Ability in the workplace

SQupervisory & Management skills 1 day workshop
Or
Qupervisory & Management skills 2 x haf day workshop
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Objectives of the workshop

m [hisprogramme amsto
give you the practical
skillsin how to supervise
and manage disability In
the workplace both a a
policy level and practical
level.

m Soecificaly:
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Objectives

Insight and understanding of: disanility in the workplace

Insight into Employment legislation and disability

ills to effectively supervise and manage employees with
disabilities

Increased knowledge of reasonable accommodations and how to
provide these

Confidence in deding with people when they disclose their
disability in the workplace

Awareness of the supports and grants avallable to employers
when accommodeating an employee with disaoility
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Sections

m 1. |ntroduction

= 2. Communication and supporting acolleague
with adisaoility

m 3. ThelLaw
m 4. Qupervisory & Management skills
m 5. Grants and Support services
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Section 1

| ntroduction
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Company benefits

m Bed practice m Greaer appreciaion of
= An employer of choice i's consumers

= Promoting diversityin = Customer loydty
the workplace m Option to achieve an O2

= Attract potentid Ability Award
Investors = Employment equdity
= Reputation asa legidation
progressive and inclusive
company.
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Equal opportunity employer

Widest choice of candidaies
Overcome skills snortage
mproves job satisfaction
Higher employee morde

Recognition that you do not endorse
discrimination in the workplace

= Organisation strategy In meeting chalenges
posed by labour market conditions

m Sandards of conduct
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Section 2

Communicating and Supporting

colleagues with disability
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Perceptions of “employment”

Job search fatigue

L_ack of confidence

Low salf-esteem
Economic independence

Increased participation inwork and society in generd

Chalenges exist on 3 levels:
= attitudinal
= physical
= communication
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Groups of people with disabilities

s Blind or visualy impaired

m Dedf or hearing impared

= Mobility aids

B Joeech Imparments

m Learning/ cognitive disaoilities
m Mentd hedth difficulties
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Blind ot visually impaired

m Joeak as you approach

m | n groups identify yourself and the person to
whom you are speaking

m [ ak directly to the person, not through a
third party

m Don’t touch or distract a service dog without
permission from the owner

= A permission to lead the other person, et
them hold your arm and control their own
movements

Ability in the workplace




Blind ot visually impaired

m Give cleaxr directions

= \When offering a seat, gently place the
iIndividuds hand on the back or arm of
the char

m Clear obstacles or pathways

= \When circulating written docs, use large
print, voice mall, or atape recorder or
emal It they have emall software for
screen reading

s AsSign someone to assist the individua
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Deat ot hearing impaired )

Sgn language, finger spdling, hand writing, lip reading, he§ ng
alds

Domn’t assume one particular method

Quiet environment

Speak clearly

One person speak at atime

Touch lightly on the shoulder for atention

Lip reading — face person all the time, don’t cover your mouth
Allow time for message to be absorbed

An interpreter facilitates , don’t consult

Watch your pace with sign-language
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Mobility aids

TR N
" FL
ks \ iy Baa

s Enzbleuser to keep thar aidiwithin easy | cacit e s
m Access, building, toilets, canteen and meeting rooms €etc
= Ramps and remova of obstacles
—urniture
Place your sdlf at ther eye level (char)
Don’t lean on their mobility aid
AsK before you pusn
= Allow phoneto ringalittle longer
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Speech impairments

Unsure- Ask to repeat and then repest It back to them
Use guestions that reguire short answers or ahead nod
Don’t finisn thelr sentences

Consider writing as an dternative means of
communication, Ask first

Don’t rase your voice, (ther hearing Isn't impaired)
Ensure to include the person
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[Learning/cognitive disabilities

Glve exact Instructions

Consder giving smdler anounts of directions
_earning in small steps through repetition
rRespongbilities sub-divided and learned in stages
Prase work well done

Respect need for Inclusion

Help with unexpected things such as. help with
money, buses, gueuing
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[Learning/cognitive disabilities

