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BEST PRACTICES OF DEVELOPING & ENGAGING THE DIVERSE WORKFORCE
UNDER FINANCIAL CONSTRAINTS

Description Needed resources
1-2 best strategies Type of activity: Financial:
that you
currently use (or
have recently
used) to engage
&motivate the
diverse
workforce Target group/s: Human:
Frequency: Manager’s time demands:
Outcomes: What makes this strategy work in your
organization (conditions for success):
Group
recommendations

to others (2-3
best strategies)
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Employee & Organizational Development

Professional Development Worksheet

EMPLOYEE NAME: DATE

Suggestions for use: Individuals can use this worksheet to identify their development needs and create an associated action plan.
The worksheet can also serve as a tool for supervisors to use as the coach and support their employees in their professional and
career development. ‘ %

PART |: PERSONAL ASSESSMENT .
Reflect upon the questions in the first column to help you identify development areas in the second column that will enhance your

current success and help you reach your career aspirations.

REFLECTION QUESTIONS COMPETENCIES — KNOWLEDGE, SKILLS AND ABILITIES

WHAT’S IMPORTANT TO ME? Consider what is important for your WHAT COMPETENCIES WILL HELP ME REACH MY ASPIRATIONS?
personal fulfillment.

e What motivates and interests me?
e What are my areas of strength?

s \What are my aspirations?

WHAT HAVE | HEARD FROM OTHERS? Consider feedback you’ve received | WHAT COMPETENCIES (BOTH BEHAVIORAL AND PERFORMANCE RELATED)
from others (e.g., supervisor, co-workers, peers). WOULD OTHERS RECOMMEND THAT | IMPROVE?

o How do others view my capabilities and talents?
e What performance feedback have | received?

WHAT’S IMPORTANT TO THE ORGANIZATION? Consider what is important | WHAT COMPETENCIES DO/WILL | NEED TO SUPPORT THE ORGANIZATION’S
for your organization’s success; this can include your work unit as | success?

well as college, division, or agency.

e  What are the organization’s current needs?
o  Where is the organization headed?

e How can ! add value?

Professional Development Worksheet — rev. 3/22/2013

Learwn., Grow. Succeed. HR | Employee & Organizational Development
. : Page1o0f2




PART 2: DEVELOPMENT PLAN
Identify the knowledge, skills and abilities you plan to develop and describe how you will accomplish them.
Developmental Activities

(e.g., workshops, webinars, coaching, online
tutorials, reading, on-the-job training)

Resources and Support
Needed

Areas for Development

imeline
(knowledge, skills, abilities) Time

Professional Development Worksheet, rev. 3/22/2013
HR | Employee & Organizational Development Learn. GVOW- Suceeed.
Page 2 of 2




Table 2: Generational Workplace Values and Attitudes®

Veteran/Traditionalist Baby Boomer Generation X Generation Y
Dominant - Benevolence - Tolerance - Stimulation - Stimulation
Values - Loyalty - Power/authority - Self-direction - Self-Direction
- Conformity - Achievement - Achievement - Hedonism
- Custom - Stimulation - Hedonism
Sterotypes - Old- - Workaholic - Cynical - Spoiled
fashioned/rigid - Political - Lazy - Technology-
- Autocratic - Self-Centered - Selfish dependent
- Do not want - Scatterbrained
to learn new

ways of working

Work Ethic - Disciplined - Efficient - Task-oriented - Multitasking
- Duty before play - Logical - Self-reliant - Group-oriented
- Adhere to the - Do what it - Independent - Explain why
rules takes
Communication - Formal - Face time - Direct - E-mail/
- Written - One-on-One - As needed voice-malil
- Chain-of- - In-person - Instant
Command Messaging
- Lots of cc’s
Feedback - Avoid conflict - “Show me - Direct—"Tell me - Instantaneous
- No news is the money” how | am doing” - Seek approval/
good news - Promotion/Title praise
Leadership - Command and - Collaborative - Entrepreneurial N/A®3
control - Team player - Participative
- Take charge - Wants to know
- Authoritative why
Authority - Follow authority - Question - Skeptical of - Lines are blurred
figure authority authority - Why must |
- Hierarchical follow?
- Chain-of-
command
Family and Work - Family and - Work takes - Work-Life - Work-Life
work are always priority over balance balance
separate all else - If must choose,
will select

family and friends

Rewards - Appreciate - Appreciate - Appreciate - Appreciate the
recognition fora  promotion, autonomy and opportunity to
job well done title, money flexibility provide input

