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The purpose of this manual is to provide the Managers, Supervisors and Personnel Liaisons of the Department of General Services and its client agencies with easy access to pertinent policies, procedures and tools relating to the preparation and construction of an essential functions duty statement.

This manual was prepared to assist DGS personnel and client agencies with the information needed to produce quality work products.  High quality can only be achieved when appropriate policies and standards are applied and established procedures are followed.  This guide, along with other references contained in this manual, should provide the needed tools for producing high-quality work products.

It should also be noted that the Classification & Pay Unit of the Office of Human Resources (OHR) administers a training class in Essential Functions Duty Statement Preparation and Construction when a sufficient number of personnel request the training.

The information in this manual is current as of the latest revision.  Every effort is made to keep it up to date.  

Revisions will be issued when changes occur to pertinent laws, forms or additional information is available.
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AMERICANS WITH DISABILITIES ACT of 1990

                             S. 933
                                
One Hundred First Congress of the United States of America AT THE SECOND SESSION
Begun and held at the City of Washington on Tuesday, the twenty-third day of January, one thousand nine hundred and ninety
                                
                             An Act

To establish a clear and comprehensive prohibition of discrimination on the basis of disability.

==============================

    Be it enacted by the Senate and House of Representatives of the United
    States of America in Congress assembled,

SECTION 1. SHORT TITLE; TABLE OF CONTENTS.
    (a) Short Title.--This Act may be cited as the "Americans with Disabilities
         Act of 1990".
    (b) Table of Contents.--The table of contents is as follows:

  Sec. 1. Short title; table of contents.
  Sec. 2. Findings and purposes.
  Sec. 3. Definitions.

                               TITLE I--EMPLOYMENT
  Sec. 101. Definitions.
  Sec. 102. Discrimination.
  Sec. 103. Defenses.
  Sec. 104. Illegal use of drugs and alcohol.
  Sec. 105. Posting notices.
  Sec. 106. Regulations.
  Sec. 107. Enforcement.
  Sec. 108. Effective date.



                            TITLE II--PUBLIC SERVICES

  Subtitle A--Prohibition Against Discrimination and Other Generally Applicable
                  Provisions
  Sec. 201. Definition.
  Sec. 202. Discrimination.
  Sec. 203. Enforcement.
  Sec. 204. Regulations.
  Sec. 205. Effective date.

   Subtitle B--Actions Applicable to Public Transportation Provided by Public Entities Considered Discriminatory

      Part I--Public Transportation Other Than by Aircraft or Certain Rail Operations
  Sec. 221. Definitions.
  Sec. 222. Public entities operating fixed route systems.
  Sec. 223. Paratransit as a complement to fixed route service.
  Sec. 224. Public entity operating a demand responsive system.
  Sec. 225. Temporary relief where lifts are unavailable.
  Sec. 226. New facilities.
  Sec. 227. Alterations of existing facilities.
  Sec. 228. Public transportation programs and activities in existing facilities and one car per train rule.
  Sec. 229. Regulations.
  Sec. 230. Interim accessibility requirements.
  Sec. 231. Effective date.

          Part II--Public Transportation by Intercity and Commuter Rail
  Sec. 241. Definitions.
  Sec. 242. Intercity and commuter rail actions considered discriminatory.
  Sec. 243. Conformance of accessibility standards.
  Sec. 244. Regulations.
  Sec. 245. Interim accessibility requirements.
  Sec. 246. Effective date.

   TITLE III--PUBLIC ACCOMMODATIONS AND SERVICES OPERATED BY PRIVATE ENTITIES
  Sec. 301. Definitions.
  Sec. 302. Prohibition of discrimination by public accommodations.
  Sec. 303. New construction and alterations in public accommodations and commercial facilities.
  Sec. 304. Prohibition of discrimination in specified public transportation services provided by private entities.
  Sec. 305. Study.
  Sec. 306. Regulations.
  Sec. 307. Exemptions for private clubs and religious organizations.
  Sec. 308. Enforcement.
  Sec. 309. Examinations and courses.
  Sec. 310. Effective date.

   TITLE IV--TELECOMMUNICATIONS
  Sec. 401. Telecommunications relay services for hearing-impaired and speech-impaired individuals.
  Sec. 402. Closed-captioning of public service announcements.

   TITLE V--MISCELLANEOUS PROVISIONS
  Sec. 501. Construction.
  Sec. 502. State immunity.
  Sec. 503. Prohibition against retaliation and coercion.
  Sec. 504. Regulations by the Architectural and Transportation Barriers Compliance Board.
  Sec. 505. Attorney's fees.
  Sec. 506. Technical assistance.
  Sec. 507. Federal wilderness areas.
  Sec. 508. Transvestites.
  Sec. 509. Coverage of Congress and the agencies of the legislative branch.
  Sec. 510. Illegal use of drugs.
  Sec. 511. Definitions.
  Sec. 512. Amendments to the Rehabilitation Act.
  Sec. 513. Alternative means of dispute resolution.
  Sec. 514. Severability.

  SEC. 2. FINDINGS AND PURPOSES.
    (a) Findings.--The Congress finds that--
        (1) some 43,000,000 Americans have one or more physical or mental disabilities, and this number is increasing as the population as a whole is growing older;
        (2) historically, society has tended to isolate and segregate individuals with disabilities, and, despite some improvements, such forms of discrimination against individuals with disabilities continue to be a serious and pervasive social problem;
        (3) discrimination against individuals with disabilities persists in such critical areas as employment, housing, public accommodations, education, transportation, communication, recreation, institutionalization, health services, voting, and access to public services;
        (4) unlike individuals who have experienced discrimination on the basis of race, color, sex, national origin, religion, or age, individuals who have experienced discrimination on the basis of disability have often had no legal recourse to redress such discrimination;
        (5) individuals with disabilities continually encounter various forms of discrimination, including outright intentional exclusion, the discriminatory effects of architectural, transportation, and communication barriers, overprotective rules and policies, failure to make modifications to existing facilities and practices, exclusionary qualification standards and criteria, segregation, and relegation to lesser services, programs, activities, benefits, jobs, or other opportunities;
        (6) census data, national polls, and other studies have documented that people with disabilities, as a group, occupy an inferior status in our society, and are severely disadvantaged socially, vocationally, economically, and educationally;
        (7) individuals with disabilities are a discrete and insular minority who have been faced with restrictions and limitations, subjected to a history of purposeful unequal treatment, and relegated to a position of political powerlessness in our society, based on characteristics that are beyond the control of such individuals and resulting from stereotypic assumptions not truly indicative of the individual ability of such individuals to participate in, and contribute to, society;
        (8) the Nation's proper goals regarding individuals with disabilities are to assure equality of opportunity, full participation, independent living, and economic self-sufficiency for such individuals; and
        (9) the continuing existence of unfair and unnecessary discrimination and prejudice denies people with disabilities the opportunity to compete on an equal basis and to pursue those opportunities for which our free society is justifiably famous, and costs the United States billions of dollars in unnecessary expenses resulting from dependency and nonproductivity.
    (b) Purpose.--It is the purpose of this Act--
(1) to provide a clear and comprehensive national mandate for the elimination of discrimination against individuals with disabilities;
(2) to provide clear, strong, consistent, enforceable standards addressing discrimination
             against individuals with disabilities;
(3) to ensure that the Federal Government plays a central role in enforcing the standard
     established in this Act on behalf of individuals with disabilities; and
(4) to invoke the sweep of congressional authority, including the power to enforce the
     fourteenth amendment and to regulate commerce, in order to address the major
     areas of discrimination faced day-to-day by people with disabilities.

  SEC. 3. DEFINITIONS.
    As used in this Act:
        (1) Auxiliary aids and services.--The term "auxiliary aids and services" includes--
            (A) qualified interpreters or other effective methods of making aurally delivered materials available to individuals with hearing impairments;
            (B) qualified readers, taped texts, or other effective methods of making visually delivered materials available to individuals with visual impairments;
            (C) acquisition or modification of equipment or devices; and
            (D) other similar services and actions.
        (2) Disability.--The term "disability" means, with respect to an individual--
            (A) a physical or mental impairment that substantially limits one or more of the major life activities of such individual;
            (B) a record of such an impairment; or
            (C) being regarded as having such an impairment.
        (3) State.--The term "State" means each of the several States, the District of Columbia, the Commonwealth of Puerto Rico, Guam, American Samoa, the Virgin Islands, the Trust Territory of the Pacific Islands, and the Commonwealth of the Northern Mariana Islands.

  SEC. 101. DEFINITIONS.
    As used in this title:
        (1) Commission.--The term "Commission" means the Equal Employment Opportunity Commission established by section 705 of the Civil Rights Act of 1964 (42 U.S.C. 2000e-4).
        (2) Covered entity.--The term "covered entity" means an employer, employment agency, labor organization, or joint labor-management committee.
        (3) Direct threat.--The term "direct threat" means a significant risk to the health or safety of others that cannot be eliminated by reasonable accommodation.
        (4) Employee.--The term "employee" means an individual employed by an employer.
        (5) Employer.--
            (A) In general.--The term "employer" means a person engaged in an industry affecting commerce who has 15 or more employees for each working day in each of 20 or more calendar weeks in the current or preceding calendar year, and any agent of such person, except that, for two years following the effective date of this title, an employer means a person engaged in an industry affecting commerce who has 25 or more employees for each working day in each of 20 or more calendar weeks in the current or preceding year, and any agent of such person.
            (B) Exceptions.--The term "employer" does not include--
                (i) the United States, a corporation wholly owned by the government of the United States, or an Indian tribe; or
                (ii) a bona fide private membership club (other than a labor organization) that is exempt from taxation under section 501(c) of the Internal Revenue Code of 1986.
        (6) Illegal use of drugs.--
            (A) In general.--The term "illegal use of drugs" means the use of drugs, the possession or distribution of which is unlawful under the Controlled Substances Act (21 U.S.C. 812).  Such term does not include the use of a drug taken under supervision by a licensed health care professional, or other uses authorized by the Controlled Substances Act or other provisions of Federal law.
            (B) Drugs.--The term "drug" means a controlled substance, as defined in schedules I through V of section 202 of the Controlled Substances Act.
        (7) Person, etc.--The terms "person", "labor organization", "employment agency", "commerce", and "industry affecting commerce", shall have the same meaning given such terms in section 701 of the Civil Rights Act of 1964 (42 U.S.C. 2000e).
        (8) Qualified individual with a disability.--The term "qualified individual with a disability" means an individual with a disability who, with or without reasonable accommodation, can perform the essential functions of the employment position that such individual holds or desires.  For the purposes of this title, consideration shall be given to the employer's judgment as to what functions of a job are essential, and if an employer has prepared a written description before advertising or interviewing applicants for the job, this description shall be considered evidence of the essential functions of the job.
        (9) Reasonable accommodation.--The term "reasonable accommodation" may include--
(A) making existing facilities used by employees readily accessible to and usable 
by individuals with disabilities; and
(B) job restructuring, part-time or modified work schedules, reassignment to a vacant
position, acquisition or modification of equipment or devices, appropriate adjustment or modifications of examinations, training materials or policies, the provision of qualified readers or interpreters, and other similar accommodations for individuals with disabilities.
        (10) Undue hardship.--
            (A) In general.--The term "undue hardship" means an action requiring significant difficulty or expense, when considered in light of the factors set forth in subparagraph (B).
            (B) Factors to be considered.--In determining whether an accommodation would impose an undue hardship on a covered entity, factors to be considered include--
                (i) the nature and cost of the accommodation needed under this Act;
                (ii) the overall financial resources of the facility or facilities involved in the provision of the reasonable accommodation; the number of persons employed at such facility; the effect on expenses and resources, or the impact otherwise of such accommodation upon the operation of the facility;
                (iii) the overall financial resources of the covered entity; the overall size of the business of a covered entity with respect to the number of its employees; the number, type, and location of its facilities; and
                (iv) the type of operation or operations of the covered entity, including the composition, structure, and functions of the workforce of such entity; the geographic separateness, administrative, or fiscal relationship of the facility or facilities in question to the covered entity.

  SEC. 102. DISCRIMINATION.
    (a) General Rule.--No covered entity shall discriminate against a qualified individual with a disability because of the disability of such individual in regard to job application procedures, the hiring, advancement, or discharge of employees, employee compensation, job training, and other terms, conditions, and privileges of employment.
    (b) Construction.--As used in subsection (a), the term "discriminate" includes--
        (1) limiting, segregating, or classifying a job applicant or employee in a way that adversely affects the opportunities or status of such applicant or employee because of the disability of such applicant or employee;
        (2) participating in a contractual or other arrangement or relationship that has the effect of subjecting a covered entity's qualified applicant or employee with a disability to the discrimination prohibited by this title (such relationship includes a relationship with an employment or referral agency, labor union, an organization providing fringe benefits to an employee of the covered entity, or an organization providing training and apprenticeship programs);
        (3) utilizing standards, criteria, or methods of administration--
            (A) that have the effect of discrimination on the basis of disability; or
            (B) that perpetuate the discrimination of others who are subject to common administrative control;
        (4) excluding or otherwise denying equal jobs or benefits to a qualified individual because of the known disability of an individual with whom the qualified individual is known to have a relationship or association;
        (5)(A) not making reasonable accommodations to the known physical or mental limitations of an otherwise qualified individual with a disability who is an applicant or employee, unless such covered entity can demonstrate that the accommodation would impose an undue hardship on the operation of the business of such covered entity; or
        (B) denying employment opportunities to a job applicant or employee who is an otherwise qualified individual with a disability, if such denial is based on the need of such covered entity to make reasonable accommodation to the physical or mental impairments of the employee or applicant;
        (6) using qualification standards, employment tests or other selection criteria that screen out or tend to screen out an individual with a disability or a class of individuals with disabilities unless the standard, test or other selection criteria, as used by the covered entity, is shown to be job-related for the position in question and is consistent with business necessity; and
        (7) failing to select and administer tests concerning employment in the most effective manner to ensure that, when such test is administered to a job applicant or employee who has a disability that impairs sensory, manual, or speaking skills, such test results accurately reflect the skills, aptitude, or whatever other factor of such applicant or employee that such test purports to measure, rather than reflecting the impaired sensory, manual, or speaking skills of such employee or applicant (except where such skills are the factors that the test purports to measure).
    (c) Medical Examinations and Inquiries.--
        (1) In general.--The prohibition against discrimination as referred to in subsection (a) shall include medical examinations and inquiries.
        (2) Preemployment.--
            (A) Prohibited examination or inquiry.--Except as provided in paragraph (3), a covered entity shall not conduct a medical examination or make inquiries of a job applicant as to whether such applicant is an individual with a disability or as to the nature or severity of such disability.
            (B) Acceptable inquiry.--A covered entity may make preemployment inquiries into the ability of an applicant to perform job-related functions.
        (3) Employment entrance examination.--A covered entity may require a medical examination after an offer of employment has been made to a job applicant and prior to the commencement of the employment duties of such applicant, and may condition an offer of employment on the results of such examination, if--
            (A) all entering employees are subjected to such an examination regardless of disability;
            (B) information obtained regarding the medical condition or history of the applicant is collected and maintained on separate forms and in separate medical files and is treated as a confidential medical record, except that--
                (i) supervisors and managers may be informed regarding necessary restrictions on the work or duties of the employee and necessary accommodations;
                (ii) first aid and safety personnel may be informed, when appropriate, if the disability might require emergency treatment; and
                (iii) government officials investigating compliance with this Act shall be provided relevant information on request; and
            (C) the results of such examination are used only in accordance with this title.
        (4) Examination and inquiry.--
            (A) Prohibited examinations and inquiries.--A covered entity shall not require a medical examination and shall not make inquiries of an employee as to whether such employee is an individual with a disability or as to the nature or severity of the disability, unless such examination or inquiry is shown to be job-related and consistent with business necessity.
            (B) Acceptable examinations and inquiries.--A covered entity may conduct voluntary medical examinations, including voluntary medical histories, which are part of an employee health program available to employees at that work site. A covered entity may make inquiries into the ability of an employee to perform job-related functions.
            (C) Requirement.--Information obtained under subparagraph (B) regarding the medical condition or history of any employee are subject to the requirements of subparagraphs (B) and (C) of paragraph (3).

  SEC. 103. DEFENSES.
    (a) In General.--It may be a defense to a charge of discrimination under this Act that an alleged application of qualification standards, tests, or selection criteria that screen out or tend to screen out or otherwise deny a job or benefit to an individual with a disability has been shown to be job-related and consistent with business necessity, and such performance cannot
be accomplished by reasonable accommodation, as required under this title.
    (b) Qualification Standards.--The term "qualification standards" may include a requirement that an individual shall not pose a direct threat to the health or safety of other individuals in the workplace.
    (c) Religious Entities.--
        (1) In general.--This title shall not prohibit a religious corporation, association, educational institution, or society from giving preference in employment to individuals of a particular religion to perform work connected with the carrying on by such corporation, association, educational institution, or society of its activities.
        (2) Religious tenets requirement.--Under this title, a religious organization may require that all applicants and employees conform to the religious tenets of such organization.
    (d) List of Infectious and Communicable Diseases.--
        (1) In general.--The Secretary of Health and Human Services, not later than 6 months after the date of enactment of this Act, shall--
            (A) review all infectious and communicable diseases which may be transmitted through handling the food supply;
            (B) publish a list of infectious and communicable diseases which are transmitted through handling the food supply;
            (C) publish the methods by which such diseases are transmitted; and
            (D) widely disseminate such information regarding the list of diseases and their modes of transmissability to the general public.  Such list shall be updated annually.
        (2) Applications.--In any case in which an individual has an infectious or communicable disease that is transmitted to others through the handling of food, that is included on the list developed by the Secretary of Health and Human Services under paragraph (1), and which cannot be eliminated by reasonable accommodation, a covered entity may refuse to assign or continue to assign such individual to a job involving food handling.
        (3) Construction.--Nothing in this Act shall be construed to preempt, modify, or amend any State, county, or local law, ordinance, or regulation applicable to food handling which is designed to protect the public health from individuals who pose a significant risk to the health or safety of others, which cannot be eliminated by reasonable accommodation, pursuant to the list of infectious or communicable diseases and the modes of transmissability published by the Secretary of Health and Human Services.

  SEC. 104. ILLEGAL USE OF DRUGS AND ALCOHOL.
    (a) Qualified Individual With a Disability.--For purposes of this title, the term "qualified individual with a disability" shall not include any employee or applicant who is currently engaging in the illegal use of drugs, when the covered entity acts on the basis of such use.
    (b) Rules of Construction.--Nothing in subsection (a) shall be construed to exclude as a qualified individual with a disability an individual who--
        (1) has successfully completed a supervised drug rehabilitation program and is no longer engaging in the illegal use of drugs, or has otherwise been rehabilitated successfully and is no longer engaging in such use;
        (2) is participating in a supervised rehabilitation program and is no longer engaging in such use; or
        (3) is erroneously regarded as engaging in such use, but is not engaging in such use;
  except that it shall not be a violation of this Act for a covered entity to adopt or administer reasonable policies or procedures, including but not limited to drug testing, designed to ensure that an individual described in paragraph (1) or (2) is no longer engaging in the illegal use of drugs.
    (c) Authority of Covered Entity.--A covered entity--
        (1) may prohibit the illegal use of drugs and the use of alcohol at the workplace by all employees;
        (2) may require that employees shall not be under the influence of alcohol or be engaging in the illegal use of drugs at the workplace;
        (3) may require that employees behave in conformance with the requirements established under the Drug-Free Workplace Act of 1988 (41 U.S.C. 701 et seq.);
        (4) may hold an employee who engages in the illegal use of drugs or who is an alcoholic to the same qualification standards for employment or job performance and behavior that such entity holds other employees, even if any unsatisfactory performance or behavior is related to the drug use or alcoholism of such employee; and
        (5) may, with respect to Federal regulations regarding alcohol and the illegal use of drugs, require that--
            (A) employees comply with the standards established in such regulations of the Department of Defense, if the employees of the covered entity are employed in an industry subject to such regulations, including complying with regulations (if any) that apply to employment in sensitive positions in such an industry, in the case of employees of the covered entity who are employed in such positions (as defined in the regulations of the Department of Defense);
            (B) employees comply with the standards established in such regulations of the Nuclear Regulatory Commission, if the employees of the covered entity are employed in an industry subject to such regulations, including complying with regulations (if any) that apply to employment in sensitive positions in such an industry, in the case of employees of the covered entity who are employed in such positions (as defined in the regulations of the Nuclear Regulatory Commission); and
            (C) employees comply with the standards established in such regulations of the Department of Transportation, if the employees of the covered entity are employed in a transportation industry subject to such regulations, including complying with such regulations (if any) that apply to employment in sensitive positions in such an industry, in the case of employees of the covered entity who are employed in such positions (as defined in the regulations of the Department of Transportation).
    (d) Drug Testing.--
        (1) In general.--For purposes of this title, a test to determine the illegal use of drugs shall not be considered a medical examination.
        (2) Construction.--Nothing in this title shall be construed to encourage, prohibit, or authorize the conducting of drug testing for the illegal use of drugs by job applicants or employees or making employment decisions based on such test results.
    (e) Transportation Employees.--Nothing in this title shall be construed to encourage, prohibit, restrict, or authorize the otherwise lawful exercise by entities subject to the jurisdiction of the Department of Transportation of authority to--
        (1) test employees of such entities in, and applicants for, positions involving safety-sensitive duties for the illegal use of drugs and for on-duty impairment by alcohol; and
        (2) remove such persons who test positive for illegal use of drugs and on-duty impairment by alcohol pursuant to paragraph (1) from safety- sensitive duties in implementing subsection (c).

  SEC. 105. POSTING NOTICES.
    Every employer, employment agency, labor organization, or joint labor-management committee covered under this title shall post notices in an accessible format to applicants, employees, and members describing the applicable provisions of this Act, in the manner prescribed by section 711 of the Civil Rights Act of 1964 (42 U.S.C. 2000e-10).
  SEC. 106. REGULATIONS.
    Not later than 1 year after the date of enactment of this Act, the Commission shall issue regulations in an accessible format to carry out this title in accordance with subchapter II of chapter 5 of title 5, United States Code.

  SEC. 107. ENFORCEMENT.
    (a) Powers, Remedies, and Procedures.--The powers, remedies, and procedures set forth in sections 705, 706, 707, 709, and 710 of the Civil Rights Act of 1964 (42 U.S.C. 2000e-4, 2000e-5, 2000e-6, 2000e-8, and 2000e-9) shall be the powers, remedies, and procedures this title provides to the Commission, to the Attorney General, or to any person alleging discrimination on the basis of disability in violation of any provision of this Act, or regulations promulgated under section 106, concerning employment.
    (b) Coordination.--The agencies with enforcement authority for actions which allege employment discrimination under this title and under the Rehabilitation Act of 1973 shall develop procedures to ensure that administrative complaints filed under this title and under the Rehabilitation Act of 1973 are dealt with in a manner that avoids duplication of effort and prevents imposition of inconsistent or conflicting standards for the same requirements under this title and the Rehabilitation Act of 1973.  The Commission, the Attorney General, and the Office of Federal Contract Compliance Programs shall establish such coordinating mechanisms (similar to provisions contained in the joint regulations promulgated by the Commission and the Attorney General at part 42 of title 28 and part 1691 of title 29, Code of Federal Regulations, and the Memorandum of Understanding between the Commission and the Office of Federal Contract Compliance Programs dated January 16, 1981 (46 Fed. Reg. 7435, January 23, 1981)) in regulations implementing this title and Rehabilitation Act of 1973 not later than 18 months after the date of enactment of this Act.

  SEC. 108. EFFECTIVE DATE.
    This title shall become effective 24 months after the date of enactment.





















Americans with Disabilities Act
Questions and Answers

Barriers to employment, transportation, public accommodations, public services, and telecommunications have imposed staggering economic and social costs on American society and have undermined our well-intentioned efforts to educate, rehabilitate, and employ individuals with disabilities.  By breaking down these barriers, the Americans with Disabilities Act (ADA) will enable society to benefit from the skills and talents of individuals with disabilities, will allow us all to gain from their increased purchasing power and ability to use it, and will lead to fuller, more productive lives for all Americans.

The Americans with Disabilities Act gives civil rights protections to individuals with disabilities similar to those provided to individuals on the basis of race, color, sex, national origin, age, and religion.  It guarantees equal opportunity for individuals with disabilities in public accommodations, employment, transportation, State and local government services, and 
telecommunications.

Fair, swift, and effective enforcement of this landmark civil rights legislation is a high priority of the Federal Government.  This booklet is designed to provide answers to some of the most often asked questions about the ADA.

Employment

Q. What employers are covered by title I of the ADA, and when is the coverage effective?

A. The title I employment provisions apply to private employers, State and local governments, employment agencies, and labor unions.  Employers with 25 or more employees were covered as of July 26, 1992.  Employers with 15 or more employees were covered two years later, beginning July 26, 1994.

Q. What practices and activities are covered by the employment nondiscrimination requirements?

A. The ADA prohibits discrimination in all employment practices, including job application procedures, hiring, firing, advancement, compensation, training, and other terms, conditions, and privileges of employment.  It applies to recruitment, advertising, tenure, layoff, leave, fringe benefits, and all other employment-related activities.

Q. Who is protected from employment discrimination?

A. Employment discrimination is prohibited against "qualified individuals with disabilities."  This includes applicants for employment and employees.  An individual is considered to have a "disability" if s/he has a physical or mental impairment that substantially limits one or more major life activities, has a record of such an impairment, or is regarded as having such an impairment.  Persons discriminated against because they have a known association or relationship with an individual with a disability also are protected.

