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People who have vision, hearing, or speech
disabilities (communication disabilities) use
different ways to communicate. For example,
people who are blind may give and receive
information audibly rather than in writing, and
people who are deaf may give and receive
information through writing or sign language
rather than through speech. The Americans with
Disabilities Act (ADA) requires that Title Il
entities (state and local governments) and Title Il
entities (businesses and nonprofit organizations
that serve the public) communicate effectively
with people who have communication disabilities.
The goal is to ensure that communication with all
people is equally effective.

ADA Requirements: Effective Communication | ADA.gov

Missouri DHEWD State Office of Equal Opportunity


https://www.ada.gov/resources/effective-communication/

Purpose

The purpose of the effective communication rules is
to ensure that any person with a vision, hearing,
or speech disability can communicate with,
receive information from, and convey
information to, the covered entity. Covered
entities must provide auxiliary aids and services
when needed to communicate effectively with people
who have communication disabilities.

The key to communicating effectively is to consider
the nature, length, complexity, and context of the
communication, and the person’s normal method(s)
of communication. The rules apply to communicating
with the person who is receiving the covered entity’s
goods or services, as well as with that person’s
parent, spouse, or companion in appropriate
circumstances.

P.3 Missouri DHEWD State Office of Equal Opportunity
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Recipients must indicate that the Workforce
Innovation and Opportunity Act (WIOA)

Title I-financially assisted program or activity in
question is an “equal opportunity employer/
program,” and that “auxiliary aids and services are
available upon request to individuals with
disabilities,” in recruitment brochures and other
materials that are ordinarily distributed or
communicated in written and/or oral form,
electronically and/or on paper, to staff, clients, or the
public at large, to describe programs financially
assisted under Title | of WIOA or the requirements for
participation by recipients and participants.

Where such materials indicate that the recipient may
be reached by voice telephone, the materials must
also prominently provide the telephone number of
the text telephone (TTY) or equally effective
telecommunications system, such as a relay service,
videophone, or captioned telephone used by the
recipient, as required by § 38.15(b).

Please use: MO 711 Relay Service.

Missouri DHEWD State Office of Equal Opportunity


https://www.ecfr.gov/current/title-29/subtitle-A/part-38/subpart-A/section-38.15
https://relaymissouri.com/#%3A%7E%3Atext%3DDial%20711%20to%20reach%20Relay%2Cdeserves%20to%20communicate%20by%20phone.%26text%3DCommunication%20can%20be%20easier%20for%2CHard%20of%20Hearing%2C%20or%20DeafBlind

| Auxiliary aids

and services

The ADA uses the term “auxiliary aids and services”
(aids and services) to refer to the ways to communicate
with people who have communication disabilities.

Braille

P.5 Missouri DHEWD State Office of Equal Opportunity



A webcam is a small digicam connected to a

Large Monitor

A larger sized computer monitor to
enhance viewing capabilities, especially if
font size needs to be increased.

webcam

Hydraulic Arm

Hydraulic arms are often referred to as the robot

arms or robotic manipulator arms that extend the

flexibility and capability of certain workstations by

means of improving the efficiency of transporting
and processing parts.

trackball mouse

A trackball mouse is a pointing device consisting

computer to transmit live video (as they happen). of a ball held by a socket containing sensors to

It collects light through a small lens at the front
using a tiny grid of minuscule light detectors
embedded into an image-sensing microchip.

P.6

detect a rotation of the ball about two axes—Ilike
an upside-down ball mouse with an exposed
protruding ball. A trackball offers increased
efficiency, wider accessibility, and even helps
prevent injury.

Missouri DHEWD State Office of Equal Opportunity



Document camera  Alternate keyboard

Document cameras project images of Alternative keyboards are highly customizable
documents and magnify objects to make computer input tools with unique configurations for
them easier to see on your PC. individuals who have difficulty using a standard

keyboard. Ergonomically designed, alternative
keyboards reduce hand and wrist movement and
can be programmed to perform
various complex functions.

Height adjustable Headset

A headset is a communication device that is

a e egs comprised of an earpiece and microphone.
Individuals with neck, back, shoulder, and upper
extremity impairments can benefit from the use
of headsets because they often eliminate the
need to hold telephone receivers in awkward
positions. Individuals who are easily distracted

by extraneous work noise may also benefit from
using them.

Height adjusters are hydraulic height
adjustable legs that can be attached to an
existing workstation. By working the hand
crank, a workstation can be raised, lowered,

or have the angle adjusted.

P.7 Missouri DHEWD State Office of Equal



Magnifier enables you to zoom in on parts of your
display. By default, it opens in full screen and will
follow your mouse pointer, keyboard entry, text
cursor, and narrator cursor.

