Frequently Asked Questions
For Administrators

What is ADA?
o 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.
What should administrators do if they feel someone is disabled or prior to offering someone
accommodations?
o CONTACT THE DIRECTOR OF HUMAN RESOURCES
What practices and activities are covered by the employment nondiscrimination requirements?
o 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?
o 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
impairment, or is regarded as having such impairment. Persons discriminated against because they have a
known association or relationship with an individual with a disability also are protected.
Who is a "qualified individual with a disability?"
o 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.
Does an employer have to give preference to a qualified applicant with a disability over other
applicants?
o 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
What is "reasonable accommodation?"
o 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.
Does the ADA require that an employer post a notice explaining its requirements?
o 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.

