
volunteer assistants.

tsting Pecple with Leaming Disabilis

Learning disability is not the same as mental retardation or emotional disabiliries.
People who are leaming dissbled bave difficulty receiving informarion through their
senses, and are sometimes thought to be unmotivated or have emotional disabilities.
People with leamning disabilities may need 2 variety of accommodanons.

1. People with visual perceptual problems have difficulry with accuracy, such as
rcvcrsingnmnbcnmdphcingwordsmﬁxcwrmgspwcsonafm People
withthjsdisabﬂitymxymdwhxvedxirmncxiﬂcheckedforgnmwmd
word or number reversal.

2. People with auditory problems msy peed to work in quiet surroundings of
request that directions be clarified or repeated. Repeating back instructions or
having them in writing may be helpful. The use of short sentences, clear
enuncistion, and/or demonstrations of & task may also be uscful.

3. People with motor problems have trouble moving their bodies efficiently to
achicve a cerain goal. Their brains have difficulty telling their bodies what to
do.ruulmghdmsiwsmhckofmudcoordimﬁm There are three
types of motor problems: perceprual—difficulty performing a task requiring
coordination: visual-problems with copying of leaming movements by watching
someone; and soditory—problems with following oral instroctions or taking potes.
Neccsuyaccommodxﬁcmmxybctbcumentboscfmvisml,mdhory.uxd
perceprual disabilites.
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4. People with tactile problerns may have difficulty in absorbing informarion
through the sense of touch. They may not like being touched by others and
may prefer to work alone. Tacdle discrimination problems occur when someone
cannot feel the difference between two similar objects. An employee may have
trouble assembling small pants or judging the right amount of pressure to twist
or bend something. As a result, tasks requiring these tactile distinctions are not
desinable.

S. People with academic problems such as dyslexia have trouble reading.
Dy:gnphhrcfexswmimbﬂirywwritemddyscalculhmfmtomimbnhy
to do mathematics. Some dyslexic people are able to train themselves to read
fddywcn.whﬂcodmpnfcrmukenowsormeauperwordcx. Like with
any reasonsble accommodation, each situation should be considered on a case-
by-case basis with careful job analysis. It is important to be flexible and to &y
to match people’s strengths with the tasks to be performed.

Managers and supervisors should make themselves familiar with policies and procedures
related to the purchase or acquisition of reasonable accommodarions. If managers and
mpcwisorsmmasurcaswthc:ppmpdnepxwdum.agoodnudngpoimof
mformation is the 2gencywide selective placement coordinator/handicap program
manager or the office’s administrative or executive officer, if ppropriate.

Readers, interpreters, and personal assistants can be hired noncompetitively through
Schedule A, Section 2133102(l1). They can be hired on a full-time, pan-time, or
intermirtent basis. The primary function of these positions is to provide reading,
interpreting, and personal assisunce to employees with disabilities. Other duties may
bcusignedbmhissscnﬁﬂmrummbc:ﬁwpﬁnmymfmwbichthcymhked
and make effective use of those services. Some agencies have established contracts
with private sector referral agencies to provide Interpreting services on an "as needed”
basis.

Supcwhm:mmpomiblefmnaningﬁmmdzhmploymcmequmypamm:
in agency functions (e.g., staff meetings, training, or sward ceremonies). They should
hfommevaﬁnemmof&emdsof@loyw. This can be the
training officer, public affairs officer, or procurement office. Employees should not be
dmiedoppommhiutopuﬁcipmhngmcyacﬁviﬁusoldymthcymdinbled
mﬂcssmduehndsb.ipanbcdanorwnedbytheumcy.

with disabilities, your agency's selective placement coordinator/handicap program manager, or
call 1-800-JAN-7234 (Voice/TDD). This latter approach puts you in contact with the Job
AwommodaﬁonthwcxkOAN)thnhlpomoredbytherddcm'szinecm

Employment of People with Disabilities. ' ,
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IX. JOB PERFORMANCE AND RECOGNITION

Like employees who are pot dissbled, people with disabilities ghould be held accountable for
their work performance. Supervisors are responsible for communicating performance

apecm:ionswtbciranployecsmdmonitoﬁngmdlpprdsingthcirwmk.

thnmindi\’iduﬂ‘fithldiubﬂhybcgins.qjob,kmghc:bouldbcgiv:nadw
dscri;‘;donpfthejobmdtb.ctpcdﬁcduﬁutobcusigned. Axtbcum:timc.d:cqnploxec

those duties. ‘Ihiswouldbcagoodﬁmetoxevicwthemjormkswbcpcxfonnedmdanow
tbccznployeciodisaxssmyb&nimthnmightbcmmaed

Employees should be provided with frequent encouragement and feedback regarding their work
performance. Employees should feel free to come to supervisors with problems or questions.
Itisimpomm,bowcvcx,tonotbcov:xpmwcdvcmdovcrcmtiouswirhmoscwhoarc
disabled. Peoplcwithdisabilitiesshouldbemadetofeelth.ntbeymonmequx]ba.sis
with employees who are not disabled.

physical or mental disability are not held against them. They should be evaluated for their
ability to do a job with the sppropriate accommodations. For example, it would be
inappropriate to negatively evaluate a secretary who is deaf for not taking dictation. It would
be inappropriate to negatively evaluate an individual who uses a wheelchair for not antending
2 meeting, when that meeting was held in a physically inaccessible building. It would be
mappropriate to negatively evaluxte an employee who is blind for not writing a response 10
4 letter when a reader was not available to read or tape the letter. These are just exammples
ofhowixmigh:appca.rthusowncisnotdoingﬁwjo - In each of these examples there
were circumstances beyond the control of the person with disabilities that prevented him or
her from accomplishing a task.

