Talking to Applicants/Students about Reasonable Accommodation
A Guide for Disability Coordinators

Overview

How should you approach talking with an applicant or a student with a disability?  First and foremost, you can treat the individual with respect as you would any applicant or student.  You can also become familiar with some basic disability terminology and be sensitive to the specific needs of each individual.   

Person-first language is the appropriate way to address someone with a disability because it addresses the individual first; their disability is only one part of who they are as a person.  Some examples of person-first language are:

	Incorrect Phrase
	Person-first Phrase

	Learning Disabled
	Person with a learning disability

	Disabled, crippled, handicapped, etc.
	Person with a disability

	Retard, mentally retarded, etc.
	Person with an intellectual disability

	Wheelchair bound
	Person with a wheelchair 

	Emotionally, mentally ill/disturbed
	Person with a mental health disability

	Autistic applicant, student, etc.
	An applicant/student with autism 


 
To learn more about person-first language, go to the Job Corps Disability Website.

It is also important to understand that individuals may not wish to discuss or disclose their disability for a variety of reasons such as negative past experiences, a fear of being labeled, not really knowing much about their disability, or because they simply wish to exercise their legal right not to disclose.  In case the reason for disclosure is due to negative past experiences or a fear of being labeled it may be helpful for you to express your understanding of those reasons, which may help ease the individual’s fears or anxiety.  

Discussing Disability

If you suspect a disability or an applicant’s or student’s discomfort with discussing their disability, the following are possible script/talking points to help with the process.

If you are a person with a disability, you may be entitled to receive reasonable accommodations.  For example, if your disability causes you to take longer to read information or to complete tasks, you may be eligible to receive extra time to complete assignments and tests.

If you are worried about talking about your disability with me, it is important to understand that Job Corps upholds strict policies on confidentiality, which means I will only share this information with those who need to know.  The main reason for telling me about your disability is so I can make sure you can get the support you need to participate effectively/successfully while enrolled in the Job Corps program. 

In order to receive accommodations or get support from Job Corps, you will need to provide documentation of your disability (unless it is obvious).  Then we can discuss how the disability affects your everyday life, particularly learning, as this will help us know what your needs are going to be while in Job Corps.  I am here to assist you in obtaining the support you need to be successful on center.  

Who May Receive Reasonable Accommodation

To qualify for reasonable accommodation, an applicant or student must be a qualified individual with a disability.  Qualification of the disability requires that the individual provide appropriate documentation of the disability unless their disability is obvious, such as an individual who is blind, mobility impaired, etc.  Acceptable types of documentation may include but are not limited to:

· Individualized Education Program Plans (IEPs)
· 504 Plans
· Psychological Assessment/Reports
· Vocational Rehabilitation reports/letters
· Medical Reports
· Mental Health Records

If an applicant or student reports having had trouble in school or being taught or tutored in a resource room, this alone does not entitle them to reasonable accommodation.  However, it is likely they may have received special education services and have an IEP that could be secured as proof of disability.  Ultimately, proof of the disability is required.  

Remember, a qualified person with a disability of any type is eligible to receive reasonable accommodation if it is needed for the individual to access the Job Corps program (i.e. inclusive of architectural, communication, and program access).  Some of the more common types of disabilities supported in Job Corps include learning disabilities, attention deficit  disabilities, intellectual disabilities, autism, mental health disabilities, and mobility, visual, or hearing impairments.

To learn more about a variety of types of disability, go to the Job Corps Disability Website.

Applicant or Student Discloses Disability

If an applicant or student has disclosed his or her disability through file documentation or the ETA 653 form, a Disability Coordinator (DC) should contact or meet with the applicant to learn more about the types of supports the individual may need on center and draft an accommodation plan as appropriate.  If there is no disclosure in the applicant file but documentation in the applicant file indicates a disability may exist, the applicant should still be contacted prior to entry.  Some examples of questions you may wish to ask the applicant or student include:

1. Can you tell me about your disability or areas that are difficult for you?
2. How does it affect you?
3. What accommodations or extra supports have you received in the past?  
· Which ones were helpful and which ones were not helpful?
· What are your strengths/things you are good at doing/things you like to do?
· What are your weaknesses /things are hard for you/things you don’t like to do?
4. After reviewing these accommodations with you, which ones do you think will be helpful for you in Job Corps?