1. Press the Windows logo key + Ctrl + M to
open the Magnifier settings view.
2. Press the Tab key until you hear:
“Magnifier, toggle switch.”
3. Press the Tab key once, then you’ll hear:
“Show all settings.”
4, Press Enter, and then press the Tab key
1 o until you hear “Start Magnifier after
M f sign-in” or “Start Magnifier before
ag n I Ier sign-in,” followed by “unchecked” or
“checked.”
Press Space bar to turn the selected option

software = =¥

User Guide Link: \Viagnifier Software User Guide
Video: Vagnifier Software Video

(9a]

Narrator software

Narrator software lets you use your PC without a
mouse to complete common tasks if you’re blind or
have low vision. It reads and interacts with things on
the screen, like text and buttons. You can use Narrator
to read and write emails, browse the internet, and work
with documents.

Two ways to start and stop Narrator:

1. Press the Windows logo key + Ctrl + Enter together.
to start Narrator. Press these keys again to stop Narrator.
2. On many keyboards, the Windows logo key is located.
on the bottom row of keys, to the left or right of the Alt key.

P.8 Missouri DHEWD State Office of Equal


https://support.microsoft.com/en-us/windows/use-magnifier-to-make-things-on-the-screen-easier-to-see-414948ba-8b1c-d3bd-8615-0e5e32204198
https://www.youtube.com/watch?v=GFNPyen9urw

1.

iptty software

ipTTY (sometimes referred to as TTY over IP or

TTY over VolIP) is engineered to allow TTY
communications using existing telephony
infrastructure. The program communicates
through IP and uses standard session initiation
protocol (SIP). ipTTY enables virtually every user

on your telephony network to communicate with
customer TTY machines or the Text Relay Service
(TRS), without the need for expensive analog lines or
FXS gateways. Additionally, ipTTY supports audio for
hearing and voice carry-over and real-time-text via
RFC 4103; the future in real-time text communication.

1. Video Link: ip77Y Software
2. User Guide Link: ip7T7Y Software User Guide

Webcam
software

The Webcam can provide advanced features such
as image archiving and video conference.

To open up your webcam or camera, select
the Start button, and then select Camera in
the list of apps.

If you have multiple cameras, you can
switch between them by selecting Change
Camera at the top right once the Camera

ipTTY

By Tenacity

o
@

IN— 4

Version: 22.0.0

Missouri DHEWD State Office of Equal


https://www.youtube.com/watch?v=60AO-oHjRgE&themeRefresh=1
https://drive.google.com/file/d/0BzGv0BZUmPRnamJHNWVhZ0tzQk0/edit?resourcekey=0-bjGuo-hpmzJQOvzhCdNFBA
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Faxcom client

Faxcom is a secured fax management
platform that provides document delivery.

©ENDVIAWN

10.
1.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

software

First take Photo and Save to “Fax Attachment Icon”

Set Document under “Desk Camera”- Left to Right

Take Picture

Click on “Photo File” - Lower Right Corner

Click on “Rotate” - Top Center

Click on “Dots” - Upper Right Corner

Click on “Save As” and then “Save”

Close all “Camera” Screens

Double Click on the “Faxcom” Icon on Desktop to open the Application
Click on the “Send Fax” button - Send fax dialog box opens up
Fill out the Send Fax Information

Click on “Browse” - and will bring up window with the Picture taken above
Click on the “File” of pictures taken in above process

Click on “Open”

Verify all files are attached

Click on Send

Select the “Sent” on the Left Hand side

Double Click on last Sent E-Fax

“Sent Fax Details” will open up

Click on “Print” and “OK” - Receipt sent to Printer

Close all windows

Delete Your Documents

Ul D W N —

Double click on “Fax Attachments” Icon - upper right corner of monitor
Right click the “File Icons”

Delete

Now you have completed the Fax

Don’t forget your receipt on the printer

Missouri DHEWD State Office of Equal
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webex

by CISCO

Acrobat
reader

Adobe Acrobat Reader software is a trusted
global standard for viewing, printing,
signing, sharing, and annotating PDFs. It’s
the only PDF viewer that can open and
interact with all types of PDF content -
including forms and multimedia. Acrobat
Reader enables people with disabilities to
use PDF documents, with or without screen
readers, screen magnifiers, and braille
printers.

Link: Adobe Acrobat Reader User Guide

Webhex

Webex by Cisco is the solution for video
conferencing, online meetings, screen
share, and webinars.