Quiet place

Repeat what you've said

Explan something more than once
Sraght forward language

Be prepared to give extratime

Offer assistance — wat for acceptance

Be patient, flexible and supportive

Use precise language and smple sentences
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Mental hedth difficulties

m Supportive working environment
Minimise distraction

Allow freguent bresks

Divide tasks

—oster Inclusion

Providing memory ads
Recognise achievement
Counseling and employee assistance progranimes
Allow Phone cals to doctor

ow time off

ow aflexible approach to leave
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Codes of Practice guidelines

ntroduction

Definition

Policy Satement

Code of Practice

Recruitment & Selection process

Inclusion in the \Workplace

Accommodeation & Egquipment

Saff & Career Development

Hedth & Safety a Work and Evacuation Procedures
| mplementing, Review and Monitoring of the Code.
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Section 3

The Law:

Employment Equality Acts 1998 & 2004

rAA
v' o g
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The law

= Relevant legisiation
m Definition of Disability

Y
m \V
Y/
Y
m \V

nat Is Unlawful?

nat are the exemptions?

nat are the specia measures?
nat Is Disproportionate burden?

Nat are appropriste measures?

m Grievance
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Relevant legislation

m Employment Equaity Acts 1998 & 2004

m Equa Satus 2000

m Equality Act 2004
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Definition of disability relates to

Bodily or menta functions
Organisms in body
Mafunction, maformation, or
disfigurement of body

A condition or mafunction causing person
to learn differently

Thought processes, perception of redity,
emotions or judgment, leading to disturbed
behaviour
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Unlawful to discriminate in

= Recruitment and employment

s Conditions of employment ( other than
remuneraion or pension benefits)

m [raning or work experience
= Promotion or classfication of posts
m Discriminatory rules or instructions
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The law also relates to:

m | ndudtria relations agreements
m Job advertisements

m Professond bodies

m Vicarious liability

s Exemptions
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Exemptions

» “It Isnot unlawful for an employer to refuseto hire,
retran or promote an employee where the employeeis
unwilling to carry out or accept the conditions under
which the duties areto be performed or is not fully
capable of carrying out dl of the duties concerned”

People with a disability would be considered to be fully
competent and capable for ajob If they could do the
work with the aid of specia services or facilities.
Employers are obliged to provide such services or
facilities unless such provison would represent a
disproportionate burden on the organisation
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Special measures allowed

m | ntegration into employment by reducing or
eliminating the effects of discrimination

m Joecid rates of remuneration, treatment or
facilities
m [ he employer is not obliged to provide specia

treatment or facilities when" disproportionate
burden” islikely to be incurred
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Disproportionate burden

Account shal be taken, in particular, of

s thefinancid and other costs entailed: @

m the scae and financid resources of the
employer’s business and;

m the possbility of obtaining public funding or
other assstance
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Appropriate Measures

“gppropriate measures’, in relation to a person with a
disability -

d) means effective and practica measures, where needed
In aparticular case, to adapt the employer’s place of
businessto the disability concerned,

D) ...Includes the adaptation of premises & eguipment,
patterns of working time, distribution of tasks or the
provision of traning or integration resources, but

c) does not include any treatment, facility or thing that the

person might ordinarily or reasonaoly provide for
himsaf or hersdlf.
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Grievance

m Office of the Director of Equaity Investigations
(ODELI) or the Labour court

| ndependent

Employment Equality Act 1998 and Equal Satus Act
2000

Decisions may be appeaed
ODEI aso provides amediation service
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Implications for Supervisors & Managers

To know the law and to comply withi it
To consder adopting an equal opportunity policy
[0 look for professond advise

To beviglant and to assess thelr work place for
breeches of the law

To consider the wording of ther job adverts wisely
To consder possible accommodations
To consder pogitive action measures.
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Section 4

Qpervisory & Management Xills
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Supervisory & Management skills —

Recruitment & Selection

Ability in the workplace




Recruitment process —The steps

= Job anaysis Pg 42
= Job profile and Persona specification Pg44
'he job advertisement Pg 45
ne goplication process Pg 47
"he interview Pg 51
m A pre employment medica exam Pg 53
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Job analysis- uses

= Job profile and persona specification

= Advertisng, interviewing and short listing

= |dentify the traning needs of employees

m Useful when an employee Is returning to work after

acquiring a disability

= \When considering promotion

= Reguest for reasonable accommodation

m Reduce the likelihood of discriminatory guestions at
Interview

m Develop objective and job- related salection criteria
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Job profile

m Sep 2 of the recruitment process

= Distinguish between essentid and desirable
requirements for the job

m Clear |languape

m Encourage the gpplication of asuitably qualified
person with less experience

m [ akeinto account non- manstream educationd
gudifications
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Personal specification

m Based on the job profile

m |t detalls the requirements for the job in
terms of:

m Qudifications
m Persond skills
m Experience
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Job advertisement- Content and Wording

m Sep 3 of the recruitment process
m Should reflect equa opportunities
m \\ecome gpplications from people with disabilities

m Jae arrangements can be made to accommodate the
needs of candidates with disabilities

