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Disclosure

Improve 
Workplace 
Diversity

Recruit for Open Positions Assess Candidates for Open Positions Hire New Employees for Open Positions Develop Employee Skills 
and Awareness

Reward 
Employees

Plan for Employee LeaveMonitor Employee Performance Accommodate an EmployeeAddress 
Concerns, 
Performance,  
Misbehavior

Terminate an Employee Demonstrate 
Organizational 
Values

Address 
Workplace 
Health and 
Safety

Decide 
whether to 
use non-
competitive 
hiring tools

Decide 
how to fill 
our open 
positions

Talk to job 
coaches 
about job 
prerequisites

Decide 
whether or 
not to hire 
someone

Train staff in 
skills

Gather 
information 
on employee 
performance

Talk to an 
employee 
about their 
accommoda-
tion request, 
needs Talk to my 

employee 
about 
potential 
medical 
leave

Get approval 
for an ac-
commodation

Monitor an 
employee on 
leaveWorry that 

we are not in 
basic federal 
contractor 
compliance

Think about 
my org’s 
diversity 
recruiting 
goals

Assess 
candidate 
fit based on 
application 
materials

Request 
higher level 
approval to 
hire someone

Support the 
development 
of employee 
resource 
groups

Notice an 
employee 
is having a 
problem

Question an 
employee’s 
need for ac-
commodation

Assess 
validity of 
leave request

Pay for ac-
commoda-
tion, equip-
ment

Make sure 
an employee 
is ready to 
return to 
work

Establish 
diversity 
goals, plan

Decide 
where to 
look for 
candidates

Decide 
whether to 
interview 
applicants

Determine 
the salary 
to offer a 
candidate

Train 
employees 
about 
disability, 
diversity 
awareness

Encourage 
employee to 
discuss their 
difficulties

Educate staff 
about their 
ADA accom-
modations 
rights

Make 
decision 
on medical 
leave

Help 
employee 
return to 
work

Advertise 
Positions

Conduct a 
preliminary 
conversa-
tion with an 
applicant

Offer a job 
candidate a 
position

Try to make 
myself & 
employees 
more 
aware of 
people with 
disabilities

Talk to an 
employee 
about their 
difficulties, 
disclosure

Research how to make 
accommodations

Implement an 
accommodation for safety 
and productivity

Schedule 
medical 
leave

Keep in mind 
the needs of 
an employee 
with a 
disability 
throughout 
the 
workplace

Feel good 
about my 
employee’s 
leave, return

Terminate an 
employee

Address 
performance 
concerns

Contract 
to find 
candidates

Plan for 
interview 
with a 
candidate 
with a 
disability

Coach 
employees 
on working 
with a team 
member with 
a disability

Collaborate 
with job 
coaches on 
employee 
supervision 
and training

Assess an 
employee’s 
situation

Plan 
coverage of 
employee 
work while 
they are on 
leave

Talk to co-
workers 
about an 
employee’s 
accommoda-
tion

Get advice 
on possible 
termination

Work with 
employee 
union

Reevaluate 
the need for 
accommoda-
tion

Provide 
support to 
employees 
terminated 
because of 
worsened, 
newly 
acquired 
disability

Address 
employee 
misbehavior

Acknowl-
edge employ-
ees

Worry about 
supervising 
employees 
with 
disabilities

Decide on an 
accommoda-
tion

Complete 
adminstra-
tive 
processes 
prior to 
employee 
absence

Notice the 
impact of an 
accommoda-
tion

Respond 
to need for 
employee 
layoffs

Establish a 
process for 
managing 
employee 
leave

Assess our 
workspaces 
for health, 
injury risks

Realize there 
is a need for 
an accom-
modation to 
improve safe-
ty or produc-
tivity

Promote 
Employees

Attend Job 
Fairs

Interview 
candidates

Hire 
Applicants

Help others 
in my 
org with 
recruitment

Contact 
references 
to learn 
more about 
applicant

Ask new 
employees 
to voluntarily 
self-identify 
that they 
have a dis-
ability, need 
accommoda-
tion

