| EMPLOYMENT OF CANADA'S

DISABLED -

VETERANS AND OTHERS

Part 2 —The Selective Placement Process

THE SECOND OF A SERIES

DEPARTMENT OF VETERANS A F B




Booklet Il - THE SELEGTIVE PLAGEMENT PROCESS

PRERACE 1@ BEOKEERTOM 60 L v il g
PREFACE TO BOOKLET |

FOREWORD TO THE SERIES “THE EMPLIJYMENT 0F l:ANAIJAS
DISABLED — VETERANS AND OTHERS”

CHAPTER I - THE BACKGROUND 6
' Sound Placement 6
Tha Emplayvers! Problem .l LU0 s RGNS
The Objective of this Booklet . . . . . . . 7
Out-of-Date Approaches ‘ ) Sl
Conclusion — The Characteristics of a Good

p IR R D o O R
CHAPTER Il - SELECTIVE PLACEMENT . . . . . 10
The Nature of Selective Placement . . . . . 10
Analysis of the Physical Demands of Jobs . . . 10
Avppraisal of the Physical Capacity of Workers . . 11

Matching of the Physical Capacities of Workers with
the Physical Demands of Jobs . . . . 12

Specific Advantages of the Selective Placemenf
AR L R AR e Yt SRR )

CHAPTER 11l - PHYSICAL DEMANDS ANALYSIS 14

The Nature of Physical Demands Analysis . . 14

Physical Demands May Vary . . b 1
The Study of Minimum Physical Demands A
Methods of Obtaining Information—By Observation

and Questioning . S e
The Physical Demands Analysns Form i e A
Physical Activities . . . W O S
Working Conditions . 17
Detdiils of Physical Acnvmes Worl<|ng Condmons

and Hazards . . SR BRI IR e o
Notes on Physical Achvmes SRR L o)
Notes on Working Conditions ./ . ', . 0 9y
Matis o0 Molaeds | R IERGE 8 LG e

]




CHAPTER IV

"‘“?
m
~J

PHYSICAL
CAPACITY APPRAISAL
P aman il il 80 R R G O
The Nature of Physical Capacity Appraisal SO
The Physical Capacity Appraisal Form . . . . 24
Physical Activities and Working Conditions . . . 24
Details of Limitations for Specific Physical Activities
and Related Compensations . . Lo
Details of Limitations for Specrhc Workmg Condl
tionsimle 198
Medical Offlcers Commenfs on Job Ob;echve (if
known) . . 411190
Possible Trends in Approlsol Technlque sl ahi RO O)
THE MATCHING OF PHYSICAL
DEMANDS AND PHYSICAL
CAPACITIES
S e aihe i et (T AL
The Motchmg Process i )30
Result of Accurate Matching oF Physrcol Demcmds
and Physical Capacities . . [ o
Supplementary Aids to the Matching Process el
Possible Variations in Applying the Matching
Procass. i b e S G U 5 6
Use by Smaller Employers AR
Follow-up . f 3. Nl 39

COMPOSITE CASE HISTORIES AND
ILLUSTRATIONS OF THE USE OF
SELECTIVE PLACEMENT

34
- DEFINITIONS OF PHYSICAL
ACTIVITIES AND WORKING
CONDITIONS
fonintill 55

PREFACE TO BOOKLET Ii

This is the second in the series of booklets entitled *‘The
Employment of Canada's Disabled—Veterans and Others"
to be published at intervals. ‘It is suggested that it be read
in conjunction with the first booklet of the series, which is
sub-titled ‘‘Basic Considerations’".

The Objective of this second booklet is the same as
that of the whole series. In particular, it aims to assist
employers and others by setting forth many of the details
and technical considerations involved in the successful
employment of persons with physical disabilities. In so
doing, this booklet sets forth a rather formal and compre-
hensive technique. This has been done advisedly because
it appears the simplest manner in which the greatest number
of the details can be described. The factors which contribute
to the construction of this technique are important to all those
concerned with the placement of the physically disabled,
even though they do not intend to use the technique in its
complete form.

This Selective Placement Process is the product of the
work of many persons and agencies. Special tribute must be
paid to the outstanding work of the United States War Man-
power Commission, and of the United States Employment
Service for their part in developing and furthering the use of
the Selective Placement technique, and for their contribution
to the successful re-establishment in employment of disabled
persons. Much of the material in this booklet has been
taken directly from publications of these agencies.
A further part of it has been modified to suit Cana-
dian conditions, and still another part is new. The
Department of Veterans’ Affairs gratefully acknow-
ledges the work and co-operation of the United
States Employment Service, the War
Manpower Commission and the many
other British, American and Canadian
agencies and persons.
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PREFACE TO BOOKLET |
|

This is the first of a series of booklets entitled “‘The
Employment of Canada’s Disabled—Veterans and Others"”,
to be published at intervals. These booklets are dedicated
to the proven propositions that a physical disability need
not be an occupational handicap, and that a physical
disability is but one of the wide variety of factors which

differentiate the working potential of one man from another.

These booklets seek to foster an understanding of the
question of physical disablement, particularly as it affects
ex-members of the Canadian Armed Forces. They set forth
the basic considerations involved, certain suggestions in
the approach to the employment of disabled persons, and
| a short description of the rehabilitation programme of the
Department of Veterans' Affairs.

While this series refers particularly

to the rehabilitation and employment
of disabled veterans, much of its content
applies to disabled civilians, a group
which veterans themselves do not wish
to see disregarded.

It is hoped that these booklets will

be of use to all interested persons.




CHAPTER |

SOUND PLACEMENT

Employers have always sought to place
their workers in such a way that their qualifi-
cations are matched with the requirements of
the available jobs. The success of this place-
ment depends upon the knowledge which the
placement officer has of the requirements of
the job on one hand, and of the qualifications
of the applicant on the other.

It has long been recognized that the em-
ployer, or ﬂis placement officer, requires
complete informatior. about the job, which
in turn involves a knowledge of the duties
performed, how and why they are performed
and the skill and physical demands involved.

Complete information is also required about
the individual applying for the job—infor-
mation concerning Kis training, experience,
aptitude, determination, ability to leam,
ability to get along with others and like
characteristics. On the basis of such inform-

THE EMPLOYERS' PROBLEM

In the past the employmenf situation was
such that there was a superabundance of able-
bodied workers. Thus, only a few employers
have any great experience of the specia
considerations which apply to the place-
ment of disabled persons; i.e. the relating of
the physical capacities of applicants, to the
physical requirements of individual jobs.

In recent years, three important changes in
this situation have taken place. First, more
and more people, disabled and able-bodied,
employer and employee alike, are realizing
the social and economic folly of condemning
the physically disabled to lives of uselessness
and idleness. Second, Canada is more
nearly approaching the goal of full employ-
ment. Third, some twenty-five thousand so-
called disabled veterans are now entering the

THE BACKGROUN

ation, a good match can be effected, which
is in the best interests of the employer and
employee alike.

The necessary information on both these
aspects of placement has been obtained by
many employers in many ways. The methods
used have depended not only upon the size
of the company, and the volume of its hiring,
but also upon the personal inclinations of the
employer and his staff. In some cases, the
employer may rely on a complete set of job
analyses; in others, he may depend upon the
knowledge which years of association with
plant operations has given him. For the
assessment of job applicants, in one concerm,
complete physical examinations may be
coupled with trade and aptitude tests;
whereas, in another, the employer and his
staff may rely solely upon interviews com-
bined with their understanding of human
nature.

labour market, seeking not charity, but an
opportunity to compete for their livelihood
on the same footing as their able-bodied
fellows, and in accordance with their merits.

In actual fact, the placement of disabled
persons is a process almost identical with
that of the able-bodied. It calls for the mea-
sure of their particular abilities in relation
to the particular requirements of jobs.

The placement of the disabled is not
essentially difficult or complex. Many em-
ployers have long desired to hire disabled
persons, and indeed, many have done so.
It is natural therefore, that employers, eager
and willing to hire the disabled, should
demand the technique that will enable them
to do so successfully, and which is the proven
result of experience.

THE OBJECTIVE OF THIS BOOKLET

The physical factor in the employment of
disabled persons is an important—though not
by any means all-important—consideration.
This booklet aims to assist employers by
setting forth a technique which will help them
to become more thoroughly familiar with the
physical requirements of the jobs at their
command. It also describes a method of
assessing physical qualifications of disabled
persons, in terms of job requirements. These
processes together form the basis of the most
modemn technique for rating workers physical
qualifications to job requirements. Com-
bined with an employer's existing selection
methods, this modern technique can open a
vast new range of jobs to the disabled. lts
intelligent application will enable the follow-
ing conditions to be fulfilled:

OUT-OF-DATE APPROACHES

The demand for a technique for the place-
ment of disabled persons is not new, and, in
the past it has given rise to certain techniques
now considerei to be obsolete.

One of the first approaches attempted in
the placement of the disabled was the
endeavour to list jobs which are suitable for
persons with a specific disability. In this

That the disabled give full value
for full wages received.

That they perform their tasks
with full efficiency.

That their disabilities will not be
aggravated.

That they are not unduly liable
to further industrial accidents.

These conditions are desired as ardently by
the disabled person as they are by the
employer.

This booklet sets forth, for the attainment
of these admirable objectives, as sound and
complete a technique, as is known today.
It provides a simple means by which all may
study this matter and is a source of material
from which all may select that which is
pertinent to their situation and discard that
which is not.

approach an attempt was made to list al| the
jobs which were suitable for say, a leg
amputee, a tubercular or an epileptic. At
first sight this appears to have been quite
logical. A closer inspection shows, however,
that it had many grave drawbacks. lts use,
consequently has never been crowned with
real success, that is, from the point of view
of either the disabled person or the employer.

I

ITS MAJOR DISADVANTAGES ARE THREEFOLD:

First, no two persons of like disability have like capacity. Thus,
one leg amputee may be able to stand for hours on end but not be
able to walk a great distance, whereas another |eg amputee may be
able to walk for hours on end, but not be able to stand for any great

length of time.

Second, there are very many thousands of different kind of jobs.
Two jobs of the same title may involve the same duties and skills,
but may involve different physical demands because of the varying
arrangements of the tasks at different work stations. It would, there-



fore, be impossible to list every job as suitable for this or that dis-
ability. Any such list would inevitably be restrictive in character.

But the third and major drawback is that this approach makes
disability the qualifying factor for employment. No employer hires
a man because he has the ‘disability’ for the job. He hires him because
he has the required ‘ability’—ability compounded of his capacity,
his training, his experience, his aptitude and determination.

An example will help explain this point.
here is no job for which a man is particu-
larly qualified by reason of the amputation
of an arm. It is, therefore, impossible to
prepare a list of jobs suitable for arm am-
putees. If a man has lost an arm, the jobs
which he is capable of performing should be
determined in exactly the same way as they
would have been had he not lost his arm.
They are determined by reason of his physi-
cal and mental capacity in relation to his
personality. One arm amputee may be
ideally suited to become a machinist, another
an accountant, whereas yet another may be
trained as a carpenter or a counter clerk.
The jobs for which an amputee or any other
disabled person is qualified, can only be
determined by a study of his qualifications.
Avfter consideration of the jobs for which he
appears qualified on these grounds, some of
them may have to be ruled out because of his
physical disability. Bearing in mind that each
individual’s physical capacity is different,
these might be jobs which involve as prime
necessities, fingering or feeling, or a con-
siderable amount of gripping, handling, push-
ing and pulling for which activities the so-
called “working arm’ compensates in part
only.

A variation of the foregoing approach
which has been tried from time to time is the
listing of jobs suitable for so-called *‘handi-
capped"’ persons. Yet, the so-called “‘handi-
capped do not have characteristics in common
which qualify_them for employment in par-
ticular jobs, Further, this results only in the
earmarking of certain menial or sedentary
jobs, such as flag-man, gate-guard, elevator
operator or watchman.