The first part of the definition makes clear that the ADA applies to persons who have impairments and that these must substantially limit major life activities such as seeing, hearing, speaking, walking, breathing, performing manual tasks, learning, caring for oneself, and working.  An individual with epilepsy, paralysis, HIV infection, AIDS, a substantial hearing or visual impairment, mental retardation, or a specific learning disability is covered, but an individual with a minor, nonchronic condition of short duration, such as a sprain, broken limb, or the flu, generally would not be covered.

The second part of the definition protecting individuals with a record of a disability would cover, for example, a person who has recovered from cancer or mental illness.

The third part of the definition protects individuals who are regarded as having a substantially limiting impairment, even though they may not have such an impairment.  For example, this provision would protect a qualified individual with a severe facial disfigurement from being denied employment because an employer feared the "negative reactions" of customers or co-workers.

Q. Who is a "qualified individual with a disability?"

A. A qualified individual with a disability is a person who meets legitimate skill, experience, education, or other requirements of an employment position that s/he holds or seeks, and who can perform the essential functions of the position with or without reasonable accommodation. Requiring the ability to perform "essential" functions assures that an individual with a disability will not be considered unqualified simply because of inability to perform marginal or incidental job functions.  If the individual is qualified to perform essential job functions except for limitations caused by a disability, the employer must consider whether the individual could perform these functions with a reasonable accommodation.  If a written job description has been prepared in advance of advertising or interviewing applicants for a job, this will be considered as evidence, although not conclusive evidence, of the essential functions of the job.

Q. Does an employer have to give preference to a qualified applicant with a disability over other applicants?

A. No.  An employer is free to select the most qualified applicant available and to make decisions based on reasons unrelated to a disability.  For example, suppose two persons apply for a job as a typist and an essential function of the job is to type 75 words per minute accurately.  One applicant, an individual with a disability, who is provided with a reasonable accommodation for a typing test, types 50 words per minute; the other applicant who has no 
disability accurately types 75 words per minute.  The employer can hire the applicant with the higher typing speed, if typing speed is needed for successful performance of the job.

Q. What limitations does the ADA impose on medical examinations and inquiries 
about disability?

A. An employer may not ask or require a job applicant to take a medical examination before making a job offer. It cannot make any pre-employment inquiry about a disability or the nature or severity of a disability.  An employer may, however, ask questions about the ability to perform specific job functions and may, with certain limitations, ask an individual with a disability to describe or demonstrate how s/he would perform these functions.

An employer may condition a job offer on the satisfactory result of a post-offer medical examination or medical inquiry if this is required of all entering employees in the same job category.  A post-offer examination or inquiry does not have to be job-related and consistent with business necessity.

However, if an individual is not hired because a post-offer medical examination or inquiry reveals a disability, the reason(s) for not hiring must be job-related and consistent with business necessity.  The employer also must show that no reasonable accommodation was available that would enable the individual to perform the essential job functions, or that accommodation would impose an undue hardship.  A post-offer medical examination may disqualify an individual if the employer can demonstrate that the individual would pose a 
"direct threat" in the workplace (i.e., a significant risk of substantial harm to the health or safety of the individual or others) that cannot be eliminated or reduced below the direct threat level through reasonable accommodation.  Such a disqualification is job-related and consistent with business necessity.  A post-offer medical examination may not disqualify an individual with a disability who is currently able to perform essential job functions because of 
speculation that the disability may cause a risk of future injury.

After a person starts work, a medical examination or inquiry of an employee must be job-related and consistent with business necessity.  Employers may conduct employee medical examinations where there is evidence of a job performance or safety problem, examinations required by other Federal laws, examinations to determine current fitness to perform a particular job, and voluntary examinations that are part of employee health programs.

Information from all medical examinations and inquiries must be kept apart from general personnel files as a separate, confidential medical record, available only under limited conditions.
Tests for illegal use of drugs are not medical examinations under the ADA and are not subject to the restrictions of such examinations.

Q. When can an employer ask an applicant to "self-identify" as having a disability?

A. Federal contractors and subcontractors who are covered by the affirmative action requirements of section 503 of the Rehabilitation Act of 1973 may invite individuals with disabilities to identify themselves on a job application form or by other pre-employment inquiry, to satisfy the section 503 affirmative action requirements.  Employers who request such information must observe section 503 requirements regarding the manner in which such 
information is requested and used, and the procedures for maintaining such information as a separate, confidential record, apart from regular personnel records.

A pre-employment inquiry about a disability is allowed if required by another Federal law or regulation such as those applicable to disabled veterans and veterans of the Vietnam era. Pre-employment inquiries about disabilities may be necessary under such laws to identify applicants or clients with disabilities in order to provide them with required special services.

Q. Does the ADA require employers to develop written job descriptions?

A. No.  The ADA does not require employers to develop or maintain job descriptions.  However, a written job description that is prepared before advertising or interviewing applicants for a job will be considered as evidence along with other relevant factors. If an employer uses job descriptions, they should be reviewed to make sure they accurately reflect the actual functions of a job.  A job description will be most helpful if it focuses on the results or outcome of a job function, not solely on the way it customarily is performed.  A reasonable accommodation may enable a person with a disability to accomplish a job function in a manner that is different from the way an employee who is not disabled may accomplish the same function.

Q. What is "reasonable accommodation?"

A. Reasonable accommodation is any modification or adjustment to a job or the work environment that will enable a qualified applicant or employee with a disability to participate in the application process or to perform essential job functions.  Reasonable accommodation also includes adjustments to assure that a qualified individual with a disability has rights and privileges in employment equal to those of employees without disabilities.

Q. What are some of the accommodations applicants and employees may need?

A. Examples of reasonable accommodation include making existing facilities used by employees readily accessible to and usable by an individual with a disability; restructuring a job; modifying work schedules; acquiring or modifying equipment; providing qualified readers or interpreters; or appropriately modifying examinations, training, or other programs. Reasonable accommodation also may include reassigning a current employee to a vacant 
position for which the individual is qualified, if the person is unable to do the original job because of a disability even with an accommodation.  However, there is no obligation to find a position for an applicant who is not qualified for the position sought.  Employers are not required to lower quality or quantity standards as an accommodation; nor are they obligated to provide personal use items such as glasses or hearing aids.

The decision as to the appropriate accommodation must be based on the particular facts of each case.  In selecting the particular type of reasonable accommodation to provide, the principal test is that of effectiveness, i.e., whether the accommodation will provide an opportunity for a person with a disability to achieve the same level of performance and to enjoy benefits equal to those of an average, similarly situated person without a disability. 
However, the accommodation does not have to ensure equal results or provide 
exactly the same benefits.

Q. When is an employer required to make a reasonable accommodation?

A. An employer is only required to accommodate a "known" disability of a qualified applicant or employee. The requirement generally will be triggered by a request from an individual with a disability, who frequently will be able to suggest an appropriate accommodation. Accommodations must be made on an individual basis, because the nature and extent of a disabling condition and the requirements of a job will vary in each case. If the individual does not request an accommodation, the employer is not obligated to provide one except where an individual's known disability impairs his/her ability to know of, or effectively communicate a need for, an accommodation that is obvious to the employer. If a person with a disability requests, but cannot suggest, an appropriate accommodation, the employer and the individual should work together to identify one.  There are also many public and private resources that can provide assistance without cost.

Q. What are the limitations on the obligation to make a reasonable accommodation?

A. The individual with a disability requiring the accommodation must be otherwise qualified, and the disability must be known to the employer.  In addition, an employer is not required to make an accommodation if it would impose an "undue hardship" on the operation of the employer's business.  "Undue hardship" is defined as an "action requiring significant difficulty or expense" when considered in light of a number of factors.  These factors include the nature and cost of the accommodation in relation to the size, resources, nature, and structure of the employer's operation.  Undue hardship is determined on a case-by-case basis. Where the facility making the accommodation is part of a larger entity, the structure and overall resources of the larger organization would be considered, as well as the financial and administrative relationship of the facility to the larger organization.  In general, a larger employer with greater resources would be expected to make accommodations requiring greater effort or expense than would be required of a smaller employer with fewer resources.
If a particular accommodation would be an undue hardship, the employer must try to identify another accommodation that will not pose such a hardship.  Also, if the cost of an accommodation would impose an undue hardship on the employer, the individual with a disability should be given the option of paying that portion of the cost which would constitute an undue hardship or providing the accommodation.

Q. Must an employer modify existing facilities to make them accessible?

A. The employer's obligation under title I is to provide access for an individual applicant to participate in the job application process, and for an individual employee with a disability to perform the essential functions of his/her job, including access to a building, to the work site, to needed equipment, and to all facilities used by employees.  For example, if an employee lounge is located in a place inaccessible to an employee using a wheelchair, the lounge might be modified or relocated, or comparable facilities might be provided in a location that would enable the individual to take a break with co-workers.  The employer must provide such access unless it would cause an undue hardship.

Under title I, an employer s not required to make its existing facilities accessible until a particular applicant or employee with a particular disability needs an accommodation, and then the modifications should meet that individual's work needs.  However, employers should consider initiating changes that will provide general accessibility, particularly for job applicants, since it is likely that people with disabilities will be applying for jobs.  The employer does not have to make changes to provide access in places or facilities that will not be used by that individual for employment-related activities or benefits.

Q. Can an employer be required to reallocate an essential function of a job to another employee as a reasonable accommodation?

A. No.  An employer is not required to reallocate essential functions of a job as a reasonable accommodation.

Q. Can an employer be required to modify, adjust, or make other reasonable accommodations in the way a test is given to a qualified applicant or employee with a disability?

A. Yes.  Accommodations may be needed to assure that tests or examinations measure the actual ability of an individual to perform job functions rather than reflect limitations caused by the disability.  Tests should be given to people who have sensory, speaking, or manual impairments in a format that does not require the use of the impaired skill, unless it is a job-related skill that the test is designed to measure.

Q. Can an employer maintain existing production/performance standards for an employee with a disability?

A. An employer can hold employees with disabilities to the same standards of production/performance as other similarly situated employees without disabilities for performing essential job functions, with or without reasonable accommodation. An employer also can hold employees with disabilities to the same standards of production/performance as other employees regarding marginal functions unless the disability affects the person's ability to perform those marginal functions.  If the ability to perform marginal functions is affected by the disability, the employer must provide some type of reasonable accommodation such as job restructuring but may not exclude an individual with a disability who is satisfactorily performing a jobs essential functions.

Q. Can an employer establish specific attendance and leave policies?

A. An employer can establish attendance and leave policies that are uniformly applied to all employees, regardless of disability, but may not refuse leave needed by an employee with a disability if other employees get such leave.  An employer also may be required to make adjustments in leave policy as a reasonable accommodation.  The employer is not obligated to provide additional paid leave, but accommodations may include leave flexibility and unpaid leave.  A uniformly applied leave policy does not violate the ADA because it has a more severe effect on an individual because of his/her disability.  However, if an individual with a disability requests a modification of such a policy as a reasonable accommodation, an employer may be required to provide it, unless it would impose an undue hardship.

Q. Can an employer consider health and safety when deciding whether to hire an applicant or retain an employee with a disability?

A. Yes.  The ADA permits employers to establish qualification standards that will exclude individuals who pose a direct threat -- i.e., a significant risk of substantial harm -- to the health or safety of the individual or of others, if that risk cannot be eliminated or reduced below the level of a direct threat by reasonable accommodation.  However, an employer may not simply  assume that a threat exists; the employer must establish through objective, medically supportable methods that there is significant risk that substantial harm could occur in the workplace.  By requiring employers to make individualized judgments based on reliable medical or other objective evidence rather than on generalizations, ignorance, fear, patronizing attitudes, or stereotypes, the ADA recognizes the need to balance the interests of people with disabilities against the legitimate interests of employers in maintaining a safe workplace.

Q. Are applicants or employees who are currently illegally using drugs covered by the ADA?

A. No.  Individuals who currently engage in the illegal use of drugs are specifically excluded from the definition of a "qualified individual with a disability" protected by the ADA when the employer takes action on the basis of their drug use.

Q. Is testing for the illegal use of drugs permissible under the ADA?
A. Yes.  A test for the illegal use of drugs is not considered a medical examination under the ADA; therefore, employers may conduct such testing of applicants or employees and make employment decisions based on the results.  The ADA does not encourage, prohibit, or authorize drug tests.  If the results of a drug test reveal the presence of a lawfully prescribed  drug or other medical information, such information must be treated as a confidential medical record.

Q. Are alcoholics covered by the ADA?

A. Yes.  While a current illegal user of drugs is not protected by the ADA if an employer acts on the basis of such use, a person who currently uses alcohol is not automatically denied protection.  An alcoholic is a person with a disability and is protected by the ADA if s/he is qualified to perform the essential functions of the job.  An employer may be required to provide an accommodation to an alcoholic. However, an employer can discipline, discharge or deny employment to an alcoholic whose use of alcohol adversely affects job performance or conduct.  An employer also may prohibit the use of alcohol in the workplace and can require that employees not be under the influence of alcohol.

Q. Does the ADA override Federal and State health and safety laws?
A. The ADA does not override health and safety requirements established under other Federal laws even if a standard adversely affects the employment of an individual with a disability.  If a standard is required by another Federal law, an employer must comply with it and does not have to show that the standard is job related and consistent with business necessity. For example, employers must conform to health and safety requirements of the U.S. Occupational Safety and Health Administration.  However, an employer still has the obligation under the ADA to consider whether there is a reasonable accommodation, consistent with the standards of other Federal laws, that will prevent exclusion of qualified individuals with disabilities who can perform jobs without violating the standards of those laws.  If an employer can comply with both the ADA and another Federal law, then the employer must do so.

The ADA does not override State or local laws designed to protect public health and safety, except where such laws conflict with the ADA requirements.  If there is a State or local law that would exclude an individual with a disability from a particular job or profession because of a health or safety risk, the employer still must assess whether a particular individual would pose a "direct threat" to health or safety under the ADA standard.  If such a "direct threat" exists, the employer must consider whether it could be eliminated or reduced below the level of a "direct threat" by reasonable accommodation.  An employer cannot rely on a State or local law that conflicts with ADA requirements as a defense to a charge of discrimination.

Q. How does the ADA affect workers' compensation programs?

A. Only injured workers who meet the ADA's definition of an "individual with a disability" will be considered disabled under the ADA, regardless of whether they satisfy criteria for receiving benefits under workers' compensation or other disability laws.  A worker also must be "qualified" (with or without reasonable accommodation) to be protected by the ADA. Work-related injuries do not always cause physical or mental impairments severe enough to "substantially limit" a major life activity.  Also, many on-the-job injuries cause temporary impairments which heal within a short period of time with little or no long-term or permanent impact.  Therefore, many injured workers who qualify for benefits under workers' compensation or other disability benefits laws may not be protected by the ADA.  An employer must consider work-related injuries on a case-by-case basis to know if a worker is protected 
by the ADA.  An employer may not inquire into an applicant's workers' compensation history before making a conditional offer of employment.  After making a conditional job offer, an employer may inquire about a person's workers compensation history in a medical inquiry or examination that is required of all applicants in the same job category.  However, even after a conditional offer has been made, an employer cannot require a potential employee to have a medical examination because a response to a medical inquiry (as opposed to results from a medical examination) shows a previous on-the-job injury unless all applicants in the same job category are required to have an examination.  Also, an employer may not base an employment decision on the speculation that an applicant may cause increased workers' compensation costs in the future.  However, an employer may refuse to hire, or may discharge an individual who is not currently able to perform a job without posing a significant risk of substantial harm to the health or safety of the individual or others, if the risk cannot be eliminated or reduced by reasonable accommodation.

An employer may refuse to hire or may fire a person who knowingly provides a false answer to a lawful post-offer inquiry about his/her condition or worker's compensation history.

An employer also may submit medical information and records concerning employees and applicants (obtained after a conditional job offer) to state workers' compensation offices and "second injury" funds without violating ADA confidentiality requirements.

Q. What is discrimination based on "relationship or association" under the ADA?

A. The ADA prohibits discrimination based on relationship or association in order to protect individuals from actions based on unfounded assumptions that their relationship to a person with a disability would affect their job performance, and from actions caused by bias or misinformation concerning certain disabilities.  For example, this provision would protect a person whose spouse has a disability from being denied employment because of an employer's 
unfounded assumption that the applicant would use excessive leave to care for the spouse. It also would protect an individual who does volunteer work for people with AIDS from a discriminatory employment action motivated by that relationship or association.

Q. How are the employment provisions enforced?

A. The employment provisions of the ADA are enforced under the same procedures now applicable to race, color, sex, national origin, and religious discrimination under title VII of the Civil Rights Act of 1964, as amended, and the Civil Rights Act of 1991.  Complaints regarding actions that occurred on or after July 26, 1992, may be filed with the Equal Employment Opportunity Commission or designated State human rights agencies.  Available remedies will include hiring, reinstatement, promotion, back pay, front pay, restored benefits, reasonable accommodation, attorneys' fees, expert witness fees, and court costs.  Compensatory and punitive damages also may be available in cases of intentional discrimination or where an employer fails to make a good faith effort to provide a reasonable accommodation.

Q. What financial assistance is available to employers to help them make reasonable accommodations and comply with the ADA?

A. A special tax credit is available to help smaller employers make accommodations required by the ADA. An eligible small business may take a tax credit of up to $5,000 per year for accommodations made to comply with the ADA.  The credit is available for one-half the cost of "eligible access expenditures" that are more than $250 but less than $10,250.

A full tax deduction, up to $15,000 per year, also is available to any business for expenses of removing qualified architectural or transportation barriers.  Expenses covered include costs of removing barriers created by steps, narrow doors, inaccessible parking spaces, restroom facilities, and transportation vehicles.  Additional information discussing the tax credits and deductions is contained in the Department of Justice's ADA Tax Incentive Packet for Businesses available from the ADA Information Line.  Information about the tax credit and tax deduction can also be obtained from a local IRS office, or by contacting the Office of Chief Counsel, Internal Revenue Service.

Q. What are an employer's recordkeeping requirements under the employment provisions of the ADA?

A. An employer must maintain records such as application forms submitted by applicants and other records related to hiring, requests for reasonable accommodation, promotion, demotion, transfer, lay-off or termination, rates of pay or other terms of compensation, and selection for training or apprenticeship for one year after making the record or taking the action described (whichever occurs later).  If a charge of discrimination is filed or an action is brought by EEOC, an employer must save all personnel records related to the charge until final disposition of the charge.
Q. Does the ADA require that an employer post a notice explaining its requirements?

A. The ADA requires that employers post a notice describing the provisions of the ADA. It must be made accessible, as needed, to individuals with disabilities.  A poster is available from EEOC summarizing the requirements of the ADA and other Federal legal requirements for nondiscrimination for which EEOC has enforcement responsibility.  EEOC also provides guidance on making this information available in accessible formats for people with disabilities.

Q. What resources does the Equal Employment Opportunity Commission have available to help employers and people with disabilities understand and comply with the employment requirements of the ADA?

A. The Equal Employment Opportunity Commission has developed several resources to help employers and people with disabilities understand and comply with the employment provisions of the ADA.

Resources include:
A Technical Assistance Manual that provides "how-to" guidance on the employment provisions of the ADA as well as a resource directory to help individuals find specific information.

A variety of brochures, booklets, and fact sheets.

State and Local Governments

Q. Does the ADA apply to State and local governments?

A. Title II of the ADA prohibits discrimination against qualified individuals with disabilities in all programs, activities, and services of public entities.  It applies to all State and local governments, their departments and agencies, and any other instrumentalities or special purpose districts of State or local governments.  It clarifies the requirements of section 504 of the Rehabilitation Act of 1973 for public transportation systems that receive Federal financial assistance, and extends coverage to all public entities that provide public transportation, whether or not they receive Federal financial assistance. It establishes detailed standards for the operation of public transit systems, including commuter and intercity rail (AMTRAK).

Q. When do the requirements for State and local governments become effective?
A. In general, they became effective on January 26, 1992.

Q. How does title II affect participation in a State or local government's programs, activities, and services?

A. A state or local government must eliminate any eligibility criteria for participation in programs, activities, and services that screen out or tend to screen out persons with disabilities, unless it can establish that the requirements are necessary for the provision of the service, program, or activity.  The State or local government may, however, adopt legitimate safety requirements necessary for safe operation if they are based on real risks, not on stereotypes or generalizations about individuals with disabilities.  Finally, a public entity must reasonably modify its policies, practices, or procedures to avoid discrimination.  If the public entity can demonstrate that a particular modification would fundamentally alter the nature of its service, program, or activity, it is not required to make that modification.

Q. Does title II cover a public entity's employment policies and practices?

A. Yes.  Title II prohibits all public entities, regardless of the size of their work force, from discriminating in employment against qualified individuals with disabilities.  In addition to title II's employment coverage, title I of the ADA and section 504 of the Rehabilitation Act of 1973 prohibit employment discrimination against qualified individuals with disabilities by certain public entities

Q. What changes must a public entity make to its existing facilities to make them accessible?

A. A public entity must ensure that individuals with disabilities are not excluded from services, programs, and activities because existing buildings are inaccessible.  A State or local government's programs, when viewed in their entirety, must be readily accessible to and usable by individuals with disabilities.  This standard, known as "program accessibility," applies to facilities of a public entity that existed on January 26, 1992.  Public entities do not necessarily have to make each of their existing facilities accessible.  They may provide program accessibility by a number of methods including alteration of existing facilities, acquisition or construction of additional facilities, relocation of a service or program to an accessible facility, or provision of services at alternate accessible sites.

Q. When must structural changes be made to attain program accessibility?

A. Structural changes needed for program accessibility must be made as expeditiously as possible, but no later than January 26, 1995.  This three-year time period is not a grace period; all alterations must be accomplished as expeditiously as possible.  A public entity that employs 50 or more persons must have developed a transition plan by July 26, 1992, setting forth the steps necessary to complete such changes.

Q. What is a self-evaluation?

A. A self-evaluation is a public entity's assessment of its current policies and practices.  The self-evaluation identifies and corrects those policies and practices that are inconsistent with title II's requirements.  All public entities must complete a self-evaluation by January 26, 1993. A public entity that employs 50 or more employees must retain its self-evaluation for three years.  Other public entities are not required to retain their self-evaluations, but are encouraged to do so because these documents evidence a public entity's good faith efforts to comply with title II's requirements.

Q. What does title II require for new construction and alterations?

A. The ADA requires that all new buildings constructed by a State or local government be accessible.  In addition, when a State or local government undertakes alterations to a building, it must make the altered portions accessible.

Q. How will a State or local government know that a new building is accessible?

A. A State or local government will be in compliance with the ADA for new construction and alterations if it follows either of two accessibility standards.  It can choose either the Uniform Federal Accessibility Standards or the Americans with Disabilities Act Accessibility Guidelines for Buildings and Facilities, which is the standard that must be used for public accommodations  and commercial facilities under title III of the ADA.  If the State or local government chooses the ADA Accessibility Guidelines, it is not entitled to the elevator exemption (which permits certain private buildings under three stories or under 3,000 square feet per floor to be constructed without an elevator).
Q. What requirements apply to a public entity's emergency telephone services, such as 911?

A. State and local agencies that provide emergency telephone services must provide "direct access" to individuals who rely on a TDD or computer modem for telephone communication. Telephone access through a third party or through a relay service does not satisfy the requirement for direct access. Where a public entity provides 911 telephone service, it may not substitute a separate seven-digit telephone line as the sole means for access to 911 services by nonvoice users.  A public entity may, however, provide a separate seven-digit line for the exclusive use of nonvoice callers in addition to providing direct access for such calls to its 911 line.

Q. Does title II require that telephone emergency service systems be compatible with all formats used for nonvoice communications?

A. No.  At present, telephone emergency services must only be compatible with the Baudot format.  Until it can be technically proven that communications in another format can operate in a reliable and compatible manner in a given telephone emergency environment, a public entity would not be required to provide direct access to computer modems using formats other than Baudot.

Q. How will the ADA's requirements for State and local governments be enforced?

A. Private individuals may bring lawsuits to enforce their rights under title II and may receive the same remedies as those provided under section 504 of the Rehabilitation Act of 1973, including reasonable attorney's fees.  Individuals may also file complaints with eight designated Federal agencies, including the Department of Justice and the Department of Transportation.

Public Accommodations

Q. What are public accommodations?
A. A public accommodation is a private entity that owns, operates, leases, or leases to, a place of public accommodation.  Places of public accommodation include a wide range of entities, such as restaurants, hotels, theaters, doctors' offices, pharmacies, retail stores, museums, libraries, parks, private schools, and day care centers.  Private clubs and religious organizations are exempt from the ADA's title III requirements for public accommodations.

Q. Will the ADA have any effect on the eligibility criteria used by public accommodations to determine who may receive services?

A. Yes.  If a criterion screens out or tends to screen out individuals with disabilities, it may only be used if necessary for the provision of the services.  For instance, it would be a violation for a retail store to have a rule excluding all deaf persons from entering the premises, or for a movie theater to exclude all individuals with cerebral palsy.  More subtle forms of discrimination are also prohibited. For example, requiring presentation of a driver's license as the sole acceptable means of identification for purposes of paying by check could constitute discrimination against individuals with vision impairments.  This would be true if such individuals are ineligible to receive licenses and the use of an alternative means of identification is feasible.

