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One very effective way to control workers’ compensation losses is 
to closely screen new employees so their pre-existing conditions 
don’t become aggravated by the type of work for which they  
are applying.

In the past, pre-employment physicals were used. This is no longer 
an option. Under the Americans with Disabilities Act (ADA), pre-
employment physicals, medically related questions, and workers’ 
compensation questions may no longer be used or appear on the 
job application.

Employment can be offered contingent on a preplacement physical. 
A job offer must first be made, contingent on passing a medical 
review or capacity test. To make this process effective, updated job 
descriptions must be created. Up-to-date job descriptions include 
not only the general duties performed, but also essential physical 
capacities. Some examples would be:

• Must have dexterous use of both hands

• Must be able to lift 60 lbs. over 100 times a day

• Must be able to lift 30 lbs. continually and 90 lbs. occasionally

• Must be able to climb a ladder

• Must be able to stoop, crawl, etc.

A sample listing of physical requirements that can be used in  
updating your job descriptions is printed on the back of this bulletin.

Under the regulations of the ADA, there are three reasons an  
employer may withdraw a job offer:

1. The individual has lied or falsified information.

2. The individual is a threat to themselves or others based on the 
opinion of a medical professional.

3. The individual is unable to perform the essential functions of  
the job.

Other methods employers may use to screen applicants:

• In addition to reference checks, other background information 
may be available, such as workers’ compensation claim history, 
motor vehicle records, and criminal history. There are private 
organizations that can furnish you with ADA-acceptable  
application forms and the means to check these histories, and 
we encourage their use.

• Some employers have elected to make use of temporary  
employment services for new employees. They can try out a  
new employee for 90 days to 6 months before they decide if 
they want to offer full-time employment. The temporary  
employee, in some cases, is covered by workers’ compensation  
of the temporary service. There is a premium paid for this service, 
but many employers have found this method works effectively 
for their organization.

Proper screening controls are essential in controlling workers’ 
compensation losses, maintaining a company’s profitability and 
competitiveness with others in the marketplace.

Important facts to remember

• Workers’ compensation premiums, in some cases, are  
experience rated.

• Maintain injury records on all employees.

• Use written job descriptions including physical requirements.

• Check backgrounds and references of all new employees.

• Don’t allow anyone to start work until all paperwork is completed.

• Report all accidents immediately.

• Use a company doctor or designated occupational health care 
provider for pre-placement physicals and injuries.

• Develop “light-duty” jobs to return injured employees to work  
as soon as possible.

• Contact injured employees who are off work at least once  
per week.

• Formulate written company policies regarding hiring, firing, and 
accident reporting.

• Explain to all your employees which company carries your  
workers’ compensation coverage, what the coverage is, how  
to file a claim, and what to expect after a claim has been filed.  
This information should be communicated in the same manner  
you would explain health care or dental plans. This can help 
avoid misunderstandings in the future.

For more information, call the Equal Employment Opportunity 
Commission at 800-669-3362.
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Physical requirements for use in developing job descriptions

Key

O = Occasionally:     Up to 25% time on job 
F = Frequently:         25-75% time on job 
C = Constantly:         More than 75% time on job

Lifting: Light, 25-40 lbs. 
Lifting: Heavy, 65-90 lbs. 
Lifting: Heavy to Mod., 40-65 lbs. 
Carrying Est. Wt. __________ 
Pushing Est. Wt. __________ 
Pulling Est. Wt. __________ 
Pulling hand over hand 
Repeated bending 
Crawling 
Reaching: high, low, level 
Finger movement, repetitive 
Repetitive twisting or pressure involving wrists or hands 
Both hands required 
Climbing stairs 
Climbing: use of legs and arms 
Balancing 
Stopping, kneeling 
Operation of truck or motor vehicle 
Reading 
Standing 
Walking 
Sitting 
Temperature extremes: heat/cold 
Both legs required 
Ability for rapid mental/muscular coordination simultaneously 
Oral communication 
Hearing, conversation 
Specific visual requirements 
Depth perception 
Color vision, distinguish basic shades 
Color vision, distinguish basic colors

Sources: ADA Technical Assistance Manual and Avert Inc.

Q&A on the ADA

Commonly asked questions and answers about The Americans with 
Disabilities Act.

Which employers are covered? 
25 or more employees: July 26, 1992 
15 or more employees: July 26, 1994

What is a disability? A physical or mental impairment that  

substantially limits one or more major life activities such as  
working, walking, hearing, seeing, speech, or caring for oneself.

What is not a disability? Homosexuality, transvestites, pedophiles, 
sexual behavior disorders, compulsive gambling, kleptomaniacs, 
pyromaniacs, current users of illegal drugs, and alcoholics who are 
unable to meet job performance standards or qualifications. Those 
who are in or have been through a treatment program are covered 
by the Act.

What about medical examinations? Medical exams are prohibited 
until after an offer of employment has been made and before the 
commencement of employment.

Examinations must be given to all entering employees whether 
disabled or not. The results are kept confidential in separate medical 
files. Drug tests are not considered medical examinations under  
the Act.

What is reasonable accommodation? Reasonable accommodation 
means making facilities readily accessible to or usable by the  
disabled. This goes beyond building accessibility. It also includes 
job restructuring, modifying work schedules, modification of  
equipment, devices, and training materials or policies.

