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Managing Personal Information in Employment
The Disclosure Decision

At one point in our professional lives, we may have managed some bit of personal information about ourselves. This may have included
personal, family, health, or other private information. Assisting job seekers participating in employment services in decisions around
managing personal information in the workplace is an important task for providers. Here are some tips and resources to consider when
supporting someone in this important decision.

Managing personal information in employment is most effective when the job seeker:
¢ Is clear about the purpose and desired outcome.
¢ Discloses to the right person.
¢ Does so in a timely and appropriate manner.
Is able to identify and articulate their strengths, skills, and disability-related needs.
Is knowledgeable about their rights, especially those related to receiving reasonable accommodations.

Munroven & Quigley, 2013

Accommodations

Title | of the Americans Disability Act (ADA) requires employers to make reasonable accommodations to the known physical or mental
limitations of applicants or employees that are due to the disability unless doing so would be an undue hardship on the functioning of the
business.

Listed below are samples of common accommodations for possible limitations due to a mental health condition.

Maintaining Stamina Maintaining Concentration

Flexible scheduling Reduce distractions
Allow longer or more frequent breaks Allow use of white noise or environmental sound machines
Provide additional time to learn new responsibilities Allow the employee to play soothing music
Allow time off for counseling Divide large assignments into smaller tasks and goals
Difficulty Staying Organized and Meeting Deadlines Memory Deficits
Make daily to-do lists Provide written instructions
Remind the employee of important deadlines Allow additional training time
Use electronic organizers Provide written checklists

Handling Stress

Allow phone calls to support person
Allow the employee to take breaks as needed
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Helping Job Seekers Prepare a Request for an Accommodation

To help practice requesting an accommodation and describing the limitations you may have due to a mental health condition, write your
explanation down as a practice script. You may have to continue to write or say this several times before it describes what you want to say, in
a way that a potential employer will understand.

Here are some prompts to use while preparing your script:

Y Describe your positive attributes or strengths first. Prepare beforehand the skills and strengths that are transferable to the job. These may
[ﬂ{?ﬁ] include hard skills that are job-specific and relate to the tasks required and outlined in the job description or they may be soft skills such as
those related to your interpersonal communication and other.

Identify the limitations or challenges you might face at work because of your disability.
Consider any limitations or challenges that you encountered in prior employment settings.
What specifically were the difficulties you experienced?

Identify which accommodations have worked best for you in the past. Think about the types of supports and resources that helped you in
your previous work and the limitations nor challenges they addressed. These resources can include the types of accommodations listed
above or other supports that were assistive.

End the script with positive points. Remember to reiterate the skills and strengths you have already identified and point out how your
positive attributes can meet the employers’ needs. Try to identify key skills and work responsibilities on the job description that you would
be able to fulfill and succeed.
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For more information on requesting an accommodation, refer to:
Employee's Practical Guide to Negotiating.and Requesting Reasonable Accommodations Under the Americans with Disabilities Act (ADA)
(Job Accommodation Network)
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Resources
Job Accommodation Network Americans with Disabilities Act
(800) 526-7234 (800) 514-0301
askjan.org ada.gov

For additional resources and information visit our webpage with Supported Employment resources
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