Gain 
recognition 
from the 
national 
office for 
our diversity 
achieve-
ments

Find service 
orgs to 
recruit 
through

Consider 
disability 
when 
determining 
whether an 
applicant fits 
a position Customize 

job scope

Feel good 
about 
working 
for my 
organizationAddress a 

workplace 
health, injury 
risks

Connect with 
a service 
organization 
for recruiting

Identify the 
best match 
for a position

Work with 
job coaches 
to prepare 
employee to 
work at my 
organization

Demonstrate 
our values 
to the local 
community

Address 
accessibility 
issues

Work with 
EARN’s WRP

Feel 
frustrated 
with trying to 
find diverse 
candidates

Report on 
diversity 
goals

Avoid non-
competitive hiring 
tools because 
they create 
animosity among 
other employees

Choose to use the 
non-competitve 
hiring processes 
we are most com-
fortable with

Feel excited 
about filling posi-
tions with diverse 
candidates

Worry that non-
competitive tools 
have a negative 
impact on staff 
morale

Feel excited 
about filling posi-
tions quickly with 
non-competitive 
hires

Convince supervi-
sors to use non-
competitive hiring 
tools

Feel frustrated 
with the cumber-
some and time 
consuming fed-
eral competitive 
hiring process

Worry that we 
are not in basic 
federal contractor 
compliance

Assemble a diver-
sity team

Develop an af-
firmative action, 
diversity plan

Require all sub-
divisions to form 
diversity teams

Establish annual 
diversity goals

Notify the na-
tional office that 
we have formed a 
diversity team

Feel over-
whelmed by all 
of the diversity 
initiatives pushed 
on us

Document our di-
versity outreach, 
recruitment, hir-
ing practices

Contract with an 
outside organiza-
tion to do our EEO 
reporting

Collect infor-
mation on the 
number of new 
hires in minority, 
diversity groups

Evalute the cost 
effectiveness of 
hiring a consul-
tant to do our EEO 
reporting

Feel stressed by 
the EEO reporting 
process

Report to higher 
ups that we are 
making progress 
in diverse recruit-
ing and hiring

Gain recognition 
from the national 
office for our 
diversity achieve-
ments

Pay attention 
to the diveristy 
acheivements of 
other units Attend Job Fairs

Help supervisors 
find candidates

Share resumes 
within my organi-
zationTell recruiting 

vendors to send 
us all qualified 
candidates, not 
discriminate

Recruit through 
temp agency

Contract with a 
recruiting firm

Decide whether 
to contact EARN 
for WRP candi-
dates based on 
past success

Feel frustated 
when none of the 
WRP candidates 
are a good fit for 
my position

Call EARN for 
candidates

Feel excited 
to learn about 
EARN’s WRP

Wish there was 
one organiza-
tion I could work 
with to get all of 
the candidates I 
needed with dis-
abilities

Feel too busy to 
figure out how to 
find candidates 
with disabilities

Struggle to 
find qualified 
candidates with 
disabilities

Struggle to find 
diverse candi-
dates

Decide to hire 
someone based 
on need

Consider budget 
issues

Decide whether 
to hire for a tem-
porary or perma-
nent position

Decide to focus 
on strategic hires 
and back filling 
instead of new 
hires

Assess whether 
it is the right time 
to hire someone 
based on work-
flow

Read an article on 
the importance of 
recruiting people 
with disabilities

Feel compelled 
to post jobs 
on disability 
websites to meet 
diversity require-
ments

Feel insulted by 
EEO processes 
that seem to 
assume that I 
will not include 
everybody that is 
a good candidate.