Q. Does the ADA allow public accommodations to take safety factors into consideration in providing services to individuals with disabilities?

A. The ADA expressly provides that a public accommodation may exclude an individual, if that individual poses a direct threat to the health or safety of others that cannot be mitigated by appropriate modifications in the public accommodation's policies or procedures, or by the provision of auxiliary aids.  A public accommodation will be permitted to establish objective safety criteria for the operation of its business; however, any safety standard must be based on objective requirements rather than stereotypes or generalizations about the ability of persons with disabilities to participate in an activity.

Q. Are there any limits on the kinds of modifications in policies, practices, and procedures required by the ADA?

A. Yes.  The ADA does not require modifications that would fundamentally alter the nature of the services provided by the public accommodation.  For example, it would not be discriminatory for a physician specialist who treats only burn patients to refer a deaf individual to another physician for treatment of a broken limb or respiratory ailment  To require a physician to accept patients outside of his or her specialty would fundamentally alter the nature of the medical practice.

Q. What kinds of auxiliary aids and services are required by the ADA to ensure effective communication with individuals with hearing or vision impairments?

A. Appropriate auxiliary aids and services may include services and devices such as qualified interpreters, assistive listening devices, notetakers, and written materials for individuals with hearing impairments; and qualified readers, taped texts, and Brailled or large print materials for individuals with vision impairments.

Q. Are there any limitations on the ADA's auxiliary aids requirements?

A. Yes.  The ADA does not require the provision of any auxiliary aid that would result in an undue burden or in a fundamental alteration in the nature of the goods or services provided by a public accommodation.  However, the public accommodation is not relieved from the duty to furnish an alternative auxiliary aid, if available, that would not result in a fundamental alteration or undue burden.  Both of these limitations are derived from existing regulations and caselaw under section 504 of the Rehabilitation Act and are to be determined on a case-by-case basis.

Q. Will restaurants be required to have brailled menus?

A. No, not if waiters or other employees are made available to read the menu to a blind customer.

Q. Will a clothing store be required to have brailled price tags?

A. No, not if sales personnel could provide price information orally upon request.

Q. Will a bookstore be required to maintain a sign language interpreter on its staff in order to communicate with deaf customers?

A. No, not if employees communicate by pen and notepad when necessary.

Q. Are there any limitations on the ADA's barrier removal requirements for existing facilities?

A. Yes. Barrier removal need be accomplished only when it is "readily achievable" to do so.

Q. What does the term "readily achievable" mean?
A. It means "easily accomplishable and able to be carried out without much difficulty or expense."

Q. What are examples of the types of modifications that would be readily achievable in most cases?

A. Examples include the simple ramping of a few steps, the installation of grab bars where only routine reinforcement of the wall is required, the lowering of telephones, and similar modest adjustments.
Q. Will businesses need to rearrange furniture and display racks?

A. Possibly.  For example, restaurants may need to rearrange tables and department stores may need to adjust their layout of racks and shelves in order to permit access to wheelchair users.

Q. Will businesses need to install elevators?

A. Businesses are not required to retrofit their facilities to install elevators unless such installation is readily achievable, which is unlikely in most cases.

Q. When barrier removal is not readily achievable, what kinds of alternative steps are required by the ADA?

A. Alternatives may include such measures as in-store assistance for removing articles from inaccessible shelves, home delivery of groceries, or coming to the door to receive or return dry cleaning.
Q. Must alternative steps be taken without regard to cost?

A. No, only readily achievable alternative steps must be undertaken.

Q. How is "readily achievable" determined in a multisite business?

A. In determining whether an action to make a public accommodation accessible would be "readily achievable," the overall size of the parent corporation or entity is only one factor to be considered.  The ADA also permits consideration of the financial resources of the particular facility or facilities involved and the administrative or fiscal relationship of the facility or facilities to the parent entity.

Q. Who has responsibility for ADA compliance in leased places of public accommodation, the landlord or the tenant?

A. The ADA places the legal obligation to remove barriers or provide auxiliary aids and services on both the landlord and the tenant.  The landlord and the tenant may decide by lease who will actually make the changes and provide the aids and services, but both remain legally responsible.

Q. What does the ADA require in new construction?

A. The ADA requires that all new construction of places of public accommodation, as well as of "commercial facilities" such as office buildings, be accessible.  Elevators are generally not required in facilities under three stories or with fewer than 3,000 square feet per floor, unless the building is a shopping center or mall; the professional office of a health care provider; a terminal, depot, or other public transit station; or an airport passenger terminal.

Q. Is it expensive to make all newly constructed places of public accommodation and commercial facilities accessible?

A. The cost of incorporating accessibility features in new construction is less than one percent of construction costs.  This is a small price in relation to the economic benefits to be derived from full accessibility in the future, such as increased employment and consumer spending and decreased welfare dependency.
Q. Must every feature of a new facility be accessible?

A. No, only a specified number of elements such as parking spaces and drinking fountains must be made accessible in order for a facility to be "readily accessible."  Certain nonoccupiable spaces such as elevator pits, elevator penthouses, and piping or equipment catwalks need not be accessible.

Q. What are the ADA requirements for altering facilities?

A. All alterations that could affect the usability of a facility must be made in an accessible manner to the maximum extent feasible.  For example, if during renovations a doorway is being relocated, the new doorway must be wide enough to meet the new construction standard for accessibility.  When alterations are made to a primary function area, such as the lobby of a bank or the dining area of a cafeteria, an accessible path of travel to the altered area must also be provided.  The bathrooms, telephones, and drinking fountains serving that area must also be made accessible.  These additional accessibility alterations are only required to the extent that the added accessibility costs do not exceed 20% of the cost of the original alteration.  Elevators are generally not required in facilities under three stories or with fewer than 3,000 square feet per floor, unless the building is a shopping center or mall; the professional office of a health care provider; a terminal, depot, or other public transit station; or an airport passenger terminal.

Q. Does the ADA permit an individual with a disability to sue a business when that individual believes that discrimination is about to occur, or must the individual wait for the discrimination to occur?

A. The ADA public accommodations provisions permit an individual to allege discrimination based on a reasonable belief that discrimination is about to occur.  This provision, for example, allows a person who uses a wheelchair to challenge the planned construction of a new place of public accommodation, such as a shopping mall, that would not be accessible to individuals who use wheelchairs.  The resolution of such challenges prior to the construction of an inaccessible facility would enable any necessary remedial measures to be incorporated in the building at the planning stage, when such changes would be relatively inexpensive.
Q. How does the ADA affect existing State and local building codes?
A. Existing codes remain in effect.  The ADA allows the Attorney General to certify that a State law, local building code, or similar ordinance that establishes accessibility requirements meets or exceeds the minimum accessibility requirements for public accommodations and commercial facilities.  Any State or local government may apply for certification of its code or ordinance. The Attorney General can certify a code or ordinance only after prior notice and a public hearing at which interested people, including individuals with disabilities, are provided an opportunity to testify against the certification.

Q. What is the effect of certification of a State or local code or ordinance?

A. Certification can be advantageous if an entity has constructed or altered a facility according to a certified code or ordinance.  If someone later brings an enforcement proceeding against the entity, the certification is considered "rebuttable evidence" that the State law or local ordinance meets or exceeds the minimum requirements of the ADA.  In other words, the entity can argue that the construction or alteration met the requirements of the ADA because it was done in compliance with the State or local code that had been certified.

Q. When are the public accommodations provisions effective?

A. In general, they became effective on January 26, 1992.

Q. How will the public accommodations provisions be enforced?

A. Private individuals may bring lawsuits in which they can obtain court orders to stop discrimination.  Individuals may also file complaints with the Attorney General, who is authorized to bring lawsuits in cases of general public importance or where a pattern of practice of discrimination is alleged.  In these cases, the Attorney General may seek monetary damages and civil penalties.  Civil penalties may not exceed $55,000 for a first violation or $110,000 for any subsequent violation.

Miscellaneous

Q. Is the Federal government covered by the ADA?

A. The ADA does not cover the executive branch of the Federal government.  The executive branch continues to be covered by title V of the Rehabilitation Act of 1973, which prohibits discrimination in services and employment on the basis of handicap and which is a model for the requirements of the ADA.  The ADA, however, does cover Congress and other entities in the legislative branch of the Federal government.

Q. Does the ADA cover private apartments and private homes?

A. The ADA does not cover strictly residential private apartments and homes.  If, however, a place of public accommodation, such as a doctor's office or day care center, is located in a private residence, those portions of the residence used for that purpose are subject to the ADA's requirements.

Q. Does the ADA cover air transportation?

A. Discrimination by air carriers in areas other than employment is not covered by the ADA but rather by the Air Carrier Access Act (49 U.S.C. 1374 (c)).
Q. What are the ADA's requirements for public transit buses?

A. The Department of Transportation has issued regulations mandating accessible public transit vehicles and facilities.  The regulations include requirements that all new fixed-route, public transit buses be accessible and that supplementary paratransit services be provided for those individuals with disabilities who cannot use fixed-route bus service.

Q. How will the ADA make telecommunications accessible?

A. The ADA requires the establishment of telephone relay services for individuals who use telecommunications devices for deaf persons (TDD's) or similar devices.  The Federal Communications Commission has issued regulations specifying standards for the operation of these services.

Q. Are businesses entitled to any tax benefit to help pay for the cost of compliance?

A. As amended in 1990, the Internal Revenue Code allows a deduction of up to $15,000 per year for expenses associated with the removal of qualified architectural and transportation barriers.  The 1990 amendment also permits eligible small businesses to receive a tax credit for certain costs of compliance with the ADA.  An eligible small business is one whose gross receipts do not exceed $1,000,000 or whose workforce does not consist of more than 30 full-time workers.  Qualifying businesses may claim a credit of up to 50 percent of eligible access expenditures that exceed $250 but do not exceed $10,250.  Examples of eligible access expenditures include the necessary and reasonable costs of removing architectural, physical, communications, and transportation barriers; providing readers, interpreters, and other auxiliary aids; and acquiring or modifying equipment or devices.

Telephone Numbers for ADA Information
This list contains the telephone numbers of Federal agencies that are responsible for providing information to the public about the Americans with Disabilities Act and organizations that have been funded by the Federal government to provide information through staffed information centers.  The agencies and organizations listed are sources for obtaining information about the law's requirements and informal guidance in understanding and complying with the ADA.

  ADA Information Line
  U.S. Department of Justice 
    For ADA documents and questions
    800-514-0301 (voice)
    800-514-0383 (TTY)
    www.usdoj.gov/crt/ada/adahom1.htm
     
  U.S. Equal Employment Opportunity Commission
    For publications
    800-669-3362 (voice)
    800-800-3302 (TTY)

    For questions
    800-669-4000 (voice)
    800-669-6820 (TTY)
    www.eeoc.gov

  U.S. Department of Transportation
    ADA Assistance Line for
    regulations and complaints
    888-446-4511 (voice)
    TTY: use relay service
    www.fta.dot.gov/office/civ.htm

  Federal Communications Commission
    888-225-5322 (voice)
    888-835-5322 (TTY)
    www.fcc.gov/cib/dro
     
  U.S. Architectural and Transportation Barriers Compliance Board
    800-872-2253 (voice)
    800-993-2822 (TTY)
    www.access-board.gov

  U.S. Department of Labor
  Job Accommodation Network
    800-526-7234 (voice & TTY)
    www.jan.wvu.edu


  U.S. Department of Education
  Regional Disability and Business Technical Assistance Centers 
    800-949-4232 (voice & TTY)
    www.adata.org

  Addresses for ADA Information

  U.S. Department of Justice
  Civil Rights Division
  Disability Rights Section
  P.O. Box 66738
  Washington, DC 20035-6738

  U.S. Equal Employment Opportunity Commission
  1801 L Street, NW
  Washington, DC 20507

  U.S. Department of Transportation
  Federal Transit Administration
  400 Seventh Street, SW
  Washington, DC 20590

  Federal Communications Commission
  1919 M Street, NW
  Washington, DC 20554

  Architectural and Transportation Barriers Compliance Board
  1331 F Street, NW Suite 1000
  Washington, DC 20004-1111

U.S. Equal Employment Opportunity Commission

U.S. Department of Justice
Civil Rights Division


























GOVERNMENT CODE
SECTION 12925-12928

12925.  As used in this part, unless a different meaning clearly appears from the context:
   (a) "Commission" means the Fair Employment and Housing Commission and "commissioner" means a member of the commission.
   (b) "Department" means the Department of Fair Employment and Housing.
   (c) "Director" means the Director of Fair Employment and Housing.
   (d) "Person" includes one or more individuals, partnerships, associations, corporations, limited liability companies, legal representatives, trustees, trustees in bankruptcy, and receivers or other fiduciaries.

12926.  As used in this part in connection with unlawful practices, unless a different meaning clearly appears from the context:
   (a) "Affirmative relief" or "prospective relief" includes the authority to order reinstatement of an employee, awards of backpay, reimbursement of out-of-pocket expenses, hiring, transfers, reassignments, grants of tenure, promotions, cease and desist orders, posting of notices, training of personnel, testing, expunging of records, reporting of records, and any other similar relief that is intended to correct unlawful practices under this part.
   (b) "Age" refers to the chronological age of any individual who has reached his or her 40th birthday.
   (c) "Employee" does not include any individual employed by his or her parents, spouse, or child, or any individual employed under a special license in a nonprofit sheltered workshop or rehabilitation facility.
   (d) "Employer" includes any person regularly employing five or more persons, or any person acting as an agent of an employer, directly or indirectly, the state or any political or civil subdivision of the state, and cities, except as follows:  "Employer" does not include a religious association or corporation not organized for private profit.
   (e) "Employment agency" includes any person undertaking for compensation to procure employees or opportunities to work.
   (f) "Essential functions" means the fundamental job duties of the employment position the individual with a disability holds or desires.  "Essential functions" does not include the marginal functions of the position.
   (1) A job function may be considered essential for any of several reasons, including, but not limited to, any one or more of the following:
   (A) The function may be essential because the reason the position exists is to perform that function.
   (B) The function may be essential because of the limited number of employees available among whom the performance of that job function can be distributed.
   (C) The function may be highly specialized, so that the incumbent in the position is hired for his or her expertise or ability to perform the particular function.
   (2) Evidence of whether a particular function is essential includes, but is not limited to, the following:
   (A) The employer's judgment as to which functions are essential.
   (B) Written job descriptions prepared before advertising or interviewing applicants for the job.
   (C) The amount of time spent on the job performing the function.
   (D) The consequences of not requiring the incumbent to perform the function.
   (E) The terms of a collective bargaining agreement.
   (F) The work experiences of past incumbents in the job.
   (G) The current work experience of incumbents in similar jobs.
   (g) "Labor organization" includes any organization that exists and is constituted for the purpose, in whole or in part, of collective bargaining or of dealing with employers concerning grievances, terms or conditions of employment, or of other mutual aid or protection.
   (h) "Medical condition" means either of the following:
   (1) Any health impairment related to or associated with a diagnosis of cancer or a record or history of cancer.
   (2) Genetic characteristics.  For purposes of this section, "genetic characteristics" means either of the following:
   (A) Any scientifically or medically identifiable gene or chromosome, or combination or alteration thereof, that is known to be a cause of a disease or disorder in a person or his or her offspring, or that is determined to be associated with a statistically increased risk of development of a disease or disorder, and that is presently not associated with any symptoms of any disease or disorder.
   (B) Inherited characteristics that may derive from the individual or family member, that are known to be a cause of a disease or disorder in a person or his or her offspring, or that are determined to be associated with a statistically increased risk of development
of a disease or disorder, and that are presently not associated with any symptoms of any disease or disorder.
   (i) "Mental disability" includes, but is not limited to, all of the following:
   (1) Having any mental or psychological disorder or condition, such as mental retardation, organic brain syndrome, emotional or mental illness, or specific learning disabilities, that limits a major life activity.  For purposes of this section:
   (A) "Limits" shall be determined without regard to mitigating measures, such as medications, assistive devices, or reasonable accommodations, unless the mitigating measure itself limits a major life activity.
   (B) A mental or psychological disorder or condition limits a major life activity if it makes the achievement of the major life activity difficult.
   (C) "Major life activities" shall be broadly construed and shall include physical, mental, and social activities and working.
   (2) Any other mental or psychological disorder or condition not described in paragraph (1) that requires special education or related services.
   (3) Having a record or history of a mental or psychological disorder or condition described in paragraph (1) or (2), which is known to the employer or other entity covered by this part.
   (4) Being regarded or treated by the employer or other entity covered by this part as having, or having had, any mental condition that makes achievement of a major life activity difficult.
   (5) Being regarded or treated by the employer or other entity covered by this part as having, or having had, a mental or psychological disorder or condition that has no present disabling effect, but that may become a mental disability as described in
paragraph (1) or (2).
   "Mental disability" does not include  sexual behavior disorders, compulsive gambling, kleptomania, pyromania, or psychoactive substance use disorders resulting from the current unlawful use of controlled substances or other drugs.
   (j) "On the bases enumerated in this part" means or refers to discrimination on the basis of one or more of the following:  race, religious creed, color, national origin, ancestry, physical disability, mental disability, medical condition, marital status,
sex, age, or sexual orientation.
   (k) "Physical disability" includes, but is not limited to, all of the following:
   (1) Having any physiological disease, disorder, condition, cosmetic disfigurement, or anatomical loss that does both of the following:
   (A) Affects one or more of the following body systems:  neurological, immunological, musculoskeletal, special sense organs, respiratory, including speech organs, cardiovascular, reproductive, digestive, genitourinary, hemic and lymphatic, skin, and endocrine.
   (B) Limits a major life activity.  For purposes of this section:
   (i) "Limits" shall be determined without regard to mitigating measures such as medications, assistive devices, prosthetics, or reasonable accommodations, unless the mitigating measure itself limits a major life activity.
   (ii) A physiological disease, disorder, condition, cosmetic disfigurement, or anatomical loss limits a major life activity if it makes the achievement of the major life activity difficult.
   (iii) "Major life activities" shall be broadly construed and includes physical, mental, and social activities and working.
   (2) Any other health impairment not described in paragraph (1) that requires special education or related services.
   (3) Having a record or history of a disease, disorder, condition, cosmetic disfigurement, anatomical loss, or health impairment described in paragraph (1) or (2), which is known to the employer or other entity covered by this part.
   (4) Being regarded or treated by the employer or other entity covered by this part as having, or having had, any physical condition that makes achievement of a major life activity difficult.
   (5) Being regarded or treated by the employer or other entity covered by this part as having, or having had, a disease, disorder, condition, cosmetic disfigurement, anatomical loss, or health impairment that has no present disabling effect but may become a
physical disability as described in paragraph (1) or (2).
   (6) "Physical disability" does not include  sexual behavior disorders, compulsive gambling, kleptomania, pyromania, or psychoactive substance use disorders resulting from the current unlawful use of controlled substances or other drugs.
   (l) Notwithstanding subdivisions (i) and (k), if the definition of "disability" used in the Americans with Disabilities Act of 1990 (Public Law 101-336) would result in broader protection of the civil rights of individuals with a mental disability or physical disability, as defined in subdivision (i) or (k), or would include any medical condition not included within those definitions, then that broader protection or coverage shall be deemed incorporated by reference into, and shall prevail over conflicting provisions of, the
definitions in subdivisions (i) and (k).
   (m) "Race, religious creed, color, national origin, ancestry, physical disability, mental disability, medical condition, marital status, sex, age, or sexual orientation" includes a perception that the person has any of those characteristics or that the person is
associated with a person who has, or is perceived to have, any of those characteristics.
   (n) "Reasonable accommodation" may include either of the following:
   (1) Making existing facilities used by employees readily accessible to, and usable by, individuals with disabilities.
   (2) Job restructuring, part-time or modified work schedules, reassignment to a vacant position, acquisition or modification of equipment or devices, adjustment or modifications of examinations, training materials or policies, the provision of qualified readers or
interpreters, and other similar accommodations for individuals with disabilities.
   (o) "Religious creed," "religion," "religious observance," "religious belief," and "creed" include all aspects of religious belief, observance, and practice.
   (p) "Sex" includes, but is not limited to, pregnancy, childbirth, or medical conditions related to pregnancy or childbirth.
   (q) "Sexual orientation" means heterosexuality, homosexuality, and bisexuality.
   (r) "Supervisor" means any individual having the authority, in the interest of the employer, to hire, transfer, suspend, lay off, recall, promote, discharge, assign, reward, or discipline other employees, or the responsibility to direct them, or to adjust their
grievances, or effectively to recommend that action, if, in connection with the foregoing, the exercise of that authority is not of a merely routine or clerical nature, but requires the use of independent judgment.
   (s) "Undue hardship" means an action requiring significant difficulty or expense, when considered in light of the following factors:  (1) the nature and cost of the accommodation needed, (2) the overall financial resources of the facilities involved in the provision of the reasonable accommodations, the number of persons employed at the facility, and the effect on expenses and resources or the impact otherwise of these accommodations upon the operation of the facility, (3) the overall financial resources of the covered entity, the overall size of the business of a covered entity with respect to the number of employees, and the number, type, and location of its facilities, (4) the type of operations, including the composition, structure, and functions of the workforce of the entity, and (5) the geographic separateness, administrative, or fiscal relationship of the facility or facilities.
12926.1.  The Legislature finds and declares as follows:
   (a) The law of this state in the area of disabilities provides protections independent from those in the federal Americans with Disabilities Act of 1990 (Public Law 101-336).  Although the federal act provides a floor of protection, this state's law has always, even
prior to passage of the federal act, afforded additional protections.
   (b) The law of this state contains broad definitions of physical disability, mental disability, and medical condition.  It is the intent of the Legislature that the definitions of physical disability and mental disability be construed so that applicants and employees
are protected from discrimination due to an actual or perceived physical or mental impairment that is disabling, potentially disabling, or perceived as disabling or potentially disabling.
   (c) Physical and mental disabilities include, but are not limited to, chronic or episodic conditions such as HIV/AIDS, hepatitis, epilepsy, seizure disorder, diabetes, clinical depression, bipolar disorder, multiple sclerosis, and heart disease.  In addition, the
Legislature has determined that the definitions of "physical disability" and "mental disability" under the law of this state require a "limitation" upon a major life activity, but do not require, as does the Americans with Disabilities Act of 1990, a "substantial limitation."  This distinction is intended to result in broader coverage under the law of this state than under that federal act.  Under the law of this state, whether a condition limits a major life activity shall be determined without respect to any mitigating measures, unless the mitigating measure itself limits a major life activity, regardless of federal law under the Americans with Disabilities Act of 1990.  Further, under the law of this state, "working" is a major life activity, regardless of whether the actual or perceived working limitation implicates a particular employment or a class or broad range of employments.
   (d) Notwithstanding any interpretation of law in Cassista v. Community Foods (1993) 5 Cal.4th 1050, the Legislature intends (1) for state law to be independent of the Americans with Disabilities Act of 1990, (2) to require a "limitation" rather than a "substantial
limitation" of a major life activity, and (3) by enacting paragraph (4) of subdivision (i) and paragraph (4) of subdivision (k) of Section 12926, to provide protection when an individual is erroneously or mistakenly believed to have any physical or mental
condition that limits a major life activity.
   (e) The Legislature affirms the importance of the interactive process between the applicant or employee and the employer in determining a reasonable accommodation, as this requirement has been articulated by the Equal Employment Opportunity Commission in its interpretive guidance of the Americans with Disabilities Act of 1990.

12926.2.  As used in this part in connection with unlawful practices, unless a different meaning clearly appears from the context:
   (a) "Religious corporation" means any corporation formed under, or otherwise subject to, Part 4 (commencing with Section 9110) or Part 6 (commencing with Section 10000) of Division 2 of Title 1 of the Corporations Code, and also includes a corporation that is formed primarily or exclusively for religious purposes under the laws of any other state to administer the affairs of an organized religious group and that is not organized for private profit.
   (b) "Religious duties" means duties of employment connected with carrying on the religious activities of a religious corporation or association.
   (c) Notwithstanding subdivision (d) of Section 12926 and except as otherwise provided in subdivision (d) of this section, "employer" includes a religious corporation or association with respect to persons employed by the religious association or corporation to perform duties, other than religious duties, at a health care facility operated by the religious association or corporation for the provision of health care that is not restricted to adherents of the religion that established the association or corporation.
   (d) "Employer" does not include a religious corporation with respect to either the employment, including promotion, of an individual of a particular religion, or the application of the employer's religious doctrines, tenets, or teachings, in any work
connected with the provision of health care.
   (e) Notwithstanding subdivision (d) of Section 12926, "employer" does not include a nonprofit public benefit corporation incorporated to provide health care on behalf of a religious organization under Part 2 (commencing with Section 5110) of Division 2 of Title 1 of the Corporations Code, with respect to employment, including promotion, of an individual of a particular religion in an executive or pastoral-care position connected with the provision of health care.
   (f) (1) Notwithstanding any other provision of law, a nonprofit public benefit corporation formed by, or affiliated with, a particular religion and that operates an educational institution as its sole or primary activity, may restrict employment, including promotion, in any or all employment categories to individuals of a particular religion.
   (2) Notwithstanding paragraph (1) or any other provision of law, employers that are nonprofit public benefit corporations specified in paragraph (1) shall be subject to the provisions of this part in all other respects, including, but not limited to, the prohibitions
against discrimination made unlawful employment practices by this part.