It has also been suggested that jobs should
be classified as “light,”" ‘“‘moderate” or

“heavy." Combined with this, it is suggested
that potential workers should be classified
as capable of 'light,”" *“‘moderate’ or **heavy"’
work. This has all the disadvantages of the

‘methods already enumerated, and has certain

disadvantages of its own. There are not
enough so called *‘light” jobs, and it is very
difficult to determine the exact nature of
“light work." The job may be light insofar
as the legs are concerned, but call for heavy
work by the arms.

In fact, a person’s over all working capacity
cannot be determined in accordance wit
any rating scale such as: capable of ‘‘heavy,"
“moderate’ or “light"" work. Working capa-
city is not a composite, but is specific with
respect to the ability to perform each of the
physical activities which a job might require,
or to endure each of the environmental con-
ditions which might be present. Further, rat-
ing scales are necessarily so subjective as to
yield no reliability between the opinions of
two raters.

These approaches, if used, would lead
inevitably to a situation where thousands of
persons would be forced into work far below
their proper level of attainment. They might
in fact result in a serious waste of one of the
nation's most precious assets—man-power—
without profit to either the employer or
employee concerned.

There is a method which is sometimes used
to-day, which is better than any of the above
methods, but which is not without its serious
drawbacks. This is a classification of jobs
according to the major physical requirements
not involved. Thus, jobs may be classified
in some such way as follows:

It has one very great disadvantage. It does
not lead to the placement of many disabled
(2) no hazardous machinery; persons. There are very few jobs which do
not call for some of the activities involved in
most of the above classes and there are very
few people, able-bodied and disabled alike,
who should not avoid ot least one of these

(1) no heovy lifting,-

(3) no climbing;

(4) no dust, fumes or skin irritants;

(5) no extensive walking or stand- conditions.
ing; It is apparent from this study of out-of-date
(6) ; \ techniqrues that they have one fault in com-
No excessive noise. mon. They do not pay adequate regard to

the individualities of either the disabled
person or the job. Individuals cannot be
sorted and classified into groups. No more
is it possible to group all jobs under a limited
number of headings. Jobs are, in fact, almost
as different one from another, as are people.

In this scheme, job applicants are likewise
classified. This method has one advantage
over the others. It allows the employer,
through his normal selection processes, to

take some account of the man’s individual These obsolete approaches have a further
qualifications on other grounds, such as fault in common—they place the emphasis
training. vpon disability rather than upon ability.

CONCLUSION—THE CHARACTERISTICS
OF A GOOD TECHNIQUE

The following conditions are therefore considered essen-
tial in any plan for the placement of disabled persons:

(i) that the individual be considered as an individual
in relation to the demands of individual jobs,

(i) that emphasis be laid upon the individual’s abilities,
and not upon his disabilities.

Thg selective placement technique, as described in the suc-
ceedlnj; chapter fulfills these conditions and has, in addition,
other desirable features.




CHAPTER 2

THE NATURE OF SELECTIVE PLACEMENT

described may be modified to suit the needs
of particular employers in accordance with
the size of their plant, the number of Lobs at

“Selective Placement' is a name which has
been arbitrarily assigned to a technique
which facilitates the placement in employ-
ment of physically disabled persons. The
Physical Demands of a job are the product of
the physical activities which it requires the
worker to perform, together with the environ-
mental conditions encountered. The Physical
Capacity of an individual is the product of
his ability to perform various physical activities
together with his capacity to tolerate various
environmental conditions.

Selective Placement is the process whereby
physical capacity of individuals is related to
the physical demands of jobs combined with
normal methods of selection with respect to
training, experience, aptitude, ability to
lean, and like factors, for the purpose of
successfully placing disabled persons in suit-
able work.

The Selective Placement process, as de-
scribed in this booklet, is complete and
versatile and is free of the disadvantages in-
herent in the obsolete techniques outlined in
Chapter 1. Further, its correct use will enable
the conditions set forth in Chapter 1 under
the heading ‘‘The Objective of This Booklet"

to be attained.

The Selective Placement technique herein

SELECTIVE PLACEMENT

their command, the volume of their hirings,
their hiring procedure and general personne
organization. This Booklet is concerned only
with the exposition of the Selective Placement
technique in its purest form. The manner in
which it may be fitted into various organiz-
ations is considered but briefly, as this will be
obvious to those with an intimate knowledge
of the organization concerned. This appli-
cation may also be modified to suit the needs
of vocational rehabilitation services, such as
those of the Department of Veterans Alfairs
or of special placement services, such as those
of the National Employment Service. This
booklet deals with its most complete appli-
cation, such as might be suvitable only for
larger employers or large rehabilitation or
employment agencies. %his has been done
advisedly as the enunciation of the tech-
nique, in its most complete form, provides a
simple method of enumerating the largest
possible number of points important in the
placement of disabled persons in the simplest
manner. These are points which should be
taken into consideration by all concemned
with the employment of disabled persons,
even where the technique has been modified
or is not to be used in full.

ANALYSIS OF THE PHYSICAL DEMANDS OF JOBS

10

In order to effect Selective Placement, it is
necessary to have sound information regard-
ing the physical demands of jobs and the
physical capacities of disabled job appli-
cants.

The physical demands of jobs can be
assessed with relative ease as a result of close
observation of each individual job. The
human body is an excellent machine capable
of performing a multitude of mechanical
functions. For placement purposes, however,
some forty of these activities are significant.
These are activities such as walking, standing,

running, bending, crouching, fingering, feel-
ing, handling, gripping, seeing, ieqring and
the like. Whether or not a particular job
calls for these activities, together with the
amount and intensity of each activity required
in its performance, may be determined.
Similarly, there are some thirty environmental
conditions which are significant, such as
inside, outside, hot, cold, dry, humid, dusty,
etc., and again whether ornot they are presenf
in a particular job, together with the amount
and intensity with which the condition is
present, can be determined. Analysis of any

job in this manner, which may be referred to
as Physical Demands Analysis, gives a clear
picture of its physical requirements.

This Physical Demands Analysis should
indicate only the physical activities actuall
required for the successful performance of eocK
job—that is to say, its minimum physical
demands. It will be noted that the manner of
performing many jobs is more the product of
habit than of sheer physical necessity. Pre-
conceived notions as to the physical demands
of jobs frequently give the impression that the
majority of jobs call for full physical capacity
on the part of the worker, whereas, in fact,
it will be found that very few jobs call for the
performance of anything like a full range of

The physical capacity of workers may be
appraised in terms similar to those used in the
Analysis of Physical Demands of Jobs. Thus,
it may be determined whether or not a person
is capable of walking, standing, running,
bending, crouching, fingering, feeling, and
the like, and the amount and intensity with
which he can perform each activity. Whether
or not the person can tolerate the various
environmental conditions, such as inside,
outside, hot, cold, and the like, together with
the amount and intensity of each condition
which can be tolerated, can also be deter-
mined. The resultant appraisal of the per-

~son’s positive physical capacity may be

called a “Physical Capacity Appraisal.”

It will be found that the multitude of activi-
ties of which most persons with physical
disabilities are still capable of performing is
surprisingly great. Those who are themselves
without disability are inclined to the un-
founded belief that disablement of one or
more physical faculties or senses leads to the
impairment of other faculties or senses,
whereas the reverse is more usually the case.

Reports in the form of appraisals of the
potential workers' actual capacity to perform
the activities, or tolerate the working condi-
tions, which have placement significance, are
of the utmost importance to Placement

(1) Mr. H. E. Griffiths, M.S., F.R.C.S., Surgeon, Albert

ock Hospital, London, England, at the con-

ference of the National Institute of Industrial
Psychology, February 17, 1945,

physical activities.

Physical Demands Analysis may be car-
ried out by staffs of personnel divisions, or
supervisors in industry, or by governmental
analysts, depending upon the use to be made
of the results. It does not require undue study
and training.

Physical Demands Analyses may be re-
corded on paper in various ways, or it may
be found in certain situations that the
placement needs of a particular company
can be met where such analyses are affect-
ed mentally by the staff member responsi-
ble for hiring. This subject is treated in
detail in Chapter 3.

APPRAISAL OF THE PHYSICAL CAPACITY OF WORKERS

Officers. Placement Officers cannot be
expected to interpret and evaluate medical

iagnoses. Opinions as to a worker’s capa-
city, given in terms such as “‘suitable for light
work,” are not only meaningless but dan-
gerous. For example:

‘‘to the man with rheumatism, the humid
atmosphere of the tomato house may
be unbearable, and yet if the doctor’s
report stops af the broad classification
of ‘fit for indoor or outdoor light work’
the rheumatic outdoor gardener may
find himself sent by a well-meaning
Placement Officer to work indoors
tomato growing.”’ (I)

There are certain problems to be encoun-
tered in the establishment of accurate Physi-
cal Capacity Appraisals. Ideally, such
appraisals should be made by a qualified
physician, for there is no one better fitted
so to do. At the same time, it has been found
that trained Placement Officers or employ-
ment interviewers can establish reasonable
Physical Capacity Appraisals in many cases.
This is particularly true where the disabled
person concerned has been subject to his

- disability for some time and where the inter-

viewer is skillful in questioning the applicant
and has, in addition, some general knowledge
of the employment aspects of various dis-
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abling conditions. (2) Nevertheless, certain
cases will always have to be referred for medi-
cal examination. Part of the training of Place-
ment Officers or Employment Interviewers
should be designed to assist them to deter-

{2) See Part lll of the series ‘‘The Employment of

anada’s Disabled—Veterans and Others''

entitted *'The Assessment of the Working
Capacity of Disabled Persons."

mine on which cases medical opinion is
essential.

Physical Capacity Appraisals may be
committed to paper in various ways or may
be retained in the mind of the Placement
Officer concerned, depending upon the
needs of particular situations. This subject
is treated in detail in Chapter 4.

MATCHING OF THE PHYSICAL CAPACITIES OF WORKERS WITH

THE PHYSICAL DEMANDS OF J0BS

It is apparent that the physical capacity of
disabled workers can be readily matche
with the physical demands of jobs. This
matching process can be facilitated where
the recorded analyses or appraisals are
tabulated or produced in “profile’ form for
easy comparison. It is also apparent that
where the matching of well made Physi¢al
Demands Analyses with well made Physical
Capacity Appraisals is carefully effected, the
folﬁ:wing will occur:

(1) The jobs for which particular physi-
cally disabled persons are physi-
cally qualified will be at once
apparent.

(2) Many new fields of employment for
disabled persons will be discovered.

(3) The physically disabled so placed,
will not be handicapped as a result
of their disabilities, in that the jobs
will call only for those activities
which they can do and not for those
activities which they cannot do.

(4) The disabled so placed, will not
aggravate their own disabilities or
endanger their own safety or that of
others, in that all pertinent factors
will be carefully weighed.

This matching process is usually carried out
by the person or persons responsible for hiring
in any given industry, whether or not they
actually effect the Physical Capacity Apprai-
sals or the Physical Demands Analyses.

This subject is treated in detail in Chapter 5.

SPECIFIC ADVANTAGES OF THE SELECTIVE PLACEMENT
TECHNIQUE

12

The above advantages of the Selective
Placement technique are the result of a number
of its features. Among these are:

(1) THE POSITIVE APPROACH —

Emphasis is laid on the ‘ability’ of
the applicant and not upon his or
her ‘disability." The disabled are
considered for employment as hav-
ing particular and individual quali-
fications for it, and need not, there-

fore, be considered as ‘“handi-
capped cases."