Regret that the 
emphasis on di-
versity makes me 
focus on “check-
ing off boxes”

Think about 
target groups for 
diverse recruit-
ing based on 
management’s 
“passions”

Think about my 
organization’s 
diversity recruit-
ing goals

Grant an em-
ployee medical 
leave based on 
medical recom-
mendations

Try to schedule 
employee leave 
for a slow work 
time

Keep in mind 
the needs of 
an employee 
with a disability 
throughout the 
workplace

Educate staff 
with disabilities 
about their ADA 
rights

Address physi-
cal accessibility 
issues

Feel glad that 
an employee got 
needed medical 
care

Decide whether 
or not to hire a 
particular candi-
date

Determine the 
salary to offer a 
candidate

Work with job 
coaches to 
prepare employee 
to work at my 
organization

Offer a job candi-
date a position

Decide whether 
to interview an 
applicant

Contact others to 
learn about inter-
nal applicants

Feel frustrated 
when dealing 
with employee’s 
union

Talk with em-
ployee union

Feel good about 
having a sup-
portive workplace 
for employees to 
return to

Wait until an 
employee has 
recovered a bit 
before expecting 
an update

Check in with 
employee, their 
family while they 
are on leave

Let candidates 
know we are 
interested in 
them

Call qualified ap-
plicants to assess 
their interest in a 
position

Determine wheth-
er there is a way 
to accommodate 
a candidate’s dis-
ability

Value the differ-
ent perspective 
that an employee 
with a disability 
can provide

Request my 
boss’s approval to 
hire someone

Request national 
office approval to 
hire someone

Consider safety 
and type of dis-
ability

Take disability 
restrictions into 
account when 
assigning new 
employees job 
tasks

Hire applicants

Hire an applicant 
using non-
competitive hiring 
tools Scramble to get 

information on 
how to handle 
medical leave

Get advice from 
our absence 
management 
contractor

Request that an 
employee get 
documentation 
from their doctor 
on the need for 
medical leave

Feel happy about 
being able to do 
things to support 
employees

Feel inconve-
nienced by the 
extra time an 
accommodation 
takes

Notice that an 
employee is 
more productive, 
happier after 
accommodation, 
leave

Worry an ac-
commodation 
might have data 
security impact

Feel disgusted 
with wealthy 
employee whose 
only disability is 
addiction

Feel skeptical 
about whether 
a particular em-
ployee’s accom-
modation request 
is legitimate

Feel frustrated by 
my organization’s 
accommoda-
tions processes, 
philosophy

Get higher level 
approval for an 
accommodation

Fight with my 
organization 
about an accom-
modation for an 
employee

Consult with a 
lawyer about 
termination

Consult with 
insurance 
company about 
(dis)-continuation 
of benefits

Feel confused 
about what to 
do when an 
employee is sud-
denly completely 
unable to work

Worry about not 
having experience 
supervising staff 
with disabilities

Worry that super-
vising employee 
with disability 
will be more time 
consuming

Worry about 
personal liability 
if an employee 
with a disability 
hurts someone in 
the workplace

Notice an 
employee is in 
chronic pain

Observe a change 
in employee 
performance

Notice a new 
employee is 
struggling with 
some aspect of 
their job

Review appplica-
tions for Em-
ployee Resource 
Groups

Develop a busi-
ness plan for a 
disability em-
ployee resource 
group

Encourage the 
development 
of employee 
resource groups

Use alternative 
methods for 
communicating 
with applicants 
with hearing 
disabilites and 
limited English 
proficiency

Try to make a 
candidate with a 
disability comfort-
able

Conduct formal 
interview

Conduct initial, 
informal inter-
view

Feel excited to 
find a candidate 
who is a good fit

Introduce finalists 
for a position 
to the company 
owner

Try to get a sense 
of how committed 
a candidate will 
be to the position

Identify the 
candidate who’s 
skills are the 
best match for a 
position

Struggle to find 
money to for em-
ployee trainings

Involve parents, 
job coaches in 
training

Suggest an 
employee look for 
relevant training 
opportunities

Conduct training

Send employees 
to training on 
new jobs skills

Nominate an 
employee for an 
award

Acknowledge 
employees with 
gifts

Try to improve 
staff morale and 
productivity by 
providing options 
for job flexibility

Acknowledge 
staff with time off

Acknowledge 
employees with 
special events

Honor employees 
who are veterans

Acknowledge 
employees with 
attention

Let employee 
know their 
request is being 
reviewed

Decide who 
needs to be a 
part of conver-
sations about 
accommodations

Make sure that 
employees feel 
like I want to 
support them

Talk to an 
employee about 
their accommo-
dation request, 
need

Discuss options 
with manager, 
employee, job 
coach, casework-
er, etc.

