Sample Communications Policy

The laws require that ____________ provide for effective communication for people with hearing, vision, speech, or cognitive disabilities at no cost to them unless to do so would require an undue financial or administrative burden to ____________ or a change in the fundamental nature of ____________’s programs.   This means that ____________ must communicate in alternative ways with people who are unable, because of their disabilities, to communicate conventionally.  It also means that all general communications from ________ must be in “plain language,” so people with cognitive disabilities can understand them.  The 504/ADA Coordinator can assist staff in translating to “plain language.”

Ads, Brochures and Other Communications with the Public
In order to ensure equal access to ____________ programs, ____________ must make all public communications, program descriptions, etc. available in alternative formats.  ____________’s television ads or programs and its videos must be closed captioned.  Important program information must be available in large print and on tape.  Large print means a minimum of 14 point type, (18 points is preferred).  This can be done easily in-house if the company saves all internally produced materials on diskettes and keeps diskettes of materials produced outside.  Tapes take longer to produce, depending on the length of the document.  

Important and regularly requested information on applying for ____________ programs should be available in these common alternative formats in a timely manner so that there is no negative impact on the person who needs them.  For example, if there is an application deadline but ____________ cannot produce the necessary alternative format materials in the time necessary to meet the deadline, the company might have to extend the deadline for this person or find another way for the person to apply, perhaps having someone from ____________ read the materials to the person and fill out the application.  Some individuals may request and need less common formats, such as braille.  These requests should be processed according to the company’s reasonable accommodations policies.

Finally, sign language interpreters must be made available upon request of a hearing-impaired person either for important individual communications or for public meetings.  There are several different sign languages so staff should first ask which language the person needs.  Interpreters are difficult to schedule (usually requiring 2-3 weeks advance notice) so reservations should be made as soon as a public meeting is scheduled and then canceled if no one requests signing.  All eviction or rejection conferences or similar serious meetings should have licensed interpreters if someone requests an interpreter.   

Other Methods of Communication

There are many other auxiliary aids or services to help with communication.  The ADA list includes:

(1) Qualified interpreters, note takers, transcription services, written materials, telephone

handset amplifiers, assistive listening devices, assistive listening systems, telephones compatible with hearing aids, closed caption decoders, open and closed captioning, telecommunications devices for deaf persons (TDD’s), videotext displays, or other effective methods of making aurally delivered materials available to individuals with hearing impairments;

(2) Qualified readers, taped texts, audio recordings, brailled materials, large print 

materials, or other effective methods of making visually delivered materials available to

individuals with visual impairments;

(3) Acquisition or modification of equipment or devices; and

(4) Other similar services and actions.

Technological change in this area is very rapid.  

People who cannot use standard telephones usually have TDD’s (Telecommunication Device for the Deaf).  These were formerly called TTY’s .  These devices work like telephones except that a person sends messages by typing instead of speaking and receives messages by reading a line of type on a computer-like screen instead of hearing.  

An effective means of communication (except for emergencies, where speed is critical) is the Telephone Relay Service. (#711).  In the Telephone Relay Service, an operator with a TDD communicates with the person via TDD and relays the information by voice to the person using the telephone and vice versa.  

Notices Regarding Alternative Communications
All materials for the public should contain the following:

These materials can be obtained in large print, tapes or other alternative formats by calling                           (person with this responsibility) or TDD # _________, Fax __________                                  

All meeting notices should also have notices regarding material in alternative formats and other communications accommodations.  

Procedure for Providing Communications Accommodations
If a person with a disability requests materials in an alternative format or requests other communication auxiliary aids or services, staff should ask the person exactly what they need in this particular situation.  People with the same disability may need different assistance.  For example, most blind people do not use braille, but some do.  In some circumstances, having another person read material is sufficient, but in others, the person may need a tape or large print version for reference.   

Unless there is a significant cost involved, the company should simply honor the person’s request.  The person with the disability is the best judge of what he or she needs.  If the cost is high, staff should explore with the person if there is another effective way to meet the person’s needs.  Consult the 504/ADA coordinator before having these discussions.

If a person seems to be having a communication problem, staff should explain that if the person has a disability and would like materials in an alternative format or needs other auxiliary aids or services, that the company will provide it.  Staff should not suggest to anyone that he or she has a disability.
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