A Awards: Incentive swards programs are a way for recognizing the efforts of
employees. People with disabilities should have equal opportunities to win incentive
and other performance awards. Supervisors should nse both informal and formal means
to acknowledge superior work. Efforts to recognize employees with disabilities should
nmbcﬁmhedtospccidtwndsprommsguredtpeciﬁcaDymthoxwhomdkablcd.




It has been found that onderrepresentation of people with disabilities, partucularly those
with targeted disabilities, in Fed@n.l employm;m is most severe in €Xecutive,

1. Reductions-in-force (RIFS): In situations that could lead to RIFs, the
axpcwisordongwiththccoordimdngpawmelmotbcxoﬁice should consider
ilities
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X. SUPERVISORY TRAINING

Managers and supervisors should afnend training that deveiops and maintains 8 high level of
swareness of issues, policies, regulations, and procedures concerning affirmative action and
nondiscrimination for people with disabilities. This can be done several ways. The major
avenue for developing management awareness is through traditional supervisory training.
Supervisory and management training ghould include issues related to people with disabiliries.
Lectures, materials, and audio-visuals should include guidance on the employment of people
with disabilities on a level commensurate with the atention provided to civil rights legislation
and issues related to minorities and women

Managers and supervisors should antend special training programs and events that are
conducted specifically to foster affirmative smitudes toward people with disabilities. These
programs often discuss the ability of people with disabilities to be employed in a broad range
of grade levels and occupational series, and their abiliry to succeed in Federal work places.

Managers and supervisors should make efforts to artend training that includes many of the
topics discussed in this handbook: reasonable accommodation, excepted sppointing authorities,
organizational resources, delegation of authoriry, and other important topics. Such traming
ghould bring to their attention the achievements and capabilities of people with disabilities.
The agency training office, equal employment opportunity office, and personnel office are all
sources of technical assistance on these subjects. They should also be able to tell managers
and supervisors where they can obtain appropriate training on the employment of people with
disabilines.




XI. RESOURCES

Agencywide

1. Agencies ghould have a handicap program manager who manages an
agencywide comprehensive affirmative action program or who manages program
mmplementation in an organizational unit or installstion The handiczp program
manager advocates employment of people with disabilities, develops or is
responsible for implementation of affirmative action plans, and prepares or
responds to affimmative action accomplishment reports. The handicsp program
manager can be found in the equal employment opportunity (EEO) or personne!
office.

The agency may also have a selective placement coordinator in the persomnel
office. The selective placement coordinator is responsible for an agencywide
sclective placement program or a selective placement program in an agency
organizational unit or installation.

2. Many Federal agencies have Handicapped Employees Advisory Committees
(HEAC) that provide advice and feedback to agency management on issues
related to the employment of people with disabilities. Members should include
people with disabilities.

Some agencies have EEO advisory comminees that focus on issues related to
minorities, women, and people with disabilities rather than scparate HEAC
committees. EEO advisory committees should address concerns connected with
the employment of people with disabilities.

3. The agency equal employment opportunity (EEO) office can provide managers
mmmmmmwwmmmmmmg.

4. The procurement office should be able to provide information about agency
procedures for obtaining equipment used for reasonable accommodation.

5. Th:personndomcexbonldbeablempmvideh:fom:ﬁonabomawidcmgc
ofpcnormdi:mesindndingmiunanwmwndpwcedms.tpedﬂ
anploymanprom,mdcxccpmdappohﬁngmthoﬁﬁesforhﬁngpeoplcwhh
Hissbilities.




Sovemmentwide:

1. Architectural and Transportation Barriers Compliance Board
Office of Technical Information Services
1111 18th Sueet, N.W., Suite 501
Washingion, D.C. 20036-38%4
(202) 653-7848 (Voice/TDD)

vaﬁesinfonnnionmdguidmceonflcﬂizymibﬁhy.

2. Equal Employment Opportunity Commission
1801 L Street, N.W. -
Washington, D.C. 20507
(202) 6634842 (Voice)
(202) 6634053 (TDD)

Provides guidance to Federsl agencies on developing and implementing

- affirmative employment programs for hiring, placement, and advancement of
people with disabilities. Adjudicates complaints on appeals to the Office of
Review and Appeals.

3. Department of Justice
Coordination and Review Section
Civil Rights Division
10th and Pennsylvania Aveane, N.W.
Washington, D.C. 20530
(202) 724-2222 (Voice)
(202) 724-7678 (TDD)

Publishes Technical Assistance Guides (TAGs) that provide information and
resourcesonawidevnietyofmbjea:relnedtopeoplcwiﬂadisabﬂiﬁcs.
Examples are: telecommunications devices for deaf people, access to public
meetings, assistive listening devices, and interpreter referral services.

4. General Services Administration :
Clearinghouse on Computer Accommodations
18th and F Streets, N.W., Room 2022
KDGO

Washington, D.C. 20405

(202) 523-1906 (Voice/TDD)

Provides information on computer accommodations for people with disabilities
and assigance with computer-related problems.




