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1.
Preface

Whether employees are selected or developed, it is of decisive importance that personality assessments are both precise and made properly in all respects. In this way considerable added value can be created in society, while preventing an annoying and unnecessary waste of resources.

A precise assessment of professional competences can both unveil relevant fields of development and ensure an optimum match between the individual person and the job in question. At the same time, it is important that the individual employee feels that he or she has been treated fairly and properly in connection with the relevant assessments. In this way only, it can be ensured that the individual – irrespective of the outcome of the assessment – is still motivated to deliver committed professional efforts.

This booklet contains guidelines for ensuring both precision and decency in the professional field. Consequently, I appreciate the publication of this booklet, which has been made by request of the Reference group on personality assessments. The further perspective of this work covers, among other things, the establishment of an impartial body intended to help ensure and make visible compliance with the guidelines listed. Internet-based personality assessments will also be discussed, and this makes the booklet very useful and relevant, and it deserves to be read and used by anyone working with professional personality assessments on a daily basis.

Bendt Bendtsen

Minister of Economic and Business Affairs

2.
Purpose of the booklet

Danish guidelines
The idea behind this booklet
 is to help increase interest in the development of a Danish standard of proper and precise professional personality assessments, which has been attuned to international efforts in the field.

Purpose and target groups
This overall idea results in the following tripartite purpose:

1.
To make it clearer to public and private companies what requirements should be met today in professional personality assessments.

2.
To make it clearer to the management consultancy business what requirements providers in the assessment market should meet in professional personality assessments.

3.
To make it clearer to the person assessed what is considered good practice in professional personality assessments.

3.
The background for the initiative to make this booklet

Requirements for Professionalism and High Quality
The initiative to draft these guidelines must, among other things, be considered in the light of the increased attention directed to personality assessments, focusing especially on quality and training.

At the same time, greater requirements are made for:

· The professionalism of the human resource function in connection with its ability to assess managers', employees' and candidates' new and changed competences.

· Candidates' knowledge of the quality requirements that may, as a minimum, be made for the methods forming part of professional personality assessments.

The Reference group on personality assessments
For quite some years, the Danish consultancy business has had a tradition of focusing on quality and ethics when delivering services. Consequently, a group of persons from public and private companies as well as from the consultancy business – the so-called Reference group on professional personality assessments – have, in recent years, drafted guidelines for professional personality assessments.

The new guidelines are contained in this booklet, and in this way the dialogue and thoughts generated on the basis of the group's work are passed on. The work of the Reference group on professional personality assessments is described in more detail in the section "The Reference group on professional personality assessments". As already mentioned, the guidelines enjoy the support of public and private companies, both sides of industry and great parts of the consultancy business as well as users who all aim at observing the guidelines given in the booklet.

Efforts are constantly made to maintain and develop the guidelines laid down in the booklet, which is available from www.personvurdering.dk.

Three pillars of professional personality assessments
The mission is to fertilise the ground for high quality, precision and ethics in connection with professional personality assessments.

· Quality in the sense that only methods and tools of proven relevance will be applied.

· Precision in the sense that methods and tools will be applied only "technically" correct/as prescribed.

· Ethics in the sense that the person assessed feels respected and treated fairly during the assessment process.

The contents of this booklet clarify the requirements that providers, users and candidates may make of each other in connection with personality assessments and are at present the closest one can get to a common Danish basis of professional personality assessments.

4.
The Reference group on professional personality assessments

How does the Reference group work?
The group works continuously with the drafting of the guidelines in an open dialogue with providers and users. In this way they are updated on an ongoing basis as the field develops and new requirements are made.

The Reference group has obliged itself to:

· Make efforts to gain support from more users and providers and the two sides of industry.

· Update the guidelines given in the booklet and on the Internet (www.personvurdering.dk) on an ongoing basis.

· Get involved internationally.

· Arrange a conference on professional personality assessments every second year. The next conference will be held on 25 September 2003.

In connection with the development and support of common personality assessment standards, Denmark is considered one of the leading countries in Europe.

There are also people in Sweden and Germany working with ethical guidelines in connection with personality assessments in a professional context. In Sweden this work is, however, concerned merely with the use of personality tests, whereas the German guidelines concern the entire assessment process.

At the international level, there is co-operation within the framework of the International Test Commission (ITC)
 about the development of common international guidelines. The Reference group takes part in this work.

Follow the updating at the following website: www.personvurdering.dk.

For further information about the work of the Reference group, please write to: referencegruppen@personvurdering.dk.

Five main sections
In this booklet five main areas of personality assessments are described:

Clarification of the concept of competence

Clarification of assessment purposes

Personality assessment scenarios

Special circumstances in connection with Internet personality assessments

Legislation
5.
Clarification of the concept of competence

Before making a meaningful personality assessment, it is necessary that the user has clarified for what the assessment is to be used, what exactly is to be measured, and how to do it in the best possible way.

For this clarification the user can use a competence model that describes the criteria for which he or she should primarily look in a given assessment situation. The purpose of a competence model is also to identify the tools that it would be relevant to use in the assessment situation.

Definition
Before describing the other subjects in this booklet concerning professional personality assessments, it would be relevant to briefly describe the booklet's use of the concept of competence. For practical reasons the concept of competence is, in this connection, used as a unifying concept for:

All the aspects of a person analysed and assessed when determining whether the person is suitable for a certain position, such as
· behaviour and acts,

· skills/abilities,

· personality traits,

· training,

· knowledge and experience.

The advantage of using the concept in this way is that a unifying word is established for all the areas examined. However, it should be kept in mind that generalisations are made about originally separate concepts.

