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Guidelines for Determining Essential Functions - Whether a particular function is essential is a factual determination that must be made on a case by case basis. This determination of whether or not a particular function is essential will generally include one or more of the following factors extracted from Part 1630 of the Americans with Disabilities Act’s (ADA) Employment Implementation Guide: 

1. The first factor is whether the position exists to perform a particular function. For example, an individual may be hired to proofread documents. The ability to proofread the documents would then be an essential function, since this is the only reason the position exists. 

2. The time spent performing a particular function may also be an indicator of whether the function is essential. An example of this would be if an employee spends the majority of his/her time working on a remote computer terminal. This would be evidence that operating a remote terminal is an essential function. 

3. A third factor in determining whether a function is essential is the number of other employees available to perform the job function or among whom the performance of said job function can be distributed. For example, if an organization has a relatively small number of available employees for the volume of work to be performed, it may be necessary that each employee perform a multitude of different functions. Therefore, the performance of those functions by each employee becomes more critical and the options for reorganizing the work become more limited. In such a situation, functions which might not necessarily be essential if there were a larger staff may become essential because the complement size is small compared to the volume of work that has to be done. 

4. The fourth factor is the degree of expertise or skill required to perform the function. In certain professions and highly skilled positions the employee is hired for his/her expertise or ability to perform a particular function. In such a situation, the performance of that specialized task would be an essential function. 

5. The consequences of failing to require the employee to perform the function may be another indicator of whether a particular function is essential. For example, although a firefighter may not regularly have to carry an unconscious person out of a burning building, the consequence of failing to require the firefighter to be able to perform this function would be extremely serious. 

Sample Essential Work Functions

Office Positions - The work of this position occurs in a typical office environment. Although infrequent, periods of heavy exertion may occur. Incumbent must have the following abilities: 
1. Ability to travel to field locations and meeting/training sites by motor vehicle when required.

2. Communicate both orally and in writing to issue, receive and carry out instructions and orders   effectively and to convey information to a variety of co-workers and the general public

3. Use a variety of common office machines such as telephones, calculators, copiers, computer terminals, keyboards, video display terminals, auxiliary printers and similar equipment. 
4. Employee must be able to observe and react to hazard warnings, backup alarms, flashing lights, voice commands and hand signals
5. Perform manual duties such as lifting and carrying up to 50 pounds (can specify own weight limit) or state lift various weight limits

6. Operate office equipment which may require stooping, kneeling, bending, stretching and prolonged standing.

7. Wear all types of personal protective equipment including hard hat, hearing and eye protection, glove and respirators.
8. Provide assistance and guidance to internal and external customers.

9. Follow oral and written instructions
Field Positions - This position is heavily involved in outdoor activity and has periods of heavy exertion.  Incumbents must have the following abilities:

1. Ability to travel to field locations and meeting/training sites by motor vehicle when required.

2. To work under a variety of adverse weather conditions such as extreme heat, cold, rain, wind, dust and snow.
3. To be able to work extended hours under adverse conditions in response to emergency conditions.
4. To work in hazardous situations such as around moving heavy equipment, in and around traffic, at heights, on steep grades, and on ladders and uneven surfaces.  
5. Employee must be able to observe and react to hazardous warnings, back-up alarms, flashing lights, voice commands and hand signals.
6. To perform manual laboring duties such as lifting and carrying up to 50 pounds.

7. Setting up, operating, testing and measuring equipment.

8.  Using hand tools such as hammers and pry bars, and taking and transporting material samples.  
9. Work often requires stooping, kneeling, bending, stretching and prolonged standing.
10. To withstand exposure to chemical agents, exhaust gases and lubricants, solvents, poisonous plants, animals, and insects and potential injuries such as bruises, scrapes, cuts, strains and sprains.
11. To wear all types of required protective gear such as a hard hat, footgear, hearing and eye protection, gloves and respirators.

Office & Field Positions - The work of this position occurs in a typical office environment and in outdoor activity.  
1. Ability to travel to field locations and meeting/training sites by motor vehicle when required.
2. To work under a variety of adverse weather conditions such as extreme heat, cold, rain, wind, dust and snow.
3. To be able to work extended hours under adverse conditions in response to emergency conditions.
4. To work in hazardous situations such as around moving heavy equipment, in and around traffic, at heights, on steep grades, and on ladders and uneven surfaces.  
5. Employee must be able to observe and react to hazardous warnings, back-up alarms, flashing lights, voice commands and hand signals.
6. To perform manual laboring duties such as lifting and carrying up to 50 pounds.
7. Setting up, operating, testing and measuring equipment.
8. Using hand tools such as hammers and pry bars, and taking and transporting material samples.  
9. Work often requires stooping, kneeling, bending, stretching and prolonged standing.
10. To withstand exposure to chemical agents, exhaust gases and lubricants, solvents, poisonous plants, animals, and insects and potential injuries such as bruises, scrapes, cuts, strains and sprains.
11. To wear all types of required protective gear such as a hard hat, footgear, hearing and eye protection, gloves and respirators. Ability to travel to field locations and meeting/training sites by motor vehicle when required.

12. Communicate both orally and in writing to issue, receive and carry out instructions and orders   effectively and to convey information to a variety of co-workers and the general public

13. Use a variety of common office machines such as telephones, calculators, copiers, computer terminals, keyboards, video display terminals, auxiliary printers and similar equipment. 

14. Employee must be able to observe and react to hazard warnings, backup alarms, flashing lights, voice commands and hand signals

15. Perform manual duties such as lifting and carrying up to 50 pounds (can specify own weight limit) or state lift various weight limits

16. Operate office equipment which may require stooping, kneeling, bending, stretching and prolonged standing.

17. Wear all types of personal protective equipment including hard hat, hearing and eye protection, glove and respirators.

18. Provide assistance and guidance to internal and external customers.

19. Follow oral and written instructions

