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PURPOSE

To ensure that clients with disabilities receive appropriate accommodations in order to ensure equal opportunity to program and service access.
POLICY

Smith Community Mental Health provides and coordinates a variety of accommodations, auxiliary aids, and services for qualified clients with disabilities. All accommodations are based on the current nature of the client’s disability or disabilities, and the specific requirements of the program, or service. Accommodations and services are paid for by Smith Community Mental Health unless otherwise specified.  The agency is committed to helping clients with disabilities access appropriate technology tools. Technology can assist clients with the tasks of communication, note taking, reading, and writing. The agency works cooperatively with the United Hearing and Deaf Services and CODA Link to access adaptive equipment such as a computer programs, variable speech compressor, or Braille accessories.

Commonly offered accommodations include, but are not limited to, 

· Alternative print formats such as audiotape, Braille, electronic print, enlarged print, etc. 

· Classroom relocation and specialized classroom furnishings (program specific)

· Program modifications, as appropriate 

· Closed captioning services 

· Special assistants 

· Note taker services 

· Readers 

· Scribe and transcription services 

· Sign language interpreters 
· Foreign language interpresters
PROCEDURE/METHODOLOGY

The following procedures are to be followed by employees to ensure accessibility of programs and services to Clients or Companions with disabilities or who are Limited English Proficient: 

During the screening/assessment process client needs will be assessed by consulting with the client regarding his or her preferred communication method, and if applicable, with assigned clinicians, counselors, parents, family members, guardians or other representatives. 

For clients who are deaf or hard-of-hearing, staff is required to determine, prior to providing services, the method of communication that the client feels most comfortable with, and record this information in the client’s file. This should be completed on the initial referral form as well as the Department of Children and Families Customer/Companion Request for Free Communication Assistance Form.
For clients who are Limited English Proficient (LEP), staff shall identify at first contact the preferred language including dialect of each client, and record this information in the client’s file.
The communication options for hearing impaired persons may include, but are not be limited to, the Florida Relay Service, TDDs (Telecommunication Devices for the Deaf), FAX (Telephone Facsimile Transmittal), phone amplifiers, qualified/certified sign language interpreters, flash cards, lip-reading, written notes, supplementary hearing devices, charts, signs or a combination of these, as appropriate. 

The use of auxiliary aids, certified sign language interpreters, translators, or foreign-language interpreters will be at no cost to the Client or Companion. 

Documentation of the client communication assessment shall be recorded in the client’s file, utilizing the Client/Companion Communication Assessment and Auxiliary Aid/Service Record form.

Each deaf or hard-of-hearing Client or Companion shall be provided a Client Feedback form by the Single-Point-of-Contact, or designee, following their visit. Single-Point-of-Contact, Michael Houghtaling, 954-321-2296 x219, or michael.houghtaling@smithcmh.com.
Translation of Written Materials
Written material (vital documents) routinely provided in English to applicants, clients and the public are to be available in regularly encountered languages other than English. SCMH will ensure that non-English written materials (for languages most commonly spoken in South Florida), such as program forms, brochures, etc., are available to agency staff. 

Provision of Interpreters in a Timely Manner 
Staff shall provide interpreters for deaf or hard-of-hearing Clients and Companions in a timely manner in accordance to the following standards: 

a. Non-Scheduled Interpreter Requests: For any emergency situation that is not a scheduled appointment, staff shall make an interpreter available as soon as possible, but in no case later than two (2) hours from the time the Clients, Companion or staff requests an interpreter, whichever is earlier. If the situation is not an emergency, staff shall offer to schedule an appointment (and provide an interpreter where necessary for effective communication) as convenient to the Client or Companion, but at least by the next business day. 

b.  Scheduled Interpreter Requests: For scheduled events, staff shall make a qualified 
interpreter available at the time of the scheduled appointment. If an interpreter fails to appear 
for the scheduled appointment, staff shall take whatever additional actions are necessary to 
make a certified interpreter available to the deaf or hard-of-hearing Client or Companion as 
soon as possible, but in no case later than two (2) hours after the scheduled appointment. 

Other Means of Communication 
Staff shall continue to try to communicate with the deaf or hard-of-hearing client or companion insofar as the Client or Companion seeks to communicate, between the time an interpreter is requested and the time an interpreter arrives. 
a. Language services include, as a first preference, the availability of qualified bilingual staff that can communicate directly with Clients or Companions in their preferred language. 
b. When bilingual staff is not available, the next preference is face-to-face interpretation provided by qualified contract or volunteer language interpreter. 
c. Telephone interpreter services should be used as a supplemental system when an interpreter is not available, or when services are needed for an unusual or infrequently encountered language. 
d. Sign language interpreters must be certified. 
e. Minor children should never be used an interpreter or be allowed to interpret for a parent.  

f. The use of assistive devices (vibratory alarms) will be incorporated with relevant services (tactile communication) for persons with multiple disabilities such as deafness and blindness.

g. If the individual declines the use of the free foreign language or sign language interpreter, or other auxiliary aids, the client’s file must be noted, utilizing the Client or Companion Waiver For Free Communication Assistance form. (Appendix C) 
Staff Training

All staff will be trained upon hire and annually on how to obtain assistive devices, auxiliary aids, or other reasonable accommodations and how to provide assistance to persons with disabilities and those with Limited English Proficiency. This training is mandatory and will be tracked. Training will include:

· Procedures for serving customers and potential customers or companions who are deaf or hard of hearing, blind or who have low vision, mobility disabilities, or are Limited English Proficient.

· Awareness of persons who are deaf, hard of hearing, have speech disabilities, who are blind or who have low vision, have reading disabilities, dyslexia, or mobility disabilities.

· Communication options available.

· How to provide auxiliary aids and services for qualified customers and potential customers, or companions, i.e., how to access or purchase auxiliary aids, including but not limited to, interpreter and physical modifications.

· Requirements for making meetings, conferences and services accessible.

· Awareness of the Auxiliary Aids and Service Plan for Persons with Disabilities and

· Limited English Proficiency, including how to access the Plans for reference.
 Contact info is as follows:

1. Coda Link, 1304 SW 160 Avenue, Fort Lauderdale, FL  33326-1902; Phone:  (954)423-6893

2. United Hearing and Deaf Services, 2800 W. Oakland Park Blvd, #306, Fort Lauderdale, FL 33311; 
	            Phone:  (954)731-7203
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