Explain to an 
employee the 
boundaries of 
reasonable ac-
commodations 
under the ADA

Talk to supervisor 
to ensure they 
follow, under-
stand an accom-
modation

Ask for permis-
sion to tell 
other staff about 
accommodation 
when it impacts 
them

Arrange coverage 
for employee ab-
sence for medical 
appointment

Tell my employ-
ees about my 
disability, accom-
modation

Address coworker 
resentment of an 
accommodation

Notify other staff 
of accommoda-
tion when it will 
impact them

Discontinue 
accommodation 
when no longer 
medically neces-
sary

Decide whether 
to continue an 
accommodation 
after no longer 
medically neces-
sary

Request medical 
documentation

Talk to an 
employee about 
continuing/not an 
accommodation 
after no longer 
medically neces-
sary

Consult with our 
medical absence 
contractor on 
whether an ac-
commodation is 
still justified

Try to save money 
on the medical 
leave process

Pay employees 
through our short 
term disability 
program while 
they are on leave

Ensure our ap-
proach to medical 
leave is consis-
tent

Decide whether 
or not to allow 
staff pool sick 
leave for an em-
ployee on leave

Contract with 
a third party 
organization to 
provide central-
ized management 
of employee 
absence/medical 
leave

Tell my employ-
ees that their 
health and family 
come first

Reassure em-
ployee that she 
does not have to 
worry about los-
ing her job

Suggest an 
employee think 
about taking 
medical leave

Feel shocked to 
learn an em-
ployee has just 
found out about 
a serious medical 
issue

Talk to my 
employee about 
their request for 
medical leave

Contract with a 
vendor to provide 
sign language 
translation ser-
vices

Feel resentful of 
the high cost of 
an accommoda-
tion I think is 
unreasonable

Worry about the 
cost of an accom-
modation

Purchase the 
needed items

Pay for accommo-
dations

Assess employee 
home set up 
before approving 
telework

Review position 
description with 
employee, job 
coach in light of 
accommodations 
request

Talk to an 
employee’s job 
coach

Assess employee 
workspace

Wonder whether 
deaf, illerate 
employees under-
stand safety poli-
cies, procedures

Worry that em-
ployees may feel 
uncomfortable 
telling me they 
need an accom-
modation

Notice an em-
ployee seems to 
need an accom-
modation

Realize we 
need an evacu-
ation plan for an 
employee in a 
wheelchair

Worry an em-
ployee with a 
disability might 
get further injured 
in the workplace

Consult with 
parents who have 
power of attorney

Request advice 
from HR

Discuss employ-
ee’s performance 
with them

Alert my HR 
person about 
supervisee perfor-
mance issue

Coach employee 
to resolve perfor-
mance issue

Promote the best 
person for the 
job

Promote based 
on “expanded 
responsibilities”

Submit revised 
position descrip-
tions for approval

Feel hestiant 
about promoting 
someone who 
might not be a 
good fit

Feel empathy 
for how difficult 
it can be for 
employees return-
ing after a major 
medical leave

Consult with 
HR about how 
to handle an 
employee’s return 
to work

Transition tasks 
back to an em-
ployee returning 
from leave

Talk to an 
employee about 
their need for 
accommodations 
when they return 
to work

Welcome an 
employee back 
after leave

Identify available 
shifts that a re-
turning employee 
can pick up

Expect that an 
employee will 
need ongoing 
treatment after 
returning from 
leave

Plan coverage for 
times an employ-
ee has to be out 
intermittently for 
rehabilitation

Hope an employ-
ee learns about 
appropriate future 
behavior during 
the termination 
process

Terminate an 
employee for 
performance 
reasons

Feel awful after 
terminating an 
employee

Terminate an 
employee for 
violating policy

Terminate an 
employee when 
newly acquired 
disability, deteri-
orating condition 
disqualifies them 
for any job at our 
organization

