Inclusive Interview and Selection Practices
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	Once you have prepared an inclusive service description and have actively recruited National Service participants with disabilities, the one remaining task is to select the best service providers for your program.  The following steps will assist you in accomplishing this goal:

· Review the disability awareness materials in Chapter 6 with all participants and staff who will have contact with potential participants to be interviewed.

· Review the disability laws in Chapter 5 that apply to your organization or agency.

· Review the information in this chapter to ensure that you conduct your interviews properly.

· Remember that your goal is to select the most qualified participants.  Having a disability should not be a barrier to National Service but neither does it guarantee selection.

The Interview

• Schedule interviews in accessible locations.
• Be familiar with the essential and marginal functions described in the position description.
• Ask all interviewees the same questions.
• Be willing to consider alternative ways essential functions may be performed or marginal functions can be reassigned.
• Be willing to ask how to be of assistance to the interviewee.
• Be willing to provide reasonable accommodations during the interview if requested by the individual being interviewed, as well as at any other point during the service relationship.

During The Interview
• Maintain any information volunteered by the individual about his/her disability as confidential. Keep this documented information in a separate locked file.
• Focus on questions about the ability of the individual to perform the essential functions of the volunteer position with or without reasonable accommodations.
• Do not make assumptions about reasonable accommodations or ability.
• Withhold judgment about what an individual can or cannot do and how a task may be accomplished. Be open to the many ways that a task can be performed.
• Maintain the same expectations and standards you would for any applicant, but be willing to offer reasonable accommodations so they can be met.
• Create a comfortable and open interview environment enabling the interviewee to request reasonable accommodations.

Interview Questions
The questions asked during any interview must be related to the position in which the applicant is applying. Below are samples of appropriate versus inappropriate interview questions.

Appropriate Questions
• This position typically requires lifting and carrying 15 pound boxes. Can you do that? If not, how would you move these boxes from point A to point B with or without reasonable accommodation?
• This position requires seasonal tasks and requires that volunteers devote 15 hours each week. Can you do that?
• This position involves working varied hours. Can you do varied hours?
• This position involves taking information over the telephone and entering it into the computer. Can you do that?
• Can you file documents?

Inappropriate Questions
• Do you have a disability or illness that I should know about?
• Have you ever filed a workers' compensation claim?
• What diseases have you had?
• Are you taking any prescribed drugs?

• Do you have any physical or mental impairments that may affect your performance in this position?
• How many days were you sick last year?
• Have you ever been hospitalized?
• To do this service, you will obviously need reasonable accommodations. Which ones will you need? 
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Interviewing and Selecting National Service Applicants

The best way to ensure that you are providing equal opportunity to all applicants to your National Service program is to prepare a list of questions that will be asked of all interviewees.  The guidelines will assist you in preparing your questions.

You May Ask: 

· Whether the individual needs any reasonable accommodations or assistance during the selection process (this should be asked of ALL potential applicants).

· About the individual’s ability to perform essential position functions.

You May: 

· Give a copy of the Service Description to the individual that identifies all essential functions and ask whether the individual is able to perform all of those essential functions with/without reasonable accommodations.

· State your organization's standards regarding the drug policy, on-the-job alcohol consumption, and the smoking policy.
· State your organization's standards for attendance and the performance standards and expectations for a particular position.

· Ask how an individual could perform tasks with possible types of accommodation if the applicant indicates that he or she can perform the task with an accommodation. 

Do Not Ask: 

· Whether the individual has a current disability or a past disability.

· Whether the individual has any serious illness (such as AIDS).

· Back problems, history of mental illness or any other physical or mental condition.
· How the individual became disabled or the prognosis for the applicant.

· Questions about the nature or severity of the person's disability or comment in anyway on the individual's physical condition.

· Whether the individual wears a hearing aid or needs to wear glasses while working

· Questions about the applicant's past on-the-job injuries.

· Whether the applicant has ever been treated for any mental condition.

· Applicants to list any conditions or diseases for which they have been treated in the past.

· Whether the individual has ever been hospitalized and if so for what condition.

· How many days the applicant was absent from work last year because of illness.

· Whether the applicant has any disease, including HIV or AIDS.

· Whether an applicant has ever requested and/or received assistance or assistive devices in performing past jobs.
· About an applicant's past or current need for or receipt of medical or disability benefits.

· About applicant's past drug or alcohol use.

· Whether the applicant has ever filed a worker's compensation claim or ever received an award of worker's compensation benefits.

· Whether an individual has ever been found to be disabled or has a spouse, children, or other friends with disabilities.

· Questions of applicants with disabilities that you do not ask of all applicants.

· Whether the individual has any disabilities or impairments that may affect performance in the position.

Should the individual indicate that he or she has a disability and may require a reasonable accommodation you should: 

· Offer reasonable accommodation during the hiring process should the individual have an obvious disability or a disability known to you that may interfere with their ability to complete the pre-employment procedures (such as testing).  Inquire about the types of accommodations the individual believes may be necessary.

· Work with the individual to find the most effective and cost-efficient reasonable accommodation.

· Make inquiries with the individual and with others (if necessary) as to the nature and costs of the proposed accommodation.

The Selection Process 

As you are making your final selections: 

Do: 

· Ensure that careful consideration of an applicant’s ability to perform essential functions, with or without reasonable accommodations, is made before rejecting an applicant with a disability.

· Keep in mind your primary goal: to include the most qualified applicants in your National Service program.  This must be the applicant(s) who can perform the essential functions of the position with or without reasonable accommodation.

Do Not: 

· Refuse to consider an individual because the individual has asked for an accommodation.
· Refuse to consider an individual for a position merely because that person has a disability or is associated with a person with a disability.

· Refuse to consider a person merely because that person has filed a past worker's compensation claim.

· Refuse to consider a person for fear it might increase insurance or worker's compensation costs.

Adapted from information provided by Florida State University. The original document can be found at: http://personnel.fsu.edu/employ/disabled.html
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