6.
Clarification of assessment purposes

What are the sub-elements?
Assessing whether a person is suitable for a specific job is a process with three sub-elements:

1. Job analysis,

2. Drafting of a competence profile,

3. Choice of assessment methods.

Re 1: Job analysis
A job analysis involves systematically going through the importance of specific sub-tasks in the job and is intended to help unveil what personal competences are most relevant to the ability to carry out a certain job. It can be carried out in two structured ways:

1. By interviewing the manager, experienced employees, and possible subordinates and customers;

2. By using a job analysis tool.

Below, are examples of questions that could be posed during a job analysis.

Job analysis tools
The questions below constitute the framework of a job analysis:

	No.
	Question
	Answers

	1.
	What results must be achieved in the job in question?
	Results are the success criteria of the relevant position. They must be clarified and prioritised.

	2.
	What tasks must be dealt with to achieve the results?
	The tasks are the activities that must be performed to achieve the results. The tasks cannot be unveiled until the results identified have been given priority. It should be clarified and specified what the various tasks involve and what is their importance to the results.

	3.
	What competences are required to solve the tasks in question?
	Competences/personality requirements are delimited dimensions of behaviour, characteristics and acts that the employee must show to solve the tasks in question. These competences cannot be unveiled until the tasks have been defined. The resulting competences should be content-defined so that they are behaviour-based, observable and clearly delimited.

	4.
	How are these competences measured in the best possible way?
	Assessment methods are the methods used for personality assessments. There is a choice of different tests, interviews and reference-taking.


Re 2: Drafting of a competence profile
After having made the job analysis that couples the job tasks to the necessary competences, it is an advantage to make a competence description that describes the criteria sought for in an assessment situation in relation to the specific position.

The purpose of the competence description is to identify two things:

· what tools it would be relevant to use in an assessment situation,

· the basis on which the results are assessed.

Why?
The purpose of an operational description of competences is

- to ensure that the competences identified are described in concrete and behaviour-based terms.
In this way it becomes possible to assess and measure the competences by means of different types of tests. The requirements for an operational competence description can be summarised as follows:

	The competence description must be ...
	How ...

	Anchored in behaviour and acts
	The description is made by identifying groups of connected types of behaviour or acts and focuses on the way in which a person accomplishes a given task.

	Observable
	It must be possible to observe the competences during an assessment situation. Therefore it is necessary to leave out some relevant competences, such as honesty, loyalty and maturity. It is not possible to observe these aspects directly; they can merely be assessed by means of more subjective and indirect assessments.

	Reflect the culture of the organisation
	The competence description must take into account and support the culture that the company aims to further and develop.

	Visionary/forward-looking
	In addition to reflecting the competences that are currently relevant, a competence description is suited for imparting future job performance aims and, consequently, for identifying development needs.

	Delimited
	It is important to avoid overlaps between individual competences so that observations are referred to only one competence. However, there will always be margin cases.

	6-8 competences
	The number of competences should be kept as low as possible in consideration of the clarity in connection with assessments and in order to intensify focus on the most important job requirements. It is difficult to use more than six-eight competences in practice.


Re 3: Choice of assessment methods

It does not become possible to choose the methods/tools that it is relevant to use until a competence model has been made on the basis of the principles mentioned.

7.
Personality assessment scenarios

Introduction
In general, distinction is made between four different scenarios in which users and candidates can be found when they are involved in personality assessments – both as regards different types of tests, interviews and reference-taking. This section describes the four scenarios.

Brief overview
	Consultancy
	The candidate is the client, and typically no assessment is involved that may have job-related consequences.

	Screening
	Personality assessment carried out until the point in time when applicants/candidates are deselected on the basis of job-relevant criteria.

	Selection
	Personality assessment carried out on a known group of applicants/candidates, who have been informed that they are interesting in connection with a specific position.

	Development
	All personality assessments of employees in organisations or personality assessment carried out for organisations.


7.1
Consultancy

Consultancy
Consultancy in connection with personality assessments represents a scenario where the candidate is the client and where nothing special is necessarily at stake. The service provided may be consultation/counselling, coaching or supervision.

No common guidelines have been drawn up in this field yet, but the Reference group on professional personality assessments will start co-operating with providers and users in the field to list some common standards of good practice.

7.2
Screening

Screening
Screening covers personality assessments carried out to the point in time when the candidates have been deselected on the basis of job-relevant criteria.

Screening requirements:

· Explicit criteria should form the basis of screenings.

· Screening criteria should, to the widest extent possible, be competence-based to avoid discrimination against specific groups of applicants – for example based on ethnicity and age.

· It should be possible for candidates to ask for feedback about the basis on which they have been deselected.

Issues to be considered
Two fundamental questions can be asked in connection with screenings:

· When will the candidate be screened, and when will he or she be assessed?

· How will a consumer informative label on the assessment tool be given?

No further guidelines are available in this field, but the Reference group on professional personality assessments will start co-operating with providers and users in the field to draw up common standards of good practice.

7.3
Selection

What does the concept cover
Selection covers personality assessments made of a known group of applicants, who have been informed that they are interesting in connection with a specific position.

Quality requirements
To ensure professional personality assessments, minimum requirements are made in the following main areas:

· Interviews

· Test products

· Test training

· Use of tests and treatment of data

· Reference-taking

7.3.1
Interview requirements

The job interview is defined as a conversation where a simple framework has been laid down to release job-relevant information about the candidate as well as to clarify and attune the mutual expectations of the company and the candidate.

The interviewer must strive to unveil comparable aspects during the interview to achieve a homogeneous assessment basis when interviewing several candidates.

It is possible to divide the interview process into three phases: Before, during and after ...

	Before ...

	Interviewer
	- has been trained/taught the use of structured interviews.

- is attentive to and trained to avoid the most common sources of errors in the interview.

- asks questions that are criteria-based and given in a structured question framework.

	Applicant
	- is, when invited to the interview, explicitly informed who will participate in the interview.

- is, when invited to the interview, informed whether tests will be used during the process and, if so, which tests.

- can be informed whether only the interview will be decisive for the assessment or whether other data from selection methods will be included in the selection process.


	During ...