Terminate insur-
ance coverage

Talk to an em-
ployee about their 
termination

Try to keep the 
workplace fun

Believe diversity 
of thought makes 
us competitive

Enjoy working for 
an organization 
with stable, com-
mitted employees

Believe our em-
ployees are key 
to our company’s 
success

Feel inspired by 
the personal his-
tory of my com-
pany’s founders

Feel proud to 
work at a compa-
ny that changes 
people’s lives

Hire a disadvan-
taged individual 
to demonstrate 
support for com-
munity

Provide free use 
of facilities for lo-
cal organizations

Support local 
disability organi-
zations with busi-
ness contracts

Volunteer to do 
mock interviews 
with youth, 
people with dis-
abilities

Conduct decible 
testing

Conduct air qual-
ity testing

Worry that 
the workplace 
might be unsafe, 
unhealthy for 
employees and 
we will be liable

Arrange for a 
workplace safety 
assessment

Decide to assess 
the workplace for 
injury risk, dis-
ability concerns

Balance the need 
for hearing pro-
tection with the 
need for employ-
ees to hear for 
safety, work

Implement a 
hearing testing 
and protection 
program

Evaluate new 
policies and 
equipment to en-
sure they will not 
cause or worsen 
condition

Try to identify the 
root cause of a 
safety issue

Provide an apart-
ment rental refer-
ence for a former 
employee

Pay for 6 months 
of COBRA for 
an employee 
terminated due to 
disability

Pay for our lawyer 
to assist a former 
employee with 
power of attorney

Maintain a friend-
ly relationship 
with employee, 
family terminated 
for disability 
reasons

Allow former 
employee to vol-
unteer at work as 
a part of rehab

Think about 
long term health 
coverage options 
for a former 
employee with a 
disability

Assist former 
employee with 
rehab tasks in the 
workplace

Talk with higher-
ups about how to 
manage staffing 
and coverage

Decide how 
divide up tasks 
and reduce work 
in response to 
downsizing

Rank the im-
portance of all 
employee job 
tasks

Lay off employ-
ees for economic 
reasons

Ask an employee 
to update me on 
their leave

Refer an employ-
ee to the medical 
absence group for 
approval

Feel apprciative 
of having a good 
HR department to 
refer employees 
to

Refer employee 
to HR to handle 
leave paperwork

Ask an employee 
to fill out leave of 
absence paper-
work

Work with 
employee to 
figure out use of 
benefits/leave 
time

Request approval 
from higher level 
for the type of 
leave my em-
ployee will use

Answer doctor 
questions before 
an employee is 
allowed to return 
to the workplace

Require an 
employee to 
show medical 
documentation 
clearing them to 
return to work

Consider care-
fully when an 
employee should 
return to work 
after medical 
leave

Worry that an 
employee might 
be overeager to 
return to work

Feel excited to 
use sign language 
with an employee

Try to learn 
from my mis-
takes related to 
employees with 
disabilities

Worry that 
employees don’t 
have sympathy 
and empathy 
for mental and 
substance-related 
disabilities

Try to be more 
conscious of 
when I make 
assumptions 
about people with 
disabilities

Talk to others 
about positive 
experiences I 
have had related 
to disability

Feel inspired by 
family, friends, 
employees with 
disabilities

Feel upset that 
people are 
ignorant, close-
minded about 
disability

Feel impressed by 
the performance 
of an employee 
with a disability

Check in with 
employees oc-
casionally, don’t 
micromanage

Revise my 
employees’ posi-
tion descriptions 
when their tasks 
change

Keep an eye on 
employee work

Collect coworker 
feedback on 
an employee’s 
performance

Evaluate talents, 
not disabilities

Conduct an an-
nual performance 
evaluation

Feel frustrated 
when job coaches 
don’t really 
“partner” with me 
to support their 
client

Accompany 
job coaches on 
worksite visits 
to ensure we 
are training and 
supervising in a 
consistent way