- Opportunity to - Opportunity to - Technical wiz
mentor build consensus

Public Personnel Management Volume 36 No. 4 Winter 2007 355
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Today’s young people differ from yesterday’s.

00006

Baby boomer Gen X Gen Y (millennial) Gen Z
1940-59 1960-79 1980-94 1995-2010
Context ® Postwar e Political transition ¢ Globalization ¢ Mobility and
¢ Dictatorship and e Capitalism and ® Economic stability multiple realities
repression in Brazil  meritocracy * Emergence of e Social networks
dominate internet ¢ Digital natives
Behavior e [dealism * Materialistic e Globalist ¢ Undefined ID
* Revolutionary e Competitive ¢ Questioning ¢ “Communaholic”
e Collectivist ¢ Individualistic e Oriented to self ¢ “Dialoguer”
¢ Realistic

Consumption e Ideology e Status * Experience ¢ Uniqueness
¢ Vinyl and movies  ® Brands and cars ¢ Festivals and travel e Unlimited
e Luxury articles ® Flagships ¢ Ethical

McKinsey&Company

file:///C:/Users/admin/Dropbox/HR %20talk/Talk%203/GenerationZ-pic%20mckinsey%20...

6/26/2019



CHAPTER 8 Employee-Friendly Policies 313 v

Related Stress

onsrs_entmanagem tstyle i Rpih
o e competence or. conﬁdence of employees e

(=} posrtwe feedback whenever appropnate
rt flexible work schedulesand job shanng
Db]EClTIVES and commumcate them to employees § e
' performance targets that aré challenglng but realrstlc e P ’
asks are. well deﬁned and responsrbrh‘oes are clear o

5 Increase employees decision latitude.
Avord work overload or ‘underload.
Decrease ole conflict and ambiguity.
* Promote career davelopment and career security. =
- Develop ]Ol) content that avoids narrow, fragmented tasks with little extnnsrc meamng o
_Promote participation and control. sts L : N e & a0
" Avoid under- and overpromotion. : '

~ What, can employees do at work?

Schedule time realistically.
Avoid setting unrealistic expectations for themselves.
Do one thing at a time. '
Avmd depending on memory to keep track of all tasks.
Ignore sltuations they-cannot control. '
“Get away from therr desks at lunch‘clme '
Identlfy sources of stress.
Hentally rehearse stressful situations.

' Allow extra time when traveling.
Revrew tl’lElE’ pnontles and l1festyle5

What can em loyees do at home’ o

Exercise regularly - ' ; i i e
e ways to ‘reduce caregmng “anid work conﬂrcts LTRSS
. Take advantage of commumty support networks
__Bmld fun into. their schedules
‘Express feelings openly. .
Be prepared towait. :
Begm, orid ‘their lives'of clutter T 45
Spend-time each day in‘relaxing achwty -
! 1de-hme to eat lersurely, well balanced rneal_t:




= Call us toll-free
National Network 1-800-949-4232 V/TTY
Information, Guidance and Training on the Find your regional center at
Americans with Disabilities Act www.adata.org

For the most current and accessible version, please visit
http://adainfo.us/ADAMentalhealth
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Mental Health Conditions in the
Workplace and the ADA

Psychiatric disabilities have a unique dynamic in the workplace because they are both very common
and very misunderstood. The purpose of this brief is to inform employers, job applicants and
employees about:

e Legal issues around mental health conditions in the workplace.

e Practical strategies that can be used to ensure ADA rights for people with psychiatric disabilities are
realized.

“Psychiatric disability” or "mental illness”?