	Interviewer
	- assumes an obliging and inviting attitude that gives the candidate real room to explain job-relevant issues.

- maintains an open and exploring attitude to the candidate throughout the entire interview.

- distributes his or her resources on the procurement of balanced information about the candidate's weak as well as strong sides in relation to the relevant position.

- provides valuable information about both the job and the organisation during the interview so that the interviewee gets a sound basis on which to make an assessment.

- does not ask questions that touch upon health-related, party-political, religious and/or sexual preferences. Such issues must not form part of the interview framework unless they are of direct job-related relevance in relation to the weighted competences/characteristics and are not against the law.

	Applicant
	- is given the opportunity to ask the employing person questions.

- may reject answering questions that are not perceived relevant.

- has been informed about the framework of job-relevant situational games during the interview if such games are made.


	After ...

	Interviewer
	- provides the applicant with clear information about the further employment process: What will happen next, and when will the applicant be informed about the outcome of the interview?

	Applicant
	- can get a reason why one or more questions have been asked during or after the interview.

- gets a chance of thinking about the job, and is consequently not presented with an employment contract that is required signed immediately after the first interview.


7.3.2
Requirements for test products
Requirement guidelines

Various tests are available each measuring completely different things. Below the most common tests have been divided into groups and subsequently the requirements in each group have been specified.

The groups are as follows:

· Cognitive tests, problem-solving tests, skills tests, ability tests, intelligence tests;

· Personality tests/analyses;

· Simulation exercises.

Cognitive tests, problem-solving tests, skills tests, ability tests, intelligence tests

The following must be documented:

· What the test/exercise measures;

· That the test/exercise is based on a well-defined Danish norm group updated at suitable intervals;

· The validity of the test/exercise in a professional Danish context in the form of validity studies.

Personality tests/analyses

The following must be documented:

· The theoretical or empirical foundation;

· That the test/analysis is based on a well-defined Danish norm group updated at suitable intervals;

· Internal stability in the form of a reliability study;

· Conceptual understanding in the form of an inter-correlation matrix.

· Validity in a professional Danish context in the form of validity studies;

· What questions lie behind the respective factors/dimensions of the test/analysis.

Simulation exercises

The following must be documented:

· What the exercise measures;

· That the exercise is based on relevant, realistic situational descriptions;

· Validity and applicability in a professional Danish context.

7.3.3
Test-training requirements

Provider's obligations

Test are tools for assessing persons or developing employees. This type of work requires that the persons performing it have a certain amount of professional experience, human maturity as well as competence in the field.

Test providers must ensure that the relevant assessment methods are taught by qualified and theoretically well-founded teachers.

They must also ensure that the relevant users meet the following training requirements.

Providers of test training are obliged to offer further training days at frequent intervals so that those authorised can maintain and develop their qualifications.

Basic course in professional test use

Everyone who is to work with tests/analyses must attend a standardised course. An introductory course to professional test use must cover basic test theory (validity, reliability, test norms and scoring) and give an overview of various types of tests and their relevant use.

The basic course in professional test use will also teach the participants how to determine what job-relevant skills are important in connection with different positions.

It is recommended that the course has a length of minimum two days. The course can be held separately or as an integral part of a longer sequence in the use of specific tests/analyses and simulation exercises.

At the end of the course, the course participants' understanding of the key aspects of test use is tested. After this test, a diploma/certificate is issued to the participants permitting them to enrol for courses in the use of specific tests.

Similar, proven knowledge acquired in other contexts may substitute the course. The test provider can choose to test this knowledge on the basis of the same requirements as those made after an introductory course in professional testing.

Courses in specific tests/analyses

All users of tests/analyses in a professional context must pass a course in the relevant test/analysis and be introduced to general test theory. The course must contain a presentation of the factors of the test/analysis, the theoretical or empirical basis as well as training of the way in which feedback is given and the test is used in practice.

The duration of the course depends on the complexity of the test/analysis and other relevant factors. Typically, a course will last 2 to 5 days. The course is structured so that it is possible to use the test/analysis between the course as such and a follow-up day. At the end of the course the course participants' understanding of the key aspects of the relevant test/analysis is tested.

Course in simulation exercises

All users of simulation exercises in a professional context must pass a course in simulation exercises. The course contains a presentation of and training in concrete exercises, how observable data from the exercises form the basis of standardised assessments, their theoretical foundation, as well as how feedback is given on the observations and how they are used in practice.

The duration of the course depends on the number of exercise types the participants are taught as well as the complexity of the exercises. The course is structured so that it is possible to test the simulation exercises between the course as such and a follow-up day.

7.3.4
Requirements for test use and data treatment

International standard

This section will, among other things, take its point of departure in the guidelines proposed by the International Test Commission as common international standards in this field as well as in the adaptation hereof by the Danish Psychological Association. See www.dp.dk, Guidelines for the Use of Tests in Business and Industry.
Use of tests by companies/organisations

The company/organisation by which the authorised user is employed must properly supervise each individual user's application of the specific test(s). The company/organisation must formulate a policy and guidelines making practice concrete.

The guidelines can be divided into the following three areas:

	Before using tests
	During testing
	Administration of tests

	-
Be qualified to use tests.

-
Clarify who has the overall responsibility for the use of tests and their quality.

-
Evaluate the utility value of testing and whether other data from other selection methods in the selection process can be included.

-
Use technically sound and suitable tests.

-
Be aware of fairness in testing.

-
Inform candidates about their legal right to give or withhold their written consent to the testing and that they can withdraw their consent at any time.

-
Ensure that any use of tests or analyses is made on a conditional, written basis signed by the test provider and the relevant companies/individuals.
	-
Act professionally and ethically.

-
Administer the test correctly.

-
Analyse and assess test results carefully. 

-
Interpret the test result correctly.

-
Ensure that everyone is offered dialogue-based, personal feedback on their personality assessment.

-
Ensure that feedback is given by a qualified and theoretically well-founded person.