Correct term people with disabilities
Make the job profile easy to understand
|nformation in severa accessible formats
Provide an emall address and/ or fax number
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Job advertisement- where

Go wider than just nationa newspapers
Unemployment support service agency.
Soecific disability publications

FASand FAS placement officers

The supported employment consortium in your
aea

If using an agency how are they equipped to dedl
with a person with adisability?
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Avoid

m....“DrverslLicence’....
m ....“Can work under pressure”

m Length of work experience rather than skills
acouired

m Written applications where a phone or fax
or emal 1sn’t included
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Elexibility In provision of information

m Examples
m Enlarged text

m Explan clearly and exactly what a particular job
requirement means

m Provide avaety of optionsto find out more
Information (emal, phone, fax, wenste)

m Congder including full selection criteria
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Application process- form #
|

m Sep 4 in the recruitment process @'
m Clear Instructions

m Focus on reguesting information on relevant

work- réaed educationd attanments, skills,
knowledge and anilities

= An option to outline non- mainstream
education

m Avalable in anumber of formats
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The job interview

m Sep 5in the recruitment process
= Disability avareness traning for interview pané

= Automatic interview for al applicants who meet the
guaification reguirements

—amiliarity wit
—amiliarity wit

nterview is fully accessible to those with adisability

n Employment Equality Legisiation
N grants, supports and services avalable

D escriptions of the company’s expectations

Examine the interview process
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The job interview

m All candidates treated with eguaity, respect, and
candour

= Elighbility based on quaifications
m Gender- neutrd language

m All candidates asked the same open and direct
guestions

m Questions reating to aperson’s ability to do a
particular job should be discussed with the
individua before the fina decision Is made

m Outline the decison- making process
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Pre-employment medical exam

m Sep 61n the recruitment process

m [T “medica check” policy exists then all
successtul candidates should be checked

m Job descriptions for Doctor
m Relevant requirements for doing the job stated
m Soecid treatment or facilities

m Other professonads as appropriate, I.e.
occupationd therapists
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Supervisory & Management skills -

Disclosure
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Timing may vary according to:

Type of disaoility
Theissues of support

Perception of the reaction of their employer / potentia
employer

Perception of the reaction of ther co-workers/
potentia co-workers

Perception of discrimination or unfar treatment

Where the disabllity is gpparent then the issue of
disclosure Is decided by the nature of the disaoility
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3 Seps involved In disclosure

. Jep 1. Understanding

. Jep 2 Acknowledgment of aoility

m  Jep 3. Redisation of anxiety
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Guiding principles

m Keep an open mind

m Be postive and constructive

m Acknowledge the chalenge of disaoility

m Actively listen
Take notes of the exact nature of thar disaoility
Give them time to explan ther disaoility
Treat the information in aconfidentiad manner
Ask about any supports avalaole
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Guiding principles- at an interview

m Do not diverge from the list of interview
guestions.

m Do not ask any questions about thelr disaoility
which do not relate to job performance or
supports reguired in the workplace

m Do not make any firm decisons or conclusons

= Be open to difference and focus on thar
knowledge and anilities
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Supervisory & Management skills -

Support
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Support in the work place

Induction = |nvolvement

Disaoility awareness = Returning to work after
traning acquiring a disability
Integration into the m Thekeyroleof the
workplace SUPErVIsor

Assgnment of roles m [raning

and respongbilities s Hedth and sofety

Mentoring m Flexibility with work
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Induction

m | nduction should include:

m the redity of anew job

m the specific aspects of the work
m the expectations of the employer In
m [nitid on- the- job traning
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Disability awareness training

= Key to iImproeving communications
= Addressng misconceptions
= Building a pogitive environment

= Should be avalable to dl rdevant
personné

. Grants are avalable from FAS
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Integration into the workplace

m [ henaureof al theworking reationships

m [ he rdationships formed with work
colleagues are critical

m Collaborative gpproaches e.qg. mentoring or
buddy system

m Ability change and adapt over time i
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Assigning roles and responsibilities

m Essentid to ensuring the effective integration

= Engage a range of peopleto contribute to
deliver of asolution

m Disability awareness training, problem-solving

skills and ongoing commitment to engagement
are necessay
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Mentoting

m Congder for al new employees with disabilities

= Agree between the new employee and the potentia
mentor

m [Ime frame should be defined

m Should operate during working hours or work-
related socid events.