The words “psychiatric disability” and “mental illness” are often used interchangeably. The term mental
illness is typically used in a medical context to refer to a wide range of conditions related to emotional
and mental health. The term psychiatric disability is typically used in a legal or policy context to refer to
impairments covered under the ADA

Myths and misperceptions
Myth: Individuals with mental health conditions do not recover.

Fact: The vast majority of people with psychiatric disability do get better, thanks to improved
treatments and services.

Myth: Individuals with mental health conditions cannot work in stressful or demanding jobs.
Fact: Many individuals with psychiatric disability can and do work effectively. How the condition
impacts work life varies considerably and there is no “one size fits all.”

Myth: Individuals with mental health conditions have weak personalities or had bad childhoods.
Fact: Mental health conditions are brain disorders. They are not caused by a flawed personality or
poor parenting.

Myth: Individuals with mental health conditions pose a danger to others in the workplace.

Fact: Despite the flashy headlines, there is no credible evidence that individuals with mental health
conditions pose a danger to others in the workplace. In fact, people with psychiatric disability
are far more likely to be victims than perpetrators of violence.

Myth: Individuals with mental health conditions cannot work until they are completely recovered.
Fact: Workplace accommodations enable many with psychiatric disabilities to work effectively with
their disability.

www.adata.org 1 2018
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EﬁE Mental Health Conditions in the Workplace and the ADA

About the numbers: Mental illness in the workplace

* Examples of psychiatric diagnoses include anxiety disorder, depression, attention deficit/hyperactivity
disorder (ADHD), bipolar disorder and schizophrenia.

e Overall, about 44 million adults (over age 18) in the U.S. report having had any mental health condition
during the past year, representing about 18.5% of the U.S. population.

* Among these U.S. adults, the National Institute of Mental Health estimates that:

0 18% have an anxiety disorder (including post-traumatic stress disorder, obsessive-compulsive
disorder, panic disorder and generalized anxiety disorder)

0 9.5% have depression

0 4% have attention deficit/hyperactivity disorder
0 2.6% have bipolar disorder

0 1% have schizophrenia

o About 18% of workers in the U.S. report having a mental health condition in any given month. This
means that psychiatric disability is one of the most common types of disability covered under the ADA.

The ADA and psychiatric disability in the workplace

* Definitions. The ADA defines disability as a physical or mental impairment that substantially limits
one or more major life activities. When job applicants or employees have a mental health condition
that meets this criteria, they have workplace rights under the ADA. The ADA Amendments Act of
2008 (ADAAA) recently broadened the definition of disability to provide legal protections against
employment discrimination for more individuals with disabilities, including people with psychiatric
disabilities.

¢ Record of psychiatric disability. The ADA also prohibits discrimination against individuals who have
a record (history) of a psychiatric disability or are regarded as having a psychiatric disability. This
means, for example, that qualified individuals who have a history of psychiatric disability cannot be
discriminated against just because of that history. Also, employers can’t take actions (such as failing
to hire, demoting or denying training opportunities) because they believe a qualified applicant or
employee might have a psychiatric disability.

 Rights under the ADA. Applicants and employees with psychiatric disabilities have two main rights
under the ADA. First, they have a right to privacy. Except when asking for an accommodation, they
can choose whether to tell the employer about their disability. Second, they have a right to a job
accommodation unless this causes undue hardship for the employer.

Disclosing a psychiatric disability: Legal protections
¢ Disclosure is a choice. According to the ADA, employers can’t require applicants or employees to
disclose a disability (with a few exceptions described below). So, in most cases, disclosing a psychiatric
disability is a choice, not a requirement. Individuals who choose not to tell about their mental health
condition are not “lying” or “hiding.” They are using a legally protected choice.

o After the job offer. Once a job has been offered, applicants may be asked to take a medical exam
before starting work. If this exam reveals a psychiatric disability, the job offer can only be withdrawn
if there is evidence that the person won’t be able to do the essential functions of the job without an
accommodation and can’t be reasonably accommodated or the disability poses a real safety issue.

www.adata.org 2 2018
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¢ On the job. Employees generally can’t be required to disclose a psychiatric disability unless requesting
a job accommodation. Then, the employer can ask for some medical documentation about the
disability. This medical information can’t be shared with others in the workplace.