-
Inform users that the right to use a test can be withdrawn at any time if the users/company do not meet the conditions laid down by contract.
	-
Assess the suitability and use of the test on an ongoing basis.

-
Know and observe the Danish Personal Data Act and observe the guidelines in force and constantly be updated about the most recent acts and orders in the field.

-
Ensure safe storing of test material.

-
Destroy personal data, including test results, after three months unless there is an obvious purpose not to and consent on the part of the test person, cf. the Danish Personal Data Act.

-
Clarify what test results are stored and how and for how long they are stored.

-
Ensure that test results are treated confidentially.


7.3.5
Requirements for reference-taking

Purpose and time

Reference-taking as a part of personality assessments is used as one among several selection methods with the purpose of enlarging the many-sided assessment basis. In general, reference-taking must be used as late in the process as possible in consideration of the applicant.

Normally, the purpose of reference-taking is twofold:

· To check the factual information acquired on the basis of the application, interview and any test results.

· To confirm or invalidate the hypotheses and impression acquired through the application, interview and any test results by means of examples from the applicant's previous jobs.

Guidelines

· References are taken only on the basis of consent about concrete persons who can be contacted.

· Only questions of considerable relevance to the assessment of the test person's suitability for a particular job are asked.

· The person assessed is informed that references are taken.

· The person giving references is to do so only on the basis of his or her own observations and experiences and is consequently not supposed to try to assess the candidate's general suitability for a concrete position.

7.4
Development

What does it cover?

Personality assessments in connection with development include all personality assessments of employees in organisations or personality assessments carried out for organisations.

Many aspects of personality assessments in connection with development activities also apply in connection with selection, which is described in the last section. They are:

· Quality requirements for interviews, reference-taking, test products, test training, test policies and data treatment.

· The use of tests on the Internet, including considerations of technology and safety as well as feedback and reports.

No further guidelines have been drawn up in this field yet, but the Reference group on professional personality assessments will start co-operating with providers and users in the field to list common standards of good practice.

8.
Special circumstances in connection with Internet personality assessments

Possibilities and challenges

In this section, a number of issues are listed that should be considered in connection with Internet personality assessments. The Reference group intends to translate these issues into guidelines as such as more solid experience with Internet testing and screening is gathered.

Today it is possible to carry out most types of professional personality assessments over the Internet. Furthermore, HR-counselling, screening, personality tests, motivational tests, traditional performance tests, interviews via web-cam, 360 degree tests, e-learning, etc. are available on the Internet.

When these test methods are used on the Internet, it is important to consider the possible consequences that each and everyone of them has for the degree of quality assurance that the test provider and the test user can provide both in relation to the testing as such and to communication about testing. The Internet has opened up for a number of new possibilities, but at the same time it has created new dilemmas and questions.

Consequently, Internet personality assessments are carried out on the special premises of the Internet, which benefit efficiency and homogenous treatment of large amounts of information, but which do not make allowance for personal contact and a more investigative dialogue.

When the possibilities and challenges of the Internet are considered, several questions arise. Some of the more important questions are the following:

· How far should providers and users go when it comes to placing tests on the Internet considering the current limitations of the technology?

· How is the technical and psychological quality of the tests available on the Internet ensured and how is it communicated to the users?

· How may the test results be affected by the fact that the testing is not directly supervised?

· How is it ensured that practice complies with world-wide data legislation?

As is the case in connection with ordinary testing, the relevant issues concern ethics, communication as well as technology and safety. The guidelines given in this booklet should merely be considered guidelines and can in no way be considered an exhaustive key of good practice.

The relevance of the Internet in connection with tests

Most tools are constructed for a specific situation and context. However, the Internet is more often than not characterised by the fact that the sender of the product has only very indirect knowledge about the receiver and his or hers reality. Consequently, the risk of mistaking each other is greater than in connection with personality assessments with direct contact between the tester and the test person.
In connection with personality assessments, Internet testing is consequently most useful during the introductory phases when great amounts of data must be sorted and treated prior to the phases requiring direct human interaction.

Furthermore, the Internet can be a useful tool when the communicating parties already know each other, for example from employment or a development process. In this connection, it can be a relevant medium for, among other things, feedback on management development and e-learning.

8.1
Safety

Safety for candidates

Since personality assessments concern personal information, it is decisive for both the user and the candidate that the following has been clarified:

· company, address, telephone number and e-mail;

· for what the test/the results are to be used;

· how and for how long data will be stored;

· what are the possibilities of opting out during the process and what are the consequences;

· how long time will pass before a testing is treated and an answer/feedback is given;

· how to ensure that the candidate can follow the process;

· what minimum requirements the candidate should make for the information he or she gets about the entire process;

· how to ensure that the candidate gets acquainted with and understands what he/she is taking part in and what are the possibilities and consequences;

· how the candidate is informed about the selection criteria;

· how to ensure the validity of the test when the candidate has access only to written information without any possibility of posing elaborating questions.

Feedback issues

Complex feedback must include the possibility of requiring an elaborating explanation and should, consequently, take place face to face. A compromise could be to give simple online feedback with the possibility of getting further feedback or explanations during a telephone conversation.

Issues to consider:

· Can personal feedback be left out when the personality assessment as such takes place over the Internet? And what might be the consequences of the lacking possibility of personal feedback – for example in the form of the limited possibility of asking elaborating questions and of relating to the candidate's emotional reactions in the situation?

· What minimum requirements should be made for the feedback that the candidate gets after the screening and assessment, respectively? Is it sufficiently safe to use e-mail or a web-address as keyword? Can feedback be "chatted" over the Internet?

Technology and safety for providers and users

Technology and safety in connection with personality assessments over the Internet concern, among other things, technical management of projects, system stability, network integrity, reliability, band width, speed and user-friendliness.

It is, among other things, important for users and providers that the technological installation is stable and that data are secured. The Danish Data Protection Agency requires encryption of data during transmission.