12927.  As used in this part in connection with housing accommodations, unless a different meaning clearly appears from the context:
   (a) "Affirmative actions" means any activity for the purpose of eliminating discrimination in housing accommodations because of race, color, religion, sex, marital status, national origin, ancestry, familial status, or disability.
   (b) "Conciliation council" means a nonprofit organization, or a city or county human relations commission, which provides education, factfinding, and mediation or conciliation services in resolution of complaints of housing discrimination.
   (c) (1) "Discrimination" includes refusal to sell, rent, or lease housing accommodations; includes refusal to negotiate for the sale, rental, or lease of housing accommodations; includes representation that a housing accommodation is not available for inspection, sale,
or rental when that housing accommodation is in fact so available; includes any other denial or withholding of housing accommodations; includes provision of inferior terms, conditions, privileges, facilities, or services in connection with those housing accommodations; includes harassment in connection with those housing accommodations; includes the cancellation or termination of a sale or rental agreement; includes the provision of segregated or separated housing accommodations; includes the refusal to permit, at the expense of the disabled person, reasonable modifications of existing
premises occupied or to be occupied by the disabled person, if the modifications may be necessary to afford the disabled person full enjoyment of the premises, except that, in the case of a rental, the landlord may, where it is reasonable to do so condition permission
for a modification on the renter's agreeing to restore the interior of the premises to the condition that existed before the modification (other than for reasonable wear and tear), and includes refusal to make reasonable accommodations in rules, policies, practices, or
services when these accommodations may be necessary to afford a disabled person equal opportunity to use and enjoy a dwelling.
   (2) "Discrimination" does not include either of the following:
   (A) Refusal to rent or lease a portion of an owner-occupied single-family house to a person as a roomer or boarder living within the household, provided that no more than one roomer or boarder is to live within the household, and the owner complies with subdivision
(c) of Section 12955, which prohibits discriminatory notices, statements, and advertisements.
   (B) Where the sharing of living areas in a single dwelling unit is involved, the use of words stating or tending to imply that the housing being advertised is available only to persons of one sex.
   (d) "Housing accommodation" means any building, structure, or portion thereof that is occupied as, or intended for occupancy as, a residence by one or more families and any vacant land that is offered for sale or lease for the construction thereon of any building,
structure, or portion thereof intended to be so occupied.
   (e) "Owner" includes the lessee, sublessee, assignee, managing agent, real estate broker or salesperson, or any person having any legal or equitable right of ownership or possession or the right to rent or lease housing accommodations, and includes the state and any of its political subdivisions and any agency thereof.
   (f) "Person" includes all individuals and entities that are described in Section 3602(d) of Title 42 of the United States Code, and in the definition of "owner" in subdivision (e) of this section, and all institutional third parties, including the Federal Home Loan
Mortgage Corporation.
   (g) "Aggrieved person" includes any person who claims to have been injured by a discriminatory housing practice or believes that the person will be injured by a discriminatory housing practice that is about to occur.
   (h) "Real estate-related transactions" include any of the following:
   (1) The making or purchasing of loans or providing other financial assistance that is for the purpose of purchasing, constructing, improving, repairing, or maintaining a dwelling, or that is secured by residential real estate.
   (2) The selling, brokering, or appraising of residential real property.
   (3) The use of territorial underwriting requirements, for the purpose of requiring a borrower in a specific geographic area to obtain earthquake insurance, required by an institutional third party on a loan secured by residential real property.

12928.  Notwithstanding any other provision of this part, there is a rebuttable presumption that "employer," as defined by subdivision (d) of Section 12926 and by paragraph (2) of subdivision (d) of Section 12926, includes any person or entity identified as the employer on the employee's Federal Form W-2 (Wage and Tax Statement).
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[bookmark: Body]This memo reviews the employer’s responsibilities under California’s Fair Employment and Housing Act (FEHA), as revised by AB 2222, Chapter 1049, Statutes of 2000.  New provisions expanding hiring and employment protections for people with actual, perceived, past, or potential physical and mental disabilities and medical conditions took effect January 1, 2001.

Under FEHA, employers are prohibited from discriminating against employees or applicants for employment who have a physical or mental disability, or a medical condition.

In AB 2222, the amended definition of physical disability includes but is not limited to physiological disease, disorder, condition, cosmetic disfigurement, or anatomical loss that both affects one or more body systems and limits a major life activity.

A mental disability includes but is not limited to a mental or psychological disorder or condition such as mental retardation, organic brain syndrome, emotional or mental illness, or specific learning disabilities that limit a major life activity.

Sexual behavior disorders, compulsive gambling, kleptomania, pyromania, and psychoactive substances use disorders resulting from the current unlawful use of controlled substances or other drugs are specifically excluded from the definition of both physical and mental disabilities.

As applied to the definitions of physical and mental disability, “limits” is determined without regard to mitigating measures such as medications or assistive devices.  A disability limits a major life activity if it makes it more difficult.  The phrase “major life activities” must be broadly construed and the definition includes not only physical and mental activities, but also social activities and working.

AB 2222 has expanded the protections formerly provided to people with physical or mental disabilities to those with medical conditions.  A medical condition means any health impairment related to or associated with a diagnosis of cancer or a record or history of cancer; or genetic characteristics that are known to be associated with a statistically increased risk of development of a disease or disorder that is presently not associated with any symptoms of any disease or disorder; or, inherited characteristics that are known to be a cause of a disease or disorder or that statistically increase the risk of a disease or disorder that are not presently associated with any symptoms of any disease or disorder.

Unlike the definitions of physical and mental disabilities, the definition of medical condition is not linked to a limitation in performing a major life function.

Pursuant to amendments under AB 2222, FEHA’s discrimination protections extend not only to people who currently have physical and mental disabilities, and to those who have medical conditions that are not symptomatic, but also to those who have a record or history of mental disabilities and those who have been “regarded as” being mentally or physically disabled.  Being “regarded” as “being disabled” may occur if an employee is found to be not disabled at the time he/she requested to return to work and the appointing power refused to do so.

In addition to prohibiting discrimination against employees or potential employees who are disabled or have a medical condition, the law requires the employer to provide reasonable accommodations to employees who have a known physical or mental disability.

In particular, employers must provide reasonable accommodation to enable disabled employees and applicants to perform the essential functions of a job.  AB 2222 did not change the definitions of essential job functions or the definition of reasonable accommodation that is found in Government Code section 12926.  Reasonable accommodation continues to include, among other things, job site modification, job restructuring, reassignment to a vacant position, acquisition or modification of equipment or devices, provision of qualified readers or interpreters, and other similar adjustments.

The employer is not required to provide accommodations that would create an undue hardship.  An accommodation may be considered an undue hardship if it involves significant difficulty or expense.  What constitutes a significant difficulty or expense will vary from employer to employer and depends on the nature and cost of the accommodation in relation to the resources available at the facility and to the employer as a whole.  The type of business, and the relationship between the facilities that make up the business, will also be taken into account.  Undue hardship is not generally found to be an adequate defense for public entities.

With the passage of AB 2222, employers are now required to engage in a timely, good faith, interactive process with the disabled employee in order to identify an effective reasonable accommodation.  The law does not define what constitutes a timely, good faith, interactive process.  However, the employer must strive to determine if an effective, reasonable accommodation exists.  The employer must address the request within a reasonable period of time and make a genuine attempt to satisfactorily resolve the issue.  The employee or applicant must be involved in the process.  It is not sufficient for the employer to unilaterally reject a request or impose a solution.  The interactive process dictates that the employer engage the employee or applicant in two-way communication.

The employer’s obligation to engage in this process is triggered either by the employee’s request for a reasonable accommodation or by the employer’s knowledge that the employee has a disability causing workplace problems and that the disability prevents the employee from requesting a reasonable accommodation.*

The employer is prohibited from requiring a medical or psychological examination of a current employee, or inquiring about a mental or physical disability or a medical condition, unless there is a business need and the examination or inquiry is job related.  Government Code section 19253.5 outlines the State employer’s authority and responsibility and the procedures for obtaining a fitness for duty examination for current state employees.

_________
*AB 2222 requires the disabled employee to initiate the interaction process by requesting reasonable accommodation.  However, at least two federal cases have expanded this to include the employer’s recognition of the need for such an accommodation.

The employer cannot require an examination of a job applicant or inquire about a mental or physical disability or a medical condition until after an offer of employment has been made and before the employment duties commence.  The examination or inquiry must be job related, consistent with business necessity, and be required of all employees in the same job classification.

Employers are not allowed to test employees or applicants for genetic characteristics.  The State Personnel Board (SPB) has rescinded its health questionnaire and released a new version that it believes complies with this law.  The Functional Ability Health Questionnaire and instructions for its use are available on SPB’s Web site at http://www.spb.ca.gov/svcgen/formsrd.cfm.

The employer is allowed to inquire about the ability of a job applicant to perform job-related functions and the prospective employer is permitted to respond to requests from the applicant for reasonable accommodation.  For example, if the job would require lifting 50-pound boxes, it would be permissible to ask if the applicant is capable of lifting 50-pound boxes; it would not be permissible to ask the applicant if he or she has back problems.

Failure to meet the employer’s obligations under FEHA can prove costly.  Among the possible remedies a judge may award in a successful lawsuit alleging discrimination under these statutes are: reinstatement of an employee, back pay, reimbursement of out-of-pocket expenses, hiring, transfers, reassignments, grants of tenure, promotions, cease and desist orders, posting of notices, training of personnel, testing, expunging of records, reporting of records, and any other similar relief that is intended to correct unlawful practices.




Terri Westbrook, Chief
Benefits Division

[bookmark: Attachment]

ADVANTAGES TO IDENTIFYING ESSENTIAL FUNCTIONS

The primary purpose of a duty statement is to identify the essential functions and marginal functions of a position.  According to the Equal Employment Opportunity Commission (EEOC), essential functions are those tasks or functions of a particular position that are fundamental to the position (as opposed to marginal) that an employee must be able to perform (with or without reasonable accommodation).  Marginal functions characterize duties that are performed but are not essential to the job.  Some advantages of identifying essential functions and marginal functions of the job are:

· Provide clearly written expectations about why the job exists, what the incumbent in the job is responsible to accomplish, and what is required to be able to effectively perform in the position.

· An understanding of essential functions assists a supervisor in the selection process in creating legal and appropriate interview questions and selection techniques.

· Provide the information needed to effectively recruit a successful candidate into the position.

· In communicating the essential functions through a duty statement, an employer outlines clear and concise expectations of the employee.

· Detail the expected results so that performance expectations can be articulated, communicated, measured, and documented in some form of performance assessment.

· Afford a communication vehicle to allow for job bidding, promotional opportunity and career development within an organization.

· Provide a defensible document from which a failing employee’s performance can be compared and required improvements can be communicated and measured.

· Provide a foundation for consistency in communication and a document from which incumbents and their managers can be held accountable.

· Under the Americans with Disabilities Act (ADA), supervisors might be called upon at any point in the employment relationship to provide reasonable accommodation so that an employee can perform the essential functions of the job in question, an appropriate analysis of a reasonable accommodation request is not possible without knowing what duties are essential to performance.

· Should it be necessary for an employer to order a fitness for duty examination, it is critical that the examining medical practitioner be provided with an accurate description of the essential functions that must be performed.  Short of this, it is not possible for the examination process to determine an employee’s fitness for duty without knowing what duties are essential to performance.

· Understanding the essential functions of a position is of central importance to the administration of a return to work program.  If the employer does not understand what outcome they expect from the position, it is not possible to determine whether the employee’s impairment and/or a reasonable accommodation will result in an appropriate performance outcome or what temporary restrictions may be required in order for the employee to return to work.














WHAT ARE ESSENTIAL FUNCTIONS?

The term “essential functions” means the fundamental job duties of the employment position the individual holds or desires.  The term does not include the marginal functions of the position.  Supervisors should carefully examine each job or position for which they have direct supervisory responsibility to determine which functions or tasks are essential to perform.  This is particularly important before taking an employment action such as recruiting, advertising, hiring, promoting or firing.  Please refer to the “Duty Statement Questionnaire” section of this manual on pages 114 to 128.

As an analysis of the essential functions of the job is conducted, an employer will also identify functions that are performed but are not essential as defined above.  Such duties can be characterized as marginal functions.  In supervising employees it may be necessary to reassign or trade marginal functions among employees within a given work site.  This would be done so that one employee would receive the marginal functions that an employee with a disability was not able to perform.  In turn, the employee with a disability would normally receive marginal functions that they could perform.  It is important to note that it is not the intent of such restructuring effort to relieve an employee with a disability of his/her workload or to assign undesirable tasks based on disability or lack of disability.

What Should an Employer consider when determining Essential Job Functions?

A job function may be considered essential for several reasons, including, but not limited to the following:

· the position exists to perform the function (e.g., if you hire someone to proofread documents, the ability to proofread accurately is an essential function, since this is the reason that the position exists);

· there are a limited number of other employees available to perform the function, or among whom the function can be distributed (e.g., it may be an essential function for a file clerk to answer the telephone if there are only three employees in a very busy office, and each employee has to perform many different tasks);

· a function is highly specialized, and the person in the position is hired for special expertise or ability to perform it (e.g., a company expanding its business with Japan is hiring a new salesperson, so requires someone not only with sales experience, but also with the ability to communicate fluently in the Japanese language).

Two other criteria are important in defining essential functions:

· the employee must actually perform the function; and

· Removal of the function would fundamentally alter the job.

Conversely, any other activity that is performed will be considered a marginal function or requirement of the job.

What is Considered Evidence of Essential Functions?

To identify the essential functions of the job, first identify the purpose of the job, and the importance of actual job functions in achieving this purpose.  In evaluating the “importance” of job functions, consider, among other things, the frequency with which a function is performed, amount of time spent on the function and the consequences if the function is not performed.  The EEOC considers various forms of evidence to determine whether or not a particular function is essential; these include but are not limited to:

· the employer’s judgment as to which functions are essential (this includes the supervisor and others that are likely to have knowledge of the job);

· a written job analysis, which includes a Duty Statement, prepared before advertising an/or interviewing applicants for a job (see Duty Statement Questionnaire on pages 114-128);

· the amount of time spent on the job performing that function (for example: if an employee spends most or a majority of their time operating one machine, this would be evidence that operating this machine is an essential function); 

· the consequences of not requiring a person in this job to perform a function (sometimes a function that is performed infrequently may be essential because there will be serious consequences if it is not performed; for example: an airline pilot spends only a few minutes of a flight landing a plane, but landing the plane is an essential function because of the very serious consequences if this function is not performed); 

· the terms of the collective bargaining agreement (where a collective bargaining agreement lists duties to be performed in particular jobs, the terms of the agreement may provide evidence of essential functions);

· work experience of people who have performed the job in the past; and

· work experience of people who currently perform similar jobs (the work experience of previous employees in a job and the experience of current employees in similar jobs provide pragmatic evidence of actual duties performed; the employer should consult such employees and observe their operations to identify essential job functions, since the tasks actually performed provide significant evidence of these functions; and

· availability of others in the department to fill in for the person who performs that function.

Clearly the importance of thoroughly describing the essential functions cannot be overemphasized.  So begin with what exists today; review current duty statements, job specifications, and instructions for workers, organization charts, performance reviews, production process descriptions and all other written materials that exist for the job.  Interview supervisors, managers, incumbents, co-workers and subordinates.  Review the job’s position within the organization and its relationship to other jobs.  Remember that observation of actual work activities produces the best evidence of essential functions.  And, if in doubt, ask your Personnel Analyst for assistance.

What Makes a Job Function or Task Essential?

In identifying job functions or tasks, focus on the results or outcome of a job function or task, as opposed to the way or manner in which a job function or task is customarily performed.
For example:

· An essential function of a computer programmer job might be described as the ‘ability to develop programs that accomplish necessary objectives’, rather than the ‘ability to manually write programs.’  Although a person currently performing the job may write these programs by hand, that is not the essential function, because programs can be developed directly on the computer.

· If a job requires mastery of information contained in technical manuals, this essential function would be the ‘ability to learn technical material’, rather than ‘ability to read technical manuals.’  People with visual and other reading impairments could perform this function using other means, such as audiotapes.

· A warehouse worker may be required to receive packages at the loading dock and transport them to a secured storage area.  This result or outcome could be accomplished with a variety of equipment, as opposed to manually lifting and carrying the packages from the dock to the storage area.











DECISION TABLE FOR DETERMINING ESSENTIAL FUNCTIONS

A tool for identifying essential job functions under the ADA.  Review each function within a job using the flowchart to determine whether it is essential.
  NO
MARGINAL FUNCTION
Are employees in this position required to perform this function?



YES


  YES
ESSENTIAL FUNCTION
Does the position exist to perform that function?



NO


Is the function so highly specialized that the incumbent in the position is hired for his/her expertise or ability to perform the function? 

ESSENTIAL FUNCTION
  YES



NO



ESSENTIAL FUNCTION
  YES
By not requiring the incumbent to perform the function, would there be serious consequences?



NO


Would critical peak periods of work prevent reorganizing work assignments?
Are other employees available to perform the function?

  YES
ESSENTIAL FUNCTION
 YES




NO
NO


MARGINAL FUNCTION
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WRITING THE DUTY STATEMENT

Format and Structure

The Duty Statement templates are found on the Intranet.  Click on DGSNET, DGS Offices, Human Resources, Forms and Templates.  The format is shown on the document.  However, the verbiage, other than the headings, should be deleted when inserting the details of the position.

The Essential Functions Health Questionnaire (STD 910) is in pdf format and can be printed from the following web site:  
www.osp.dgs.ca.gov/On-Line+Publications		www.dgs.ca.gov

Click ‘Standard Forms’					Click ‘Publications’
Click ‘Automated Standard eForms’		Click ‘Forms’
Click ‘File and Print Standard eForms’		Click ‘State Std. Forms
Type ‘910’ and Click ‘Go’				Click ‘Fill & Print’
Click on ‘std910.pdf’					Enter 910
Click ‘Open’
Click ‘Print’

Please see page 84 for a sample of the new Duty Statement form and format.

Sections 8, 9 and 10 of the Duty Statement should be completed in Arial font no less than 10 point.

Elements of an Effective Duty Statement

When writing a duty statement, consider and identify the following:

A. What is the purpose of the position?  This is a 1-3 sentence description written in number 8 of the Duty Statement form.

1. What would be the consequence or impact if the position were to be eliminated?
2. How does the position fit into the Unit, Branch or Division?
3. What is the reporting relationship of the position?  Such as:
a. SUPERVISION (given) – Coordinating and directing the activities of one or more subordinates.
b. SUPERVISION (received) – Independence of actions; authority to determine methods of operation.
c. NEGOTIATING – Exchanging ideas, information, and opinions with others to formulate policies and programs and/or jointly arrive at decisions, conclusions, solutions, or solve disputes.
d. COMMUNICATING – Talking with and/or listening to and/or signaling people to convey or exchange information; includes giving/receiving assignments and/or directions.
e. INSTRUCTING – Teaching subject matter to others, or training others through explanation, demonstration, and supervised practice; or making recommendations on the basis of technical disciplines.
f. INTERPERSONAL SKILL/BEHAVIORS – Dealing with individuals with a range of moods and behaviors in a tactful, congenial, personal manner so as not to alienate or antagonize them.
g. CONTROL OF OTHERS – seizing, holding, controlling, and/or otherwise subduing violent, assaultive, or physically threatening persons to defend oneself or prevent injury.  Body strength and agility of all four limbs is necessary.

4. How independently does the incumbent in the position perform his/her duties?
a. What latitude does the incumbent have in making decisions regarding completion of tasks or functions?
b. What authority does the incumbent have in resolving problems and issues?
c. Does the incumbent self-direct his or her work assignments?
d. What is the complexity of the work?
e. What are the job dimensions?

B. What are all the tasks or functions performed by the incumbent?  These are written in number 9 and 10 of the Duty Statement form.

1. Rank in order of importance in terms of achieving the primary purpose of the position.
2. How frequently is each task/function performed?
3. What is the percent of time devoted to each task/function?
Essential functions assigned less than 5% should be combined with others and those assigned 50% or more should be separated.  The total percentage of all functions, including both essential and marginal must equal 100%.  Additionally, “other duties as required” CANNOT be used as a task statement.
4. Are there specific production requirements mandated by law, rules, or contractual agreement?
5. Group tasks into broad categories of functions, if possible:
a. Can one or more tasks fall into a broad category, i.e., consultation?
6. What mental functions are necessary?  Such as:
a. COMPARING – Judging the readily observable functional, structural, or compositional characteristics (whether similar to or divergent from obvious standards) of data, people, or things.
b. COPYING – Transcribing, entering, or posting data.
c. COMPUTING – Performing arithmetic operations and reporting on and/or carrying out a prescribed action in relation to them.
d. COMPILING – Gathering, collating, or classifying information about data, people, or things.  Reporting and/or carrying out a prescribed action in relation to the evaluation is frequently involved.
e. ANALYZING – Examining and evaluating data.  Presenting alternative actions in relation to the evaluation is frequently involved.
f. COORDINATING – Determining time, place, and sequence of operations or action to be taken on the basis of analysis of data may include prioritizing multiple responsibilities and/or accomplishing them simultaneously.
g. SYNTHESIZING – To combine or integrate data to discover facts and/or develop knowledge or creative concepts and/or interpretations.

C. List all the knowledge, skills and abilities necessary to perform the job.  These are obtained from the specification for the classification.  However, these KSAs may need elaboration to better define the knowledge, skill or ability necessary to perform the duties of the position.  The KSAs will be most important for post and bid classifications, e.g., MST, OA(G) and OA(T).

1. How much knowledge or skill is required?
2. How much knowledge or skill is preferred?
3. How is the knowledge or skill used?
4. Are the KSAs easy to read and understand?
5. Do the KSAs relate to one or more essential functions of the job?

D. What are the working environment, physical or mental abilities of the position?  Such as:
Physical Demands (strength), such as:
a. SEDENTARY – Exerts up to 10 lbs. of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull, or otherwise move objects, including the human body.  Involves sitting most of the time, but may involve walking or standing for brief periods of time.
b. LIGHT – Exert up to 20 lbs. of force occasionally, and/or up to 10 lbs. of force frequently, and/or a negligible amount of force constantly to move objects.  Physical demands are in excess of those of sedentary work.  Light work usually requires walking or standing to a significant degree.
c. MEDIUM – Exert up to 50 lbs. of force occasionally, and/or up to 20 lbs. of force frequently, and/or up to 10 lbs. of force constantly to move objects.
d. HEAVY – Exert up to 100 lbs. of force occasionally, and/or up to 50 lbs. of force frequently, and/or up to 20 lbs. of force constantly to move objects.
e. VERY HEAVY – Exert in excess of 100 lbs. of force occasionally, and/or in excess of 50 lbs. of force frequently, and/or in excess of 20 lbs. of force constantly to move objects.

Physical Demands (movement), such as:
a. CLIMBING – Ascending or descending using feet and legs and/or hands and arms.  Body agility is emphasized.
b. BALANCING – Maintaining body equilibrium to prevent falling on narrow, slippery, or erratically moving surfaces; or maintaining body equilibrium when performing feats of agility.
c. STOOPING – Bending body downward and forward.  This factor is important if it occurs to a considerable degree and requires full use of the lower extremities and back muscles.
d. KNEELING – Bending legs and knees to come to rest on knee or knees.
e. CROUCHING – Bending body downward and forward by bending legs and spine.
f. CRAWLING – Moving about on hands and knees or hands and feet.
g. REACHING – Extending hand(s) and arm(s) in any direction.
h. HANDLING – Seizing, holding, grasping, turning, or otherwise working with hand or hands.  Fingers are involved only to the extent that they are an extension of the hand.
i. FINGERING – Picking, pinching, or otherwise working primarily with fingers rather than with the whole hand or arm as in handling.
j. FEELING – Perceiving attributes of objects, such as size, shape, temperature, or texture, by touching with skin particularly that of fingertips.

	Physical Demands (auditory), such as:
a. TALKING – Expressing or exchanging ideas by means of the spoken word.  Talking is important for those activities in which workers must impart oral information to clients or to the public, and in those activities in which they must convey detailed or important spoken instructions to other workers accurately, loudly, or quickly.
b. HEARING – Perceiving the nature of sounds.  Used for those activities that require ability to receive detailed information through oral communication, and to make fine discriminations in sounds, such as when making fine adjustments on running engines.

Physical Demands (taste/smell), such as:
a. TASTING/SMELLING – Distinguishing, with a degree of accuracy, differences or similarities in intensity or qualify of flavors and/or odors, or recognizing particular flavors and/or odors, using tongue and/or nose.

Physical Demands (vision), such as:
a. NEAR ACUITY – Clarity of vision at 20 inches or less.  Use this factor when special and minute accuracy is demanded.
b. FAR ACUITY – Clarity of vision at 20 feet or more.  Use this factor when visual efficiency in terms of far acuity is required in day and night/dark conditions.
c. DEPTH PERCEPTION – Three-dimensional vision.  Ability to judge distances and spatial relationships so as to see objects where and as they actually are.
d. ACCOMMODATION – Adjustment of lens of eye to bring an object into sharp focus.  Use this factor when requiring near point work at varying distances.
e. COLOR VISION – Ability to identify and distinguish colors.
f. FIELD OF VISION – Observing and area that can be seen up and down or to right or left while eyes are fixed on a given point.  Use this factor when job performance requires seeing a large area while keeping the eyes fixed.