Remember that many applicants/students may not know much about the types of accommodations they previously received in school and may not specifically know what to ask for in the Job Corps program.  Often times, they do not see the impairment as a disability.  Through the use of the applicant or student interview, documentation resources, and other outside resources if needed (i.e., Job Accommodation Network), the Reasonable Accommodation Committee (RAC), which is led by a DC and inclusive of the student, will devise an accommodation plan.  Applicants/Students are not automatically provided accommodations even though they may have used them previously; they must be agreed upon and accepted by the applicant/student.

Suspicion of Disability

If a DC suspects a disability or another staff person submits a “suspicion of disability referral” to a DC, he or she should meet with the student to reiterate that if they are a qualified individual with a disability, they may be entitled to reasonable accommodation or extra supports.  Some students may not understand what is meant by qualified person with a disability and/or reasonable accommodation.  In these cases, you may wish to ask some supporting questions such as:  

· Did you receive special education services or have an IEP or 504 plan in school?
· Have you ever had extra support in school? 
· Were you given extra time to complete assignments or tests in school?  
· Did you get help in a resource room in high school?
· Did you receive any adjustments to the scheduled school day for appointments or because of side effects of medication?

If the student chooses to disclose their disability, then a DC should seek permission to obtain supporting documentation and once received, discuss reasonable accommodation options as appropriate.  

Other Sample Scripts

A sample script when talking to an applicant who checked “yes” to one or more of the treatment and or health conditions listed on the 653:

I noticed you marked yes for receiving counseling or treatment for a mental health issue and yes for anxiety disorder but marked no for requesting accommodations.  Job Corps offers special support services for individuals who may need accommodations.  Do you have side effects from medication that might interfere with your daily work schedule?  Are there certain things you need to help reduce your anxiety?  Do you want to talk more about reasonable accommodation and the process for determining if you are eligible to receive accommodations/extra support?

A sample script when talking to an applicant who checked “yes” to needing accommodations or extra support on the 6-53:

I noticed you marked yes on the question about needing extra support in the Job Corps program.  Can you please share with me ways you will need extra support (see previous section on “Applicant or Student Discloses Disability”)?  To receive this extra support we need documentation of your disability (unless it is obvious such as mobility impairment, blindness, etc.).  We will need to request documentation from your ___________ (fill in with whatever applies -- school, therapist, doctor, etc).  This information will remain confidential and will only be shared with those individuals with a need to know. 

A sample script when talking to a student suspected of having a disability:

Your __________ (reading, GED, career technical instructor/person who referred student) has observed you struggling with your work in class (or other location) or not attending your classes.  Can you tell me why you think you are struggling so we can figure out how to help you be successful here?

If you are a person with a disability, you may be entitled to receive reasonable accommodation.  For example, if your disability causes you to take longer to read information or to complete tasks, you might be eligible to receive extra time to complete assignments and tests.

· Did you receive special education services or have an IEP or 504 plan in school?
· Have you ever had extra support in school? 
· Were you given extra time to complete assignments or tests in school?  
· Did you get help in a resource room in high school?

If you are eligible to receive extra support or accommodations, we will need documentation of your disability (unless it is obvious such as mobility impairment, blindness, etc.).  We will need to request documentation from your (fill in with whatever applies -- school, therapist, doctor, etc.).  This information will remain confidential and will only be shared with those individuals with a need to know.

Resources

If you have questions about talking to applicants with disabilities or reasonable accommodation, please contact your Regional Disability Coordinator (RDIC) for assistance.  The names and contact information of the RDICs are listed on the Job Corps Disability Website.
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