Conditions concerning Technology and Safety

	Technology/safety
	Remarks
	Issues to consider

	System stability
	In the worst case, lost connections can interrupt a personality assessment in the middle of a test. In connection with some tests, it will subsequently not be practically possible to start where the system went down. This applies in particular to time-dependent tests, but this risk is prevented in the best way by downloading critical material as a so-called applet on a running basis.
	-
How is various information presented at the right time?

-
How is the stability of the system ensured?

	Browser production of tests
	The test provider has no influence on the candidate's screen size or screen solution. Furthermore, Internet browsers are designed so that the user can manage the browser settings. There is no standard browser. The result is that tests may be presented in different ways depending on the test person's browser, browser version and browser settings. Before using a test it is consequently necessary to ensure that the test is shown to the candidate in the original form.
	-
Must the test design be redefined on the Internet?

-
With what browsers does the test work?

-
Can the results be misleading due to bad design or poor guidance?

-
How does one ensure that the system is easy to use and that it is possible to download it quickly, etc.?

-
What is the importance of the test provider/test user not having an influence on whether the candidate's physical surroundings are safe, undisturbed and useful for the intended purpose?

	Accessibility and re-establishment time
	Internet testing is limited by the technological capacity. This applies both to system stability and browser production of tests. Furthermore, accessibility and re-establishment time must be considered. It is both technically and economically possible to construct computer systems that are accessible 24 hours a day. However, the price increases exponentially with the accessibility requirement so the requirements must be assessed as realistically as possible. Subsequently, the requirements must be formulated very precisely to both network providers and service providers.
	-
What accessibility is necessary for each individual project?

-
What happens when the technological system breaks down in the middle of a test?

-
What is the maximum re-establishment time in case of major accidents or breakdowns as such?

	Safety
	When using the Internet for testing, all software except the Internet browser lies on a server rather than on the test person's computer. This is one of the main safety advantages of Internet-based testing.
	

	Access in general
	By means of the Internet, the test provider can check access to the test content, when the test person has access and from where. For example, a digital signature can be used based on an electronic certificate. It should be considered whether to require qualified certificates presupposing personal appearance at the issuer of the certificate.
	-
How to ensure that data will not be distorted during transmission or storing?

-
How is actual safety if the data treatment as such takes place outside the EU?

-
How to ensure that only authorised persons get access?

-
How to ensure against misuse of personal data and their statistical processing?

-
What deleting procedures must apply to test data?

-
How to ensure tests against misuse in countries that do not respect property rights?


8.2
Administration practices

Internet test administration

Safety concerns different types of access, management of the process, the necessity of control and administration practices.

Distinction can be made between four types of access:

1. Free access. The candidate cannot be identified and there is no control. This applies to, for example, freely accessible tests on the Internet.

2. Password access. There is no control, but only known candidates have access via a personal logon username and password.

3. Person-identified access by remote-control by the test administrator. The identity of the candidate is verified, and the test conditions are ensured. It is possible to interfere in case of unforeseen problems. The test administrator logs the candidate into the system and confirms that the testing was carried out correctly at the end of the testing.

4. Person-identified access in the presence of the test administrator. The test administrator is personally present and ensures the framework and process from the start to the end.

When the four administration practices are combined with the four scenarios: counselling, screening, selection and development, a total of 16 possible combinations occur. The model below shows whether the four types of access can be used in connection with the four personality assessment scenarios.

	Scenarios
	Administration practices

	
	Free access
	Password access
	Person-identified access with remote-control by the test administrator
	Person-identified access in the presence of the test administrator

	Counselling
	Advantageous
	Advantageous
	Advantageous
	Advantageous

	Screening
	Advantageous
	Advantageous
	No special advantages
	No special advantages

	Selection
	Should not be used
	Less advantageous
	Advantageous
	Advantageous

	Development
	Should not be used
	Advantageous
	Advantageous
	Advantageous


Management and supervision

Whether it is possible to take the test without a supervisor depends on the following six purposes as well as on the extent to which the purposes can be met. This, on the other hand, depends on the type of test and its format as well as the reason for testing.

1. Verification of the test person's identity – i.e. decide who takes the test.

2. Ensure that a suitable climate is created and that the test person is not unnecessarily nervous, that he or she understands his or her role, rights and fields of responsibility.

3. Ensure that the standards and rules of time are observed and that any aids are used as prescribed in the instructions.

4. Handling of unexpected circumstances or problems arising before or during the administration process as regards equipment, hardware, interruptions.

5. Ensure that the results are what they pretend to be and that they have been reached without any help.

6. Ensure that the test is not copied or changed.

Factors to be considered:

· Is it an assessment that shows maximum performance or typical performance?

· What are the consequences of the personality assessment for each individual candidate? Is much or little at stake?

· How important is it to protect the contents of the test?

Counselling

Companies, institutions and authorities use the Internet to an increasing extent to seek information about companies, job offers and counselling. Often, they profile themselves via the Internet. In this way, products and values can be communicated to customers and potential employees and certain parts of the process in connection with job application can also take place in this forum.

HR communication via the Internet goes from being "nice to have" to "need to have" since it is no longer just a supplement but becomes the core of the HR process as such.

· How is good communication established in net consultations, in groups on the Internet and in other online meetings between human beings?

· How does one work in the best possible way with processes of change in the form of counselling and consultancy services on the net, be it as a counsellor, psychologist, management coach, web-master or consultant working with human change in human resource management, computer technology, e-learning and e-business?

Screening

Internet screening takes place, among other things, as applications via e-mail, job portals and screening tests. The Reference group continues working with this field in order to set up guidelines.

Applications via e-mail

Today, it is possible to send written applications via e-mail, and common guidelines have not yet been drafted in this field.

Issues to be considered:

· When has a candidate sent an application?

· Is it possible to set up minimum requirements for answers to applications?