= Employees with disanilities snould aso be trained as
mentors
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Involvement

Employees with disabilities should be:

ntegrated into whatever workplace arrangements
oreval

ncluded in al teamwork and aso have an
opportunities to assume leadership positions

nvolved in staff meetings and event planning
nvolved in union meetings If they are members

nvolved with socid events, informa employee
gatherings and sporting activities
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Facilitating asmooth and safe
resumption of: work:

Appointment of a supervisor with responsbility for
overseaing and managing the reintegration process
IMonitoring progress and work assgnments
Avall of vocationd renanilitation counsaing

Develop temporary, on- Ste work options

Consult with supervisors, trade union/ employee
representatives and employees to identify ways in
which the employee can return to work in an
Incrementd fashion

Awareness traning for co- workers
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Facilitating asmooth and safe
resumption of: work:

Constant communication with the employee
Return-to- work planning process and programme
Roles and functions traning for supervisors
Ensure that supervisors and employee knows that

you will support them
Up- to- date job descriptions and job task anayses

Meet with employee to discuss accommodation
options and ideas

Define and facilitate reasonable accommodations
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Communication with treating Doctor

= Furnisn him/ her with the necessary information
such as.

A letter explaning the return to work programme
and 1dentifying an employer contact and

A description of the workers regular job, including
task anaysis and information adout aternate
assignments
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Job task analysis for the returner

m Describes detals reguired to do the work, such as
endurance reguired
postures
work environment
eguipment used and
welghts of objects to be used

m Having this information to hand will speed up the
determination of appropriate assgnments and facilitate
a suceesstul return to work
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FAS support

= Retention grant

m “Externd” specidist skills and knowledge to
develop aretention strategy for individua workers

= Retraning to work

m \Workplace/ Equipment Adaptation Grant
s Employers Support Scheme

m Persond Readers Grant
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The role of the supervisor

= An employer can hep ensure success for the
SUpervisor by:

Carefully planning support processes

nvolving the supervisor in the employment
DIOCESS

Providing education and resources
Providing coaching and feedback
Rewarding results
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Training

Consult employees asto thar traning needs?
Can they understand and aopply the traning?
Have variations been identified and explaned?
|sthe traning accessible to al employees?

Would more specific traning, extratuition time, an
aternative format for course materials or a slower pace of
delivery be useful ?

Consider designating “an expert” employee as a trainer
External supports to overcome constraints
Contact your Loca supported employment office
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When drawing up a safety statement
remember to:

= Amendments may have to be made to accommodate
the needs of an employee with a disaoility

m Assessthe individua's capanilities
m [nvolve them

m Consder al the relevant workplace hedth and safety
factors

m |dentify the actua duration and frequency of hazardous
gtuations

m Assesstherisk to the individua and others
= |dentify potentid adjustments and implement them
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When drawing up a safety statement
remember to:

m Evauate and review the situation periodicaly.

= Provide visud aarmsto ensure safety of employees
who are deaf or hearing impaired

Ensure instructions are provided in accessible formats

Provide directions for buildings
Plan ahead
Establish evacuation routes

Assign buddies to those who may need assistance
during emergency evacuation.
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Flexibility at work options

part- time working

=lexitime

job sharing/ job splitting
compressed working week
reduced working hour
persondised/ flexible hours
e- working

work sharing

Information resource service
employee assistance progranmes
career bresks
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Supervisory & Management skills —

Reasonable accommodation
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Definition of Reasonable
Accommodation

m ...“some modification to the tasks or
structure of ajob or workplace, which
dlows the quaified employee with a

disanility to fully do the job and enjoy equd
employment opportunities’
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Employers must

m Conault al ether colleagues effected

= Enable peopleto return to work after acguiring a
disaoility

m Enable disabled employees or prospective
employees to participate in the job application
Process

m Enable disabled employees to enjoy benefits and
privileges accorded to other employees.