¢ Federal contractors. Employers who are federal contractors must invite applicants and employees
to voluntarily self-disclose a disability. This information is only used to track the progress in meeting
disability employment goals of the employer. It must be kept confidential and can’t be shared with the
manager or co-workers.

Practical Points: Job accommodations

¢ Definitions. Accommodations are any change in the work environment or in the way things are
customarily done that enables an individual with a disability to enjoy equal employment opportunities.
Employers must provide reasonable accommodations to applicants and workers with psychiatric
disabilities (and other disabilities) unless this causes undue hardship. In most cases, individuals
with diagnosed mental health conditions are covered under the ADA and have a right to job
accommodations. For more information about the basics of ADA accommodations, go to
http://www.eeoc.gov/policy/docs/psych.html.

¢ Finding an accommodation. Ultimately, the employer decides which accommodation will be used.
But employees’ should have a voice in this decision. Workers with psychiatric disabilities should think
through what kind of accommodation they might need by asking themselves a few questions: How
does my disability impact the main tasks of my job? What do | most need as far as support, equipment
or changes in order to do these main tasks? Examples of accommodations for workers with psychiatric
disabilities are:

o Concentration or distraction issues: More frequent reminders of tasks and due dates; a quieter
work environment; more frequent short breaks; work from home (if this doesn’t cause undue
hardship to the employer).

0 Managing treatment and medication: Flexible schedule to allow for appointments; more frequent
breaks for medication; allow for use of water bottle during worktimes; part-time schedule until
medication plan stabilizes.

o Anxiety: Use of white noise ear phones; attend meetings remotely; work from home part-or full-
time; exchange non-essential job tasks with another employee; change in management style of
supervisor.

o About work-leave. A leave of absence is sometimes needed as an accommodation. But work-leave
should be the accommodation of last resort. Whenever possible, workers with psychiatric disabilities
should stay engaged in their jobs as much as possible.

¢ Code of conduct. Employers aren’t required to change a code of ethics or conduct in order to
accommodate a worker with a psychiatric disability. But this code must be fairly and uniformly applied
and cannot be applied differently to workers with psychiatric disabilities than to other workers.

e Supervision. Sometimes, workers with psychiatric disabilities ask to be given a different supervisor
as an accommodation. Generally, employers are not required to change the supervisor in order to
accommodate a worker with a psychiatric (or any other) disability. But employers can be required
to change a supervisor’s leadership practices as an accommodation. For example, a worker who
has concentration issues might need a more structured supervisory style that involves more task
reminders.

www.adata.org 3 2018
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Practical Points: Job seekers
e Staying silent is not a lie. Remember: You are not lying if you choose not to come forward about your
psychiatric disability when applying for a job. Each person must make a disclosure decision that’s right
for the situation and right for them. Think through your disclosure decision before applying for a job.
Keep in mind that you can make a different disclosure decision for each job application. You might
decide to come forward with one employer, but not another.

* Make a decision that’s right for you. Most applicants with psychiatric disabilities choose not to tell
the employer because they fear discrimination. Others, however, do tell the employer because they
want to avoid surprises or want to gauge whether they will be accepted as a person with a disability
in this workplace. Finally, others simply don’t want to live “in the closet” as a person with a psychiatric
disability. When making your disclosure decision, start with a little homework. Try to find out whether
the workplace is disability-friendly. Do they include disability in their diversity statements? Is there an
Employee Assistance Program? Is there an Employee Resource Group in the workplace for employees
with disabilities? Are there others in the workplace who have come forward with their disabilities?

¢ Disclosure and accommodation. Even if you think you'll need a reasonable accommodation if hired,
you can still decide not to disclose your disability when applying for the job. If hired, you have a right
to request an accommodation whether or not you chose to tell about your disability when applying for
the job. When requesting an accommodation, you will need to disclose some information about your
disability. This information cannot be shared with managers or co-workers.