Job portals

Job portals on the Internet makes it possible for candidates to apply for jobs, get standard-screened, make their CV accessible, get matched with companies and, subsequently, to receive answers by e-mail. Companies are offered profiling as well as matching with candidates.

Issues to be considered:

· Is there any special information that candidates cannot examine about companies via the job portals?

· Is it a problem that it is possible for one candidate to make several online CVs available about him or herself on the same site?

· What criteria are the basis of the job portals' matching of applicants with companies?

· What do the job portals mean for the possibilities of persons who do not have access to Internet technology of getting a job?

· Is it possible to make requirements for an ongoing reorganisation of job portal databases?

Fairness and equal access over the Internet

Denmark has legislation intended to ensure equal treatment of applicants, but this legislation does not ensure equal access to job seeking over the Internet. Consequently, the law should be supported by considerations of this issue.

The relevant applicants should have equal access. Access to the Internet changes very fast and is, furthermore, different from one country to another. For example, it is not possible in 2003 to use the Internet outside Europe, North America and Southeast Asia for recruitment due to a lacking development of the telephone net.

Since the possibilities of Internet access change so fast, it is important that providers and companies seek updated information about local, demographic conditions, etc.

Furthermore, it is important that there is a possibility of applying for jobs in alternative ways in situations where Internet use may involve a risk of unequal treatment.

However, alternative channels may create complications because traditional ways of recruiting candidates are slower than the Internet. When other methods are used, the time advantage of recruitment over the Internet is lost.

Another issue of fairness concerns the risk that standard concepts of personality assessments harm broadmindedness – for example, through the deselection of qualified applicants with unusual profiles.

Issues to be considered:

· How will each individual ensure that applicants actually get equal access to applying for jobs when the Internet is used?

· How is it ensured that standard concepts of personality assessments do not harm broadmindedness? What are the consequences of using standard systems rather than tailor-made screenings?

Selection

Internet selection has the form of both tests and interviews. One way is to contact the person who is to be Internet tested by telephone and examine the following:

· The candidate's familiarity with the use of the Internet;

· The candidate's possibility of getting access to the Internet from an undisturbed place;

· The candidate's confidence in using the Internet for testing;

· Has the candidate accepted taking the test over the Internet or does her or she prefer another form of administration?

If conditions are satisfactory, an invitation to take the test can be sent by e-mail. Then, the test is filled in, and the test user has immediate access to the candidate's personal profile and can prepare subsequent feedback.

Issues to be considered

· How is the communication between, for example, the provider of the product and the customer or between a company and candidates ensured? How is the candidate's possibility of posing questions of understanding on an ongoing basis ensured in case of Internet testing?

· How to make visible what type of assessment tool is used?

· How is the user informed whether he or she is being screened or tested? How is the transition made visible?

· Is it possible for an applicant to take a test in Danish or English if the test is not available in his or hers mother tongue?

Development activities

The use of computers and the Internet for development activities gain ever more ground, but joint guidelines are not yet available in the field.

Tests

The tests used in connection with development activities are primarily 360 degree tests, motivational tests, skills tests as well as personality tests. Special ethical considerations seem to be connected with this type of personality assessment:

· What can the company require the employees to do?

· Who owns the information?

E-learning

It is possible to solve problems, set up a number of scenarios, visualise abstract and complex processes in an e-learning environment. It is even possible to measure the learning since the programmes permit managers to see the progress made by their employees as well as their strengths and potential development areas. E-learning can also be used to communicate messages to the right persons and improve knowledge management.

Issues to be considered:

· For what can e-learning be used in connection with development activities?

· What special strengths and weaknesses are connected with this type of learning?

9.
Legislation

Introduction

Personality assessments are subjected to both employment law on the treatment of personal data in connection with employment relations and the conditions hereof and the Danish Act on Processing of Personal Data.

The legislation on personality assessments (Danish Act on Processing of Personal Data) include, among other things, rules on data protection, control of access to test results, storing and equal access to the Internet.

In general, employment law supersedes the stipulations of the Danish Act on Processing of Personal Data.

Below, both types of legislation are described.

Acts related to employment law

The legislation on equal treatment and anti-discrimination focuses on equal rights on the labour market and is, to a wide extent, based on EU legislation.

These laws all lay down a number of conditions to which importance must not be attached in connection with employment, promotion, transfer, dismissal or wage and working conditions. The fact that importance must not be attached to these conditions means indirectly that it is not permitted to pose questions pertaining to the fields mentioned either – neither in personal interviews nor in written questionnaires, tests, etc., including Internet tests.

The most important laws relating to personality assessments are the following:

· Act on equal treatment of men and women as regards employment and maternity leave, etc.;

· Act on prohibition against discrimination on the labour market, etc.;

· Act on the use of health data, etc. on the labour market.

The table below briefly describes the three most important laws in this area.

3 Employment laws

	Name of the Act
	The Act stipulates

	Act on equal treatment of men and women as regards employment and maternity leave, etc.
	Employees must treat men and women equally in connection with employment, transfer, working conditions, dismissal, etc. In connection with advertising, it must not be stated that persons of a specific gender are sought for or preferred.

Employees must not dismiss employees due to pregnancy, maternity leave or adoption. Danish legislation does not contain a prohibition as such against asking whether an applicant is pregnant; but since the employer must not take into consideration, in an employment situation, whether the applicant is pregnant, the effect is that the employer cannot ask the question.

Most recent European Court of Justice practice clarifies that an applicant for a position is not herself obliged to inform about any pregnancy.

	Act on prohibition against discrimination on the labour market, etc.
	There is a prohibition against direct or indirect discrimination due to race, colour of skin, religion, political conviction, sexual orientation or national, social or ethnic origin. Consequently, importance must not be attached to these conditions in connection with, for example, the employment and dismissal of employees. It is prohibited to ask questions in these areas either.