Link: Webex User Guide

Missouri DHEWD State Office of Equal


https://helpx.adobe.com/pdf/adobe_reader_reference.pdf
https://oa.mo.gov/sites/default/files/How%20To%20-%20WebEx%20User%20Reference.pdf

standard phone user

711 or
866-735-2460 for English
800-520-7309 for Spanish

Our staff are standard phone users, and can easily call individuals who are Deaf, Hard
of Hearing, Deafblind or those with a Speech Disability!

No special equipment is needed!
It’s wise to ask the person how they would like to be reached over the phone.

If the answer is Relay Missouri, then dial 711 (or 866-735-2460 for English,
800-520-7309 for Spanish-to-Spanish or English-to-Spanish/Spanish-to-English

Translation) to reach a communications assistant. Provide the area code and telephone
number of the staff member to call. The communications assistant will dial the number
and connect staff to them.

If needed, the communications assistant will explain the process before connecting the
call.

This relay service is available in English-to-English, Spanish-to-Spanish and
Spanish-English/English-Spanish Translation.

y When you answer your phone and hear, “Hello, this is Relay Missouri...”,
d o n t please don’t hang up! You are about to talk, through a communications

assistant, with a person who is Deaf, Hard of Hearing, Deafblind or has
a Speech Disability.

hang u p B Please, don’t hang up. It could be the most important call of the day!

For additional information on Relay Missouri services, visit Introducing Relay Service - Relay Missouri

P.12 Missouri DHEWD State Office of Equal


https://relaymissouri.com/relay-service/introducing-relay-service/

0 POSTERS

EO is the Law notice/poster

EO is the Law Notice/Poster is a requirement of WIOA Section 188.
This poster must be posted prominently in reasonable numbers and
places, in publicly accessible and visible physical locations within the
facility. This EO is the Law Notice/Poster must be available in
multiple languages. Please consult with the Local EO Officer for
language requirements for your region other than English.

English Spanish German

La Igualdad — Chancengleichheit
De Oportunidad es la LEY ist GESETZ

Fir den Empfénger von staaticher finanzieller Unterstizung ist es nicht gesetzeskonform, aufgrund von Folgendem
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Braille & Audio EO is the Law
notice/poster

@

@

Equal Opportunity is the LAW

Equal Opportunity is the LAW
AuatOpposty (11-2019) Poster in Spanish

(10-2019) Poster

Rehabilitation
Services

for the Blind

Missouri
Department of
Social Services

Family Services Division

Any further reproduction or distribution other
than in an accessible format is an infringement.

Transcribed 2021
into Unified English Braille
Under the Sponsorship of
Center for Braille and Narration Production
Jefferson City, Mo.

In 1 Volume
Reorder No.: 21P490

Braille pages t1-t2 and 1-5

Rehabilitation
Services

for the Blind
615 Howerton'

PO. Box 2320

Jefferson City, MO 65102-2320
l’h:wc 573-751-4719

Missouri

Department of
Social Services
Family Services Division

Any further reproduction or distribution other
than in an accessible format is an infringement.

Transcribed 2022
into Unified English Braille
Under the Sponsorship of
Center for Braille and Narration Production
Jefferson City, Mo.

In 1 Volume
Reorder No.: 22P012

Braille pages t1-t3 and 1-6

The EO is the Law Notice/Poster must be communicated for individuals
with disabilities, ensuring that communications are as effective as
communications with others, and that this notice is provided in
appropriate languages to ensure meaningful access for LEP individuals.

Audio EO is the Law Poster
English Audio Link:
Spanish Audio Link:
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https://jobs.mo.gov/sites/jobs/files/media/audio/2023/04/Equal%20Opportunity%20Audio%20-%20English.mp3
https://jobs.mo.gov/sites/jobs/files/media/audio/2023/04/Equal%20Opportunity%20Recording%20%28Spanish%29.mp3

language link -
language phone line

Point to your language sign and

Point to your language

phone number for language line services.

Ambaric Hebrew. Portuguese step 1: D|a| ] ‘888'338‘7394.

e St = = Step 2: Enter Account Number 20702, followed
2, I R T by the # sign.
Bosnian (Serbo Croatian) Hmong Romanian

[ Bosanski | Hmooh | Romans | Step 3: Select whether a third party call is

J Bumese ltalian Russian

| Beosr | waane | ey | needed. If a third party call is selected,
GEE s Sl you will be prompted to enter and

confirm the domestic phone number

m that will be sued to reach the third party.

Hatian Creole Kirundi Swahili

“ [ kreyoiayisyen | wirunai | wiswanin | Step 4: Select Language by entering the

i Farsi Korean Tagalog H
B O e e anguage
o — Catr = you need is not listed in the options,
< T T ENTER “9” for all other languages. If you
N French-Canadian Mandarin Tigrinya . -
p—— o o need to speak with a customer service
D T N T representative prior to being connected
- s T with the interpreter, ENTER “9.”
i’ s s Step 5: Follow additional prompts (if applicable),
O twittercom/CTSlanguagelink .
I facebook comy/ctslanguagelink cTs P n rr L I n
B, Ehguagelink and use correct Location Code (see
- — supervisor, management or Local EO

Officer for location code).