¢ Job counselors. If you're working with a job counselor, make it clear to her whether you want a
potential employer to know about your disability.

Practical Points: Employees

* Begin by asking yourself some questions. Are you able to do the main (essential) tasks of your job
effectively with your disability? Are you able to keep up with your treatment and medication plans
when working? Do you have what you need to perform at your best in this job as a person with a
psychiatric disability? If you said “yes” to these questions, you may want to consider not telling anyone
in your workplace about your disability. But if you said “no” to any of these questions, you might want
to think about asking for an accommodation. Ideally, ask for an accommodation before your mental
health conditions impacts your job performance.

e Start with a little homework. Before asking for an accommodation, think through a couple of things.
What specifically do you struggle with on the job because of your disability? Which task(s)? How do
you struggle? What’s the one thing you would most need to be able to perform better?

¢ When asking for an accommodation. This is one of the few times your employer can ask some
questions about your psychiatric disability and can ask for medical documentation of your disability.
This information must be kept confidential. When you request an accommodation, be specific,
concrete and clear. Focus on how your disability impacts your job tasks, not on the details of your
diagnosis or your symptoms.

Practical Points: Employers
* Connect to the business. Whether you know it or not, about one-in-five of your current employees is
working with a psychiatric disability. As an organization, developing your capacity to respond effectively
when a mental illness arises is not just a “nice to do” and not just about legal compliance. It is a key
talent management practice that clearly connects to your ability to fully leverage talent.
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o Accommodations—will they come forward? The decision to come forward with an accommodation
request is particularly challenging for workers with psychiatric disabilities because of the many
misperceptions around mental health conditions. Yet, it is important for these workers to request an
accommodation before a disability impacts their job performance.

¢ Clear thinking about safety issues. Employers can always act when there is a clear safety concern.
But these actions must be grounded in evidence. Vague or general fears that workers with psychiatric
disabilities are going to be violent in the workplace is not supported by the evidence and would not, in
itself, constitute a credible safety concern.

* Managers as first responders. As face-to-face leaders, managers and supervisors are very likely to
be “first responders” to accommodation requests and set the tone for disability inclusiveness in the
workplace. Get the message out to all managers and supervisors in your workplace.

« Sources of sharing and support. Having an effective Employee Assistance Program and/or Disability
Employee Resource Group can go a long way toward creating a positive climate to help workers stay
effective when working with psychiatric disabilities.

¢ Harassment and bullying. Because mental health conditions are so highly stigmatized and
misunderstood, workers with psychiatric disabilities are more likely than others to experience
workplace harassment. Send the message across the workplace that workers with psychiatric
disabilities have the same right to a respectful and effective workplace as any other worker with a
disability.

¢ Building trust. The most important aspects of your workplace climate might be the least tangible. Ask
yourself hard questions about the climate of your workplace. What actually happens to employees
with psychiatric disabilities in your workplace? What happens to them when they come forward
with an accommodation request? Are they able to stay on the job? Or do they leave the job either
voluntarily or involuntarily?

Resources
* Job Accommodation Network (JAN). Accommodation and Compliance Series: Employees with Mental
Health Impairments. https://askjan.org/media/Psychiatric.html

 National Alliance on Mental lliness (NAMI). Succeeding at Work.
https://www.nami.org/Find-Support/Living-with-a-Mental-Health-Condition/Succeeding-at-Work

Content was developed by the Northeast Center, and is based on professional consensus of ADA experts and the ADA National
Network.

The contents of this factsheet were developed under grants from the National
Institute on Disability, Independent Living, and Rehabilitation Research
(NIDILRR grant numbers 90DP0088 and 90DP0086). NIDILRR is a Center
l ( Northeast ADA Ce nter within thegAdministration for Community Living (ACL), Department of Health
and Human Services (HHS). The contents of this factsheet do not necessarily
http://www.northeastada.org/ represent the policy of NIDILRR, ACL, HHS, and you should not assume
endorsement by the Federal Government.

© Copyright 2018 ADA National Network. All Rights Reserved.
May be reproduced and distributed freely with attribution to ADA National Network (www.adata.org).
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