Get written au-
thorization to talk 
to job coach

Talk with job 
coaches about 
employee perfor-
mance

Gauge how 
invested a job 
coach is

Assume manag-
ers know about 
their employee’s 
disabilities

Wish employee 
would disclose 
so we could sup-
port them better

Assume I won’t 
know about 
employees’ dis-
abilities unless 
they are visible

Suspect an em-
ployee is looking 
for a chance to 
disclose a dis-
ability

Feel embarrased 
when we aren’t 
prepared to deal 
with an em-
ployee’s disability 
emergency

Feel frustrated 
when an em-
ployee doesn’t 
disclose a dis-
ability

Send disabil-
ity employment 
information to 
employees

Attend training 
on the ADA and 
other disability 
laws

Provide voluntary 
informational dis-
ability events

Encourage em-
ployees to partici-
pate in webinars 
on disability and 
employment

Train supervisors 
on accommoda-
tions

Make it clear 
that our orga-
nization values 
diversity

Order informa-
tional disability 
posters for the 
workplace

Train supervisors 
on interviewing 
people with dis-
abilities

Display informa-
tion on disability 
in the workplace

Train supervisors 
on working with 
employees return-
ing from leave

Coach managers 
on being sensitive 
to legal issues 
related to an 
employee with a 
disability

Teach staff basic 
sign language so 
they can commu-
nicate with deaf 
coworkers

Coach supervisors 
in working with 
an employee with 
a disability

Convince staff to 
be respectful of 
coworker with a 
disability

Train the depart-
ment on respond-
ing appropriately 
when an employ-
ee has a seizure

Educate staff 
about a particular 
type of disability 
after a workplace 
incident

Reassure manag-
ers/supervisors 
when they are 
anxious about 
employee dis-
ability issues

Give staff an 
opportunity to 
talk candidly 
about resentment 
about the impact 
of a coworker’s 
disability, accom-
modation

Prepare staff to 
assist employee 
with disability 
in the event of 
emergency

Put aside my 
personal feelings 
when talking 
to staff about a 
coworker’s dis-
ability

Worry that an 
employee’s dete-
riorating condi-
tion might force 
them to retire

Talk to my em-
ployee about the 
impact of their 
disability

Feel sad that 
an employee’s 
disability has 
worsened

Share my own 
experiences as a 
show of support

Interact more 
sensitively 
about coworker 
complaints 
after I learn an 
employee has a 
disability

Suggest an 
employee see a 
doctor if I suspect 
a medical issue 
might need atten-
tion

Ask leading ques-
tions to encour-
age disability 
disclosure

Avoid learning 
the specifics of 
an employee’s 
disability so I 
can’t be accused 
of treating them 
differently

Feel surprised 
to find out an 
employee has a 
disability

Feel excited to 
better understand 
an employee’s 
behavior after 
disclosure

Speak carefully 
when talking 
with employee 
about personal, 
medical issue

Consult with HR 
on how to deal 
with misbehavior

Describe proper 
behavior to an 
employee who 
has misbehaved

Consult with 
legal advisor on 
how to deal with 
misbehavior

Consult with job 
coach, employee 
about misbehvior

Make an excep-
tion to policy 
when employee 
discloses disabil-
ity as the cause 
for misbehavior

Make sure I 
follow workplace 
policy in order 
to be consistent 
when addressing 
misbehavior

Worry about 
an employee’s 
unsafe workplace 
behavior

Train an em-
ployee in new 
technique for 
behavior manage-
ment

Talk to employee 
about their 
misbehavior

Feel upset by 
employee using 
“disability” as an 
excuse to behave 
inappropriately

Organize a 
meeting with 
the job coach 
and manager to 
brainstorm how 
to address misbe-
havior

Ignore expensive 
recommendations 
made by national 
office

Consider the 
well-being, pos-
sible negative 
impact on other 
staff

Try to ensure 
remote employ-
ees maintain an 
connection to the 
home office

Try to be fair, 
consistent and 
reasonable

Think about mis-
takes we’ve made 
in the past with 
accommodations

Consider how an 
accommodation 
might interfere 
with ability to 
do job

Develop an 
accommodation 
plan

Worry that 
providing unre-
quested accom-
modations will 
look like preferen-
tial treatment to 
coworkers