Environmental Conditions and Physical Surroundings, exposure 
results in marked bodily discomfort, such as:
a. EXPOSURE TO WEATHER – Exposure to hot, cold, wet, humid, or windy conditions caused by the weather.
b. EXTREME COLD – Exposure to nonweather-related cold temperatures.
c. EXTREME HEAT – Exposure to nonweather-related hot temperatures.
d. WET AND/OR HUMID – Contact with water or other liquids; or exposure to nonweather-related humid conditions.
e. NOISE – Exposure to constant or intermittent sounds or a pitch or level sufficient to cause marked distraction or possible hearing loss.
f. VIBRATION – Exposure to a shaking object or surface.  This factor is rated important when vibration causes a strain on the body or extremities.
g. ATMOSPHERIC CONDITIONS – Exposure to conditions such as fumes, noxious odors, dusts, mists, gases, and poor ventilation, that affect the respiratory system, eyes or, the skin.
h. CONFINED/RESTRICTED WORKING ENVIRONMENT – Work is performed in a closed or locked facility providing safety and security for clients, inmates, or fellow workers.

Equipment Used, such as:
a. Office equipment such as computer, typewriter, projector, cassette player/recorder.
b. Hand tools (e.g., hammer, shovel, and screwdriver).
c. Power tools (e.g., radial saw, reciprocating saw, drill, and pheunomatic hammer).
d. Vehicles (e.g., automobile, truck, tractor, lift).

Hazards, such as:
a. Proximity to moving, mechanical parts.
b. Exposure to electrical shock.
c. Working in high, exposed places.
d. Exposure to radiant energy.
e. Working with explosives.
f. Exposure to toxic or caustic chemicals.

E. Are there any special personal characteristics, additional qualifications, or interpersonal skills that should be specified?

Terminology
The following terminology should be provided in number 8 of the Duty Statement form..

SUPERVISION RECEIVED

Subordinate staff receives instruction and direction on tasks and functions; their work is subject to checks for quality, output and results.

· Close supervision
· Used for entry-level classes in which employee receives training
· Receives detailed instruction on job requirements, methods to be adopted and unusual or difficult features;
· Work is subject to checking at all stages.

· Supervision
· The positions in the class are subject to continuous and direct control.

· General Supervision
· The positions in the class are subject to a minimum of continuous and direct control

· Direction
· Receives instructions on what is required, on unusual or difficult features and, when new techniques are involved, on the method of approach, and where appropriate deadlines and priorities for task completion would also be given;
· Is normally subject to progress checks but these are usually confined to the unusual or difficult aspects; has assignments reviewed at discrete phases or on completion; and
· Has the technical knowledge and experience to enable duties to be performed usually without technical instructions.

· General direction
· Receives general instructions, usually covering the broader technical aspects of the work or where these are unusual situations which do not have clear precedents;
· May be subject to progress checks but where these are made they are usually confined to ensuring that, in broad terms, satisfactory progress is being made; has assignments reviewed on completion; in the case of experienced and competent officers work is subject to final checking; and
· Although technically competent and well experienced, there may be occasions on which the person will receive more detailed instructions.

· And/Or
· Receives limited instructions normally comprising a clear statement of objectives and the resources available;
· Has the authority to plan and carry out assignments using some latitude in approach to achieve objectives, and has that work measured usually in terms of the achievement of stated objectives; and
· Is fully competent and very experienced in a technical sense and requires little guidance during the performance of the work.

· And/Or
· Receives direction in terms of broadly stated objectives, missions or functions; extensive knowledge and experience enables the officer to contribute to the determination of goals and objectives;
· Has the authority to plan, design and carry out programs, projects or assignments independently and exercises discretion on how to achieve end results;
· Has work reviewed only in relation to such matters as fulfillment of program objectives, effect of advice and influence on the overall program; results of the person’s work therefore would be considered as technically authoritative and normally accepted without significant change; and
· May receive guidance on work which involves new and sophisticated techniques or which relates to areas outside the person’s normal span of activity.

SUPERVISION GIVEN

Supervisors supervise staff, provide direction, inspect with authority, guide and instruct with immediate responsibility for purpose of performance, to lead, to allocate work and check against given standards.  Terms indicating performance of work and supervision exercised may include the following

· Close supervision
· Provides detailed instructions and guidance on day to day tasks, methods and functions, explaining unusual or difficult features; and
· Regular checking of tasks for quality and quantity of work.

· Routine supervision
· Provides instructions on job requirements, methods, priorities and deadlines with particular attention to unusual or difficult aspects/functions; and
· Regular or systematic reviews of progress, quality and output of work, usually at discrete phases but occasionally only on completion.

· General supervision
· Provides general instructions on an ongoing basis, usually covering only the broader technical aspects, particularly where there are no clear precedents; and
· May need to ensure satisfactory progress is being made and provide more detailed instruction where necessary; and
· Reviews results on completion.

· Limited supervision
· Provide clear statements of objectives and resources available; and
· Measure outcomes in terms of achievement of those objectives.

· Broad supervision
· States broad objectives, missions or functions; and
· Provides guidance only where there are new and sophisticated techniques or where the work relates to areas outside the person’s normal span of activity; and
· Reviews outcomes, impact and influence of work undertaken.

· To Do
· Indicates performance of the task by the incumbent employee in the position and not supervision of the task being done by other employees.

· To Have Responsibility For
· This usually indicates responsibility for a project being properly carried out in terms of giving periodic review & check.  The phrase does not imply responsibility for initiating or making original plans and does not indicate continuing supervisory authority over persons performing phases of the project.

· To Supervise
· Usually indicates overseeing and controlling the work performance of others in a close working relationship, typically in the same room or other immediate locality.

· To Direct
· Usually refers to direction by process of inspection and review of work performed with considerable independence exercised by the supervised employee.




· To Have Technical Supervision
· This refers to functional supervision of the subject matter without necessarily having administrative or disciplinary or line authority.

· To Have Charge
· Usually refers to situation in which the employee formulates plans and outlines procedures and is responsible for the work.  This may or may not involve the supervision of employees.  It usually refers to a particular function in a geographical location; i.e., a field office.

WORK COMPLEXITY

· Straightforward
Presents few difficulties to the reasonably experienced person; i.e., work broadly follows a methodical application of guidelines and precedents and where access to specific advice is available if complications are encountered.  Relates to work which is clear-cut and directly aligned with the employee’s experience and training.

· Routine/Limited Complexity
Regular course of procedure, unvarying performance of certain acts.  Where the nature of the work requires a repetition of duties or actions following a standard method or format, although the details of each occurrence may vary.  Relates to work that involves the application of established principles, practices and procedures.  Generally, actions and responses that can be readily identified and repeated from previous experience.

· Complex
Involves a considerable number of variables, which complicate issues in the conventional application of established guidelines and precedents.  Denotes work wherein the predominant feature is the consideration of the impact of interactive elements as they relate to the total job rather than focusing on any segment in isolation.


· Very Complex
The application of a comprehensive knowledge of established practices and procedures as they affect all aspects of the range of operations, or an in-depth knowledge of the operation.  Generally, responses require a high level of analytical skills with the work drawing together a range of aspects and the method selected from a range of genuine alternatives.

· Complex and Innovative
Work that is complex of a developmental or strategic nature with particular difficulties arising from a combination of factors, such as, uncertainties and options that have a critical bearing on objectives; the scale and coverage of operations that introduces considerable additional complexities such as highly complicated inter-working configurations; critical and involved industrial issues; the application of ‘state of the art’ knowledge, techniques and technologies to new situations and environments.

· Advanced and/or Pioneering
Particularly complex work in the sense of advanced studies or original application of leading edge technologies, techniques and knowledge; original exploration and development of new paths for achievement of goals, e.g., seeking competitive edge through original application of new concepts or technologies.

JOB DIMENSIONS

Job Dimensions are those intangible attributes that characterize the environment and scope of the position.  Below are some examples, though they are by no means inclusive.  As you review these examples, think of other job dimensions that are pertinent to the types of positions for which you might conduct interviews.

· Adaptability – Maintains effectiveness in varying environments, responsibilities, and with various types of people.

· Decisiveness – Ready to make decisions, renders judgments, take action, and commit oneself.

· Initiative – Actively attempts to influence events to achieve goals; self-starting rather than passive or accepting.  Originates action to achieve goals beyond what is normally expected.

· Judgement – Develops alternative courses of action and makes decisions that are based on logical assumptions and factual information.

· Organizational Awareness – Gains and uses knowledge of changing situations within the organization to identify potential problems and opportunities.  Perceives the implication of decisions on other components of the organization.

· Leadership – Utilizes appropriate interpersonal styles and methods in guiding individuals or groups toward the accomplishment of defined tasks.

· Professionalism – Maintains mature, adult approach to situations and people during times of stress or conflict.  Maintains social, ethical, and organizational norms in job-related activities.

· Resilience – Handles disappointment and/or rejection while maintaining effectiveness.

· Work Ethic – Maintains appropriate dedication to the requirements of the job and the needs of the organization.  Displays honesty and integrity in all job-related functions.  Is present and punctual, and shows sincere desire to fulfill the designated duties and responsibilities of the job.

GENERAL DEFINITIONS

· Accountability
Able to be called to account for the results of work undertaken personally or by others where the person is deemed to be in charge or in control and where a sanction would apply for non-performance.


· Administrative
Work that involves any form of clerical work, e.g., writing, word processing, accounting, filing or skills associated with these of a manual nature and/or some management of systems or procedures in the completion of daily work activities.

· Manage
To control, to exercise control over, bring under influence, conduct/direct the working of, responsible for direction, quality, outcome, operation of.

· Oversight
To look after, guide the work of others, to allocate work without quality/quantity control.

· Program
A specially arranged selection of things to be done, a plan, schedule or procedure, to arrange or work out a sequence of operations to be performed.

· Responsibility
Where a person would be required to give a reason, explanation or answer in the case of non-performance in carrying out assigned work.

· Review
To study the process and work undertaken to assess quality, completeness and appropriateness.  Can also mean to rework in order to correct or improve, to make a new improved or up to date version of.

· Secretarial
Administrative tasks and support that incorporate secretarial duties, e.g., a greater emphasis of word processing, call screening, client liaison, diarising and prioritization, etc.




· Specialist
A person with recognized expertise within a field of work or discipline that takes account of a thorough and intensified knowledge.

· Strategic
Plans and/or decisions of a policy nature of key importance to the Department that typically would have impact over at least a two-year period.

· Support
To uphold, to contribute to the success of, to form a secondary part, subordinate.

Tips

· The requirements listed on the duty statement must support the essential functions and serve as the primary criteria for selecting/rejecting candidates;

· Don’t lock yourself into strict requirements that may prevent you from considering qualified candidates.  Consider substitutions (example, 4 years of professional experience or a bachelor’s degree)

· Keep in mind that, under the ADA, you cannot refuse to hire a qualified candidate who meets the requirements and whose disability can be reasonably accommodated.

· Make sure that duty statements are consistent with the duty statement format and the classification specification.

· Write the duty statement for the position, and not specifically for a person.

· Include the duty statement with the recruiting vacancy notice or other job advertisement process, and keep the duty statement with your recruiting records.

· Provide two original duty statements with the job offer, following the interactive process, and require the employee to sign both copies.  Return one signed original to your HR Office to keep in the employee’s official personnel file (another signed copy should be kept in the supervisor’s employee file.  This is very helpful for performance reports, disciplinary action and/or training).

· If the duty statement changes while an incumbent holds the position, notify your HR Personnel Analyst and make sure the employee is a part of the updating process and that they sign off on the newly revised duty statement.  Again, give the employee a copy of their signed, revised duty statement, put a signed copy in their official personnel file and a copy should replace the old duty statement in the supervisor’s employee file.

· Use the duty statement as your basis for evaluating performance in the position.

· Make sure the supervisor of the area reviews and updates (if necessary) the duty statement any time an incumbent vacates the position.

· Consider including behavioral and communication requirements in all your duty statements, including requirements to maintain effective work relationships, following and adhering to company policies, and the expectation that all communications will be conducted employing courtesy, respect, and sensitivity.  (Then follow up this written expectation with significant discussion and training in the new employee orientation, follow up training with supervisors and managers, and in many other forms of organizational communication!).

· Consider including safety requirements and expectations, EEO, budget, and other important job requirements as part of your duty statement

Other sources for action verbs and their meanings can be found at:

www.hr-guide.com
Scroll to “Job Analysis” and click on “Action Verbs”.

High-light the word you want to know the meaning off; click on “Tools”; select “Language” and then select “Thesaursus” then click on “Look Up”.

Of course you can always use the Dictionary.

Some other helpful job description sources are:
www.wageweb.com/jobdesc.htm
www.usenix.org/sage/job/jobs-describptions.html
www.cslib.org/jobdescript/
www.mapnp.org/library/staffing/specify/job_desc.htm
To access a full array of job description sites, go to:

www.google.com
type in ‘job descriptions’ and click on ‘go’ or hit your enter key.

For more information and guidance on ADA/Reasonable Accommodation

www.eeoc.gov

DGSNET, Human Resources, Workers’ Compensation/Return-to-Work/Reasonable Accommodation

www.dpa.ca.gov
Click “Publications”; click “Determining Essential Job Functions”
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[bookmark: Text3]	     
	POSITION NUMBER (Agency - Unit - Class - Serial)
[bookmark: Text4][bookmark: Text16][bookmark: Text17][bookmark: Text18]	   -   -    -   

	2.  UNIT NAME AND CITY LOCATED
[bookmark: Text5]	     
	3.  CLASS TITLE
[bookmark: Text6]	      

	4.  WORKING HOURS/SCHEDULE TO BE WORKED
[bookmark: Text23][bookmark: Dropdown1]	       to       
	5.  SPECIFIC LOCATION ASSIGNED TO
[bookmark: Text22]	     	

	6.  PROPOSED INCUMBENT (If known)
[bookmark: Text7]	     
	7.  CURRENT POSITION NUMBER (Agency - Unit - Class - Serial)
[bookmark: Text24][bookmark: Text25]	   -   -    -   

	YOU ARE A VALUED MEMBER OF THE DEPARTMENT’S TEAM.  YOU ARE EXPECTED TO WORK COOPERATIVELY WITH TEAM MEMBERS AND OTHERS TO ENABLE THE DEPARTMENT TO PROVIDE THE HIGHEST LEVEL OF SERVICE POSSIBLE.  YOUR CREATIVITY AND PRODUCTIVITY ARE ENCOURAGED.  YOUR EFFORTS TO TREAT OTHERS FAIRLY, HONESTLY AND WITH RESPECT ARE IMPORTANT TO EVERYONE WHO WORKS WITH YOU.

	8.  BRIEFLY (1 - 3 sentences) DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS




	9.  Percentage of time
	performing duties
	10.	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 
	related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)

	Essential functions assigned less than 5% should be combined with others and those assigned 50% or more should be separated.  The total percentage of all functions, including both essential and marginal, must equal 100%
	The following headings (in bold type) need to be included on the duty statement in the order they appear.  You will need to copy and paste them on the appropriate pages of the duty statement.  Please delete this paragraph when you are creating your Duty Statement and the (completion required) or (optional) statement after the headings.

ESSENTIAL FUNCTIONS (completion required)
	“Other duties as required” CANNOT be used as a task statement.
MARGINAL FUNCTIONS (completion required)
	“Other duties as required” CANNOT be used as a task statement.
KNOWLEDGE, SKILLS AND ABILITIES (completion required) (found on the class specs)
Knowledge of:  

Ability to:  

DESIRABLE QUALIFICATIONS (optional)

	SPECIAL PERSONAL CHARACTERISTICS (optional)

	ADDITIONAL QUALIFICATIONS (optional)

	INTERPERSONAL SKILLS (optional)

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES (completion required)


	11.  	SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE

	SUPERVISOR’S NAME (Print)
[bookmark: Text10]	     
	SUPERVISOR’S SIGNATURE

	DATE
[bookmark: Text9]	     

	12.	EMPLOYEE’S STATEMENT:	I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A 			COPY OF THE DUTY STATEMENT

	The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job.  It should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other functional areas to cover absence of relief, to equalize peak work periods or otherwise to balance the workload.

	EMPLOYEE’S NAME (Print)
[bookmark: Text11]	     
	EMPLOYEE’S SIGNATURE

	DATE
[bookmark: Text12]	     



ESSENTIAL FUNCTIONS HEALTH QUESTIONNAIRE (STD 910) PROCESS

The Essential Functions Health Questionnaire is the document presented to the prospective employee, along with the duty statement, when a firm job offer is made.  The STD 910 is mandatory for general classes/positions.  STD 910 replaced STD 610, which is illegal, except the STD 610 with Physicians Report, which is still used for classes/positions requiring a physical examination.

When a firm job offer is to be made, the Personnel Liaison (PL) or Attendance Clerk (AC) shall insert the appropriate Personnel Specialist’s (PS) name in the section of STD 910 titled “CONTACT INFORMATION”.

The PL or AC shall insert “Duties approved per RPA #__________ on dd/mo/yr” in the “PERSONNEL OFFICER’S NAME” signature block at the bottom of the form.

The supervisor, in an interactive process, must discuss the essential functions duty statement with the prospective employee and have him/her sign STD 910.  If the first box, which verifies his/her ability to perform the essential functions of the position without reasonable accommodation, is checked, the prospective employee can start work.  The completed STD 910, along with all other appointment documents, is forwarded to the PS for processing.  The STD 910 shall be filed separately from the employee’s OPF.

The third box indicates that the prospective employee is unable to perform the essential functions of the position, even with reasonable accommodation.  If the prospective employee checks this box, the supervisor has the “legal” grounds to terminate the offer of employment and proceed to the next “best qualified” candidate for the position.  The STD 910 is retained with the other hiring interview documents for a period of two years from the date of the last interview.  The supervisor should thank the prospective employee for his/her time.

If the employee does not sign to sign STD 910, the hiring process is incomplete and the supervisor terminates the job offer.

If the prospective employee checks the second or fourth box, it will be necessary to open a dialogue with the employee to ascertain what type of reasonable accommodation s/he may require.  The request might be something very simple, like adjustment of working hours, or a request for an ergonomic chair.  The supervisor should take detailed notes on the form or have the prospective employee complete the appropriate sections of the form, to assist the Reasonable Accommodation Coordinator in determining the appropriate reasonable accommodation.  The supervisor does not make a determination of the type of accommodation that will be provided to the employee.  This is a FIRM job offer and, as the employer, DGS is obligated to make every effort to appoint the person under the ADA.
However, the prospective employee CANNOT begin work until the STD 910 has been approved.

If the second or fourth box are checked and the STD is signed, the STD 910 is sent to the Reasonable Accommodation Coordinator (RAC).  The RAC will work with the employee and, if necessary, the Medical Officer at the State Personnel Board to determine and provide the accommodation necessary for the prospective employee to perform the duties of his/her position.

Upon approval and implementation of the reasonable accommodation, the RAC shall return the STD 910 to the PL or AC indicating that the employee can start work by writing “APPROVED” at the top of the form.  The STD 910, along with other hiring documents, is forwarded to the PS for processing.  The STD 910 is filed separately from the employee’s OPF.

After the Duty Statement is signed, two copies are to be made; one for the employee and one for the supervisor to keep in his/her working file to use in performance appraisals, training, or possible disciplinary action.  The original is sent with the other hiring documents to the PS for filing in the employee’s OPF.

Acknowledging that some hiring interviews are not held in the location of the position, the supervisor should telephone the prospective employee regarding the firm job offer.  The supervisor should read the duty statement to the prospective employee if the prospective employee was not provided a copy of the duty statement during the time of the hiring interview (DO NOT provide STD 910 to any candidate during the hiring interview)..  The supervisor should inform the prospective employee the purpose of STD 910 and that it and the duty statement must be signed.  The supervisor may either fax or mail the form to the prospective employee for signature.  The supervisor informs the prospective employee that both signed forms must be returned either by fax or mail within a certain time frame, usually, no more than 7 calendar days from the postmark date or the date the fax was sent.  Provide the prospective employee with the fax number and/or a return envelope.

Remember, a prospective employee CANNOT start work until the STD 910 has been approved.






























TASK STATEMENTS

Task statements typically contain six components:

1) the Subject:  always understood to be the worker
2) the Action Verb:  begins the sentence and should be as concrete as possible
3) the Immediate Object:  to whom or to what the action is done
4) the Expected Output or Product:  usually stated as “in order to”
5) using what Tools, work aids, etc.:  how the work is done
6) upon what Instructions or Directions:  how is the work initiated

A form, such as the one on the following page may help in identifying the necessary information to create duty statements.
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	Worksheet for Task Statements

	Who?
	Performs what action?
	To whom or what?
	“in order to”
	Using what tools, equipment, and methods?
	How is the work initiated?

	Subject
	Action Verb
	Object of Verb
	Output or Product
	How Work is Done
	Instructions/Directions

	The worker
	







	
	
	
	

	Task Statement
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ACTION WORDS

Accepts– To receive as true; to regard as proper, normal, inevitable.

Accommodates – To assist; to perform a service.

Accompanies – To keep company; to go with

Accounts – To give a report on; to furnish a justifying analysis or explanation.

Accumulates – To bring together by degrees of regular additions.

Achieves – To bring to a successful conclusion.

Acquires – To come into possession of.

Acts – To perform a specified function.

Adapts – To suit or fit by modification.

Addresses – To make a formal speech.

Adjusts – To bring to amore satisfactory state; to bring the parts of something to a true or more effective position.

Administers – To manage or direct the execution of affairs; to have charge of.

Adopts – To take up and practice as one’s own.

Advises – To offer an informed opinion based on specialized knowledge; to recommend a course of action.

Advocates – To endorse in an assertive and deliberate manner.

Allocates – To set aside money, property, power, or other resources for a particular individual/program, group of individuals/programs or an organization.

Allots – To assign as a share.

Alters – To make different without changing into something else.

Amends – To change or modify for the better.

Analyzes – To examine and evaluate data with reference to criteria, standards, and requirements.

Announces – To proclaim the presence or arrival of; to bring to public notice; to proclaim formally.

Answers – To reply to a question; to provide information on request.

Anticipates – To foresee and deal with in advance.

Applies – To put to use for a purpose; to employ diligently or with close attention.

Appoints – To designate who shall be vested with the responsibility of performing a given task.

Appraises – To give an expert judgment of worth or merit.

Approves – To accept as satisfactory; to exercise final authority with regard to commitment of resources.

Arbitrates – To act with absolute power to decide a dispute.

Argues – To put forth reasons for or against an opinion, procedure, proposal, or the like.

Arranges – To prepare for an event; to put in proper order.

Arrests – To seize and hold under authority of law.

Asks – To seek information about; to inquire.

Assembles – To collect or gather together in a predetermined order from various sources.
Assesses – To determine the exact value or extent prior to judging it or using it as the ground for a decision.

Assigns – To specify or designate tasks or duties to be performed by others.

Assists – To give support or aid to, especially in some undertaking or effort; to aid.

Assumes – To undertake; to take for granted.

Assures – To give confidence; to make certain of.

Attains – To come into possession of; to arrive at.

Attends – To be present.

Audits – To examine officially with intent to verify.

Authorizes – To approve; to empower through vested authority.

Awards – To confer or bestow.

Balances – To arrange or prove so that the sum of one group equals the sum of another.

Bargains – To negotiate the terms of a purchase, agreement, or contract.

Batches – To group a quantity for a future operation.

Books – To record charges against a person on a police blotter.

Budgets – To plan expenditures.

Builds – To construct.

Calculates – To make a mathematical computation.

Calibrates – To determine the graduations of.

Calls – To communicate with by telephone; to summon; to pay a visit for professional reasons.

Calms – To relax; to pacify.

Carries – To move something or someone from one place to another, using hands.

Categorizes – To group on the basis of a comparison of certain readily perceived characteristics and criteria.

Checks – Top verify; to compare with a source.

Chooses – To decide on one of two (or more) alternatives.

Circulates – To pass from person to person or place to place.

Cites – To issue a summons for appearance in court.

Classifies – To group or segregate in classes that have systematic relations usually founded on common properties or characters.

Cleans – To rid of dirt, stain, or impurities; to remove from.

Clears – To gain approval of others; to free from obstruction; to authorize; to get rid of.

Closes – To bring to a conclusion; to bar passage; to shut; to suspend or stop operations.

Coaches – To befriend and encourage individuals on a personal, caring basis by approximating a peer or family-type relationship either in a one-to-one or small group situation; to provide assistance concerning activities of daily living, the use of various institutional services, and participation in groups.

Codes – To put into words or symbols used to represent words.

Collaborates – To work jointly with; to cooperate with others.

Collates – To assemble in proper numerical or logical sequence.

Collects – To gather.

Communicates – To impart a verbal or written message; to transmit information.

Compares – To examine for the purpose of discovering resemblances or differences.

Compiles – To put together information; to collect from other documents.

Completes – To finish; to fully carry out.

Composes – To create or devise; to author or draft; to write.

Computes – To determine or calculate mathematically.

Concurs – To agree with a position, statement, action, or opinion.

Condenses – To make more compact; to shorten.

Conducts – To carry on; to direct the execution of.

Confers – To compare views; to consult.

Confirms – To give approval to; to assure the validity of.

Confiscates – To seize as evidence or for safekeeping under authority of law.

Consolidates – To bring together.

Constructs – To make or form by combining parts; to draw with suitable instruments and under specific conditions.

Consults – To seek advice of others; to give professional advice or services.

Contacts – To communicate with.
Contrasts – To compare with an aim of pointing out differences but not determining relative values.

Controls – To measure, interpret, and evaluate actions for conformance with plans or desired results; to exercise authority over.

Converts – To alter the physical or chemical nature of something; to alter for more effective utilization.

