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lob @®Minimum Qualifications

Descriptions: @Essential Functions
@®Non-Essential Duties

Key Elements

@®Physical Demands
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Benefits of

Effective Job
Descriptions

@®ADA accommodation requests
@Teacher’s legal qualifications

@Excluding positions from the
bargaining unit

@FLSA exempt status

@Evaluating an employee’s
performance
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ESSENTIAL FUNCTIONS

A CRITICAL COMPONENT
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@Essential functions identify and
itemize the key daily responsibilities
of the position

Essential

Functions

@®An “essential function” is a
fundamental job duty of the position
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®Recommendation:

® A well-written, detailed list of essential functions:
@ Assign work and document work assignments

@® Clarify and prioritize the position’s critical

Essential responsibilities
Functions @ Establish performance criteria and requirements

@ Recruit
@ Assess workplace accommodation requests
@® Compliance with legal requirements

@ Position restructuring
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@Essential functions should be
identified for each position

@Tips:
Functions @®Accurate, clear, and useful

Essential

@®Avoid: overbroad

@The essential functions must reflect
key duties
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@Example:

@®Employee collects key job information
Eccential from various sources, e.g., wor.k
interviews and direct observation,
analyzes the data to identify job
content and critical evaluation issues,
then prepares or revises job
descriptions

Functions
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@®Key factors:
Drafting @®Frequency, intensity and/or duration
ADA-Complian @Expected manner of performance

t Essential

. @Description referencing other
Functions operations to establish importance of
the function (performed in a particular
way) to the job
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Examples of
ADA-Complian

t Essential
Functions

® Frequently lifts, carries or otherwise moves items
weighing up to 50 pounds when cleaning and
maintaining classrooms and assigned areas

@ Regularly communicates with and travels to three
school buildings to coordinate work among various
computer labs

@® Regularly sets up, adjusts, assembles, controls, tests
and operates computer equipment to generate input
and output and transmit data

Robbins Schwartz



Essential @®Employee dismissal claim
Functions:

ORIF layoff

EILINVEIIECI @\ orkplace accommodation denial
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@® An essential function is what the

ESS@”W' employee in the position will actually
Functions v. do

Minimum
Qualifications @Credentials (such as degrees and
licenses) are qualifications

Robbins Schwartz



@Examples of minimum qualifications:

Essential @Education
Functions v. @Experience
Minimum @®Supervisory experience

Qualifications

@Technical proficiencies

@ Communication skills
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ADA IMPLICATIONS

Job Descriptions and Essential Functions

Robbins Schwartz



ADA @®ADA protects “qualified individual
Implications with a disability”
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@®The ADA applies if the applicant has
ADA a disability and is qualified to
perform the essential functions of
the job with or without an
accommodation

Implications
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@®Disability status may or may not be
apparent

ADA

Implications

@®ADA obligation may occur even if
employee does not require
accommodations
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@Essential functions are critical
components of ADA compliance

ADA

Implications

@®An employer’s job descriptions and
essential functions are important to
the district’s legal defense
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@®Permissible v Impermissible Medical
Inquires:

@®“The job requires working in a
fast-paced student service
ADA environment and promptly and
Implications effectively responding the students’
counseling inquiries for 8 hours per
day 5 days a week. Are you able to
perform this essential function?”

@®Are you disabled or do you have a
disability?
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GENERAL GUIDELINES /
JOB DESCRIPTIONS
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@®Easy to understand
Effective Job /

Descriptions and @®Not excessively detailed
ldentification of @®Specific
the Essential ®Consistent

Functions Are:
@®Accurate
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@®Comprehensive:

@®Job Title
Effective Job @®Classification
Descriptions and @Exempt / non-exempt status
Identification of @®Department / division
the Essential @®Licenses / certificates required
Functions Are: ®Actual duties

@®Working conditions
@®Supervisory responsibility
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JOB DESCRIPTIONS AND
QUALIFICATIONS

FOR TEACHING POSITIONS
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@Job descriptions and qualifications

e are essential to the school code RIF
Job Descriptions
and Qualifications Process

for Teaching . : : :
Positions @®Include qualifications in the job

description (established on or before
May 10 of the previous year)
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Job Descriptions @®Absent a job description describing
and Qualifications prior experience qualifications, the
only basis for qualifying is the
teacher’s license and endorsements

for Teaching
Positions
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@®ISBE examples - “other qualifications”

@A district may decide that content
teachers (e.g., science, math, social
studies) need to be CRISS-trained. CRISS
is a set of strategies to teach reading and
literacy skills through the curriculum

Job Descriptions
and Qualifications

for Teaching
Positions

@A district may decide that a middle
school math endorsement is required for

anyone teaching math to students in
particular grades

Robbins Schwartz



@®Add a requirement in job
descriptions that the teacher have
previous experience teaching in the
content area

Recommendations

@®Specify particular experience within
specific time period (e.g. experience
teaching math within the past five
years)
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@®Advantage: District can avoid
“bumping” a qualified teacher in a
specific content area

Recommendations

@Job descriptions are subject to
mid-term bargaining obligations
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LEGAL IMPLICATIONS

Robbins Schwartz



@®Bargaining unit exclusions

Legal

Implications o
- @®Job description can support

supervisory or managerial status
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@ Confidential status:

@Job descriptions will establish
compliance with FLSA requirements
for exempt employees

Legal

Implications
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@®Hatchett v. Philander Smith College,
251 F.3d 670 (8th Cir. 2001)

=]

@Cleveland v. Prairie State College,
Functions Cases 208 F. Supp.2d 967 (N.D. Ill. 2002)

@®Hoppe v. Lewis University, 692 F.3d
833 (7th Cir. 2012)
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Questions?
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