When advertising in connection with vacant positions, it must not be stated that persons of a certain race, colour of skin, religion, political conviction, sexual orientation or national, social or ethnic origin are sought for or preferred.

	Act on the use of health data, etc. on the labour market
	The purpose of the act is to ensure that health data are not used in an unjustified way to limit wage earners' possibility of getting or maintaining employment. The act is aimed specifically at the retrieval of health data and, consequently, does not regulate the possibility of ascertaining by means of various tests, interviews, etc. what abilities and skills a person possesses.

In connection with employment and dismissal, etc., an employer is only permitted to ask the applicant/employee about current illnesses to the extent that this information is relevant and of considerable importance to the employee's performance of the relevant work.

The classic question about an applicant's number of days lost through sickness in the last year is, consequently, not permitted in connection with questions about the applicant's general health. On the other hand, it may be in compliance with the law to ask specifically about the number of days lost through sickness caused by a specific illness that will continue to be of considerable importance to the applicant's performance of the relevant work.

Furthermore, the law contains an obligation on the part of the applicant/employee to inform whether he or she is aware that he or she suffers from an illness that will be of considerable importance to the performance of the relevant work.


Danish Act on Processing of Personal Data

The Danish Act on Processing of Personal Data applies to any kind of treatment of personal data, including retrieval, registration, systematisation, storage, use, multiprogramming, deletion, passing on, etc. In addition, the act contains stipulations on data safety. The Danish Data Protection Agency is the authority controlling compliance with the Danish Act on Processing of Personal Data.

The scope of the Danish Act on Processing of Personal Data

The act applies to the treatment of personal data by public authorities and private companies, associations, etc.

Both in the public and the private sector, the act applies first and foremost to the treatment of personal data through electronic data treatment. This means that the act applies when personal data are treated by means of word-processing, databases, transmission over the Internet as well as webpages. The act also applies if the information is to form part of a manual register.

In general, the act applies only if the data-responsible authority or company is established in Denmark and the data treatment takes place in the EU area. However, the act also applies if the data-responsible authority or company is established in a third country and the retrieval of information has taken place in Denmark in order to be treated in a third country – for example, if a company established in a third country collects information about Danes in Danish over the Internet. In this case, the Danish Act on Processing of Personal Data applies to the retrieval and transmission over the Internet.

If information is transferred to a third country, it should be taken into consideration that the Danish Act on Processing of Personal Data contains special stipulations on such transfers. Generally, information must be transferred to third countries only if the relevant country ensures a sufficient level of protection.

The rules of treatment contained in the Danish Act on Processing of Personal Data

The stipulations of the Danish Act on Processing of Personal Data are to a wide extent discretionary. Consequently, it will often depend on a concrete assessment in each individual situation whether the conditions are met.

The act contains information at the following three levels or of the following three types:

1. Sensitive information;

2. Other types of information about purely private conditions;

3. General personal information.

Different rules apply to the different types of information. Information acquired through psychological tests or the like are considered information about purely private conditions. In general, information acquired through psychological tests may be treated (including retrieved, registered and transferred) only if the person in question has given his or her explicit consent.

9.1
Safety rules

Technical and organisational measures

When treating personal information, the provider and user must take the technical and organisational measures necessary against information being accidentally or illegally destroyed, lost or deteriorated as well as against this information coming to the knowledge of third parties, being misused or treated in any other way contrary to the law.

When transmitting personal information by the Internet, there is a risk that the information is read and even changed by third parties. Furthermore, there is a risk that the parties of the communication are not who they pretend to be. Such risks must be assessed by the data-responsible person in each concrete situation so that the necessary safety measures can be taken. It should be observed that the data-responsible person and the data-treater as such may be two different persons.
As regards confidentiality, this may be ensured by sound encryption of the information transmitted. If the information is of a sensible nature or concerns other purely private conditions, a strong encryption should be used based on a recognised algorithm.

Insurance of verification (the identity of sender and receiver) and of integrity (the authenticity of the information transmitted) must be ensured to the extent necessary by taking suitable measures, such as electronic signatures or individual, confident passwords.

Reporting rules

Both public authorities and private companies must report and acquire a statement or permit beforehand from the Danish Data Protection Agency if they treat information from psychological tests or the like.

If you offer services relating to the filling of positions, you must under any circumstances acquire a permit from the Danish Data Protection Agency beforehand to do so even though you treat only general, non-sensitive personal information. The permit is granted on a number of conditions.

Reporting/application for a permit can be done via the homepage of the Danish Data Protection Agency, www.datatilsynet.dk. The Danish Act on Processing of Personal Data as well as further information about data protection are also available here.
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Vocabulary
	Access control
	Procedures to ensure that resources in a computer system are used only by authorised entities in authorised ways.

	Algorithm
	A mathematical term for a collection of instructions that describe step by step what operations are to be carried out to solve a task.

	Applet
	A small programme run in a browser without requiring installation.

	Assessment centres/
development centres
	Term used about test processes where the focus person typically takes several different tests and simulation exercises chosen to assess to what degree the focus persons have a number of weighted, job-relevant characteristics.

	Authorisation
	Granting of rights covering the granting of access based on access rights.

	CA
	Certification Authority. Issuer of certificates.

	Certificate
	A formatted message given a specific identity as well as a key (key certificate) or attributes (attribute certificate) related to this identity signed by a digital signature by a CA (key centre).

	Chip card
	Card, typically the size of a credit card, into which a semiconductor chip has been built that is capable of performing certain advanced data processing functions, such as encryption or digital signature.

	Problem-solving tests
	A test designed to measure specific intellectual abilities, such as numerical understanding or text understanding in order to acquire knowledge about how fast and with what degree of precision the individual is capable of handling data/information under time pressure (see also skills tests).

	Competence
	Competences are understood as delimited dimensions of abilities, behaviour and acts that are of importance to a specific job in order for a person to carry out his or her job efficiently. These abilities include, among other things, the person's knowledge, skills, personality and motivation.

