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5.0 Administration and Security

5.1 A Note on Security for Administrators

Saville Consulting Wave Styles were built from first principles to be internet assessment
tools.  There are two modes of administration available for Wave Styles assessment which
represent two different levels of security.

Invited Access mode is where an individual has been prequalified to be assessed.  This
prequalification could take many forms.  For example, it may be that the individual is an
existing member of staff attending an internal development event or a candidate having
passed previous qualification stages of a selection procedure.  The typical form of
administration in Invited Access mode is the individuals receive a link and username and
password to their email address and then complete Wave Styles online with no supervision.

Supervised Access mode is a more secure form of administration, with an administrator
present and the individual being assessed online.  Supervised Administration offers greater
safeguards over identity deception (i.e., getting someone else to complete).

In practice, the Supervised Access mode is used much more rarely than the Invited Access
mode, but it provides the reassurance of a separate version where there is any concern
over misrepresentation.

A second form is also useful as it provides evidence of Wave Styles Alternate Form
Reliability.  When a separate supervised alternative form of a self-report assessment is not
available it may be appropriate to complete the invited access form under supervised
conditions.

We recommend that Saville Consulting Wave® should be supported by an analysis of the
components of the job critical to job success from sources such as local validation studies,
formal job analysis, competency models, role profiles, person specifications and job
descriptions.

The Saville Consulting Wave Job Profiler can be completed by appropriate stakeholders and
subject matter experts to indicate the relevance or importance of different characteristics
for the job.  Alternatively, a parallel process can be accomplished person-to-person or in
focus groups with Saville Consulting Wave Performance Culture Framework.

A local validation study can also be commissioned and completed using our short online
performance rating tools to establish criterion-related validity job relevance.  Wave Job
Profiler typically takes 15 minutes to complete per stakeholder/subject matter expert and
is a quick and efficient way to establish job relevance.



5.2 Administration

Saville Consulting Wave Styles questionnaires are online questionnaires with instructions
and examples given as part of the administration.  This means that in both Supervised
Access and Invited Access administration modes the questionnaires do not require the
support of an administration card.

We do advise that prior to administration assessees are sent a Professional Styles
Preparation Guide.  The preparation guide provides a short description of the assessment
process, along with example screen shots and tips for proper preparation.  Digital versions
of the preparation guides are available as complimentary downloads on the Saville
Consulting Website www.savilleconsulting.com.

Assessees are not allowed to go back to previous items that have already been answered.
In the event that an assessee notices that the response scale has been used incorrectly,
the questionnaire may be reset and the assessee can start over.  A reset can only be done
by an Oasys Project Administrator (e.g., client project administrator or Saville Consulting
Bureau Services).

Supervised Access Administration 

This should be completed under the direction of a Saville Consulting Wave qualified user.
During supervision, the supervisor should check the speed of completion of each assessee.
We recommend aiming to get every assessee to complete the questionnaire within one
hour.  As a rule of thumb, if someone has completed six blocks of six items within the first
10 minutes they are on course for completion in approximately 60 minutes.  If someone
has not reached this point, it is worth encouraging them to work faster.

5.3 A Note on Completion Time for Administrators

Saville Consulting Wave Styles have no time limit.  We recommend that they are completed
in 35 minutes for Professional Styles and 15 minutes for Focus Styles.

When allowing time for completion of Wave Styles questionnaires on a timed event such as
an Assessment or Development Center it is worth bearing in mind that there can be a wide
range of completion times.  We would recommend that you allow an hour to complete Wave
Professional Styles and 30 minutes for Wave Focus on a timed event, and that individuals
are scheduled to complete the assessment before a coffee or meal break.
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5.4 Administration to Accommodate Disabilities

If you have established that an individual who will be completing a Wave Styles
questionnaire has a disability that you may need to accommodate in the administration,
then you can make contact with your local Saville Consulting contact to go through issues
and considerations in making any necessary accommodations to an administration.

Some of the common accommodations you have to make in three areas are given below to
help Wave Users have an understanding of some of the common accommodations for
disability.

Visual

While some people with visual disabilities may be able to complete Wave Styles without
the need for accommodation, others may wish to have the support of additional
accessibility software or hardware they have been set up to use.  In other cases, it may be
appropriate to have a trained reader to read the questions and note the answers for an
individual assessee.  Often this can be successfully accomplished on the telephone rather
than needing to have the individual present in person.  Clearly, this raises issues of
confidentiality for the reader who should be given clear instructions not to disclose the
individual’s responses from the administration session and be suitably trained in test and
questionnaire administration.  It may be that an administration will be longer than usual, so
typically no instruction is given on the speed of completion to individuals with visual
impairments.  Ask the assessee what accommodation would be effective.

Auditory

Individuals with hearing impairments are unlikely to need accommodation in an invited
access administration (although if they require technical support this may need to be
accommodated).  In a supervised administration, accommodation may be needed to ensure
that the hearing impaired individual gets any initial instruction on logging in and using the
computer.  It may be that an individual signing in the appropriate language or the
administrator taking care to allow the hearing impaired individual to lip read are appropriate
accommodations.  Communicate with the assessee on what accommodation would be
effective.

Movement

Individuals with disabilities that are related to movement and coordination may have their own
devices and software to allow them to use the computer and as a result this may require no
accommodation when using Saville Consulting Wave Styles in Invited Access format.  In other
cases, in either Invited or Supervised Access modes a suitable accommodation may include
providing an administrator to record the responses to the assessment.  Ask the assessee what
accommodation would be effective.
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5.5 Online Administration Instructions
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5.6 Preparation Guides

The preparation guide is available for download at www.savilleconsulting.com.
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