(2) THE INDIVIDUAL APPROACH
— Each disabled job applicant is
considered for employment as an
individual and with regard to indi-
vidual job requirements. Not only
does this give the disabled applicant
the opportunity to demonstrate his
merits, but also allows of sufficient

o e
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NOTE: The Selective Pl
Booklet, refers to selection
continually to other selection
exactly the same way as wou

flexibility for the employer to select
the job. The disabled need not be
considered in groups for groups of
jobs, an approach which, as has
been shown, rarely leads to success.

(3) MEDIESL BARRIERS ARE ELIM-

INAT — One standard pre-
placement medical examination is
not necessary. This sort of examin-
ation usually bars the disabled from
employment, as such standards are,
of necessity, very often scaled to
the requirements of the most strenu-
ous job in the plant. With use of
the Selective Placement technique,
the Physical Demands Analysis, in
effect, sets up an individual standard
for each individual job.

(4) COMMON TERMINOLOGY —

erminology used in the technique

and defined in the back of this

booklet, pages 55 to 56, provides'

a common language between phy-
sician and placement officer. The
placement officer is not required to
interpret medical diagnoses as the
Physical Capacity Appraisal pro-
vides him with information signifi-
cant for placement purposes. At
the same time, the physician, when

* considering the suitability of a par-

ticular applicant for a particular job,
may be provided with an accurate
statement of the demands of that
job. This terminology can obviate
much confusion.

(5) MAINTAINS DOCTOR-

PATIENT RELATIONSHIP — The
diagnosis of the applicant’s condi-
tion need not be transmitted to the
Placement Officer, as the Physical
Capacity Appraisal provides in-
formation on remaining capacity
for particular physical activities or
working conditions only.

(6) INDIVIDUAL PARTS OF TECH-

NIQUE ARE OF USE, ONE
WITHOUT THE OTHER — The
Physical Capacity Appraisal alone
provides information of great value
to Placement Officers, even though

they are not provided with Physical
Demands Analyses. Similarly,
Physical Demands Analyses are of
great use to Placement Officers,
even though they are not provided
with Physical Capacity Appraisals.
“Half a loaf is better than no loaf
at all” and where used in standard
form, Physical Demands Analyses
and Physical Capacity Appraisals
provide simple means of transmitting
information.

(7) MAY BE USED IN TRANSFER

AS WELL AS INITIAL PLACE-
MENT OF WORKERS — Selective
Placement technique may be used
for transferring workers from job to
job, and simple arrangements insti-
tuted within personnel departments
which will ensure no worker is un-
wittingly transferred to a job which
will not be suitable.

(8) ENABLES EMPLOYERS TO CO-

OPERATE WITH COMMUNITY
AND OTHER PROGRAMMES
OF VOCATIONAL REHABILI-
TATION AND EMPLOYMENT
OF DISABLED PERSONS — The
fact that accurate information on
the physical demands of jobs is
available will greatly assist such,
community and national projects,
and over a period of time, will
enable scientific information to be
collected which will be of great
importance to all those concerned
with vocational guidance of both
the youthful and adult disabled.
This will be, in fact, to the advan-
tage of employers and the com-
munity as a whole, in that it will in
time result in the reduction of tax
charges, etc., necessitated for the
relief of disabled persons main-
tained in unnecessary and undesir-
able idleness.

(9) OF USE IN INDUSTRIAL AND

SAFETY ENGINEERING — Physi-
cal demands information will be of
value to industrial and safety en-
gineers, and forms an important part
of Job Evaluation.

acement Process, as described in the remaining parts of this

with respect to physical factors only. Regard must be paid
factors, such as training and experience, and the like, in
Id be done in the case of able-bodied applicants.
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PHYSICAL DEMANDS ANALYSIS

THE NATURE OF PHYSICAL DEMANDS ANALYSIS

Physical Demands Analysis is an extension
of Job Analysis. It may be carried out in
conjunction with, subsequent to, or indepen-
dent of, a job analysis programme. A com-
plete job analysis schedule for any job indi-
cates what a worker does, how he does it, why
he does it, the physical demands and skill
involved, the training required, sources of
workers, wages, and standards, etc. (1). Ob-
viously a job analysis is not complete without
a Physical Demands Analysis. Although it is
obvious, too, that written job analysis sched-
ules will greatly assist employers in matching
workers able-bodied and disabled alike and
jobs, it is certainly not necessary to write a
complete job analysis before attempting a
Physical Demands Analysis.

A Physical Demands Analysis is a state-
ment of the minimum physical activities re-
quired of a worker in the performance of his
job, the working conditions encountered —
the hazards involved—and the time and in-
tensity required in each activity, or for each
working condition. In certain circumstances,
particularly in companies where the jobs in-
volved are relatively few or the volume of
hirings relatively small, preparation of written

Physical Demands Analyses may not be
desirable. Instead, the Placement Officer con-
cemed with hiring may make mental analyses,
but the factors to be considered in this mental
process are the same as those to be considered
in the written analyses. For this reason, the
remainder of this section deals particularly
with the written analyses.

Physical Demands Analysis is not difficult
to carry out. Where an employer has suffi-
cient information to effect the placement of
able-bodied applicants, the only additional
information required with respect to the job,
to effect the successful placement of disabled
applicants, is a knowledge of the job's mini-
mum physical demands.

In the remainder of this booklet Physical
Demands Analysis, recorded or otherwise, will
be referred to as “P.D.A." The term “anal-
yst” will refer to the person who actually
makes out the P.D.A., whether he be a
professional or govermental analyst, per-
sonnel officer, placement officer, foreman or
other. In industry P.D.A.'s will normally be
carried out by the Personnel Department
assisted by the supervisors in each Department
or Division.

i in j i i llent booklet called
1) Employers interested in job analysis as a whole, can obtain a very exce |
g'T)he T?;ipninyg and Reference Manual for Job Analysis” publllshed by the United States Employment Service,
through the United States Government Printing Office, Washington.

PHYSICAL DEMANDS MAY VARY
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What the worker does, why he does it, and
the skill involved, is constant in most jobs of
the same title. For this reason, job analysts
usually provide but one analysis for each job
of the same title, irrespective of the number of

such jobs found in one place of employment.

It will be found, however, that the physical
demands of jobs will vary quite considerably,
due to the different arrangement of tasks, in
each work station, although their tit'e may be

it
s
i

e

the same. It will, therefore, be necessary that
each individual job be analysed for its physi-
cal demands. For example, one spray painter
may have to climb ladders, and another may
never leave the floor level. For this reason,
it is not possible for any central agency such
as the government to issue a statement of the
physical demands of all jobs, desirable though
this might be. It is necessary, therefore, that
physical demands analyses be constructed for
the different jobs in each different plant. If it
is found that the physical demands of two
jobs of the same title are, in fact, identical,
only ene such analysis need be retained.

Preconceived ideas conceming the require-

THE STUDY OF MINIMUM PHYSICAL

The analyst should record only those
activities which the job calls for. The manner
of performing certain jobs is more a matter of
habit than of physical necessity. The P.D.A.
seeks to determine the minimum physical
requirements. The significant factors are the
activities which the job calls for, not those of
the worker who happens to petform them.

One worker, for example, may jump from
a platform to ground level. If, however, steps
are or can be provided the activity of jumping
is not a requirement of the job.

Another worker may prefer to stand while
doing a job at a bench. He may not wish
to use the chair provided. Standing is not,
however, a physical requirement of this job,
at least during those times when he could be
sitting.

Many a welder maintains a proper arc by
listening to its sound. Hearing is not, how-
ever, the essential physical activity. The
essential physical activity is seeing, whereby
the welder may maintain the proper arc by
observing the welding process.

It may sometimes be found that certain
physical activities are alternatives, one to the
other. Seeing may sometimes be an alter-

ments of any given job may prove to be a
handicap to the analyst. When studying the
physical demands of any job, it will be an
asset if the analyst can maintain an open
mind. Any previous job knowledge he has
will, however, assist him by directing his
ettention to significant points.

The physical demands analyst is particu-
barly concemed with what the worker does,
ond how he does it. Rarely will the skill
mvolved or the reasons for which each activity
is performed, appear in a P.D.A. They are
only recorded when they help to give a clear
picture of the physical activities and environ-
mental conditions.

DEMANDS

native to the sense of touch. One man who
cannot see may be able to perform a job by

- using his sense of touch, whereas another man

who cannot feel, may be able to perform the
job by directing his motions through the co-
ordination of eye and hand. This may be
illustrated by taking the case of the machinist
and the machine operator. Either the machin-
ist or the machine operator can place their
stock into the chuck of a lathe, using one or
another of the senses of touch or seeing.
Neither need use both. The machinist who
sets up his own machine requires eyesight in
order to read micrometers, etc. Therefore,
eyesight and not feeling is the essential
activiy involved in this job. On the other
hand, a machine operator is not required to
set up his own machine. Thus, a lathe oper-
ator may not require vision as well as sense
of touch, or vice versa. Where the physical
demands are alternative, a statement to this

effect should be placed on the P.D.A.

Physical activities of an emergency nature
should not be recorded by the analyst. The
activities involved in the repair of a machine
are not physical demands of the job, if a
repairman is normally available to carry it
out.
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METHODS OF OBTAINING INFORMATION —
BY OBSERVATION AND QUESTIONING

It would be an ideal situation were the
analyst to be able to observe the whole work
cycle, and obtain all his information by direct
observation. This will not, of course, be
practical where the work cycle is extended.
The dnalyst will, therefore, have to obtain
some information by questioning. He may
have to question the workers concerning
activities which are not performed during the
time the job is being watched. He will also
have to elicit from the worker certain inform-
ation about activities being performed during
the period of study.

It will always be preferable to obtain the
greater part of the information by observing
the worker concerned, but certain information
will always have to be obtained by ques-
rioning the worker or supervisor. . However,
no hard and fast rule can be laid down as to
which information should be obtained by
which method.

Insofar as possible, the analyst should ob-
tain the following information by observation:

(1) the relationship of various physical

" activities to each other.

(2) the time that the worker is engaged in
each physical activity, or subject to
each working condition.

(3) the number of times the worker is en-
gaged in each physical activity, or
subject to each working condition,
during the work cycle, or at least during
a typical portion of the work cycle,
such as one hour or one day.

(4) the intensity factors, such as the distance
walked, the weight lifted, the height
climbed, the hottest temperatures
reached, etc.

This information should be verified for ac-
curacy by questioning the worker or the
supervisor. In addition to verifying this
information, the analyst should also
obtain the following facts by question-

ing:

(1) additional duties not observed by the
analyst. This information may reveal
additional physical demands.

(2) weight of the heaviest object lifted,
other equipment used by the worker,
and other special facts about physical
activities and working conditions.

(3) differences in the way the job is per-
formed on other shifts.

THE PHYSICAL DEMANDS ANALYSIS FORM
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Various forms can be devised whereby the
analysis of physical demands may be re-
corded. Many different forms have been
made up, but all such forms have many
features in common. On page 18 is illus-
trated a form which has been found suitable
for this purpose. It is quite possible to vary
this form to suit local conditions, but it should
be bome in mind that if the physical demands

form is modified, then, too, the physical
capacity form must be varied in order that the
two may be matched.

The form illustrated on page 18 will be
used in the remainder of this book. This form
enables the significant physical activities and
working conditions to be. visualized by a
glance at the activities and conditions which
are set out in tabular form on the front of the

sheet. The reverse of the form allows space for
writing in additional details. The correct
recording of information in its various sec-
tions will result in a clear picture of the

physical activities involved in the job, the
environmental conditions present, and the
various hazards to which the worker may be
subjected.

The various items on the form are described in tumn.