Conveys – To transfer by legal means ownership of property from one individual to another.

Convinces – To bring by argument to assent or belief.  (Compels one’s belief in its soundness because it satisfies the sense of logic or fitness.)

Coordinates – To regulate, adjust, or combine the actions of others to attain harmony.

Copies – To duplicate an original.

Corrects – To make or set right; to alter or adjust to conform to a standard.

Correlates – To establish a reciprocal relationship.

Corresponds – To communicate with.

Counsels – To advise seriously and formally after consultation so as to avoid rash actions.

Counts – To indicate or name by units or groups to fine the total number of units involved.

Creates – To bring into existence; to produce through imaginative skill.

Debates – To argue formally, usually under control of a referee and according to a set of regulations.

Decides – To arrive at a solution; to bring to a definitive end.

Defends – To protect from danger; to shield; to guard.
Defines – To determine and state the limits and nature of; to give the distinguishing characteristics of.

Delegates – To commission another to perform tasks or duties that may carry specific degrees of accountability and authority.

Deliberates – To reach a decision only after intense analysis:  the variables involved are highly abstract, and the consequences of the decision are considerable.

Delivers – To set free; to convey; to send to an intended destination.

Demonstrates – To illustrate and explain, especially with examples; to instruct by doing.

Deploys – To station persons or forces systematically.

Describes – To use written or oral language to explain the detail of; to give an account of.

Designs – To conceive or create according to plan.

Designates – To choose an incumbent or to detail a person to a certain post.
Destroys – To completely tear down, do away with, or bring to an end.

Detects – To take notice of something by physical means (e.g., visual, tactile).

Determines – To resolve; to fix conclusively or authoritatively.

Develops – To disclose, discover, perfect, or unfold a plan or idea.

Devises – To form in the mind by new combinations or applications of ideas or principles; to invent.

Dictates – To say or read aloud something to be taken down in writing or otherwise recorded.

Digs – To break or turn over or remove with a tool.
Disburses – To pay out or distribute with authority.

Discharges – To dismiss from employment.

Disciplines – To penalize individuals or groups whose behavior is contrary to established rules and regulations.

Discovers – To obtain knowledge of through observation, search, or study.

Discusses – To exchange views for the purpose of arriving at a conclusion.

Dismantles – To take apart or raze; to remove furniture or equipment.

Dispatches – To send to a specific destination or on specific business.

Displays – To show; to spread before the view.

Disposes – T sell or get rid of.

Disseminates – To spread or disperse information or ideas.

Distinguishes – To perceive or indicate differences; to discriminate.

Distracts – To divert attention by entertaining.

Distributes – To deal out portions or spread about units among a number of recipients.

Diverts – To change the course of.

Drafts – To prepare papers or documents in preliminary form.

Drive-Control – To start, stop, and/or control the actions of machines for which a course must be steered or guided in order to fabricate, process, and/or move things or people.

Dumps – To empty out or unload in a hap or mass.

Duplicates – To make a copy or reproduction through the use of machinery.

Edits – To correct spelling, faulty phrasing, and imperfect punctuation, and mark a manuscript to ready it for publication.

Elaborates – To work out in detail; to give details.

Elects – To choose or select carefully.

Eliminates – To get rid of; to set aside as unimportant.

Employs – To make use of; to use or engage the services of; to provide with a job that pays wages or a salary.

Encourages – To inspire with spirit, hope, to impart courage or confidence.

Endorses – To support or recommend.

Enforces – To require operation, observance, or protection of laws, orders, contracts, and agreements by authority.

Engages – To interlock with; to mesh; to provide occupation for; to arrange to obtain the use of services of.

Enlists – To engage for duty; to secure the support and aid of.

Enters – To write down in a record, diary, log, or list; to make an entry of.

Ensures – To make sure, certain, or safe ;to guarantee.

Escorts – To accompany another; to give guidance or protection.

Establishes – To bring into existence.

Estimates – To forecast future requirements.

Evacuates – To withdraw persons from a specific place.

Evaluates – To determine or fix the value of.
Examines – To inspect closely.

Exchanges – To give or take one thing in return for another.

Excludes – To shout out; to bar from participation, consideration, or inclusion.

Executes – To put into effect; to carry out.

Exercises – To exert influence; to train by drills and maneuvers; to use repeatedly in order to strengthen and develop.

Exhibits – To put forward prominently or openly, either with the express intention or with the results of attracting attention or inspection.

Expedites – To accelerate the process or progress of.

Experiments – To test a theory or hypothesis under controlled conditions.

Explains – To clarify or make acceptable to understanding something that is mysterious, causeless, or inconsistent.

Extracts – To draw forth; to withdraw; to separate; to determine by calculation.

Fabricates – To build by assembling; to manufacture.

Facilitates – To make easier.

Fastens – To make secure by locking, shutting, buttoning; to fix firmly in place.

Feeds – To move into a machine or opening in order to be used or processed; to furnish with something essential for growth, sustenance, maintenance, or operation.

Files – To arrange in a methodical manner; to rub smooth or cut away with a tool.

Finalizes – To put in finished form.
Finds – To encounter; to come upon by searching or effort.

Fingerprints – To make an ink impression of the curves formed by the ridges of the skin surface of the fingers.

Follow-Directions – To comply with; to obey.

Follow-up – To pursue closely in order to check progress.

Forecasts – To calculate or predict (some event or condition) usually as a result of rational study and analysis of available pertinent data.

Formulates – To develop or devise.

Fosters – To promote the growth or development of.

Furnishes – To provide with what is needed; to supply.

Gathers – To collect; to harvest; to accumulate and place in order.

Gauges – To assess a thing as authentic, good or adequate or the degree it is so in relation to a standard measure or scale.

Generates - To bring into existence; to originate by a vital or chemical process.

Governs – To exercise continuous sovereign authority over; to control and direct the making and administration of authority over; to have decisive influence.

Grades – To divide into groups based on ascending or descending order; to prescribe relative rank or class.

Greets – To receive and welcome visitors to the office.

Guarantees – To secure; to answer for the debt, default, or miscarriage of.

Guides – To show the way or approach by applying intimate knowledge or experience of the way or approach and of all its difficulties.

Handles – To deal with; to manage; to control.

Hauls – To move by pulling or drawing; to transport by vehicle.

Helps -  To be of use to; to relieve; to remedy; to serve; to assist.

Hires – To engage the service of for a set sum.

Hypothesizes - To form a tentative assumption in order to draw out and test its logical or empirical consequences.

Identifies - To distinguish; to name; to know.

Illustrates – To make clear something that is difficult, abstract, or remote from experience especially to use pictures or sketches to make vivid or real what is being explained.

Imitates – To repeat convincingly or tellingly the recognizable features of the model; suggest the following of a model or pattern without precluding some variation.

Implements – To carry out; to execute a plan or program.

Imports – To bring from a foreign or external source.

Improves – To make something better.

Indexes – To classify information, usually on the basis of subject-matter or name, to facilitate reference.

Indicates – To direct attention to; to make known.

Indicts – To bring charges against an individual or organization.

Influences – To bring about a change in another’s actions or thoughts by persuasion.

Informs – To make known, to give information; to impart knowledge.

Initiates – To start; to introduce; to originate.
Innovates – To exercise creativity in introducing something new or in making changes.

Inquires – To request information; to investigate.

Inspects – To examine carefully and critically; to examine or determine.

Installs – To place in office; to establish in an indicated place, condition, or status; to set up for use in service.

Institutes – To establish in a position or office; to originate.

Instructs – To teach; to direct on the basis of law or technology.

Interests – To excite or hold one’s curiosity or attention; to engage or attract the attention of someone.

Interprets – To give the meaning of; to explain to others.

Interrogates – To examine by formal questioning.

Interviews – To elicit information through questioning, usually on a conversational basis.

Invents – To think up or image; to create.

Inventories – To catalog or to count and list.

Investigates – To observe or study by close examination and systematic inquiry.

Issues – To put forth or to distribute officially.

Itemizes – To enumerate one after another; to set or note down in detail.

Joins – To put or bring together.

Judges – To hear and determine or decide in the case of (as a person) in or as if in a court of justice; to make decisions or pass upon the merits of something.
Justifies – To prove or show to be right or responsible.

Leads – To guide or direct on a course or in the direction of; to direct the operation of.

Lectures – To deliver a discourse given before an audience especially for instruction.

Lends – To give for temporary use on condition that the same or its equivalent be returned.

Lets – To allow; to rent or lease; to assign, especially after bids.

Lifts – To use effort to overcome the force of gravity.

Lists – To enumerate; to enter into a catalog with a selling price.

Listens – To pay attention; give heed.

Loads – To place in or on a means of conveyance; to increase the weight of by adding something heavy.

Locates – To search for and find.

Lubricates – To apply a substance to machinery to reduce friction in operation.

Maintains – to keep in an existing state.

Makes – To cause to happen to; to cause to exist, occur, or appear; to create.

Makes arrangements – To prepare, i.e., facilities or materials.

Manages – To handle or control; to direct or oversee; to administer.

Manipulates – To maneuver; to control or dominate; to handle or operate.

Maps – To make a survey of for the purpose of representation.

Markets – To expose for sale; to sell.

Matches – To pair up or put in a set as possessing equal or harmonizing attributes.

Measures – To ascertain the quantity, mass, extent, or degree of in terms of a standard unit or fixed amount, usually by means of an instrument or container market off in the units.

Mediates – To attempt to bring extremes together or to function as a form of communication between them.

Meets – To come into contact with others for the purpose of informing or discussing.

Mends – To repair; to restore to soundness that which is broken or torn.

Mentors – To deal with individuals in terms of their overall life adjustment behavior in order to advise, counsel, and/or guide them with regard to problems that may be resolved by legal, scientific, clinical, spiritual, and/or other professional principles.  Advises clients on implications of diagnostic or similar categories, courses of action open to deal with a problem, and merits of one strategy over another.

Mixes – To combine or blend particles, parts or elements into one.

Modifies – To make less extreme; to limit or restrict the meaning of; to make minor changes in.

Monitors – To watch, observe, or check for a specific purpose.

Motivates – To consciously attempt to stimulate the active interest or desire for something.

Moves – To go from one point to another; to shift; to maneuver.

Names – To nominate; to speak about; to identify.

Negates – To deny the existence or truth of; to cause to be ineffective or invalid; to eliminate.
Negotiates – To exchange ideas, information, and opinions with others on a formal basis; to formulate policies and programs on an initiating basis (e.g., contracts) and/or arrives at resolutions of problems growing out of administration of existing policies and programs, usually after a bargaining process.

Neutralizes – To destroy the effectiveness of; to nullify.

Notifies – To make known.

Nullifies – to make of no value or consequence; to cancel out.

Observes – To watch attentively.

Obtains – To acquire or gain possession of.

Occupies – To take possession of; to fill.

Omits – To leave out; to disregard.

Opens – To make available for entry or passage; to make accessible; to expose to view; to disclose.

Operates – To perform an activity or series of activities.  To control the function of as a machine.

Opposes – To resist; to withstand; to place opposite or against.

Orders – To issue commands.

Organizes – To set up an administrative structure in order to form a coherent or functioning whole.

Originates – To begin; to initiate.

Outlines – To make a summary of the significant features of a subject.

Overhauls – To make repairs, adjustments needed to restore to good working order.

Oversees – To watch over and direct.

Packages – To wrap or box an item or group of items.

Participates - To take part in.

Patrols – To move about an assigned area for purposes of observation and security.

Performs – To fulfill or carry out some action; to portray a role or demonstrate a skill before an audience.

Permits – To consent to; to authorize; to make possible.

Persuades – To influence others in favor of a product, service, or point of view by talks or demonstrations; to move by argument or entreaty to a belief, position, or course of action.

Petitions – To formally request a specific action.

Picks up – To collect or lift an object or material.

Pinpoints – To locate or aim with great precision or accuracy; to cause to stand out conspicuously.

Places – To locate and choose positions for.

Plans – To devise or project the realization or achievement of a course of action.

Posts – To transfer or carry information from one record to another; to display prominently.

Practices – To perform or work at repeatedly in order to gain proficiency.

Predicts – To declare in advance; to foretell on the basis of observation, experience, or scientific reasons.

Prepares – To make ready for a particular purpose.

Presents – To give an account of something, usually orally; to offer to view.  (More formal that reporting.)

Prevents – To stop something from occurring; to take advance measures against.

Proceeds – To begin to carry out an action.

Procures – To obtain possession of; to bring about.

Produces – To grow; to make, bar, or yield something; to offer to view or notice; to exhibit.

Programs – To arrange or work out a sequence of operations to be performed.

Prohibits – To forbid by authority; to prevent.

Projects – To throw forward; to present for consideration; to communicate vividly, especially to an audience.

Promotes – To advance a higher level or position.

Proofreads – To read copy against the original manuscript.

Proposes – To form or declare a plan or intention.

Provides – To supply what is needed.

Pulls – To cause to move in the direction toward the source of the force.

Purchases – To buy or procure by committing organizational funds.

Pursues – To follow in an effort to capture; to chase.

Pushes – To use force upon an object to move it away from the source of the force.

Qualifies – To moderate; to alter the strength or flavor of; to limit or modify the meaning of.
Quantifies – To make explicit the logical amount of; to determine or express the amount of.

Questions – To inquire into a problem; to ask for information or explanation; to interrogate; to doubt.

Ranks – To determine or assign the relative rank or class of.  (Requires more discretion than grade.)

Rates – To evaluate relative to specific standards.

Reads – To interpret; to scan; to study the movements of; to understand the meaning of; to utter aloud the printed words of.

Reasons – To argue or discuss in a careful and painstaking manner in order to persuade or explore a subject in depth.

Rebuilds – To make extensive structural repairs.

Receives – To acquire or come into possession of; to greet or welcome.

Recommends – To advise or counsel a course of action; to offer or suggest for adoption.

Reconciles – To adjust; to restore to harmony; to make congruous.

Reconstructs – To rebuild; to reorganize or reestablish.

Records – To register; to set down in writing.

Reduces – To narrow down; to diminish in size or amount; to abridge; to lower in grade or rank.

Refers – To send or direct for aid, treatment, information, or decision; to direct attention to make reference to.

Refines – To improve or perfect; to free from impurities.

Registers – To enter in a record or list officially.

Regulates – Means to order or control by rule, method, or established mode.

Reinforces – To strengthen with additional forces or additions.

Rejects – To refuse to have, use, or take for some purpose; to refuse to hear, receive, or admit.

Relays – To transmit information from one person to the person for whom the information was intended.

Releases – To set free; to permit the publication or dissemination of.

Remits – To send money in payment of; to submit or refer for consideration, judgment, decision, or action.

Removes – To change the location, station or residence of; to dismiss from office.

Renders – To furnish an opinion; to answer.

Repairs – To put into good or fitting order something that is injured.

Replaces – To provide a substitute for something now lost, gone, or worn out.

Reports – To give an account of; to furnish information or data.

Represents – To act in the place of or for.

Reprimands – To advise or warn so that a fault may be rectified.

Requests – To ask for something to be done or given.

Requires – To demand, insist upon; to order.

Rescinds – To make void; to repeal; to abrogate a contract by restoring preexisting conditions.

Researches – To inquire specifically, using involved and critical investigations.

Resolves – To find a solution to.

Responds – To give an answer; to show favorable reaction.

Restricts – To confine within bounds; to restrain.

Retrieves – To regain; to rescue.

Reviews – To consider; to reexamine.

Revises – To rework in order to correct or improve; to make a new, improved, or up-to-date version.

Rewards – To give something in recompense for worthy behavior.

Run Errands – To take a short trip to convey a message or perform a specific task.

Satisfies – To carry out the terms of (a contract); to meet financial obligations; to make reparation to; to please.

Saves – To rescue from harm, danger, or loss.

Scans – To survey from point to point, often suggesting a cursory overall observation.  

Schedules – To plan a timetable; to fix time.

Scores – To assign a numerical evaluation.

Screens – To examine for the purpose of separating one group.

Scrutinizes – To look something over closely (but not necessarily in as systematic a method as in “INVESTIGATES).

Seals – To secure the contents of by closing with adhesive.

Searches – To make a thorough examination in order to find something concealed.

Secures – To guard from danger or risk of loss; to guarantee.

Segregates – To separate or set apart from others or from the general mass.

Selects – To choose the best suited.

Sells – To give up to another for money or other valuable consideration.

Sends – To dispatch by a means of communication; to convey.

Serves – To assist; to be of use; to hold office; to attend to the needs or requests of people or animals.

Services – To make fit for use by providing maintenance, supplies, repairs, or installations.

Set-up – To install machines or equipment; to insert tools; to alter jibs, fixtures, and attachments; to repair machines or equipment to ready and/or restore them to their proper functioning according to job order or blueprint specifications.  (Involves primary responsibility for accuracy.)

Settles – To reach a definite or final choice after a period of indecision or dispute.

Signs – To formally approve a document by affixing a signature.

Simplifies – To clarify; to reduce to basic essentials; to make less complicated.

Solicits – To approach with a request or plea; to strongly urge.

Solves – To find a solution for.

Sorts – To suggest the selection of items according to type.  (This process is closely related to the categorizing process indication by “classifies”.)

Speaks – To make a speech; to give an address; to vocalize.

Specifies – To state precisely in detail or to name explicitly.

Spends – To use up or pay out.

Stacks – To load or arrange in a somewhat orderly heap or pile.

Standardizes – To bring into conformity to something established by authority, custom, or general consent as a model or criterion.

Stores – To put away for future use; to deposit or receive for safe keeping.

Studies – To contemplate; to carefully examine or investigate; to deliberate.

Submits – To yield or present for the discretion or judgment of others.

Suggests – To call or bring to mind (as an idea, mood, or object) by process of logical thought or natural association of ideas.

Summarizes – To tell in, or reduce to, a summary.

Supervises – To personally oversee, direct, inspect, or guide the work of others with responsibility for meeting certain standards of performance.

Supplements – To add to.

Supplies – To provide what is needed; sometimes to make up a deficiency, replacing losses or depletions; filling a gap.

Supports – To give aid and encouragement.

Surveys – To examine as to condition, situation, or value.

Suspends – To bar for a period from a position.

Systematizes – To arrange methodically.

Tabulates – To put in table form; to set up in columns or rows.
Takes – To assume possession of; to grasp; to gain approval of; to undertake or perform.

Talks – To speak of or discuss.

Teaches – To apply a guided process of assigned work, discipline, directed study, and the presentation of information and examples.

Test – To put to proof; to examine, observe, or evaluate critically.’

Testifies – To provide oral or written testimony of facts known.

Trains – to teach, demonstrate, or guide others in order to bring up to a predetermined standard.

Transacts – To carry on business; to negotiate.

Transcribes – To transfer data from one form of record to another or from one method of preparation to another, without changing the nature of the data.

Transfers – To change from one mode of conveyance to another, or from one depository to another.

Translates – To turn into one’s own or another language.

Transmits – To transfer or send from one person or place to another; to send out a signal either by radio waves or over a wire.

Transports – to move persons or materials (usually over a considerable distance).

Tutors – To teach, guide, or instruct on an individual basis and in a special subject or for a particular occasion or purpose.

Turns – To make rotate or revolve; to cause to move around so as to effect a desired end (as locking, opening, shutting); to reverse the sides or surfaces of.

Types – To write with a typewriter.
Understands – To grasp the meaning of; to have thorough or technical acquaintance with or expertness in the practice of.

Updates – To bring current.

Utilizes – To make use of.

Verifies – To confirm or establish authenticity; to substantiate.

Washes – To clean by means of water and/or other substances by dipping, tumbling, or scrubbing.

Waxes – To rub polish, cover, smear, or treat with a sealing substance.

Weighs – To ascertain the heaviness of; to consider carefully.

Withholds – To hold back; to refrain from graining, giving, or allowing.

Withstands – To stand up against; to resist successfully.

Writes – To set down letters, words, sentences, or figures on paper or other suitable material; to author; to draft.













Duty Statement Questionnaire 
INTRODUCTION
This form is designed to provide the necessary information to prepare a duty statement.
Our goal is to make certain that all positions are properly described and that we can accurately determine what skills, knowledge, and abilities are required to perform the job.  The more information we have concerning the position being studied, the more thorough and objective our analysis of the position will be.
This questionnaire should be completed for each position prior to creating a duty statement, recruitment, and/or for reasonable accommodation or return-to-work situations.  Coupled with the duty statement, these are defensible documents in case of any legal action against the employer.
INSTRUCTIONS
Answer all questions as completely as possible in the space provided.  Should more space be required, attach extra sheets.  If there are any questions regarding the information requested in this form, contact the Personnel Analyst.
In each section of the duty statement format, you will be prompted to provide original information (which can be provided by attaching a revised existing duty statement, or by indicating the information directly on this form), as well as to choose from a selection of pre-determined factors.  The most common factors have been identified with suggested wording to be used for various categories/levels of physical and/or mental requirements.  In some cases, portions of the suggested wording may need to be deleted or further clarified to better describe the requirements of the job in question.






Duty Statement Questionnaire
Instructions for each section are indicated in Italics.
Name of person completing this form:________________________________________________________
Title of person completing this form:________________________________________________________
Classification Title of Position being Analyzed:
____________________________________________________________
Position Number:_____________________________________________________
Division:_____________________________________________________
Reports To (Title):_______________________________________________________
Supervises (Title):_______________________________________________________

GENERAL PURPOSE OF JOB
Briefly describe the job's primary purpose or contribution to the division or department:
_______________________________________________________
_______________________________________________________
_______________________________________________________
_______________________________________________________
_______________________________________________________
	_______________________________________________________
	_______________________________________________________

ESSENTIAL DUTIES AND RESPONSIBILITIES
List the job's essential or most important functions and responsibilities. Include all-important aspects of the job -- whether performed daily, weekly, monthly, or annually and any that occur at irregular intervals.  (Continue this list on another sheet if necessary.) 
1._________________________________________________
2._________________________________________________
3._________________________________________________
4._________________________________________________
5._________________________________________________
6._________________________________________________
7._________________________________________________
8._________________________________________________
9._________________________________________________
10.________________________________________________
11.________________________________________________
12.________________________________________________

SUPERVISORY RESPONSIBILITIES
Does this job have supervisory responsibilities? 	 Yes 	 No
If yes, then circle one of the following: 
Leadership:
1. Provide limited supervision to others through motivation, direction, review and feedback of assigned tasks. 
2. Supervise work through the planning and scheduling of work, and the review and approval of tasks. 
3. Supervise in both their work assignments and performance development (appraisal). 
4. Supervise/manage/direct the selection, training, development, and appraisal of personnel. 
5. Supervise/manage/direct the selection, training, development, appraisal and work assignments of personnel. 
If no, then circle one of the following:
Supervision:
1. Immediate supervision: receive close supervision related to specific work activities, assignments, methods, etc; usually receive frequent surveillance over job activities; instructions are detailed and assignments are typical short-term. 
2. General supervision: routine duties are performed with minimal supervision; standard practices or procedures allow me to proceed alone at routine work; occasional check of work while in progress; work is reviewed upon completion. 
3. Direction: receive guidance with respect to general objectives; in the majority of tasks and projects assigned, determine methods, work sequence, scheduling, and how to achieve objectives of assignments; operate within specific policy guidelines. 
4. General Direction: receive very general guidance with respect to overall objectives; work is usually quite independent of others; operate within division or department policy guidelines using independent judgment in achieving assigned objectives. 
5. Nominal Direction: subject only to very broad communication associated with my position. 
Are there subordinate supervisors reporting to this job? 	 Yes 	 No 
If Yes, how many subordinate supervisors report to this job?____________

What are the names of the offices/units supervised by this job?
____________________________________________________________
How many employees, in total, report to the subordinate supervisors?____
Are there other non-supervisory employees who report directly to this job? 	 Yes 	 No
If yes, how many employees are directly supervised by this job? ________

OTHER DUTIES AND RESPONSIBILITIES
Please circle all that apply.
1. Comply with all safety policies, practices and procedures. Report all unsafe activities to supervisor and/or Human Resources. 
2. Participate in proactive team efforts to achieve departmental and company goals. 
3. Perform other duties as assigned. 
4. Provide leadership to others through example and sharing of knowledge/skill. 

EDUCATION and EXPERIENCE
Select the level of education and experience needed to successfully accomplish the essential duties of this job.
 Level 1:	No prior experience or training.
 Level 2:	Less than high school education; or up to one month related experience or training; or equivalent combination of education and experience.
 Level 3:	High school diploma or general education degree (GED); or one to three months related experience and/or training; or equivalent combination of education and experience.
 Level 4:	One year certificate from college or technical school; or three to six months related experience and/or training; or equivalent combination of education and experience.
 Level 5:	Associate's degree (A. A.) or equivalent from two-year college or technical school; or six months to one year related experience and/or training; or equivalent combination of education and experience.
 Level 6:	Bachelor's degree (B. A.) from four-year college or university; or one to two years related experience and/or training; or equivalent combination of education and experience.
 Level 7:	Fifth year college or university program certificate; or two to four years related experience and/or training; or equivalent combination of education and experience.
 Level 8:	Master's degree (M. A.) or equivalent; or four to ten years related experience and/or training; or equivalent combination of education and experience.
 Level 9:	Doctoral degree (Ph. D.) or equivalent; or more than 10 years related experience and/or training; or equivalent combination of education and experience. 