Accommodation is not required if undue hardship would occur for 
the employer. Factors considered in determining undue hardship 
included the nature and cost of the accommodation, the financial 
resources involved, number of employees, the effect of expenses 
on the facility, the financial resources of the employer, the number 
and type of facilities, and the type of operation.

What can an employer do to avoid increased workers’ compensation 
costs and comply with the ADA? As outlined earlier, the employer, 
after making a conditional job offer, may inquire about the  
applicant’s workers’ compensation history in a medical inquiry  
and examination that is required of all applicants of that job  
category. The employer may use this information to

• Verify employment history.

• Screen out applicants with a history of fraudulent workers’  
compensation claims.

• Screen out applicants who would pose a direct threat to  
the health and safety of themselves or others, which could  
not be reduced to an acceptable level or eliminated by a  
reasonable accommodation.

For more information, consult the technical assistance manual for 
the Americans with Disabilities Act.

Self evaluation guidelines for Title I of the ADA
1. Have you reviewed your employment policies (recruiting, hiring,  

upgrading, promotion, award of tenure, right of return from 
layoff, and rehiring) to be sure that you and your employees are 
giving nondiscriminatory treatment to applicants and employees 
with disabilities?

2. Have you reviewed your employment practices to make sure that 
they do not limit, segregate, or classify job applicants or employees  
 

in ways that adversely affect their opportunities or status  
because of the disability of the applicant or employee?

3. Have you reviewed your employment practices to make sure that 
you are not participating in a contractual or other arrangement 
or relationship that subjects your qualified applicant or employee 
with a disability to discrimination (i.e., relationships with employment 
or referral agencies, labor unions, or organizations that provide 
fringe benefits, training, or apprenticeship programs)?



4. Have you reviewed your employment practices to make sure that 
you are not using standards, criteria, or methods of administration 
that have the effect of discrimination on the basis of disability or 
that perpetuate the discrimination of others who are subject to 
common administrative control?

5. Have you reviewed your employment practices to make sure that 
you are giving nondiscriminatory treatment to applicants and 
employees who have a friend, associate, or family member with  
a disability?

6. Have you determined the process you will use to decide at which 
point “reasonable accommodation” causes “undue hardship”?

7. Do you have a policy concerning “reasonable accommodation”?

8. Do you have a procedure to document decisions not to hire or 
promote because of “undue hardship”?

9. Have you reviewed the requirements of your jobs (job descriptions, 
employment tests, or other selection criteria) to be sure that no 
criteria are included that would discriminate against an individual 
with a disability unless such criteria are job-related and consistent 
with business necessity?

10. Are your hiring procedures (applying, testing, and interviewing 
for a job) carried out in wheelchair-accessible locations using  
accessible formats, such as a reader/braille/audio for vision-
impaired people, written materials/sign language interpreters for 
hearing-impaired people, and personal assistance for people with 
manual impairments?

11. Have you made sure that employment tests are selected and 
administered in a way to ensure that test results accurately reflect 
the skills or aptitude necessary to perform the job rather than 
the impaired sensory, manual, or speaking skills of the applicant 
or employee, unless the sensory, speaking, or manual ability is 
necessary to perform critical elements of the job?

12. Have you made sure that your employment application forms do 
not contain questions as to whether an applicant is an individual 
with a disability?

13. If your business conditions an offer of employment based upon 
the job procedures, do you conform to the requirements of the 
law prohibiting inquiries of applicants’ satisfactory completion  
of a medical examination, due to the nature and severity of  
disabilities except as they are job-related?

14. Have you reviewed your personnel policies and practices to be 
sure that an applicant or employee who is a recovering alcohol or 
drug abuser (not currently using alcohol or drugs) is included in 
accordance with the law?

15. Have you posted equal employment opportunity notices in an  
accessible format (i.e. in large print, braille, and audio) in accordance 
with Section 12115, Posting Notices?

16. Have you reviewed medical, hospital, accident, life insurance, and 
retirement fringe benefits to ensure that they give nondiscriminatory 
treatment to people with disabilities?

17. Are your business’s social and recreational activities made  
accessible to all employees?

The following steps are highly recommended but not directly 
mandated by the Americans with Disabilities Act:

18. Have you made sure that individuals with disabilities are allowed 
the opportunity to participate as members of your planning or 
advisory boards?

19. Have you designated someone to coordinate your efforts to 
comply with the ADA?

20. Have you established grievance procedures that incorporate 
due-process standards and that provide for the prompt and 
equitable resolution of complaints of discrimination against an 
individual with a disability, including job applicants, employees, 
customers, and visitors?

21. Have you notified unions and professional organizations with 
whom you have collective bargaining or other professional 
agreements of your nondiscrimination policy?

22. Do your written materials (publications) include notification  
of nondiscrimination?

23. When you recruit employees, do your procedures include all 
types of individuals with disabilities because of the nature of 
the media used, such as print media for individuals with hearing 
impairments and large print, braille, or verbal media for persons 
with vision impairments?

Guidelines developed by Texas Governor’s Committee for Disabled 
Persons and The Office of Civil Rights, U.S. Department of Health 
and Human Services Regional Office VI.

The information and recommendations contained in this material have been 
obtained from sources believed to be reliable. However, SECURA accepts 
no legal responsibility for the accuracy, sufficiency, or completeness of such 
information. Additional safety and health procedures may be required under 
particular circumstances.
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