PHYSICAL ACTIVITIES

j Under the heading ""Physical Activities’ are
||stgd most of the physical activities found in
ordinary employment, and these are numbered
serially fgr ready reference. A marginal
column, "Check,” is provided to indicate
whether or not the activity is required by the
job. If required, it is marKed Px. s nofitiol
is used. When in doubt as to whether or not
a particular activity is required by the job
the list of definitions at the back of the book:
pages 55 to 56, should be referred to, and the

WORKING CONDITIONS

In this section, terms describing the most
common conditions of work, and environ-
mental hazards, are listed serially with a

f:lefinition considered literally with the activity
in question. In order that the analyses be
accurate and reliable, it is necessary to make
regular reference to the definition of activities
and working conditions.

i Under the heading of Physical Activities,
items 44 to 48 are left blank. In these blanks
the' analyst may record unusual activities

which may be found in certain jobs, such as
tasting” or “'smelling”’.

marginal column as in the first section. Certain
hazards are upcluded here, as they are actually
part of working conditions. Here again, the
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conditions present are indicated with an *“x™

and those not present with an *'o”.

Very often some doubt may arise as to
whether a condition exists to a significant
extent. For example, many’Pllgces may be

described as “noisy,” ““dry,” “dusty”’, etc.,
though they may not seem to be sufficiently so
to justify special mention. In these cases, the

definition of the term should be referred to
and followed closely.

The front of the form enables information
concerning the physical activities, working
conditions and hazards to be classified for
ready reference. In order to obtain a clear
picture of the job adequate for placement
purposes, however, further details should be
added overleaf. Physical activities, working
conditions, and hazards are described in three
separate paragraphs. Only the heading
“Details of Physical Activities’' appears on

NOTES ON PHYSICAL ACTIVITIES

In recording the information the analyst
should emphasize the physical requirements of
the job and, except where necessary for clar-
ity, should not describe duties, equipment or
materials. For every activity marked as
present on the front of the form, there should
be a descriptive statement in the section
“Details of Physical Activities” found over-
leaf although several may be combined in
one sentence as illustrated below.

Abundant use should be made of action
verbs and these should be placed at the first
part of each sentence; the subject, third
person singular, is understood. Actual or

TIME AND INTENSITY FACTORS

Time may be expressed here in minutes or
‘“" . . . . "
ours, as: ‘‘chips files grinds (40 min.),” or as a
‘

percentage of the working day, as: ‘‘chips
files grinds (109,)". Time may also be

Under Working Conditions, items 90 to 92
are blank, and the analyst may here record
unusual working conditions found in particular

jobs such as *‘around heavy draught animals,”
or ‘‘underground.”

It will be noted that the serial numbers in
this section start at 60 in order that there be

no confusion with items listed in the previous
section.

DETAILS OF PHYSICAL ACTIVITIES, WORKING
CONDITIONS AND HAZARDS

the back of the form because the statements
will be of variable length. These sections
describe the intensity of the various factors
present, together with the inter-relation of the
activities found. Although the front of the
form gives a good picture of the job, the
information on the back of the form in these

three paragraphs is of the greatest importance
to the placement officer.

estimated distances, weights and frequencies
are easy to obtain and should be used to give
a positive character to the report.

Indefinite or ambiguous terms should be
avoided as far as possible. Expressions such
as: frequently, occasionally, heavy, light, etc.,
and technical terms as: skives, rams, warps,
bucks, etc., very often create wrong impres-
sions when used in a P.D.A. and do not give
the placement officer a concept of the time
and intensity required in the performance of
physical activities which is sufficiently specific

for the successful placement of disabled
persons.

expressed by the number of operations per
hour or day as “lifts 40 Ib. casting 3 feet,
10 times a day.” The percentage method of
expressing time is useful when the work cycle
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extends over a period of days but has the
disadvantage that it must be converted to
hours to give a satisfactory concept. The
other two methods are, therefore, preferable
for general use. All of the items marked “x"
on the front side of the form should be covered
by statements in this section to indicate their
relationships to each other. These time and
intensity factors are extremely important to
the placement officer.

The following examples will serve to illus-
trate the relationships between physical
activities, and the method of indicating time
and intensity factors.

CROUCHING, LIFTING, GRASPING
AND CARRYING — ““Crouches and reaches
down to grasp, lift and carry 25 pound metal
parts 25 feet, 15-20 times per day."”

HANDLING AND FINGERING —
Specify the names of parts handled and
fingered such as ‘‘Reaches forward, grasps,
handles, and fingers valve, parts and micro-
meters during inspection operations. (3 hrs.).”

PUSHING AND PULLING — Indicate
the body position required, the direction
pushed or pulled, and the object pushed or
pulled such as “Stands and reaches forward
to grasp and pull electric wires horizontally
through conduit at waist level by bracing one
foot against wall.” It is not deemed advisable
at this time, however, to include information
on the force exerted in pushing and pulling
since such information may be subject to mis-
interpretation. For instance in the above
example, the worker, who is pulling electric
wires horizontally through Y4-inch conduit is
capable of exerting a force around 150
~ pounds, on the other hand the body position
of another worker reaching high above his
head may allow him to exert only a limited
pulling force, say 20 pounds. Experience
with the pushing and pulling factors reveals
that certain body positions require more effort
to push or pull 5 pounds than other positions
require to push or pull 300 pounds. Until
such time, then, as it becomes possible to con-
vert the force exerted in pushing and pulling
from all body positions into standardized
terms, the analyst should only state the body
position required, the direction pushed or
pulled and the object pushed or pulled.

CLIMBING, JUMPING, WALKING,
AND CRAWLING — Specify the distance
climbed, jumped, walked, and crawled such
as “‘Climbs 40-foot ladder to and from crane
cab, 4 times per day."”

STANDING, STOOPING, CROUCH
ING, KNEELING, TURNING AND SIT-
TING—The time factors on these activities
will automatically explain intensity such as
'h‘Stan)d.s' and stoops over workbench (4
ours).

REACHING—Indicate the body position
required and the direction reached such as
“Stoops and reaches down,” *‘Sits and
reaches forward,” “‘Stands and reaches above

shoulder height,”” or “Stands and reaches

above and below shoulder height.”
FEELING—Indicate the reason why feel-

ing is required, as in determining the size,
shape, temperature, or texture of objects.

TALKING—If other than ordinary con-
versation is required, the analyst should indi-
cate the quality of voice required, as in
enunciating clearly over a public address
system, or should indicate the volume of voice
required as in overcoming background
noises.

HEARING—Indicate the most difficult
sounds required to be heard, such as ordinary
conversation or waring whistles amid back-
ground noises.

SEEING—Specify the most difficult object
required to be seen as well as the distance,
such as “‘observes the indicator on a three-
inch dial at 6 feet,” or “Observes hand and
finger signals at 100 feet.”

COLOUR VISION—Specify the colours
required to be distinguished such as, “‘red,
green, orange, and brown electric wires."

DEPTH PERCEPTION—Indicate the rea-
son why depth perception is required, such as
to judge distance in operating a crane.

hen physical activities involving the use
of hands, arms, feet, and legs require particu-
larly the use of one hand or arm, or one foot
or leg, the analyst should make specific
remarks in this connection. For example,
“Stands on left leg while actuating trip of
press with right leg (2 hours).”

RELATIONSHIP BETWEEN ACTIVITIES
—In considering the relationship between
activities, it will be noticed in the following
example taken from the P.D.A. for an Engine
Lathe Operator, that the items on the check list
are not written up separately. Since activities
are rarely undertaken independently, they

should be written up as they actually occur
insofar as possible.

“Stands, stoops, and turns while operating
machine (7 hours); walks about 10 feet lifting
and carrying chucks and materials not over
30 lbs. (4-6 times per hour); pushes hand
truck to transport, loads up to 300 lbs. about
75 feet four times daily; grips and handles
lathe control handwheels with both hands to
set controls to fine (1/64 inch) etched grad-
ations visually (3 hours) and by fingering and
feeling, examines finishes on machine parts

OTES ON WORKING CONDIT]

The heading *'Details of Working Cond"i-

tions'’ does not appear on the back of the
P.D.A. due to the variations in the length of
the section on *'Details of Physical Activi-
ties." It should be written in by the analyst
as a heading directly following the conclu-
sion of that section. These details of working
conditions will be written in a similar man-
ner. But in starting the paragraph the analyst
should begin with the word “Works," the
phrase ‘“The Worker" being understood. He
then continues with a brief description of the
work environment and the time and intensity
factors involved.

TIME AND INTENSITY FACTORS —

These time and intensity factors may be
indicated as follows:

INSIDE AND OUTSIDE—Specify the con-
ditions under which the worker works inside
or outside and the time involved such as

works inside plate shop with one side open
to weather (6 hours), and outside in all kinds
of weather (2 hours)."

HIGH PLACES—Indicate the height of
elevated work places and the type of work
pl_cce, such as “Works on scaffolding 2 feet
wide at heights up to 60 feet (7 hours)."

CRAMPED QUARTERS — Indicate the
size of cramped quarters as well as a short
éescription of the cramped quarters, such as

Works in narrow compartments 6 feet by 3

feet by 2 feet (2 hours)."
HOT AND COLD—Indicate the range in

degrees of high or low temperatures, such as

with either hand; stoops to read vemier and
other fine etched gradations (2 hours); orally
instructs Learner (1 hour)."

ALTERNATIVE ACTIVITIES—As a part
of each sentence under Physical Activities, the
analyst should record any note concerning
activities which are considered to be alter-
natives. Thus ‘‘Seeing required only to direct
stock into chuck. May be done by feeling.
Or “feeling .and fingering may be done by
either hand.”

**Works in temperatures of 110 to 120 degrees
(2 hours)” or ““Works in temperatures of 5
degrees to 20 degrees (5 hours)."

SUDDEN TEMPERATURE CHANGES—
Indicate the range in degrees of sudden
temperature changes such as ‘“Exposed to
sudden temperature changes from 120 degrees
to prevailing outside temperatures (4 times
per day)."”

HUMID AND DRY—Humidity and dry-
ness should be related to the temperature when
both are pertinent factors, such as *‘Works in
temperature of 100 degrees with very high
humidity (7 hours per day).”

WET—Sources of wetness should be indi-
cated, such as ‘“Works in constant contact
with wet piping (4 hours)” or “Works in
quarters likely to be wet from rain (2 hours)."

LIGHTING—IFf lighting is inadequate indi-
cate source of light, extent of glare and
shadows, and the light contrast between work
and surroundings.

NOIS“Y—|ndiccte the source of the noise,
such as ‘'Exposed to noises of nearby riveting
hammer (7 hours)."

VIBRATION—Indicate the source of the -

vibration, such as, ‘'Exposed to vibration from
small pneumatic riveting hammer (7 hours)."

DUSTY—Indicate whether dust is of organic
or inorganic origin.

If the job differs in any way on other shifts,
the analyst should indicate these differences
at the end of the paragraph.




NOTES ON HAZARDS

The heading “Details of Hazards" does
not appear on the reverse of the Physical
Demands Analysis form. It may be written in
by the analyst, following the remarks under
the previous heading regarding working con-
ditions. '

It is not necessary to outline every possible
hazard which might be found -on the job.
Comments should only be placed in this sec-
tion when the hazard is not obvious from a
study of the section on Working Conditions,
or where more information is required, or
where the hazard has been reduced by safety
devices.

It is not necessary to specify any hazard
which might result from working in high places,
it being obvious that the hazard is the danger
of falling. Similarly, hazards resultant from
working outside, or in wet conditions, will
usually be those of illnesses which will be
obvious to both the placement officer and the
physician using the form.

It should also be noted that conditions
which might be hazardous to an untrained
employee will be less so to one skilled in his
trade. On the assumption that workers will
be placed in jobs within their skill, or will be

cal demands analyses
pages 37, 41, 45, 49
e given as examples of
such analyses may be

simple obbreviated style
ind informative and is the
od of recording.

ecorded on the type of fom

trained under supervision, it is not necessary
to note, for example, that the carpenter is
liable to injury from cuts by a chisel.”

Life is fraught with hazards. Any attempt
to list exhaustively every possible hazard
would give the placement officer or physician
a false conception of the risks involved.