LANGUAGE SKILLS
Select the level of language (ability to read, write, and speak) needed to successfully accomplish the essential duties of this job.
 Level 1:	Ability to read a limited number of two- and three-syllable words and to recognize similarities and differences between words and between series of numbers. Ability to print and speak simple sentences.
 Level 2:	Ability to read and comprehend simple instructions, short correspondence, and memos. Ability to write simple correspondence.  Ability to effectively present information in one-on-one and small group situations to customers, clients, and other employees of the organization.
 Level 3:	Ability to read and interpret documents such as safety rules, operating and maintenance instructions, and procedure manuals. Ability to write routine reports and correspondence. Ability to speak effectively before groups of customers or employees of organization.
 Level 4:	Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.  Ability to write reports, business correspondence, and procedure manuals.  Ability to effectively present information and respond to questions from groups of managers, clients, customers, and the general public.
 Level 5:	Ability to read, analyze, and interpret common scientific and technical journals, financial reports, and legal documents.  Ability to respond to common inquiries or complaints from customers, regulatory agencies, or members of the business community.  Ability to write speeches and articles for publication that conforms to prescribed style and format.  Ability to effectively present information to top management, public groups, and/or boards of directors.
 Level 6:	Ability to read, analyze, and interpret the most complex documents.  Ability to respond effectively to the most sensitive inquiries or complaints.  Ability to write speeches and articles using original or innovative techniques or style.  Ability to make effective and persuasive speeches and presentations on controversial or complex topics to top management, public groups, and/or boards of directors. 

MATHEMATICAL SKILLS
Select the level of mathematical skills and abilities needed to successfully accomplish the essential duties of this job.
 Level 1:	Ability to add and subtract two digit numbers and to multiply and divide with 10's and 100's.  Ability to perform these operations using units of American money and weight measurement, volume, and distance.
 Level 2:	Ability to add, subtract, multiply, and divide in all units of measure, using whole numbers, common fractions, and decimals.  Ability to compute rate, ratio, and percent and to draw and interpret bar graphs.
 Level 3:	Ability to calculate figures and amounts such as discounts, interest, commissions, proportions, percentages, area, circumference, and volume.  Ability to apply concepts of basic algebra and geometry.
 Level 4:	Ability to work with mathematical concepts such as probability and statistical inference, and fundamentals of plane and solid geometry and trigonometry.  Ability to apply concepts such as fractions, percentages, ratios, and proportions to practical situations.
 Level 5:	Ability to apply advanced mathematical concepts such as exponents, logarithms, quadratic equations, and permutations. Ability to apply mathematical operations to such tasks as frequency distribution, determination of test reliability and validity, analysis of variance, correlation techniques, sampling theory, and factor analysis.
Level 6:	Ability to comprehend and apply principles of advanced calculus, modern algebra, and advanced statistical theory.  Ability to work with concepts such as limits, rings, quadratic and differential equations, and proofs of theorems.

REASONING ABILITY
Select the level of reasoning skills and abilities needed to successfully accomplish the essential duties of this job.
 Level 1:	Ability to apply common sense understanding to carry out simple one- or two-step instructions.  Ability to deal with standardized situations with only occasional or no variables.
 Level 2:	Ability to apply common sense understanding to carry out detailed but uninvolved written or oral instructions.  Ability to deal with problems involving a few concrete variables in standardized situations.
 Level 3:	Ability to apply common sense understanding to carry out instructions furnished in written, oral, or diagram form.  Ability to deal with problems involving several concrete variables in standardized situations.
 Level 4:Ability to solve practical problems and deal with a variety of concrete variables in situations where only limited standardization exists.  Ability to interpret a variety of instructions furnished in written, oral, diagram, or schedule form.
 Level 5:	Ability to define problems, collects data, establishes facts, and draw valid conclusions.  Ability to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.
 Level 6: Ability to apply principles of logical or scientific thinking to a wide range of intellectual and practical problems.  Ability to deal with nonverbal symbolism (formulas, scientific equations, graphs, musical notes, etc.,) in its most difficult phases. Ability to deal with a variety of abstract and concrete variables.

COMPUTER OPERATIONS
If applicable, please circle one of the following:
1. Basic personal computer skills. 
2. Basic personal computer skills including electronic mail, word processing, spreadsheet, graphics, etc. 
3. Intermediate personal computer skills, including electronic mail, routine database activity, word processing, spreadsheet, graphics, etc. 
4. Proficient personal computer skills including electronic mail, record keeping, routine database activity, word processing, spreadsheet, graphics, etc. 
5. Demonstrated use of intermediate computer operations (basic programming in 3rd and 4th generation languages, relational databases, and operating systems) and intermediate software packages 9word processing, spreadsheet, graphics, etc.) 
6. Utilize complex computer operations (intermediate programming in 3rd and 4th generation languages, relational databases, and operating systems) and advanced features of software packages (word-processing, spreadsheet, graphics, etc.)

PLANNING/ORGANIZATION
If applicable, please circle one of the following: 
1. Prioritize tasks. 
2. Handle multiple tasks simultaneously. 
3. Handle multiple projects simultaneously.
4. Prioritize, organize, and delegate assignments.

CERTIFICATES, LICENSES, REGISTRATIONS
List the licenses, certificates, or registrations that are required to perform the essential duties of this job. 
 ______________________________________________________
 ______________________________________________________

PHYSICAL/ENVIRONMENTAL DEMANDS
The following are standards as set by the federal Department of Labor and the Department of Transportation.
As defined for all categories (i.e. standing, sitting, walking, etc.) the following definitions would apply:
Occasional – 1-33%	Frequent – 34-66%	Constant – 67-100%
Lifting
	
	
Sedentary
	
Light
	Light
Medium
	
Medium
	Medium
Heavy
	
Heavy
	Very
Heavy

	Occasional – (1-33%)
	10 lbs
	20 lbs
	35 lbs
	50 lbs
	75 lbs
	100 lbs
	Over 100

	Frequent – (34-66%)
	Negligible
	10 lbs
	15 lbs
	20 lbs
	35 lbs
	50 lbs
	Over 50

	Constant – (67-100%)
	Negligible
	Negligible
	7 lbs
	10 lbs
	15 lbs
	20 lbs
	Over 20



	ACTIVITY
	NEVER
0 hours
	OCCASIONALLY
Up to 3 hours
	FREQUENTLY
3-6 hours
	CONSTANT
6-8 hours +

	SITTING
	
	
	
	

	WALKING
	
	
	
	

	STANDING
	
	
	
	

	BENDING (NECK)
	
	
	
	

	BENDING (WAIST)
	
	
	
	

	SQUATTING
	
	
	
	

	CLIMBING
	
	
	
	

	KNEELING
	
	
	
	

	CRAWLING
	
	
	
	

	TWISITING (NECK)
	
	
	
	

	TWISTING (WAIST)
	
	
	
	



HAND/UPPER EXTREMITY USE
	ACTIVITY
	NEVER
0 hours
	OCCASIONALLY
Up to 3 hours
	FREQUENTLY
3-6 hours
	CONSTANT
6-8 hours +

	SIMPLE GRASPING
	
	
	
	

	POWER GRASPING
	
	
	
	

	FINE MANIPULATION
	
	
	
	

	PUSHING/PULLING
	
	
	
	

	REACHING
(ABOVE SHOULDER)
	
	
	
	

	REACHING
(AT SHOULDER)
	
	
	
	

	REACHING
(BELOW SHOULDER)
	
	
	
	



JOB REQUIREMENTS

A. Driving cars, trucks, forklifts
or other equipment?					____YES	____NO
If “yes” explain: ___________________________________________
_________________________________________________________
B.  Working around equipment/machinery?		____YES	____NO
      If “yes” explain: __________________________________________
     _________________________________________________________

C.  Walking on uneven ground?				____YES	____NO
     If “yes” explain: ___________________________________________
     _________________________________________________________

D.  Exposure to excessive noise?			____YES	____NO
      If “yes” explain: __________________________________________
      _________________________________________________________

E.  Exposure to extremes in temperature,
humidity or wetness?					____YES	____NO
If “yes” explain: ___________________________________________
     _________________________________________________________

F.  Exposure to dust, gas, fumes, chemicals?	____YES	____NO
     If “yes” explain: ___________________________________________
     _________________________________________________________

G.  Working at heights?					____YES	____NO
     If “yes” explain: __________________________________________	


H. Operation of foot controls or repetitive
foot  movements?						____YES	____NO
If “yes” explain: ___________________________________________
      _________________________________________________________

I. Use of special visual or auditory
protective equipment?					____YES	____NO
If “yes” explain: ___________________________________________
     _________________________________________________________
J. Working with bio-hazards such as:
blood borne pathogens, sewage hospital
waste, etc.?							____YES	____NO
If “yes” explain: ___________________________________________
     _________________________________________________________

WORK SCHEDULE/HOURS
1. Regular – describe the regular/normal work hours and days assigned:___________________________________________
2. Other – describe the requirement, if any, for work outside of regular hours, whether compensated for or not (for instance, overtime, attendance at meetings, etc; include statement of frequency and total hours required per month.)
_____________________________________________________



TRAVEL
If applicable, please circle one of the following:
1. Minimal overnight travel (up to 10%) by land and/or air. 
2. Occasional overnight travel (up to 20%) by land and/or air. 
3. Moderate overnight travel (up to 30%) by land and/or air. 
4. Heavy overnight travel (up to 50%) by land and/or air. 
5. Extensive overnight travel (over 50%) by land and/or air.

CONTACTS
Please provide all contacts pertinent to this job.
Internal: _______________________________________________________
External: _______________________________________________________
Additional comments:
____________________________________________________________
____________________________________________________________
____________________________________________________________
Supervisor’s Signature: ____________________________________________________________
Supervisor’s Title: ____________________________________________________________
Date Completed and Signed: ____________________________________________________________





STATE OF CALIFORNIA	DEPARTMENT OF GENERAL SERVICES
DUTY STATEMENT
GS 907T (REV. 04/02)
	SHADED AREA FOR HUMAN RESOURCES ONLY
	INSTRUCTIONS:  Refer to the Payroll and Personnel Procedures Manual (PPPM) for Duty Statement Instructions.
	RPA-
   -     
	EFFECTIVE DATE:
     

	1.  DGS OFFICE OR CLIENT AGENCY
	     
	POSITION NUMBER (Agency - Unit - Class - Serial)
	   -   -    -   

	2.  UNIT NAME AND CITY LOCATED
	     
	3.  CLASS TITLE
	ASSOCIATE PERSONNEL ANALYST

	4.  WORKING HOURS/SCHEDULE TO BE WORKED
	       to       
	5.  SPECIFIC LOCATION ASSIGNED TO
	     	

	6.  PROPOSED INCUMBENT (If known)
	     
	7.  CURRENT POSITION NUMBER (Agency - Unit - Class - Serial)
	   -   -    -   

	YOU ARE A VALUED MEMBER OF THE DEPARTMENT’S TEAM.  YOU ARE EXPECTED TO WORK COOPERATIVELY WITH TEAM MEMBERS AND OTHERS TO ENABLE THE DEPARTMENT TO PROVIDE THE HIGHEST LEVEL OF SERVICE POSSIBLE.  YOUR CREATIVITY AND PRODUCTIVITY ARE ENCOURAGED.  YOUR EFFORTS TO TREAT OTHERS FAIRLY, HONESTLY AND WITH RESPECT ARE IMPORTANT TO EVERYONE WHO WORKS WITH YOU.

	8.  BRIEFLY (1 - 3 sentences) DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS
The incumbent will promote and be accountable for customer satisfaction and quality service and will initiate or recommend changes that promote innovative solutions to meet customer needs.  Under the general direction of an Assistant Personnel Manager (SSM I), the Associate Personnel Analyst will perform the following complex analytical duties for assigned DGS Offices and/or Boards & Commissions.






	9.  Percentage of time
	performing duties
	10.	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 
	related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)

	

45%
























	ESSENTIAL FUNCTIONS:

Classification and Pay:
· Advise DGS Offices and clients on personnel management matters regarding classification and pay changes in order to remain compliant with Department of Personnel Administration (DPA) laws and rules utilizing, including but not limited to, Personnel Management Liaison Memos (PMLs), Classification and Pay Guide (C&P) , Personnel Management Policy and Procedures Manual (PMPPM), DPA Pay Letters, and State Personnel Board (SPB) Board Items, in accordance with civil service laws.
· Interpret SPB, DPA, and DGS laws, rules, regulations and or policies for DGS clients and employees in order to effectively respond to any inquiries from clients, utilizing the above-mentioned reference sources (i.e. PMLs, etc.).
· Approve appointment requests for assigned offices in order to meet organizational needs, ensuring that the appointment requests conform to all applicable SPB and DPA laws, rules and regulations.
· Prepare Exempt Position Requests and coordinate with agency or Governor’s Office to obtain appointment approval in accordance with established procedures.
· Makes decisions and/or recommendations regarding all classification and pay matters, including but not limited to, lateral transfer eligibility of potential applicants, appropriate allocation of positions and program’s organization, hiring above minimum, red circle rates, range determinations, back pay requests, pay differentials, MSA/SISA, Work Week Group issues, out-of-class requests and grievances, T&D requests and TAU appointments, in accordance with applicable SPB and DPA laws, rules and regulations.


	11.  	SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE

	SUPERVISOR’S NAME (Print)
	     
	SUPERVISOR’S SIGNATURE

	DATE
	     

	12.	EMPLOYEE’S STATEMENT:	I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A 			COPY OF THE DUTY STATEMENT

	The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job.  It should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other functional areas to cover absence of relief, to equalize peak work periods or otherwise to balance the workload.

	EMPLOYEE’S NAME (Print)
	     
	EMPLOYEE’S SIGNATURE

	DATE
	     



STATE OF CALIFORNIA	DEPARTMENT OF GENERAL SERVICES
DUTY STATEMENT
GS 907T (REV. 1/98)

	9.  Percentage of time
	performing duties
	10.	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 
	related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)

	











10%















5%





15%







10%
	· Act as a liaison and client advocate on behalf of assigned DGS offices or clients in order to meet their organizational needs when seeking authorization from the control agencies on personnel management matters including, but not limited to, establishing a new class, reclassifying a position, reorganizing a program, moving a position from one program to another, or any other personnel matter not covered under DGS’ delegation.
· Advise assigned DGS offices and clients of recruitment alternatives in order to meet organizational needs using the JOB, SPB VPOS, Capitol Weekly and/or other advertising vehicles in keeping with applicable recruitment laws, rules and regulations.
· Assist supervisors and personnel liaisons in developing and editing duty statements utilizing the essential function duty statement concept in order to effectively convey expectations to employees in the performance of their duties.

Classification and Pay:
· Prepare SPB Board items in coordination with DPA, utilizing the procedures set forth in the C&P manual and PMPPM to revise an existing SPB specification in order to accurately reflect any change of the specification including, but not limited to the current duties to be performed, minimum qualifications skills, knowledge and abilities or license requirement for a specific classification in need of revision.
· Acts as chairperson for Qualifications Appraisal Panels utilizing pre-established criteria in order to rate potential candidates on a specific examination for placement on open or promotional certification list.
· Analyze Board of Control claims in order to determine validity of allegations and respond to the Board of Control, in compliance with the Board of Control process.
· Facilitate layoff, surplus, and State Restriction of Appointment (SROA) processes referring to procedures set forth in the DPA laws, and rules and Government Codes in order to maintain and preserve the status of affected employees.  

Classification and Pay
· Conduct job audits of DGS office and clients in order to determine appropriate position allocation, utilizing DPA allocation guides, SPB class specifications, duty statements, key position descriptions, and desk and/or procedure manuals, in compliance with the C&P manual and other governing laws, rules, and regulations. 

Employee Issues and Merit Issue Complaints
· Advise supervisors and managers on sensitive issues including progressive discipline, the adverse action process, and the hiring and termination of exempt and CEA incumbents.
· Review and research Merit Issue Complaints to determine the validity of allegations and prepare responses to the SPB regarding the complaints.
· Research, investigate, and/or testify in SPB and Board of Control hearings, Small Claims and Superior Court to provide facts and evidence. 

Return to Work Issues
· Coordinate and provide advice to assigned offices and clients regarding the processes pertaining to Reasonable Accommodation, Fitness for Duty, Temporary Limited Duty, Disability Retirement, and Medical Separation.
· Prepare option letters to employees in compliance with workers’ compensation rules and regulations.
· Advise employees, supervisors, and DGS clients concerning benefits, options, responsibilities and alternatives.
· Participate in team meetings representing Personnel Operations at Return-to-Work meetings to obtain current information pertaining to health and safety and workers compensation, in order maintain compliance with civil service laws, rules, regulations and policies.
· Coordinate with Return-to-Work, Personnel Liaisons and/or Disability Transactions staff regarding NDI/IDL issues to ensure that employee benefits are maintained and that transactions are completed timely and accurately.





STATE OF CALIFORNIA	DEPARTMENT OF GENERAL SERVICES
DUTY STATEMENT
GS 907T (REV. 1/98)

	9.  Percentage of time
	performing duties
	10.	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 
	related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)

	

15%

	MARGINAL FUNCTIONS

· Counsel employees in various personnel matters including, but not limited to, eligibility to compete in exams, employment or advancement opportunities, employment list usage, and transfer eligibility so that employees may make informed decisions regarding their careers.
· Prepare written responses for a variety of personnel matters including, but not limited to, bill analysis, issue memos, special studies and reports by conducting the required research and analysis, providing alternatives and making recommendations to management.
· Participate on a task force or with a team in order to provide information, or training to employees using procedure manuals and training materials so that employees/clients can utilize said data to conduct their business in accordance with current practices and policies. 

KNOWLEDGE AND ABILITIES
· Knowledge of:  Applying principles and practices of public personnel management; classification and pay principles used in analyzing and describing positions, establishing proper salary levels, techniques of employee recruitment, employee relations and performance evaluation; principles, practices and trends of public administration, government functions and organization and methods of effective leadership.

· Ability to:  Conduct research in various personnel fields, interpret and apply laws, rules, standards, policies, and procedures; utilize a variety of analytical techniques to resolve complex or technical personnel problems; develop and evaluate alternatives, analyze data and effectively present ideas and information both orally and in writing; consult with and advise administrators and clients on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of employees, management and clients; coordinate the work of others; work with a team and act as a team leader; develop and administer training programs; and appear before legislative and other committees.

SPECIAL PERSONAL CHARACTERISTICS
· Ability to act independently, be open-minded and flexible to other ideas and solutions, and be tactful.

INTERPERSONAL SKILLS
· Ability to work well with a team, ability to receive and follow direction from supervisors, ability to maintain required job schedule, ability to focus attention on details and ability to follow work rules.
· Ability to communicate by speaking and writing in a clear and concise manner.

WORK ENVIRONMENT, MENTAL AND PHYSICAL ABILITIES
· Professional office environment, business dress, according to current policy.
· Sitting in a normal seated position for extended periods of time.
· Requires ability to effectively handle stress and meet deadlines.  (Requires an individual with demonstrated success in these areas and no history of difficulty maintaining performance under stress).







STATE OF CALIFORNIA	DEPARTMENT OF GENERAL SERVICES
DUTY STATEMENT
GS 907T (REV. 04/02)
	SHADED AREA FOR HUMAN RESOURCES ONLY
	INSTRUCTIONS:  Refer to the Payroll and Personnel Procedures Manual (PPPM) for Duty Statement Instructions.
	RPA-
001-OL
	EFFECTIVE DATE:
07/02

	1.  DGS OFFICE OR CLIENT AGENCY
	Executive Office     
	POSITION NUMBER (Agency - Unit - Class - Serial)
	306-101-1728-XXX

	2.  UNIT NAME AND CITY LOCATED
	Legislation/West Sacramento     
	3.  CLASS TITLE
	Executive Assistant 

	4.  WORKING HOURS/SCHEDULE TO BE WORKED
	      8:00  to 5:00 p.m.
	5.  SPECIFIC LOCATION ASSIGNED TO
	707 Third Street, 8th Floor	

	6.  PROPOSED INCUMBENT (If known)
	     
	7.  CURRENT POSITION NUMBER (Agency - Unit - Class - Serial)
	   -   -    -   



	YOU ARE A VALUED MEMBER OF THE DEPARTMENT’S TEAM.  YOU ARE EXPECTED TO WORK COOPERATIVELY WITH TEAM MEMBERS AND OTHERS TO ENABLE THE DEPARTMENT TO PROVIDE THE HIGHEST LEVEL OF SERVICE POSSIBLE.  YOUR CREATIVITY AND PRODUCTIVITY ARE ENCOURAGED.  YOUR EFFORTS TO TREAT OTHERS FAIRLY, HONESTLY AND WITH RESPECT ARE IMPORTANT TO EVERYONE WHO WORKS WITH YOU.

	8.  BRIEFLY (1 - 3 sentences) DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS
Under direction of the Assistant Director for Legislation, is responsible for relieving the Assistant Director and staff of administrative detail while exercising a high degree of initiative, independence, and originality in performing assigned tasks.  The position requires the ability to analyze and solve problems; to establish and maintain cooperative working relationships with Department staff at all levels, including the State and Consumer Services Agency and the Governor’s Office; and to ensure that proper policies and procedures are being met.









	9.  Percentage of time
	performing duties
	10.	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 
	related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)



	
20%




20%




20%






15%




10%


	ESSENTIAL FUNCTIONS:
· Reviews outgoing materials and correspondence prepared for the Assistant Director’s signature for consistency with departmental legislative positions and policy, along with format, content, and grammar in order to ensure compliance and consistency with the DGS’ Guidelines for all Correspondence.  Independently composes routine correspondence.
· Maintains the Assistant Director’s work schedule and calendar, scheduling appointments with various high level officials throughout state government, including the Governor’s Office, legislators, and other governmental officials.  Handles all travel arrangements, as needed, for the Assistant Director, including lodging, air travel, and travel expense claims.  These duties shall be accomplished in accordance with established office guidelines.
· Maintains and oversees bill tracking system and prepares various reports for distribution to Executive staff and other divisions within the Department concerning active bills that affect their programs.  Also, maintains confidential, administrative, and electronic files and databases to track and ensure timely completion of legislative proposals, bill analyses, and enrolled bill reports in order to maintain these databases in accordance with existing office procedures.
· Independently reads, analyzes, processes, and prioritizes mail addressed to the Assistant Director to ascertain necessary action and ensure that an appropriate response is provided.  Researches and retrieves copies of pertinent background documents regarding incoming mail in order to assist the Assistant Director with good customer service in accordance with departmental policies.
· Screens, directs, and/or responds to telephone calls and written inquiries from the Governor’s Office and the Legislature and other governmental agencies and department office heads in order to maintain effective working relationships with all of these entities.




	11.  	SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE



	SUPERVISOR’S NAME (Print)
	     
	SUPERVISOR’S SIGNATURE

	DATE
	     



	12.	EMPLOYEE’S STATEMENT:	I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A 			COPY OF THE DUTY STATEMENT



	The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job.  It should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other functional areas to cover absence of relief, to equalize peak work periods or otherwise to balance the workload.

	EMPLOYEE’S NAME (Print)
	     
	EMPLOYEE’S SIGNATURE

	DATE
	     






STATE OF CALIFORNIA	DEPARTMENT OF GENERAL SERVICES
DUTY STATEMENT
GS 907T (REV. 1/98)

	9.  Percentage of time
	performing duties
	10.	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 
	related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)

	15%
	MARGINAL FUNCTIONS 
· Researches, develops, and oversees the establishment of office procedures and operating systems; serves as the office coordinator for travel and records management issues.

KNOWLEDGE AND ABILITIES 
Knowledge of:  Modern office methods, supplies, equipment, and procedures with particular reference to Microsoft Word, Excel, Outlook, and Powerpoint software programs and the Internet; business English and correspondence; departmental programs; the organization's relationship with other governmental entities and the Legislature; and the functions and operations of the Legislature.

Ability to:  Think clearly and analyze problems of organization and management and take effective action; handle sensitive and confidential assignments with tact and diplomacy; work under pressure and time constraints; handle changing priorities; establish and maintain cooperative working relationships; communicate effectively.

DESIRABLE QUALIFICATIONS

SPECIAL PERSONAL CHARACTERISTICS 
A demonstrated interest in assuming increasing responsibility; mature judgment; loyalty; poise and tact; and discretion.

ADDITIONAL QUALIFICATIONS
Ability to organize, set priorities, and work independently with a minimum of supervision.

INTERPERSONAL SKILLS 
Efficiency, conscientiousness and professionalism.
	
WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES 
· Office environment, business dress, according to current policy.
· Requires ability to effectively handle stress and deadlines.
· Communications skills, both oral and written.
· Sitting in a normal seated position for extended periods of time.




STATE OF CALIFORNIA	DEPARTMENT OF GENERAL SERVICES
DUTY STATEMENT
GS 907T (REV. 04/02)
	SHADED AREA FOR HUMAN RESOURCES ONLY
	INSTRUCTIONS:  Refer to the Payroll and Personnel Procedures Manual (PPPM) for Duty Statement Instructions.
	RPA-
   -     
	EFFECTIVE DATE:
     

	1.  DGS OFFICE OR CLIENT AGENCY
	Building Property and Management
	POSITION NUMBER (Agency - Unit - Class - Serial)
	   -   -    -   

	2.  UNIT NAME AND CITY LOCATED
	Region I - Sacramento
	3.  CLASS TITLE
	Janitor (Floors Specialist) 

	4.  WORKING HOURS/SCHEDULE TO BE WORKED
	       to       
	5.  SPECIFIC LOCATION ASSIGNED TO
	     	

	6.  PROPOSED INCUMBENT (If known)
	     
	7.  CURRENT POSITION NUMBER (Agency - Unit - Class - Serial)
	   -   -    -   



	YOU ARE A VALUED MEMBER OF THE DEPARTMENT’S TEAM.  YOU ARE EXPECTED TO WORK COOPERATIVELY WITH TEAM MEMBERS AND OTHERS TO ENABLE THE DEPARTMENT TO PROVIDE THE HIGHEST LEVEL OF SERVICE POSSIBLE.  YOUR CREATIVITY AND PRODUCTIVITY ARE ENCOURAGED.  YOUR EFFORTS TO TREAT OTHERS FAIRLY, HONESTLY AND WITH RESPECT ARE IMPORTANT TO EVERYONE WHO WORKS WITH YOU.