Try to follow 
doctor’s recom-
mendations

Decide to provide 
an informal 
accommodation 
when it seems to 
be needed, even 
if not requested

Think about 
employee safety 
when modifying 
work tasks

Appreciate having 
time to plan for 
an employee’s 
extended medical 
absence

Consult with 
higher-ups about 
coverage plan

Arrange for cover-
age staff to have 
access to needed 
work materials

Decide whether 
to hire a temp

Adjust coverage 
plan based on 
feedback from 
higher-ups

Decide which 
tasks need to be 
covered during 
leave

List employee’s 
duties

Talk to staff, 
department about 
the work cover-
age plan while 
an employee is 
absent

Decide how to 
distribute work 
among other 
employees

Assign other 
staff to cover 
work load

Identify staff 
who could cover 
tasks, shifts

Reach out to 
colleges to for 
referrals to sign 
language transla-
tors

Review input 
from health 
professionals

Reach out to dis-
ability resources 
that I learned 
about at manage-
ment training

Reach out to dis-
ability organiza-
tions for advice 
on accommoda-
tion, disabilities

Ask employees 
to get medical 
documentation of 
their need

Request advice 
from HR about 
how to handle an 
accommodations 
request

Discuss possible 
accommodations 
with a disability 
organization

Conduct an ergo-
nomic evaluation 
of an employee 
workstation

Reach out to dis-
ability organiza-
tions for referrals 
to more special-
ized organizations

Help an employee 
figure out how 
to get a required 
medical assess-
ment

Ask job coaches 
about how to 
accommodate 
candidate’s dis-
ability

Feel uncertain 
about handling 
an accommoda-
tion request

Refer complicated 
accommodations 
cases to our legal 
department

Request advice 
from internal 
experts on a dis-
ability issue

Identify staff 
and alternate to 
help evacuate an 
employee with a 
disability

Build handholds 
on an employee 
wheelchair for 
use in evacuation

Send more fre-
quent reminders 
to employee with 
memory problems

Arrange for a 
sign language 
interpreter

Allow an em-
ployee with a 
disability to put 
his own exercise 
equipment in the 
company gym

Add color-coded 
lights to audible 
safety alarm for 
individuals with 
hearing impair-
ment

Ask building 
maintenance to 
do upgraded salt-
ing and shoveling

Transfer an em-
ployee to another 
position

Read training 
materials aloud 
for staff unable to 
read

Ask a facilities 
manager to make 
a modification to 
a workspace

Develop a color 
coded system 
for workplace 
chemicals

Compose a policy 
letter formally 
assigning employ-
ees to assist a 
coworker with a 
disability during 
evacuation

Coordinate an 
employee’s work 
around rehab 
schedule

Set up a remote 
work space

Repeat training, 
instructions to 
make sure staff 
with disabilities 
understand

Try to make 
inexpensive 
accommodations 
quickly, at the 
local level

Allow for flex-
ible, alternative 
scheduling, 
breaks as accom-
modations

Modify work 
duties

Schedule meet-
ings in locations 
safer for an 
employee with a 
disability to get to

Adjust current 
equipment to 
accommodate 
employee

Assume employ-
ees don’t have 
disabilities unless 
they disclose

Worry that ap-
plicants and em-
ployees will hide 
their disability out 
of fear

Feel frustrated 
that no one re-
ports disability on 
the EEO form

Ask new hires to 
fill out voluntary 
EEO survey

Feel frustrated 
when other staff 
don’t have an 
open mind about 
considering a 
candidate with a 
disability

Assess fit based 
on applicant loca-
tion

Assess fit based 
on job experi-
ence, skills

Assess fit based 
on availability

Try to treat all 
applicants the 
same

Review resumes

Work around 
building accessi-
bility problems for 
a job candidate

Involve job coach-
es in interviews

Call EARN for dis-
ability interview-
ing tips

Take an on-
line class on 
interviewing 
candidates with 
disabilities

Worry that a 
supervisor will 
say something 
inappropriate to a 
candidate with a 
disability