Immediately under the heading *‘Details
of Hazards,”" the analyst should place the
phrase *Possibility of" and then list the
added information deemed necessary. He
should avoid any expression of the degree of
injury which might result from any particular
hazard.

Some examples of the sort of notations
which might be found, follow:

HIGH PL. ACES—"'Possibility of falling 25’

from catwalk to floor reduced by hand-rail.”

TOXIC CONDITIONS — “Possibility of

respiratory or skin disease from zinc chromate
primer, reduced by protective mask and

© cream,” or, "'Exhaust fumes affecting those in

close proximity to indoor tractor.” The source
and iryp; of toxic condition should always be
ed.

specii
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effect their placements without the use of
written P.D.A.’s. To match disabled persons

i in;igbs intelligently, it is not enough to know,
for example, that walking is required.
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to have either on paper in the form of a re-

corded P.D.A. or in his mind, information as
to how far the worker walks, how often, what
thing he carries and why he does so.

formation combined with
oor surfaces traversed
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sabilities {whi—chi

a knowledge

CHAPTER 4

will enable the

Physical Capacity Appraisal is, as its
name implies, an appraisal of an individual's
positive capacity with relation to the physical
activities he can perform, his physical compen-
sations for lost capacities, and the working
conditions to which he may be subjected. The
Physical Capacity Appraisal is the counter-
part of the Physical Demands Analysis. With
comparable information on both the job and
the worker, the placement or hiring officer
may then rapidly select jobs which are suit-
able, at least in so far as physical factors are
concerned.

Physical Capacity Appraisal is, then, an
appraisal of the actual working capacity of
an individual, in terms which have placement
significance, and which are readily under-
stood by the placement officer. It may be
passed to Placement Officers as the appraisal
of a man's capacity for any work which is
available. The decision as to the proper em-
ployment of the applicant then rests with the
Placement Officer.

“The doctor’s duty is to investigate the
patient’s physical, and to a certain ex-
tent, his mental capabilities, and then
to convey the results of his examina-
tion to the layman who is responsible
for the actual placement . « o « « « It is
therefore apparent that if the doctor is
to be understood by the layman, and
vice versa, they must speak a common
language « . « « « « The placement offi-
cer will have a difficult task if the
doctor’s report is couched in such
words as these:

1. ‘Right Hand: guillotine amputation
of the index finger through the distal
end of the second phalanx. Typical
Dupuyiran’s contracture.

2. Spondylolistheses with compensa-
tory lumbar lordosis.

Let us suppose that such a report is
handed to you: Would you (the Place-
ment Officer) be able to tell from it
whether he or she (whichever it may
be) were capable of—say—welding?

PHYSICAL CAPACITY APPRAISAL

THE NATURE OF PHYSICAL CAPACITY APPRAISAL

If you were told that the worker could
walk, stand, work indoors or outdoors,
could balance, climb, kneel, lift, strike,
carry and handle, but could nof stoop or
crouch, you would be in a very much
stronger position.”” (I)

This booklet does not attempt to describe
any of the medico-technical considerations in
the establishment of such an appraisal. The
Physical Capacity Appraisal Form, the use
and compilation of which is herein described,
provides an excellent means of passing the
significant information to the ~ Placement
Officer. A Physical Capacity Appraisal may
be recorded in various ways, on standard pro
forma or in simple memorandum form. On
the other hand, a mental appraisal may be
made, and used for placement purposes.
Itispreferable, however, to have the physician’s
appraisal recorded on a suitable pro forma.
For this reéason, together with the fact that the
considerations involved in both the written

.and mental appraisals are identical, this Sec-

tion is particularly concemed with the written
appraisal.

In the above, where the information is
passed to the Employment Officer, he is the
final judge. Instances may arise in certain
organizations or in certain types of cases
where it will be preferred to have the physi-
cian give the final employment decision.
Here the physician will be handicapped if
he has not a full statement of the physical
activities and environmental conditions foun
on the job or jobs in question. This may be
overcome if the physician is provided with
Physical Demands Analyses.

It would be an ideal situation were the
Placement Officer to have all the knowledge
of the physician, and vice versa. In some cases,
in fact, the industrial physician, who happens
to be well acquainted with the jobs in his
particular concemn, may combine the functions
of Placement Officer with those of physician.

1 Mr. H. E. Griffiths, M.S., F.R.C.S., Surgeon, Albert
Dock Hospital, London, England at the Conference
of the National Institute of tndustrial Psychology,
February 17, 1945,
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Only rather large concerns have full-time
industrial physicians. In such large businesses,
the industrial physician is usually so bus
with other parts of his occupational healt
programme as to be unable to study the exact
minimum physical demands of every job, let
alone other significant demands of training,
experience, aptitude and skill. He will, there-
fore, welcome a division of labour in the
placement of the disabled.

Although it is greatly to be preferred to
have a trained physician carry out the ap-
praisal capacity, good results can be obtained
when appraisals are made out by_especially
trained employment interviewers. This is par-
ticularly true where the employment inter-
viewer or placement officer appreciates the
sort of cases upon which medical opinion
should be obtained. It applies particularly
where the applicant has been subject to his
disability for some time, and is aware of his
own capacities and limitations. Employment
interviewers will find Part |l of this series,
entitled * Assessment of the Working Capacity
of Disabled Persons,” of help in this connec-
tion.

SOURCES OF MEDICAL OPINION —
Although not every employer has .a full or

The Form, which is illustrated on page 30,
is similar to that for the P.D.A. The lay-outs
are similar, in order that one may be compared
readily to the other. Like the P.D.A. Form,
the classified information on the front can
provide a quick picture of the individual's
capacities, but the picture is not complete for
placement purposes without the further details
on the reverse of the form. The items are
serially numbered in excctlg the same way

on both the P.D.A. and P.C.A. forms.

ICAL ACTIVITIES

In filling out both these sections on the front
of the form, various items are indicated as
follows: Full capacity for an activity or a
condition is indicated by a blank space in the
“check’ column, partial capacity by a check,
and no capacity by a zero. ‘X" is not used.

On the reverse side of the form, provision

part-time industrial physician at his disposal,
there are other resources of medical opinion
available to him. One of these is the
man's own family doctor. The Department
of Veterans AHairs is prepared to assist,
and such arrangements as are necessary can
be effected through the District Supervisor of
Casualty Rehabilitation.  Similar arrange-
ments can be made by the Special Place-
ments Section of the National Employment
Service.

TERMINOLOGY—The terminology in the
Physical Capacity Appraisal Form, on page
95, prevents confusion, and eliminates the
necessity of revealing diagnostic information,
which might constitute a breach of medical
confidence. The definitions of these terms,
found on pages 55 to 56, should be referred
to. Only by so doing is it possible to dif-
ferentiate accurately between activities such
as “turning” and ‘‘twisting,” or ‘‘stooping”’
and ‘‘crouching.”

In the remainder of this booklet, the term
“examiner' will be used to refer to the
Bhysicion or interviewer who makes out the
hysical Capacity Appraisal. This Form will
be referred to as P.C.A., which should be

distinguished from P.D.A.

FORM
U

If the employer wishes to change this Form
to suit his own particular needs, the P.D.A.
should be changed likewise. In the same way
that the physical demands aspect of the Se-
lective Placement Process may be modified
to suit local needs, so too, physical capacity
aspects can be modified. Certain examiners
may prefer to give written reports which utilize
the standard terminology but which are not
committed to any particular form.

CON

v

is made for describing the limitations which
are merely indicated on the front of the form.
“May work . . . hours per day, .. .days per
week''—this will be filled in, in the case of
tuberculars or cardiacs or others where there
is any reason to believe that they cannot work
a full day.
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In this section, the actual limitations are des-
cribed briefly for each item marked under the
section on the front of the form headed ‘‘Phy-
sical Activities.” Forexample, if walking was
marked with a check, sentences such as
“should not be required to walk more than
15 feet at a time,"" or *‘should not be required
to walk up steep incline unless allowed to
take his time' would be entered in this sec-
tion. The following examples may serve as
a guide in making notations:

CLIMBING—"Should not climb more than
10 or 12 feet unless allowed to take time."
Or “‘May climb where steps or rungs are not
more than 6 inches apart.”

CRAWLING—'"Able to crawl occasion-
ally during working day.”

STANDING—"'Should alternately ‘stcmd

and sit every 15 or 20 minutes.” Or “May
stand if short rest is possible once an hour.”
Or “Must lean against bench or similar ob-
ject while standing.”

TURNING—"Able to turn occasionally.”
STOOPING—"Able to stoop frequently

for very brief periods.”

CROUCHING — **Able to crouch if

allowed to straighten up every few minutes.”

KNEEUNG—-”Able"’ro kneel if allowed to

stand up when desired.

SITTING—"* Able to sit continually in chair
with back.” ‘

LIFTING—"May lift up to 20 lbs. up to

6 times per hour."

PUSHING AND PULLING—"Capacity

to pull equal to capacity to lift.”

HANDLING—"'Should not handle object
over 10 Ibs.”" Or ‘‘Should avoid constant
handling.”

FINGERING—"'Restricted to right hand.”

Or ""May finger intensively if rest periods may
be taken when desired."”

DETAILS OF LIMITATIONS FOR SPECIFIC PHYSICAL
ACTIVITIES, AND RELATED COMPENSATIONS

FEELING—"Feeling with left hand only.”
TALKING—"Unable to talk other than in

normal voice."”

HEARING — “May work where safety
doesc not depend upon auditory warning.”
OrI “Able to hear human voice when raised
only.

SEEING—"Field of vision limited to right

side.”

COLOUR VISION — *“‘Red-green colour
blind."

SHIFT WORK—Shift work is not indicated
on the front of the P.C.A. Form. If, however,
the worker is in some way limited with respect
to the shifts he can work, it may be written in
one of the blank spaces and checked. State-
ments such as “‘Must work day-time hours on
regular shifts only' would then be found on
the back of the form.

COMPENSATIONS — Physical and men-
tal compensations for the loss or lessening of
tﬁe power to perform certain physical activi-
ties are to be included under the heading
“Specific Limitations for Physical Activities
and Related Compensations.”  Following
each activity for which a specific physical
limitation is described, compensations, if any,
should be estimated and written in. Almost
invariably a physical disability is accom-
panied by some degree of physical compen-
sation. This compensation may be as a
result of the use of prosthetic appliances, such
as limbs, braces and hearing aids, or it may
be the result of some specific training such as
lip-reading, or again, it may be the result of
practice and particular dexterity in the use
of remaining function or faculty. Increased
muscle development in non-affected limbs
is common. Also common is increased ability
to use non-affected senses. In addition to
these, temperamental compensations often
occur, such as increased ambition, determin-
ation, perseverance, tolerance, independence,
patience, and ingenuity. Although these may
be hard to estimate, and a good deal of
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experience may be required to estimate them
accurately, they should: not be overlooked or
disregarded.

The following examples may assist the
examiner in the construction of notations
with regard to specific compensations related
to specific limitations for physical activities:

HEARING—""Hearing aid combined with
lip-reading enables this man readily to under-
stand oral instructions against ordinary back-
ground noises.”

WALKING—"Walks with the use of two
artificial legs, one for above, the other for
below knee amputation, and ordinary floor
surfaces present no problem.”

FINGERING, FEELING, HANDLING —
“Right arm amputated below elbow, fitted
with Dorrance hook. Has nearly full capacity
for gripping, lifting, pushing, pulling, writing."

This section comes next on the form and
again where a working condition is marked
with either a check or an ‘0" on the front
of the form, the specific limitation should be
described in this section. Examples of sen-
tences which might be found in this section
follow:

HOT, COLD—"Should work in tempera-

tures over 100° Fahrenheit for short periods
only.” Or “May not work where tempera-
ture is below 30 degrees."