	8.  BRIEFLY (1 - 3 sentences) DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS
The position exists in Sacramento, Region I.  Under the direction of the Janitor Supervisor II, the incumbent is responsible for cleaning and servicing of floors of assignment buildings.








	9.  Percentage of time
	performing duties
	10.	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 
	related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)



	


45%





40%











15%

	
ESSENTIAL FUNCTIONS
To produce clean floors by performing the following duties:
· Physically lift, move, and replace furniture and other objects from the floor.
· Remove trash, gum and other debris from the floor.
· Clean the floor by sweeping it with a broom or vacuuming it with a vacuum cleaner, or utilizing a dust mop.
· Mop the floor utilizing appropriate floor cleaner and mop.  Rinse the floor with clean water.

· Pre-treat floors using the appropriate cleaning solution to remove stains and pre-soak bonnet pads. 
· Pre-treat soiled areas on carpet using the appropriate cleaning solution.
· Mix solutions for extractor (steam cleaner), ensure that soiled areas are pre-treated and use extraction machine to clean the area.  
· Strip floors by using appropriate solution to remove pre-existing wax  Clean the floor using a mop or low speed buffer. 
· Seal the floor by using correct water seal and then wax the floor a mop or high speed buffer.
· Use a sprayer with the appropriate solution to spray buff hard floors and uncarpeted areas.  Use the bonnet pad to complete the task.

MARGINAL FUNCTIONS
· Prepare work orders using a computer generated or pre-existing form  for scheduling of work to be performed.
· Relamping lights on route assignments to ensure adequate lighting for the area.



Knowledge of:  

Ability to:  

DESIRABLE QUALIFICATIONS

	SPECIAL PERSONAL CHARACTERISTICS (optional)

ADDITIONAL QUALIFICATIONS (optional)

INTERPERSONAL SKILLS (optional)

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES (completion required)


	11.  	SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE

	SUPERVISOR’S NAME (Print)
	     
	SUPERVISOR’S SIGNATURE

	DATE
	     

	12.	EMPLOYEE’S STATEMENT:	I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A 			COPY OF THE DUTY STATEMENT

	The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job.  It should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other functional areas to cover absence of relief, to equalize peak work periods or otherwise to balance the workload.

	EMPLOYEE’S NAME (Print)
	     
	EMPLOYEE’S SIGNATURE

	DATE
	     






STATE OF CALIFORNIA	DEPARTMENT OF GENERAL SERVICES
DUTY STATEMENT
GS 907T (REV. 1/98)

	9.  Percentage of time
	performing duties
	10.	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 
	related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)

	

	KNOWLEDGE AND ABILITIES (completion required)
· Knowledge of:  methods, materials, chemicals, disinfectants and equipment used in janitorial work, safety practices and measures in the performance of janitorial work.

· Ability to:  use and care for janitorial equipment that require manual dexterity.  Ability to bend, stoop, kneel and lift 75 pounds.  Ability to physically remove and replace furniture and equipment.  Ability to use and care for janitorial supplies; follow directions; read and write at a level appropriate to the classification.

SPECIAL PERSONAL CHARACTERISTICS
· Willingness to work at night.
· Willingness to work during the day around people.

INTERPERSONAL SKILLS
· Ability to work well with a team, to take and follow directions from supervisors, ability to keep required job schedule, focus attention on details and ability to follow work rules.

WORK ENVIRONMENT, MENTAL AND PHYSICAL REQUIREMENTS
· Standing and walking for extended periods of time.
· Reaching by extending hand(s) or arm(s) in any direction.
· Ability to stoop and bend.
· Lifting up to 50 lbs.
· Physically remove and replace furniture and equipment.






STATE OF CALIFORNIA	DEPARTMENT OF GENERAL SERVICES
DUTY STATEMENT
GS 907T (REV. 04/02)
	SHADED AREA FOR HUMAN RESOURCES ONLY
	INSTRUCTIONS:  Refer to the Payroll and Personnel Procedures Manual (PPPM) for Duty Statement Instructions.
	RPA-
   -     
	EFFECTIVE DATE:
     

	1.  DGS OFFICE OR CLIENT AGENCY
	OFFICE OF FISCAL SERVICES
	POSITION NUMBER (Agency - Unit - Class - Serial)
	   -   -    -   

	2.  UNIT NAME AND CITY LOCATED
	SRF FISCAL SERVICES, WEST SACRAMENTO
	3.  CLASS TITLE
	ACCOUNTANT I 

	4.  WORKING HOURS/SCHEDULE TO BE WORKED
	       to       
	5.  SPECIFIC LOCATION ASSIGNED TO
	     	

	6.  PROPOSED INCUMBENT (If known)
	     
	7.  CURRENT POSITION NUMBER (Agency - Unit - Class - Serial)
	   -   -    -   



	YOU ARE A VALUED MEMBER OF THE DEPARTMENT’S TEAM.  YOU ARE EXPECTED TO WORK COOPERATIVELY WITH TEAM MEMBERS AND OTHERS TO ENABLE THE DEPARTMENT TO PROVIDE THE HIGHEST LEVEL OF SERVICE POSSIBLE.  YOUR CREATIVITY AND PRODUCTIVITY ARE ENCOURAGED.  YOUR EFFORTS TO TREAT OTHERS FAIRLY, HONESTLY AND WITH RESPECT ARE IMPORTANT TO EVERYONE WHO WORKS WITH YOU.

	8.  BRIEFLY (1 - 3 sentences) DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS
Under direct supervision, the incumbent performs semi-professional accounting work in the establishment and maintenance of accounts and records for the Department of General Services, State Revolving Fund, Fiscal Services



	9.  Percentage of time
	performing duties
	10.	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 
	related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)



	
40%






35%







15%







	ESSENTIAL FUNCTIONS
Claim Schedule Payment Batch Process
· Generate Activity Based Management System (ABMS) payment batches by claim scheduled pay groups, assign claim schedule numbers, prepare batch log and enter required information into log book and release claim schedules to the State Controller’s Office to ensure that the vendors receive payment for services rendered.
· Handles problems as they arise and works with appropriate staff to resolve the issues.

Travel Advance Process
· Review travel advances to check for outstanding travel advances over 60 days.  If an employee does have an outstanding travel advance over 60 days, prepare and process an accounts receivable so that the department receives reimbursement from the employee.
· Approve travel advances by reviewing request for travel advance (form number GS-15) to ensure all required information is properly entered.  Enter the approved travel advance into ABMS in order to capture the required information for current and future financial reporting.

Salary Advance Process
· Review, approve and process salary advances in accordance with the State Administrative Manual (SAM) and the Personnel Procedures Manual.
· Review separated employees’ checklist for outstanding Office Revolving Fund (ORF) Advances.  If there is an outstanding ORF, prepare and process an accounts receivable so that the department receives reimbursement from the employee.
· Provides backup and/or assists various cashiering functions as needed.
· Provides backup to the ABMS check process.

	11.  	SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE

	SUPERVISOR’S NAME (Print)
	     
	SUPERVISOR’S SIGNATURE

	DATE
	     

	12.	EMPLOYEE’S STATEMENT:	I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A 			COPY OF THE DUTY STATEMENT

	The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job.  It should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other functional areas to cover absence of relief, to equalize peak work periods or otherwise to balance the workload.

	EMPLOYEE’S NAME (Print)
	     
	EMPLOYEE’S SIGNATURE

	DATE
	     




STATE OF CALIFORNIA	DEPARTMENT OF GENERAL SERVICES
DUTY STATEMENT
GS 907T (REV. 1/98)

	9.  Percentage of time
	performing duties
	10.	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 
	related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)

	
5%





5%

	MARGINAL FUNCTIONS
Equipment Inventory
· Take physical inventory of equipment by going to each piece of equipment, locating the equipment number, capturing the required information and entering it into a database.
· Coordinate the annual equipment inventory with the DGS Business Services.

Purchasing Help Desk
· Assist Senior Accounting Officer in charge of the purchasing process, answer questions from DGS office, and provide support with problems for the automated purchasing process.

KNOWLEDGE AND ABILITIES
Knowledge of:  Principles and practices of financial record keeping; basic principles of accounting; office methods, procedures and equipment; governmental accounting principles and procedures, and basic mathematical skills.  Knowledge of formal and informal departmental goals, standards and procedures.

Ability to:  Interpret and apply rules and regulations to specific cases; operate a personal computer, a calculator, and utilize applicable software.  Ability to exercise administrative judgment and assume responsibility for decisions, consequences, and results having an impact on people, costs, and/or quality of service within SRF.

ADDITIONAL QUALIFICATIONS
· A working knowledge of spreadsheets, and relational databases, is desirable.

INTERPERSONAL SKILLS 
· Ability to communicate information in a clear and concise manner, both written and verbal.
· Ability to remain professional and calm when dealing with an emotionally upset individual(s).

WORK ENVIRONMENT, PHYSICAL OR MENTAL ABILITIES
· Sitting in a normal seated position for extended periods of time.
· Reaching by extending had(s) or arm(s) in any direction.
· Finger dexterity required to manipulate objects with fingers rather than with the whole hand(s) or arm(s).  For example, using a keyboard or calculator.
· Ability to see within normal parameters.
· Ability to hear within normal range.
· Ability to move about.






STATE OF CALIFORNIA	DEPARTMENT OF GENERAL SERVICES
DUTY STATEMENT
GS 907T (REV. 04/02)
	SHADED AREA FOR HUMAN RESOURCES ONLY
	INSTRUCTIONS:  Refer to the Payroll and Personnel Procedures Manual (PPPM) for Duty Statement Instructions.
	RPA-
   -     
	EFFECTIVE DATE:
     

	1.  DGS OFFICE OR CLIENT AGENCY
	TELECOMMUNICATIONS DIVISION
	POSITION NUMBER (Agency - Unit - Class - Serial)
	   -   -    -   

	2.  UNIT NAME AND CITY LOCATED
	     
	3.  CLASS TITLE
	SYSTEMS SOFTWARE SPECIALIST I (TECH) 

	4.  WORKING HOURS/SCHEDULE TO BE WORKED
	       to       
	5.  SPECIFIC LOCATION ASSIGNED TO
	     	

	6.  PROPOSED INCUMBENT (If known)
	     
	7.  CURRENT POSITION NUMBER (Agency - Unit - Class - Serial)
	   -   -    -   



	YOU ARE A VALUED MEMBER OF THE DEPARTMENT’S TEAM.  YOU ARE EXPECTED TO WORK COOPERATIVELY WITH TEAM MEMBERS AND OTHERS TO ENABLE THE DEPARTMENT TO PROVIDE THE HIGHEST LEVEL OF SERVICE POSSIBLE.  YOUR CREATIVITY AND PRODUCTIVITY ARE ENCOURAGED.  YOUR EFFORTS TO TREAT OTHERS FAIRLY, HONESTLY AND WITH RESPECT ARE IMPORTANT TO EVERYONE WHO WORKS WITH YOU.

	8.  BRIEFLY (1 - 3 sentences) DESCRIBE THE POSITION’S ORGANIZATIONAL SETTING AND MAJOR FUNCTIONS
Under general supervision of the Systems Software II (Supervisory), incumbent acts as the leader of lower level staff on systems software projects and is a technical specialist and consultant on complex systems assignments.



	9.  Percentage of time
	performing duties
	10.	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 
	related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)



	
40%
















30%

	ESSENTIAL FUNCTIONS 
· Meets with clients in order to analyze and determine software and hardware requirements using current information technology standards in accordance with the client’s information technology strategic plan.  Maintains client confidence and protects operations by keeping information confidential.
· Leads a technical team that develops software systems and maintains applications and databases in order to maintain client needs using programming language and applicable software.
· Arranges project requirements in programming sequence by analyzing requirements; preparing a work flow chart and diagram using knowledge of computer capabilities, subject matter, programming language, and logic.
· Programs the computer by encoding project requirements in computer language, and entering coded information into the computer in order to complete the development of an application and ensure its operability in keeping with the client’s requirements.
· Confirms program operation by conducting tests and modifying program sequence and/or codes if necessary.

· Provides reference for use of prime and personal computers by writing and maintaining user documentation.  
· Consults with clients regarding system problems and makes decisions regarding how issue will be resolved.
· Communicates with clients via meetings, over the telephone and in writing in order to provide assistance and preserve customer satisfaction.




	11.  	SUPERVISOR’S STATEMENT:  I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE



	SUPERVISOR’S NAME (Print)
	     
	SUPERVISOR’S SIGNATURE

	DATE
	     



	12.	EMPLOYEE’S STATEMENT:	I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE RECEIVED A 			COPY OF THE DUTY STATEMENT



	The statements contained in this duty statement reflect general details as necessary to describe the principal functions of this job.  It should not be considered an all-inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other functional areas to cover absence of relief, to equalize peak work periods or otherwise to balance the workload.

	EMPLOYEE’S NAME (Print)
	     
	EMPLOYEE’S SIGNATURE

	DATE
	     



STATE OF CALIFORNIA	DEPARTMENT OF GENERAL SERVICES
DUTY STATEMENT
GS 907T (REV. 1/98)

	9.  Percentage of time
	performing duties
	10.	Indicate the duties and responsibilities assigned to the position and the percentage of time spent on each.  Group 
	related tasks under the same percentage with the highest percentage first.  (Use additional sheet if necessary)

	




20%







10%

	· Evaluates new hardware equipment and new software in order to determine they are operating efficiently and effectively.
· Maintains equipment following manufacturer’s instructions and established procedures.  If necessary, calls outside vendor for repairs.

· Verifies documents for completeness in order to ensure compliance with government and private agencies in accordance with applicable laws and regulations.
· Maintains computer systems and software programming guidelines by writing and updating policies and procedures and distributing to effected staff.
· Prepares clients to use system and software by conducting hands-on training sessions using personal computers and other equipment to illustrate training material.

MARGINAL FUNCTIONS
· Maintains professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; and participating in professional societies.
· Keeps abreast with the latest professional and trade information by subscribing to and reading trade periodicals, and researching trends.

KNOWLEDGE AND ABILITIES
Knowledge of:  Information technology systems (software) programming, equipment, interface capabilities between hardware and software, software installation and licensing requirements.  Working knowledge and proficiency in Microsoft Office software products, including, but not limited to, Microsoft Word, Excel and PowerPoint, and other software such as the C++, Pascal, VisualBasics, and JAVA.
Ability to:  Write complex programs, develop detailed program specifications, analyze data and equipment, create problem resolutions, and reason logically.  Communicate in a clear and concise manner both orally and in writing.  Ability to meet deadlines and complete projects, be punctual to work and to meetings and demonstrate good attendance.  Ability to coordinate projects and provide leadership to less experienced staff.

WORK ENVIRONMENT, MENTAL AND PHYSICAL ABILITIES
· Office environment, business dress, according to current policy.
· Ability to effectively work under stress and deadlines.
· Ability to hear, see, read, write and speak in a clear and concise manner.
· Ability to sit for extended periods of time, stand, walk, climb stairs, pull, bend and stoop.
· Ability to lift up to 25 pounds, and use fine motor skills for computer use.
· Ability to travel on occasion and work overtime on a fairly frequent basis (5 + hours per week is common).








DEPARTMENT OF GENERAL SERVICES
POST & BID POSITION ANNOUNCEMENT
Bargaining Units 1 and 4

[bookmark: Text1]1.	RPA #:      	  	2.  Position Number:       			3.  Date of Posting:      

4.	Classification:  Janitor (Floors Specialist)					5.  Salary Range:      

6. Pay Differentials That Apply To Position:      

7. Working Hours Of Position:      

8. Office/Branch:      				Unit:      

Worksite Address:      				County:      
(If selected and the position requires a relocation, the Department will NOT provide relocation assistance.)
	
9. Specific Qualifications and Requisite Skills Required: (Attach a separate sheet if additional space is needed.)

A. Minimum Qualifications per the Classification Specification (Education and/or Experience)
Six months of experience as a Janitor.

B. Technical & Professional Skills & Abilities:
Sweep, scrub, mop and wax floors; vacuum rugs and carpets; clean stairways, escalators, elevators, hallways, rest rooms, offices and lobbies; assists in moving and arranging furniture and equipment as required; operates scrubbers, buffers, waxers and other equipment and machinery.

C. License and/or Certification Requirements:
None

D. Physical Abilities to Perform Essential Functions:
Standing and walking for extended periods of time; reaching by extending hand(s) or arm(s) in any direction; ability to stoop and bend; lifting up to 50 lbs.; and, physically remove and replace furniture and equipment.

E. Other Departmental Requirements:
Willingness to work at night; willingness to work during the day around people; ability to work well with a tam, to take and follow directions from supervisors, ability to keep required job schedule, focus attention on details and ability to follow work rules.  Knowledge of methods, materials, chemicals, disinfectants and equipment used in janitorial work, safety practices and measures in the performance of janitorial work and the ability to use and care for janitorial equipment that require manual dexterity; ability to bend, stoop, lift up to 50 lbs; ability to physically remove and replace furniture and equipment; ability to use and care for janitorial supplies; follow directions; read and write at a level appropriate  to the classification.

F. Duty Statement/Description of Duties:  (Click on URL to Link to Duty Statement)

Final Date and Time for Receiving Bid:      

10. Where to Obtain Bid Form:  http://hr.dgs.ca.gov/FormsTemplates/main.asp

11. Submit Bid to:
Name:      
Address:      
Telephone Number:      
FAX Number:      
E-mail Address:      

12. Window period employee must be available for contact:	 From:      		To:      
(If selected, you must report in no less than 14 calendar days and start date must be within 30 calendar days unless agreed otherwise by current and hiring supervisors.)

Revised 4/21/02

Essential Functions Duty Statement Training Pre-Test

Answer TRUE or FALSE for the following questions



____	 1.  	A duty statement communicates what the job expectations are 
to the employee.

____  2.	Essential functions are the basic duties of a position that an 
employee must be able to perform (with or without reasonable 
accommodation).

____  3.	A duty statement cannot serve as the basis for a performance 
evaluation.

____  4.	Knowledge, skills, and abilities (KSAs) required for a job should never be listed on the duty statement.

____  5.	 KSAs can always be deleted if they are not needed?

____  6.	A task that is performed infrequently may still be considered 
essential. 

____  7.	There are six components in the task statement; subject, action
verb, object, desired product, tools and instruction.

____  8.	KSAs can be found in the classification specification.

____  9.	The Job Opportunity Bulletin (JOB) should never include the 
KSAs.

____ 10.	An essential functions duty statement is helpful, but not 
required, in the reasonable accommodation process.

Essential Functions Duty Statement Training Pre-Test
(Key)


Answer TRUE or FALSE for the following questions



T	1.  	A duty statement communicates what the job expectations are 
to the employee.

T	2.	Essential functions are the basic duties of a position that an 
employee must be able to perform (with or without reasonable 
accommodation).

F	3.	A duty statement cannot serve as the basis for a performance 
evaluation.

F	4.	Knowledge, skills, and abilities (KSAs) required for a job should 
never be listed on the duty statement.

T	5.	 KSAs can always be deleted if they are not needed?

T	6.	A task that is performed infrequently may still be considered 
essential. 

T	7.	There are six components in the task statement; subject, action
verb, object, desired product, tools and instruction.

T	8.	KSAs can be found in the classification specification.

F	9.	The Job Opportunity Bulletin (JOB) should never include the 
KSAs.

F	10.	An essential functions duty statement is helpful, but not 
required, in the reasonable accommodation process.
TASK STATEMENTS





1. Advise DGS Offices and clients in order to assure that all personnel issues/decisions are in compliance with Department of Personnel Administration (DPA) laws and rules, utilizing Personnel Management Liaison Memos (PMLs), Classification and Pay Guide (C&P), Personnel Management Policy and Procedures Manual (PMPPM), DPA Pay Letters, and State Personnel Board (SPB) Board Items, in accordance with civil service laws.




2. Develops employee, vendor, and client relationships in order to maintain effective working relationships by providing timely, accurate responses; service oriented offers of assistance and ensuring that messages are transmitted to appropriate personnel quickly and accurately consistent with the department’s communication policy.







TASK STATEMENT #1

Advise DGS Offices and clients in order to assure that all personnel issues/decisions are in compliance with Department of Personnel Administration (DPA) laws and rules, utilizing Personnel Management Liaison Memos (PMLs), Classification and Pay Guide (C&P), Personnel Management Policy and Procedures Manual (PMPPM), DPA Pay Letters, and State Personnel Board (SPB) Board Items, in accordance with civil service laws.

Action word; object; desired output; tools; instruction







TASK STATEMENT #2

Develops employee, vendor, and client relationships in order to maintain effective working relationships by providing timely, accurate responses; service oriented offers of assistance and ensuring that messages are transmitted to appropriate personnel quickly and accurately consistent with the department’s communication policy.

Action word; object; desired output; tools; instruction





TASK STATEMENT EXERCISE

Revise the following statements as necessary to result in a well-written task statement that includes all six components.



1. Attends conferences in order to gain expertise.






2. Gets conference room ready for monthly meeting of department heads.



  


3. Processes employee training requests.






4. Coordinates procedures of Accounting Division with other divisions.





5. Supervises the Child Protective Services function.
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STD. 910 (EST. 1/2002) (FRONT) STATE OF CALIFORNIA
ESSENTIAL FUNCTIONS HEALTH QUESTIONNAIRE STATE PERSONNEL BOARD
APPLICANT INFORMATION

LAST NAME FIRST NAME SOCIAL SECURITY NUMBER | GENDER
D MALE D FEMALE
ADDRESS CITY STATE ZIP CODE
DAYTIME TELEPHONE EVENING TELEPHONE CLASSIFICATION HIRING DEPARTMENT
CONTACT INFORMATION
NAME TITLE
LOCATION TELEPHONE

LIST OF ESSENTIAL FUNCTIONS

Enter list of essential functions of the job from current duty statement here, or attach duty statement:

ACKNOWLEDGEMENT

| certify that the duties listed above represent the essential functions of the job and classification listed above.

SUPERVISOR’S NAME SUPERVISOR’S SIGNATURE DATE
=

PERSONNEL OFFICER’S NAME PERSONNEL OFFICER’S SIGNATURE DATE
=






STD. 910 (EST. 1/2002) (BACK) STATE OF CALIFORNIA

ESSENTIAL FUNCTIONS HEALTH QUESTIONNAIRE STATE PERSONNEL BOARD

APPLICANT’S CERTIFICATION OF ESSENTIAL FUNCTIONS

I certify that | have read the essential functions of the job listed on page 1 and considering my current health status (please check one of the
boxes below):

D | am able to perform all of the essential functions of the job without a need for reasonable accommodation.
D | am able to perform all of the essential functions of the job, but will require reasonable accommodation (please
describe your requested accommodation in the Reasonable Accommodation section below).

D I am unable to perform one or more of the essential functions of the job, even with reasonable accommodation.

D I am not sure if | am able to perform one or more of the essential functions of the job. | have identified the functional
limitations that | believe may limit my ability to perform the essential functions of the job in the Request for Essential
Functions Evaluation section below.

REASONABLE ACCOMMODATION (If necessary, you may attach additional pages)

For each essential function of the job for which you require reasonable accommodation, please describe the reasonable accommodation you
are requesting:

REQUEST FOR ESSENTIAL FUNCTIONS EVALUATION (If necessary, you may attach additional pages)

I am not sure whether | have a physical or mental limitation that may prevent or otherwise impair me from performing the essential functions of
the job. Below | have listed the essential functions in question and my specific functional limitations that | believe may prevent or otherwise
impair me from performing the listed essential functions of the job. | authorize the hiring authority, if necessary, to refer this information to the
State Personnel Board’s Medical Officer, or his/her delegate, to determine my ability to perform the essential functions of the job with or without
reasonable accommodation.

ACKNOWLEDGEMENT
| certify that the information | have provided concerning my ability to perform the essential functions of the job is true and complete to the best
of my knowledge.
APPLICANT’ S NAME (Print or type) APPLICANT’S SIGNATURE DATE

=






		NameContact: 

		LocationContact: 

		TitleContact: 

		PhoneContact: 

		PhoneDayApplicant: 

		PhoneEveningApplicant: 

		ClassificationApplicant: 

		NameLastApplicant: 

		NameFirstApplicant: 

		AddressApplicant: 

		SSNApplicant: 

		CityApplicant: 

		StateApplicant: 

		ZIPApplicant: 

		GenderApplicant: Off

		ListEssentialFunctions: 

		NameSupervisor: 

		DateSupervisor: 

		DatePersonnelOfficer: 

		NamePersonnelOfficer: 

		CheckBoxAppEssFunctions: Off

		ReasonableAccomodation: 

		RequestEssFunctEvaluation: 

		NameApplicant: 

		DateAcknowlegdement: 

		Clear Form: 

		Print: 
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