m Employersare NOT obliged to provide specia
treatment or facilities where the cost of doing so
proves excessve or disproportionate.
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Categories of accommodations

= Changesto job goplication process
m Changes to work environment or to the way
ajob Is usualy done

m Changes to enable same privileges and

bendfits of employment to be enjoyed by
dl comparative positions

Ability in the workplace




Smple examples of accommodations

m Rearranging furniture

m Changing the level of adesk

= Buying some piece of equipment

= Adapting standard equipment

= Adjusting “test” and traning materias

m Accepting that there may be dternative ways of
accomplishing agiven task

m Providing company information in gopropriae
formats
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Reguesting removal of the workplace
parrier = disclosure

m \When:
At any time during the gpplication process
At any time during the period of employment

As aworkplace barrier becomes goparent

= How:
Verbaly
In writing
Employee as an “expert” must justify the need
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What the employer may do:

m May ask fior relatied documentation

Based on aclear and legitimate work based
requirement

Cannot ask for documentation when the need Is
obvious

m May offer dternative options
m May choose from anumber of options offered
m May choose less expensive or an easier option
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What the employer should do:

m Should accept the suggestion as “expert”
s Should treat the reguest as confidential

m \When asked about the
others,

m Should say that It Ispo

accommodations by

ICy to respect privacy

m Or should say that It IS

nolicy to help employees

when difficulties are encountered Iin the

workplace
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Employer is not required to:

m Eliminate an essentid job function

m Provide persond use items e.g. ahearing ad or
glasses

m [ olerate disruptive behaviour or poor
performance
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Seps to consder when making
leasonable accommodations
Step I Decide|f the employee s quaified

Step 2: | dentify the employee’s workplace
accommodation needs

Step 3; SHect and Implement the most
reasonable and effective accommodation

Step 4: Check results
Step 5: Provide follow-up If needed
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Supervisory & Management skills —

Retention strategy
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Retention ideas

m Continuous review: oft needs and accommodations
s Ongoing traning and performance reviews
m Expand employee’s existing role

s Move employee to adifferent role

m Vay the type of support they provide
= Moveto adifferent organisation

m Consult with treating doctor

Ability in the workplace




Supervisory & Management skills —

Pertformance review and career

progression
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Performance review

m St gods
m Ensurethey are understood

= Enough information
m Seek advice

= Approach adiscussion where targets have
not been achieved in apositive and
constructive manner

= Review accommodation put in place
m | nclude comments of aco-worker
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Steps to enhance career development

m For an employee with adisaollity:
m Discussthar career development

s Assst and encourage them to specific career
gods

m Create individua development plans
m Actively facilitate development opportunities
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Examples of career deve opment
Initiatives and Ideas
m Flexible rostering

m Saff development budget
m | nternd recruitment

m Carear and skill development at induction

m | ntegration of career discussons into the
performance review

Ability in the workplace




Section 5

Grants and support services
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Grants, supports and incentives are
currently available from

m FAS

s Department of Sociad and Family Affairs

s Revenue Commissoners

m Ref pages 56-59 of workbook
m Avalableto:

Employers wishing to employ or retan a person
with a disaoility
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Grants and allowances

Back to work alowance (BTWA) scheme
Back to work enterprise allowance
Disability Awareness Support

Employers PRS Exemption Scheme
Employment Support Scheme (ESS

Job Interview | nterpreters Grant

Personal Readers Grant

Retention Grant

Revenue Job-assist double deduction
Supported Employment programme

Workplace Equipment / Adaptation Grant (\WE/ AG) ‘ o0
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O2 Ability awards

= \WwW.theabilityawvards.com

Down load the form from the internet and
submit

Initial assessment based on completed
aoplication form

Top 100 full day onsite assessment

Sortlist of top 50 by judging pand that
demonstrate the highest levels of Best
Practice

~ind judging panel selects awinner
Dublin Castle awards
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Excellence
Through

Peo p le

Organisation briefed by FAS on the
requirements of the standard

Organisation conducts self assessments

Application for Accreditation

Assessment conducted by FAS

Assessor Reports to Approvals Board

Approvals Board decision and Feedback

Award Certificate valid for one year




Conclusion

Some Review Questions
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“The real secret of success 1S

enthusiasm’

m Walter Chrysler
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