SUDDEN TEMPERATURE CHANGES —
“Should not be subject to sudden temperature
changes more than twice a day.”

HUMID—"*Cannot stand high humidity

when temperature is over 90 degrees."

WET—"Must not stand on wet floors."

Or “Both arms amputated, one above, one
below, elbow. Fitted with Dorrance hooks.
Has remarkable dexterity with hooks, and
performs operations such as writing, tying shoe
laces, driving car, holding and lifting small
pins from table, etc."

In this connection, it may be noted that
one-arm amputees with good prosthesis can
be placed almost as for two-handed men.

DEPTH PERCEPTION—"Although work-
er has but one eye, has adjusted and estimates
ranges accurately, and eye-hand co-ordin-
ation excellent—e.g., drives car and plays
ping-pong."’

Information conceming compensations can
be gained easily with a little experience on
the ‘part of the examiner. Well phrased ques-
tions concerning certain activities—such as
work done around the home, games played,
etc.—elicit this information.

R
NS

DUSTY—"Should avoid inorganic dust."

NOISY—"Should not work near hqmmer;"-».

ing or other loud noises."

Where it is imperative that the worker have
adequate lighting or adequate ventilation, a
note to this effect should be made under the
“Details of Limitations for Specific Working
Conditions.” In such a case, no check will
appear in the check list portion of the form.
Examples may be: “Should not work in dim
lighting” or “May work around occasional
but not constant vibration." '

Compensation may to a certain extent be
indicated in this section also. For example,
a man may be noted as ‘‘Can work in loud,
noisy conditions with less than average

bother."”

MEDICAL OFFICER'S COMMENTS ON
JOB OBJECTIVE (IF KNOWN)

POSSIBLE TRENDS IN APPRAISAL TECHNIQUE

In the section Job Objective (if Known),
the job objective is inserted. In the next sec-
tion, the Medical Officer comments upon the
job objective from the physical point of view.
In an ideal situation a statement of the physi-

‘It is admittedly difficult to establish the
physical capacity of persons suffering certain
disabling conditions, with respect, particu-
larly, to certain activities.

A few research organizations, both in the
United States and in the United Kingdom, are
endeavouring to develop objective tests which
will assist physicians or other examiners.

While such difficulties are appreciated, the
person best qualified to effect the appraisal
is the physician. Until the appearance of
validated objective tests, or until the appear-
ance of other clinical appraisal techniques,
the physician must rely upon his professional
knowledge and his experience.

The maximum of objectivity attainable at
present is achieved when the physician or
examiner makes his notes under the headings
“Details of Limitations for Specific Physical
Activities and Related Compensations’ or
“Details of Limitations for Specific Working
Conditions'" in the manner suggested in the
examples given above.

Statements such as “May lift up to 20 lbs.

cal demands of the job would accompany
the referral slip to the Medical Officer so
his comments on the job objective could be
more accurate and intelligent.

up to 6 times per hour’’ may be liable to some
misinterpretation, but the objectivity and spe-
cificity achieved thereby are considerably
greater than that obtainable by the use of a
rating scale. Rating a worker's ability for, say,
“lifting,” as being that required to perform
“arduous,” ‘‘heavy,” ‘“‘moderate,” ‘little’ or
“no'" lifting, is relatively easy to write out,
but, due to the impossibility of adequately
defining these, and due to the fact that no
two physicians, job analysts or placement
officers will interpret them in the same way,
their use is discouraged.

Where the security of medical information
is not of prime importance, use of the Ameri-
can Heart Association Therapeutic and Func-
tional Classifications may assist placement
officers trained in their interpretation. These
classifications can be noted on the reverse of
the appraisal form.

Examiners may also wish to consider the
temperamental make-up of certain applicants
with respect to working conditions such as
“high places,” ‘‘cramped quarters,” *‘working
alone’ and others.

NOTE: Placement officers responsible for the placement of disabled applicants require
information about the applicant's specific limitations and compensations in terms similar
to those described above. If the Placement Officer does not get it from the P.C.A. form,
he must get it from other sources, for example, consultation with the physician and/or the dis-
abled applicant. Examples of completed Physical Capacity Appraisals are found on

pages 35, 39 and 43.
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Placement Officers must have complete
information on the skill and physical require-
ments of jobs on the one hand, and on the
other they must have complete information
on the skill, aptitudes, interests, and physical
capacities of workers, so that the worker and
job may be properly matched. It is the
method of relating the physical characteristics
of workers and jobs that is presented here.

In order to relate P.C.A.'s to P.D.A''s,
Placement Officers should be thoroughly
familiar with both techniques. While it is
true that Chapters lll and IV have been
directed primarily to the analyst and phy-
sician or examiner, these chapters also con-
tain basic information for the Placement

fficer.

In this chapter the term *‘Placement Officer”
is used to denote that official who actually
arranges for the matching of man and job.
The Placement Officer may in fact be the
same person who does the job of examiner,
in Chapter IV, or of analyst in Chapter llI,
or both. Some companies assign the responsi-
bility for the placement of disabled persons
to tKeir medical division or to a personnel
officer attached to the medical division,
others assign this function to their personnel
division generally, or to a specially selected
personnel officer, and different arrangements
can be made to suit the circumstances of
every concern.

The P.D.A. Form provides a complete
picture of the physical requirements of the
job, and the P.C.A. Form provides a record
complete for practical purposes of the man's
physical capabilities and limitations for
employment. The selection, then, on the
basis of physical factors, of either a job for
a man, or a man for a job, is a maiter of
matching. :

This matching may be done, if the numbers
are not too great, by observation and com-
parison of these two records. The advantages

THE MATCHING OF PHYSICAL DEMANDS
AND PHYSICAL CAPACITIES

of the parallel manner in which the fronts of
the P.C.A. and P.D.A. Forms are constructed
will at once be obvious.

Where ithe numbers are even smaller it
may be done, as has been already pointed
out, by a straightforward mental process. At
the time, the Placement Officer must always
keep in mind the information about man and
job which he has obtained through personal
contact, through his general knowledge of
men and jobs, his good judgment and his
general understanding of human nature.

CONSIDERATIONS IN THE MATCH-
ING PROCESS—It will be seen from the
above description of the matching process,
together with the study of the various examples
of forms illustrated throughout the book, that
this process will quickly reveal those jobs for
which disabled applicants are physically
qualified. It will also be apparent that while
reasonable matching might be made as a
result of co-relation of the information on the
face of both the P.D.A. and P.C.A. Forms,
nonetheless, the information found on the
backs of both forms is of the greatest import-
ance in sound placement.

Applicants should not be rejected auto-
matically due to failure of one or two items
to match—the fact that a job apparently calls
for certain physical activities or working con-
ditions, for which the disabled applicant is
not fitted, should not be considered on its
face value as barring him from a job for which
he appears otherwise well qualified. The
Placement Officer should consider first whether
the method of doing the job and not actual
physical necessity has been recorded by the
analyst. The placement officer should then
study the job in detail in order to determine:

(i) Whether or not the analysis has
been correctly made;

(i) In consultation with the disabled

e

applicant concerned, whether or not
he can compensate for his disability
in regard to these factors; and
finally

(iii) Whether or not it may be possible
to modify or re-engineer the job.

The result will be those advantages enum-
erated in Chapters | and Il which are here
recapitulated:

(i) Suitable jobs for disabled persons
will be revealed.

(ii) The disabled will be able to be

fully efficient in the performance of
these jobs, and will not be occu-

The procedure involved in the comparison
and matching of the P.C.A. and P.D.A.
fornfs, where the numbers involved are not
unduly large, is quite effective. When these
increase to the point that the Placement
Officer cannot rely upon his knowledge of
the men and jobs concerned, or where the
number of records become so great that a
comparison of the existing forms is slow and
difficult, a system of tabulation may be
employed to facilitate selection.

It is for this purpose that the Physical
Demands Recapitulation Form illustrated on
Page 33 and the Physical Capacities Form
(Modified) illustrated on Page 33 have been

devised.

The Recapitulation Form is usually com-
pleted for the jobs in each particular plant or
department from the information on the front

* of P.D.A. forms. The jobs are listed down the

left hand side of the form, and the activities
and cenditions involved in each job are

It will be seen that this method reduces the
considerations to those factors which are
relevant. |t thus simplifies the task of the
Placement Officer so that he does not have
to consider all and every aspect of the job,
but only those aspects which are of direct
importance.

THE RESULT OF ACCURATE MATCHING OF PHYSICAL DEMANDS
AND PHYSICAL CAPACITIES

pationally handicapped.

(iii) They will not endanger the safety

of others.
(iv) They will not aggravate their dis-
abilities.

(v) They will not be unduly liable to
industrial accident and further dis-
ablement.

SUPPLEMENTARY AIDS TO THE MATCHING PROCESS

listed in the appropriate column across the
face of the sheet. It will be noted that the
physical activities and working conditions
are numbered identically with those of the

P.D.A. form.

A Physical Capacity Appraisal (Modi-
fied) may be completed either directly by the
doctor, or it may be made out by copying
from the regular P.C.A. form. It will be noted
that the activities, conditions and other
information on the P.C.A. form is duplicated

on the P.C.A. Form (Modified).

In selecting possible jobs for a man, this
modified form, which is ruler-like in pattern,
is placed against the recapitulation form an
the various items, which are within the man’s
capabilities are then noted and the final or
trial selection is made from this list. It may
also be necessary to refer to the actual
P.D.A.'s in order to get the significant
information from the reverse of the forms.
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POSSIBLE VARIATIONS IN APPLYING THE MATCHING PROCESS

In all the above it has been assumed that,
if a physician's appraisal is to be obtained,
the physician will examine the disabled
applicant, and forward the resulting P.C.A.
to the placement officer. Job selection in
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Analyses—possibly the Recapitulation Form
as well—he can tum to these, and after the
examination is completed, he can mark a
“Yes" or ““No" against each job on the list,
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this situation is made by the placement officer,
taking into account the applicant’s capacity
and skill in relation to job demands and
possible vacancies.

In many organizations, however, it may
often, if not always, be possible to reverse
the process. here applicants are being
selected for particular jobs, the placement
officer may prepare a list of jobs available,
or for which the applicant is particularly quali-
fied with respect to skill, experience or
interest. He may then pass this list to the
company's full or part time physician. The
physician will see from this list for what jobs
the man is being considered. If the doctor
has in his possession the Physical Demands

USE BY SMALLER EMPLOVERS

The smaller employer maynot have the staffs
of physicians, analysts and placement officers
mentioned in the booklet so far. This booklet
has, however, presented the Selective Place-
ment technique in its pure form. Even though
such special full or part time officials are not
available to the smaller employer, he him-
selF—or one of his staff—may combine in
himself all these functions, although he may
not apply the technique in a formal way. He
may rely upon outside medical opinion, such
as that of the applicant's own physician or
that obtained through the Department of
Veterans Alffairs. He may study the employ-

indicating that the applicant is physically
qualified for the jobs, or not, as the case may
be. The list will then be returmed to the
placement officer, who can confirm placement
in the most appropriate of those jobs which
are within the applicant's physical capacity.

A method such as that just described will

e particularly welcome to the industrial
physician, as Ke would then be relieved of
writing or dictating the P.C.A. He will also
be relieved of having to commit his appraisal
of the workers objective and specific capacity
to a few brief sentences which would be
intelligible to the lay placement officer. The
physician could take into account rather
elusive and intangible factors while making
his *‘Yes" or *‘No" decision.

smaller employer to answer these two signifi-
cant questions:

1. “"What does the job actually
require the worker to do—What

are the minimum physical
demands of this job?"

2. “What can the applicant do—
What is his or her physical
capacity ?"'