Worry about what 
I can or can’t say 
to a candidate 
with a disability

Feel comfortable 
trouble shooting 
if a disability is-
sue arises with a 
job candidate

Decide to recruit 
close to our loca-
tion

Think about how 
to reach diverse 
candidates

Decide which ex-
ternal job posting 
sites to use

Decide to sponsor 
international job 
candidates

Think about 
recruiting budget 
constraints

Decide to make 
an effort to 
recruit candidates 
with disabilities

Decide to recruit 
from industries/
societies rel-
evant to an open 
position

Recruit from 
diversity organi-
zations

Advertise 
positions to the 
military

Post positions 
with professional 
organizations

Advertise posi-
tions externally

Notify service 
organizations of 
open positions

Post positions 
on our company 
web site

Welcome an 
application from 
anyone who sees 
our posting

Advertise posi-
tions to my entire 
organization

Advertise posi-
tions on campus

Advertise posi-
tions within my 
branch

Advertise open 
positions in our 
store

Advertise posi-
tions within my 
department

Ask others if they 
know about dis-
ability organiza-
tions we might 
be able to recruit 
from

Wish I could find 
more applicants 
with disabilities

Worry about 
the time bur-
den involved in 
forming relation-
ships with local 
organizations for 
recruiting

Search online, 
phone books for 
disability orgs to 
recruit through

Call EARN for 
connections to 
local disability 
organizations

Think about a 
service organiza-
tion’s offer to 
refer clients for 
open positions

Identify a disabil-
ity org that might 
be able to help us 
recruit candidates 
with disabilities

Worry disabil-
ity organizations 
don’t really 
understand what 
companies need

Decide not to 
work with a 
disability group 
when they don’t 
“partner” with us 
effectively

Notify service 
organizations that 
they can send us 
candidates any 
time

Get to know 
people from a 
service agency

Contact disability 
organizations to 
find candidates 
for an open posi-
tion

Decide whether 
or not to contact 
a local disability 
organization for 
recruiting

Feel frustated 
when I don’t find 
candidates after 
investing time 
with a disability 
organization

Talk to job coach 
about job prereq-
uisites

Feel relieved 
a candidate/
employee with 
disabilities has 
a job coach to 
represent them

Get permission 
to talk to health 
professional

Improve 
Workplace
Diversity
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Manage Employees Demonstrate
Organiza-
tional Values

Address 
Workplace 
Health/Safety

Recruit, Assess and Hire New Employees
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MENTAL MODEL:

Employers and 
Disability in the 
Workplace†
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Employment and Disability Institute 
ILR School 
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Project Scope Statement
Develop a model of how employers go about solving problems finding, recruiting, 
hiring, keeping, and promoting employees with disabilities.

Sample
This Mental Model is based on 9 interviews with Human Resource (HR) 
professionals (n=5), managers (n=2), and organizational directors/leaders (n=2).  
Participants represented federal contractors (n=5), the federal government (n=3) 
and private businesses (n=2) as well as small (< 500 employees, n=2), medium 
(501-2,499 employees, n=2) and large (> 2,500 employees, n= 5) organizations. 
Private organizations were from the following industries: Manufacturing, 
Accommodation and Food Services, Professional and Technical Services, Finance 
and Insurance, Educational Services, Retail Trade.

Definitions
Mental Model:  An affinity  diagram of user tasks.  

Tasks: Users’ behaviors, feelings and philosophies. 

Task Tower: A set of related Tasks. 

Mental Space: A set of related Task Towers.  

Mental Space Group: A set of related Mental Spaces. 

For more information on our approach, see: Young, I. (2008). Mental Models: Aligning Design Strategy with 
Human Behavior. Brooklyn, NY: Rosenfeld Media, LLC

†This work was supported in part by Department of Labor Cooperative Agreement OD-19529-
09-75-4-43. The opinions expressed herein do not necessarily reflect the position or policy of 
the U.S. Department of Labor. Nor does the mention of trade names, commercial products, or 
organizations imply the endorsement of the U.S. Department of Labor.

‡Corresponding author. Email: vbm5@cornell.edu. 
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