	Consent/declaration of consent
	According to Danish legislation, everyone testing must acquire an informed or written consent from the focus person and explain that this consent may be withdrawn at any time. Typically, the focus person fill in a written declaration of consent before the test process is started.

	Cookies
	A collection of data on users stored on the user's computer. Cookies are an extension of the HTTP protocol.

	Data-responsible
	The person deciding for what purpose and by what means data must be treated. That means the person that is immediately responsible for the treatment and who has in everyday use the right of disposition over the information.

	Data-treater
	The person treating the information on behalf of the data-responsible person. The data-treater cannot dispose over the information for his or her own purposes or in anyway without the acceptance of the data-responsible person.

	E-learning
	Computer-based teaching by means of sounds, pictures and text.

	Ethics (test ethics)
	In this connection, ethics refers to the fact that both the test user and the test provider intend to use tests in such a way that consideration is taken of the test person.

	Fairness
	To treat different groups and individuals homogeneously by ensuring that the conditions and requirements correspond to the person's qualifications in a homogeneous way – to avoid discrimination.

	Feedback
	Feedback to the focus persons about the results they have achieved. Typically, feedback is given at a meeting where a (HR) consultant and the focus person go through the personality assessment and the test results together in a conversation.

	Firewall
	A barrier located between the computer data and the surrounding world. This barrier or firewall is a filter that examines all kinds of information that comes to or from the computer and rejects what it does not know.

	Focus person
	The person assessed.

	Group exercises
	Exercises where several persons – typically 4-6 – are to co-operate on the basis of a business-relevant introduction. There are two main groups of group exercises: One where all the participants have the same point of departure and role and one where each individual is given a specific point of departure, i.e. must both weigh the consideration of the entirety and his or her own functional area.

	HTML
	Hyper Text Markup Language. The language, or marks in the text, used on the Internet to decide the look of webpages.

	HTTP
	Hyper Text Transfer Protocol. The protocol – set of rules of communication between two parties – used when exchanging webpages on the Internet.

	In-tray exercises
	Exercises where the candidate is to handle a number of letters and documents related to a specific company's current situation in a given period of time – often several hours. On the basis of the analysis, the candidate is to make and substantiate a number of decisions that it would be relevant to launch for the relevant company.

	Integrity
	The authenticity of the information transmitted.

	Inter-correlation matrix
	An expression of the degree to which various factors in a personality test measure the same, the opposite or something different. The matrix can also be used to clarify whether the test user has the same understanding of concepts as the test constructor.

	International Test Commission (ITC)
	An international association of national psychological associations and other interested parties recognised by national psychological associations. The affiliated members in the category "other interested parties" are organisations or individuals developing, selling and/or using tests. For further information about ITS, see www.intestcom.org.

	IP number
	Internet protocol number.

	Job profile analysis
	A structured description of the tasks, functions and areas of responsibility contained in a job related to the skills and abilities required to perform them.

	Motivational analysis
	An analysis that unveils, on the basis of a number of factors described by the person himself or herself, what makes him or her maintain constant and committed efforts over time and/or may render information about what may have a de-motivating impact.

	Norms and norm groups
	The distribution of test results on the basis of test data from a representative section of a certain group. Test results are interpreted by comparison with relevant norm groups.

	Password
	A number of figures/letters used for verification information.

	Personality tests
	A test designed to measure personality – often in the form of structured self-descriptions showing the test taker's preferred or typical ways of acting, thinking and reacting.

	Pin code
	A password consisting of figures, typically four figures.

	Presentation analysis
	Exercise requiring a candidate to make a concrete company analysis first and subsequently present the analysis and proposals for relevant acts in relation to the problems raised.

	Psychometrics
	The use of measurements and mathematical method in psychology in connection with testing.

	Reference-taking
	Information that can, with a candidate's consent, be acquired from persons with business-relevant knowledge of the person in question.

	Reliability/reliability studies
	A study unveiling the reliability of a given assessment method, i.e. how stable an answering pattern that can be acquired through, for example, testing of the same person twice with the same test at short intervals.

	Scale
	Measuring scale.

	Screening of tests
	Quickly going through the test results.

	Simulation exercises
	Exercises designed so that they remind of an actual job situation. They may be either individual exercises or exercises in teams.

	Situational games
(role games)
	Experience-based testing of a candidate's skills of acting in a specific job-related situation. Typically, the consultant plays a given role that the candidate is to relate to on the basis of a specific introduction. It may also have the form of testing of a person's linguistic skills.

	Skills test
	A test constructed to measure delimited skills, such as spelling, math, languages or work-processing in order to acquire knowledge about the test person's current skills level (see also problem-solving tests).

	SSL
	Secure Socket Layer. A safety protocol when a web-server communicates with a user's computer ensuring message authenticity and encryption.

	Test user
	The person carrying out the testing and the person responsible for it.

	Token
	The identity of a token is a unity, such as a chip card or a metal key, used for identity verification.

	Test person
	The term test person is used synonymously with the word test taker, but the first term is more idiomatic and used more frequently.

	URL
	Uniform Resource Location. Address of a web-server on the Internet, such as www.fsk.dk.

	Validity and validity studies
	To examine to what extent a method measures what it has been designed to measure. Often the degree to which test results can predict job success or any other relevant criterion.

	Verification
	The act verifying a claimed identity.


� 	The booklet is a revised version of "Professional Personality Assessments in Public and Private Companies – Quality Requirements for Tests, Test Training, Test Policy, Interviews and Reference-Taking" from 2000. This booklet contained a number of standardized guidelines on professional personality assessments, which were – already then – backed widely by public and private companies, the two sides of industry as well as major parts of the consultancy business.�The guidelines contained in this booklet must be considered in connection with existing legislation in the field, which is mentioned briefly in section 9.


� 	The International Test Commission is an international association of national psychology associations and other interested parties recognized by national psychology associations.