These questions answered, and combined
with the intimate knowledge of jobs and
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ment aspects of disabling conditions as well. staffs found in smaller organizations, should

lead to the best possible type of selective
It is hoped that this booklet will help the placement.

&3

FOLLOW-UP

Post-placement follow-up is a usual feature
of good placement operations. It is particu-
larly important that placements of disabled
persons be followed up, usually once during
the first week after placement, and once after
about three to four weeks. This gives the

placement officer an opportunity to carry out
32

any necessary adjustments which may make
all the difference between a really successful
placement and one which is not. Simple
adjustments of bench or work station frequently
make the difference between partial and full
production.
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CHAPTER 6

CASE
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Below are reproduced the histories of five
These are composite histories prepare
to illustrate not only the use of the selective
placement process and the manner of match-
ing physical capacities with physical demands °

COMPOSITE CASE HISTORIES AND ILLUSTRATIONS
OF THE USE OF SELECTIVE PLACEMENT

but also because they give an indication of
the way this technique can be used by em-
ployers, by the National Employment Service,
and by the Department of Veterans' Affairs.

NO. 1—TOM JONES

Tom Jones, 32, married with two children. At the time of Tom's
enlistment in an Infantry Battalion in 1939, he was employed as a
refrigerator crater. This was a very active job and required the constant
use of his hands, arms, legs and feet. However, as it was in keeping with
his liking for doing things with his hands, he was a very steady and
satisfactory employee.

In 1944, during an attack in Holland, he stepped on a ‘‘mine”
which caused the loss of his left leg, four inches below the knee.
Following immediate treatment, he was returned to Canada in due course
where he was fitted with an artificial leg.

With practice and training, he became very proficient in the use of
his new limb and could perform most of the activities which he had per-
formed before his injury. He could not, however, remain on his feet for
many hours of the day. Consequently, he was no longer suited for his
former employment.

He could have taken training for a desk job, but he felt too old for
“book work and study.” Besides, he wanted to get back to work as soon
as possible..

After consultation with the Casualty Rehabilitation Officer in a
Department of Veterans' Affairs Hospital, he decided to return to his old
employer. He had in his mind one or two jobs which he felt he could do,
and which had always interested him. He believed that his seniority,
preserved under the Reinstatement in Civil Employment Act, and by the
helpful attitude of both Company and Union, would entitle him to one
of these jobs.

A representative of his old company welcomed him back, and various
jobs were discussed. Crane operation was suggested and this was one of
the jobs in which Jones was interested. Immediately following his inter-
view, he was taken to the plant doctor for medical checkup and for the
completion of a P.C.A. Form. This he took to the Personnel Office where
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! ; Details of Physical Activities:— Climbs ladder to crene cab (20 ft.)
" i daily. Pushes and pulls various levers 4ntermit=_
t movement of hook with and without load of
Tane . Observes constantly the
position of hook and load in relation
d gnals from other WO

to other objectse
Tkerse. Listens to

statement of
Works inside crane cab in

Note:—1f ioP objective knows:
comments-
Details of Working Conditions:
well 1ighted cabs’ Exposed to nolses of heavy power shears
osed to sudden -changes of temperature when

and presses.
large outside doors are opene
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CASE NO. 2— JOHN RUTHERFORD

38

a Placement Officer compared it with a list of jobs and their Physical
Demands. |t appeared at first, that with respect to physical factors, Tom
could do well over half the jobs in the plant. This was cut down to six
when Jones® training and expetrience were considered in the light of
actual vacancies. The final choice among these was still crane operation.
lt so happened that the company had been considering moving the
crane operator to another job for some time, and it was decided that this

was the time to do it.

At first the foreman was concerned about Tom’s ability to get up and
down the ladder to the cab. However, his complete confidence was soon
established after a trial. Having good co-ordination, vision and common
sense, Jones soon leamed to handle the crane dexterously. Today he is
equally as efficient as his fellow operators and has no occupational

handicap.

NOTE:

For the convenience of the reader, Tom's
P.C.A. is reproduced on page 35, and the
P.D.A. of his new job of crane operator on
Page 37. Readers will note that in this

articular crane operation job, only gross
Ecnd and arm movements are required an
no fingering or feeling is involved, and that,
therefore, it could be done quite successfully
by an arm amputee skilled in the use of his
prosthesis. It is very interesting to note in

this connection the exact definitions of such
activities as “‘balancing’’. (See Page 55, etc.)

The individual capacity of different per-
sons with similar disabilities is well indicate
by the different degrees of cold and heat
which can be tolerated by different amputees.
One amputee with a good stump and goo
circulation and a background of outdoor
work may be able to tolerate temperatures of
zero or less, whereas another with a poorer
stump, or with an office background, may
experience considerable discomfort at 30°.

John Rutherford, 22, Single—John received a back injury as a result
of a motorcycle accident in England which in tum resulted in the complete

paralysis of both legs.

John was a young man with a good grade X education. Following
long months of hospitalization, during which he learned to walk slowly
and painfully by the use of crutches and orthopaedic braces, and during
which he leamed self sufficiency and attained reasonable mobility by the
use of folding wheel chairs, John was examined by the Department of
Veterans' Affairs’ Doctor, and the P.C.A. Form on Page 39 was made
out. The form was passed to the Casualty Rehabilitation Officer responsible

for assisting John to re-establish himself.

From this form, he leamed something about John, which he might not
otherwise have known, namely, that he should not work in toxic, odourous,

Name.... John Rutherforg
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humid or dusty conditions. This indicates the value of having P.C.A.'s
made out by or checked by a qualified physician in certain types of
cases. The C.R.O. had never dealt with a case exactly like this before.
From various talks with Rutherford, the C.R.O. had developed a pretty
fair idea of his mental and physical capacity. He was glad to have his
opinion of John's ability confirmed by a qualified physician. It was, of
course, obvious that John could do almost any job that did not call for
considerable standing or for any marked degree of mobility. A course
in watchmaking was arranged at John's request, and he is now taking

this course.

However, it is obvious that he could do very many jobs, among them
the job of bench fitter, a P.D.A. form for which is shown on Page 41.

Pbyllcnl Acrivmec

Standin‘
— ROBERT WILSON P SRR
n;
CASE NO. 3— ROBERT W =
] Sitting %)
Robert Wilson, 20, Single—Wilson was a young man who enlisted T | Tk
in the Army in 1943 at the age of 18. He had had no real vocational ] T G Tt gy L S B
experience having, since his graduation from school at the age of 16, i L :,:":"”“Whnmand.-n,) Ru; ] 210 [ o B35 i
worked with his father on various odd jobs. He was discharged from the il T KRR B e
Army some 4 months after he had enlisted. BT B et A0 ' Seei
4 unning 1 i i ' 12 (coloyr)
Wilson had considerable difficulty in finding a job during 1944, but VITE R Dinning BN i b 40 ] 0 [ g8 (Geoy
early in 1945, he went into the office of the Special Placements Division sc‘i,,'"g 127 | Pushing (g r;::::
of the National Employment Service in his home city. Here, he told his “ S bl | Ay | Working gpee
Ll iy | Resting

story to the Special Placements Officer who made out the P.C.A. shown
on Page 43. Wilson was a reliable young man who gave straight

answers to straight questions.

It will be noted from Wilson's P.C.A. that he has limited capacity for
climbing, particularly with respect to climbing ladders, but that he is
perfectly capable of all other physical activity.

It will also be noted that he is restricted for working in high places,
around dangerous machinery and that he should work around others and

Elecm'cnl hazargs

not alone. There are, of course, an infinite variety of jobs in which these Ll " B
. e . . . . en te N
particular limitations would be no occupational handicap. Wilson was Bl Vs Poor Ve, [ 8 | Bty
particularly keen to get into a job where he would develop a real skill » Q] 1 | Moo iy, Radiant e
3, . . y Moving or: oxi g
and which would lead to his security. : o B P g
] . i Quarterg With otherg
% ) i C1 Workj, o
It so hqppened that Wilson was placed on the job of terrazzo worker, su::x:" wo,k.-::,o:':"‘“‘“"'
. . - - fodd L] by
the physical demands of which are illustrated in the form on Page 45. s : (S 20 Hieh piaces K0 g 1L SR
This was due to the fact that this Company, in common with many others ¥ ¢ 2t | Erponure gy,
in this city, had carried out a series of physical demands analyses on all :
] ;“O”=
o Capacity, “Xeud

their jobs, copies of which they had filed with the Special Placements
Division. The selection of this job was rapid and accurate, as these copies
were always filed with the job orders in the Employment Service Office.
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Walkisg

Standiog

Turnieg

Climbing (legs 00Y) Littiog (over &

Climbing (egs 384 arme) 5 Carrying 1—7 108

Sitting Carrying (8—201bs) O Reaching below
Twisting Canying (s W) iy, A= Secing (far)
Treadiag (while sitting) R Log Carrying (over 43 108 Seelng (ear)
Treading (while standing) R- Le8 Throwing Seeing (colour).
Treading (while sitting) L. Leg 5 Fiagering (R- Hasd) .. Seeing (depth)
Treading (while standing) L Le® A Handling (R- Hand) x Hearisg
Balancist M. Fecling (R Hand) Talking
Running Gripping (R Hand) - Working speed
Jumping ol pushing (R Arm) L9 e Resting
Crawhint

Stooping.

Crouching . Reaching belew shoulder (R Arm)
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Reclining

Poor lighting
Poor ventilation

Sudden tem®- changes Mechanicsl Hazards
Humid - Moving ebiects
Dry Cramped quarter®
Wet Cluttered floo™®
Dusty Siippery floers.

High places

Exposure 19

Nore—In check column: activities or S99 g
Further details may e filled in?

M.O.'s signatureé

5. —1f job object'\ve known,
comments.

ands may be given tO M.O.,to assist him in making his
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The Compcmy report that Robert is an excellent worker and that he

has missed less time from work than the average among their employees.
DVA Form Rgg 54

NOTE:

It so happens that Robert suffers from occa-
sional epileptic seizures. It will be noted
that the medical diagnosis of his condition is
not indicated on the P.C.A. form. There is
no real need that medical diagnosis ever be
included on these forms. Nonetheless, on the
advice of the Special Placements Officer,
Robert told his new employer about his con-
dition and the fact that the employer appre-

CASE NO. 4 — JOE RACOWITZ

ciated the matching of physical capacity and
physical demands enabled him to get the job.

This example also serves to illustrate the
value of the standard definitions of terms
such as found in the back of this Booklet. In
connection with this case, it will be interestin
to note the exact definitions of ‘“‘working witﬁ
others,” “‘working around others," and ‘‘work-

ing alone,” found on page 56.

Joe Racowitz—Joe was in the employ of a small contractor when he
was injured in a street accident. As a result, he found it impossible to
carry on with his old job of chipper, in the out-fitting department. His
employer had taken considerable interest in the placement of disabled
persons and felt that here was an opportunity to make practical use of
his interest. His being a very small contracting business, he had not
thought it worth-while to construct a complete set of P.D.A.’s, but had
made notes on the physical demands of many of the jobs in his concemn.

He did not have a full-time doctor, but he did have one who was on

call in case of accident.

Joe and the employer discussed the case and by questioning, the

employer worked out an appraisal of Joe's physical capacity.

Between
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|
them they decided that Joe couldn't very well run or jump and that he
should avoid long walking and standing, and that he should not engage
in strenuous pulling and pushing activities which involved the use of his

legs. Other than this, there seemed to be little that Joe could not do.
The employer called in the part-time doctor to confirm his findings

Sudden temp, changey

m\

Oultside
Hot
Cold

Vibration
Poor “ghu‘n‘
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Working Condmon.
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Radiane energy
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) Mechap;
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OVing objects . W i
o orking with
Othery

and found out that they were indeed correct. He could equally well

have telephoned Joe's family doctor.

He ruffled through his notes of the physical demands of various jobs
and was surprised to see that Joe could do perfectly well the job of chipper
in the plate shop. Although he'd always thought of these two jobs as : ; 4 R SRR (o) Doy

. z . . . 4 Slip, ing alone
being the same, he was surprised to see that their physical demands were SRR B 55 Hatsde y oy,
quite different. A man was moved from the plate shop to the outfitting o

department and Joe is carrying on at his old type of work.

physical demands of the two jobs as chipper,

NOTE:
such as might have been made out in this
case, are found on Pages 47, 48, 49 and

50 respectively.

Crampeq Quarters e
orking around oghery

EXDOsure to burny

For the interest of readers, Joe's Physical
Capacity Appraisal and the analysis of the
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JOE RACOWITZ'S oLD J0B

d compensations........

pper. Me

Physical Activities

Lifting (=7 10 ’ Pecling (L Haod
Standiog Lifting (8—20 bed 4 Gripping (- Hand)
«| Turning Liftiog (2145108
Climbing (egs 07 o Lifting (over 45107
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Explosives
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Further details may be filled in8%°
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DVA Form RCS 2%

NDS ANALYSIS

......... _Plant Job No.._,‘_-..,..... B
------------ Oce. Code,‘--_ézaﬁ.%,o...

_Plantooemmmeeee

Feeling (L. Hand)
Gripping (L. Hand)
Pushing (L. Arm)
Ming (L. Arm)
o bove shoulder (L. Arm)

Reaching abe
below shoulder (L. Arm)
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Turning
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Carrying (1—71b8) o
Carrying (8—201b8)
Carrying (:1—48 168)
Carrying (over 45 Ibs.)
Throwing
Fingering (R ‘Hand)
Handling (R Hand)
Feellng  (R- Hand)
Gripping (R Hand)
pusking (R Arm)
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pulling  (R-
Reaching above shoulder (R Arm)
Reaching bele™ shoulder (R. Arm)
Fingering (L- Hand)
Handling (L- ‘Hand)
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Seeing (near)
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Seeing (depth)
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“Talking.
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Balancing

Running
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Reclining
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‘Working

Electrical hazards
Explosives
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Noisy

Vibration

Poor lighting

Poor ventilation
Mechanical Hazards
Moving objects
Cramped quarters
Cluttered floors
Slippexy floors
High places
Exposure to burns
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Working alone
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Humid

‘Wet

0.

Note:—In check colum
' Further details may ©
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CASE NO. 5— MARCEL DUPONT

This young ex-serviceman, aged 28, single, suffered the amputation
of an arm while overseas. Following his discharge from medical treatment
he started work in the office of a small sized engineering company.
Although his clerical work was well within his physical and mental
capabilities, he did not enjoy the work.

He appeared much more interested in the work going on in the plant.
He and the office manager had a number of discussions and then the
office manager decided to talk the case over with the plant manager.
The plant manager believed that Marcel could be fitted into the shop.

This plant always considered disabled applicants in accordance with
their merits. The plant manager had an interview with Marcel and together
they went through the various possible openings. After studying
Dupont's various qualifications in relation to the various jobs, it was
decided that he should start as a learner in the machine shop, first learning
to be an engine lathe operator. By questioning, the plant manager
carefully ascertained Dupont's physical capacities. It will be noted

from the forms on Page 52 and 53 that these matched petfectly with the
requirements of the job; P.D.A. Page 54.

Dupont made good progress and both he and the plant manager
believe that he could develop skill to operate nearly every machine in
the plant, and that in time he will become a first class machinist. He has
taken instruction well, and continually practises in the use of his working

hand.

He is interested in developing devices which will assist him to perform
other jobs and is going into this question with the superintendent of the

local orfhopqedic and surgicql appliance wor|<shop of the Deparfmenf
of Veterans' Affairs.
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DVA Form RCS®
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Physlcal Activities

Feeling (L. Hand)
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CHAPTER 7

1. WALKING

Moving about on the feet by taking
alternate steps setting one foot before
the other without running.

14. JUMPING

Projecting the body up, down or
horizontally through the airj prime=
arily by the muscular action of the
feet and legs.

25, 33. FEELING

Perceiving such attributes of ob-
jects as size, shape, temperature or
texture, by means of receptors in the
skin, typically those of the finger tips.

DEFINITIONS OF PHYSICAL ACTIVITIES AND
WORKING CONDITIONS

2. STANDING

Supporting oneself on the feet and
legs in an upright or nearly upright
position.

3. TURNING

Twisting partly around while in a
standing position- most of the move=
ment being provided by feet, ankles,
knees and hips.

4. CLIMBING

(Legs only.) Ascending or descend=
ing stairs, ramps or steep grades, etc.,
using the feet and legs only.

15. CRAWLING
Moving about on the hands and 26, 34; GRIPPING
KR EEMMAN S Kl Teet. uch as holding firmly by applying
pressure, between the thumb and
fingers.
16. STOOPING
Bending the body downward and
forward by bending the spine only at 21’ 35. PUSHING

the walst: nat to be confused. with Exerting force upon an object so
arouching. that the object moves away from the
worker, including slapping, striking

d kicking.

17. CROUCHING T

Bending the body forward and
downward by bending the legs and 28, 26. PULLING

spine; not to be confused with stoop-
ing.

Exerting force upon an object so
that the object moves toward the

5. CLIMBING

working, including jerking.

(Legs and Arms.) Ascending or
descending ladders, scaffolding,
poles, ropes and the like using the
hands and arms as well as the feet
and legs.

6. SITTING

Resting upon the haunches as in
occupying a bench, chair, saddle,
squatting or sitting on the heels

sitting position. Most of the move-
ment provided by waist, back and
shoulders.

8. TREADING

Exerting force upon an object by
the use of feet (ball of foot or heel)
and legs.

18. KNEELING

Bending the legs at the knees to
come to rest on the knee or knees. 29' 30' 31’ 38. REACHING

Extending the hands and arms.

19. RECLINING
Assuming a horizontal working 39. SEEING
position on the back, side or front. P °t":°"""9 the nature of objects by
e eye.

20. LIFTING Far: more than 6 feet.

Near: less than 6 feet.
Raising or lowering an object from Colour: distinguishing between the

hould be idered as crouching, one level to ther; includes upward colours of objects.
not sitting. pulling. Depth: perceiving relative or abso-
lute distances of an object from
7. TWISTING 91. CARRYING the observer or from one object
Turning partly around while in a Transporting an object, usually by to another.

holding it in the hands and arms.

i 40. HEARING
292. THROWING Perceiving the nature of sounds by
Propelling an object through space the ear.

by swinging motion of the hand and

arm with or without the use of tongs 41, TALKING
or other devices. Expressing or exchanging ideas by
means of spoken words.

12. BALANCING

23, 31. FINGERING

Walking, standing or running on
narrow, slippery or elevated surfaces
by maintaining body equilibrium to
prevent falling.

13. RUNNING

Moving rapidly by using the feet
and legs more quickly than in walk-
ing.

Picking, pinching, or otherwise
working with the fingers primarily
rather than with the whole hand or
arm, as in Handling).

24, 32. HANDLING

Seizing, holding, grasping, turning
or otherwise working with the hand
or hands; not to be confused with
fingering.

42. WORKING SPEED

In physical demands analysis; the
rate of speed the job required of the
worker. This item is checked with an
X" only where the job requires a
significantly high rate of working
speed.

In Physical Capacities analysis;
man’s capacity or stamina for main-
taining high rate of working speed.
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DEFINITIONS OF PHYSICAL ACTIVITIES
AND WORKING CONDITIONS (continued)
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43.

44,
45.
46.
47.
48.
60.

61.

62.

63.

=

65.

67.

68.

69.

RESTING

In Physical Demands Analysis; in=
activity due to the intermittent
nature of the job.

In Physical Capacities appraisal:
required inactivity due to lack of
stamina.

INSIDE

Indoor protecti from

conditions.

OUTSIDE

Out of doors, or under an overhead
covering with slight protection from
the weather.

COLD
Temperature sufficiently low to
cause perceptible bodily discomfort.

HOT

Temperature sufficiently high to
cause perceptible bodily discomfort.

SUDDEN TEMPERATURE
CHANGES

Variations in temperature which
are sufficiently marked and abrupt
to cause perceptible bodily reactions.

HUMID

Atmospheric condition with moist-
ure content sufficiently high to cause
perceptible bodily discomfort.

DRY

Atmospheric condition with moist=-
ure content sufficiently low to cause
perceptible bodily discomfort.

WET

Contact with water or other liquids.

DUSTY

Air filled with small particles of any
kind such as textile dust, flour, wood,
leather, feathers, etc., and inorganic
dust including silica and asbestos,
which make the workplace unpleas-
ant or are the source of occupational
disease.

DIRTY

Necessary contact with or exposure
to dirt, litter, soiled materials, etc.

70.

.

72
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74.

75.

76

71

78

79.

ODOURS

Perceptible smells, either toxic or
non-toxic. The type of odour should
be indicated in P.D.A., as what is
pleasant to one person may be un-
pleasant to another, and they cannot
be classified simply as ‘“‘pleasant’ or
“‘unpleasant.”

NOISY

Sufficient sound to cause thought
distraction or possible injury to the
sense of hearing.

VIBRATION

Production of an oscillating or
quivering movement of the body or
strain on the muscles, particularly
of the legs and armsj as from repeated
motion, pressure and shock.

POOR LIGHTING

Insufficient light which would
cause eyestrain when performing the
tasks of this specific job.

POOR VENTILATION

Ventilation or lack of it causing
either a feeling of suffocation or
exposure to drafts.

MECHANICAL HAZARDS

Exposure to materials or mechani«
cal parts involving the risk of bodily
injury.

MOVING OBJECTS

Exposure to moving equipment and
objects such as overhead cranes, hand
and motor driven vehicles, falling
objects, etc., which involve the risk
of bodily injury; also the act of oper=
ating such equipment.

CRAMPED QUARTERS

Working where freedom of move=
ment is restricted or where worker
cannot maintain an upright position.

CLUTTERED FLOORS

Walking surfaces or workplace
necessarily strewn with equipment,
tools or materials (not a condition
of poor housekeeping), involving the
risk of tripping and falling.

SLIPPERY FLOORS

Walking surfaces of workplace
which involve the risk of slipping and
falling due to such agents as grease,
oil, water and polish, or due to use as
in the case of steel surfaces.

80.

81

82

83

84

85

86.

87

89.

90.
o
92.

HIGH PLACES

Workplace at an elevation above
the floor or ground level from which
it is possible to fall and be injured.

EXPOSURE TO BURNS
Workplace involving the risk of

being burned from hot materials,

fire or chemical agents. ¥

ELECTRICAL HAZARDS

Exposure to high tension wires,
transformers, busbars, or other un-
insulated or unshielded electrical
equipment which involve the risk of
electric shock.

EXPLOSIVES

Exposure to explosive gases, vapors,
dusts, liquids, and substances which
involve the risk of bodily injury.

RADIANT ENERGY

Exposure to radio-active substances
(radium, uranium, thorium, etc.),
X-Ray ultra-violet rays, or infra-red
rays, which involve the risk of impair-
ment of sight or general or localizing
disabling conditions.

TOXIC CONDITIONS

Exposure to toxic dusts, fumes,
gases, vapors, mists or liquids which
cause general or localized disabling
conditions as a result of inhalation,
ingestion or absorption by the skin.

WORKING WITH OTHERS

Job requires occupational co-opera=-
tion with fellow workers or direct
contact with the public.

WORKING AROUND OTHERS

Job requires independent occupa-
tional effort but in proximity to
fellow workers or the public.

WORKING ALONE

Job requires independent occupa=
tional effort and virtually no contact
with fellow workers or the public.

HAZARDS TO EYE

Exposure to injury from flying
particles as chips, emery, glass, etc.
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