Your Role Working with the Interpreter The Interpreter’s Role

Always Speak in the First Person : Provide Introduction & Closing Statements
Immediately Introduce Yourself : Proficiency
Explain Your Reason for Calling : Confidentiality

Treat Call as a Consecutive Interpretation : Accuracy

Prepare to Clarify Statements in More Detail : Completeness

Control the Conversation : Self-Determination

Avoid Asking for Interpreter Opinions : Ethics
Professionalism
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AN NN\ NN\ \

| |
YOURRIGHTTOAN Eﬁ% You have the foht toan ntepreter ou r rl ht to an
Please point to your language.
INTERPRETER wiggmiyy ~ii==s
- v WW/V it

Ju kenité dreften e e pérkthyesifolas pérju. | AHCATR PR TE @ AAP i i |0 phpun bp n tibp wouwlg npbt Swph
Ju lutemi tregoni me gisht giuhén taj, DO t& [ K141+ 19 v Py paans U oy eiedlio I pupquiiihy misk: Migpoul tip
a FNHFA ST AN CAT oo le il sl o funnliliphp Abp qmb U Ak hunfup
emea U pupqubh wbybiip: Fotmpnul bip waubp:
Bengall Cape Verdean Creole [Chinese - Simpified Chinese - Traditional
] =

ZTQFIT (Criolu di Cabu Verdi X L'

ﬂﬂ 2 T di é Cantonese | Mandari Ta nt
Si ST PR itodi nho; Mostra gual TR ] & R RS £ [
IR inteprete. Nnds aguarda um Ut
P TS T |l s ogurd i, kAT, e | MoEaT R, S A si . f . h bl . h

Frenct German Greek
:;Frarfgais S B sign intforming the pu IC that
- m:&&ﬁ;? ':;QZ % ‘Vemgzm‘;}msmmspw e o BN | e Inter p retin g an d trans | atin g services are
i l&V%M.H awnvéanp OND NEpIpéveTe. . .

Haitian Creole Hebrew | Hindi
e i o provided at no cost to customers. This

Ou gen dwa ayon entéprét gratis.
Tanprimontre nou lang pawa. Nap
riéyonentprétpou o Tanpri et

R R e

includes a sign language interpreter, oral
transliterator, and cued-language
transliterator. When an interpreter is
e : - provided to a person with a disability, the
BRI | g e PRSI qualified interpreter must be able to sign
e s s s or otherwise communicate effectively,

Russian Serbo-Croatian Somali Spanish

Ttaliar

Itallano

»m«wm«?‘oxmm«“
000000000000 Py
00000000000000000000 NN
0000000000000000000000000
P000000000000000
Persian| Polish

Pycckuit Srpsko-Hrvatski jezik Soomaali Espafiol I d H .
ez 12 u ey Usted tiene derech intérprete t III t y t
prevodioca. Molimo vas da pokaZete na lacag la'aan ah laguugu ye m F dl gﬁa[ ;enef \erecs:n:le nu T joms i ac c u ra e y ’ a n I p a r I a ) o
vas govorn fezlk. Prevodilac e bit farta ku a un'intérprete. Por ravor

= receptively and expressively, using any

Tagalog Thai Ukraian
Swahili Tagalog v YkpaiHbcka

e e gl AN necessary specialized vocabulary.

ugha yako kati vah ;. M iyong wika. Ang tagapagsalin ay tatawagin. NI A,

st Tofadhannoda. Voghitay ‘ e sidunsul \
Urdu| Vietnamese @ -
o |Ting Vi é g .
1 Vi €6 quyEn dugc mdt thong dich vién

For additional information about Missouri Office of Workforce Develo
1:888-728-JOBS (5627). The Missouri Department of Higher Education as
to individuals with dit

tions and additional information are available at jobs mo.gov or
r/program. Auxiliary aids and services are available upon request

how to find a sign language
Interpreter:

1. Search Office of Administration (OA) Contract List at:

https://archive. oa.mo.gov/purch/contracts/

Enter Contract Number: €$211867003, or

Search by Keyword: language interpreting, or both

Download PDF or Word Document

Locate a sign language service company in region/county

Contact the company and schedule an appointment that fits the customer and

the service company’s schedule

7. Once the service company submits invoice for service, submit it to your
supervisor or management

R S
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https://archive.oa.mo.gov/purch/contracts/
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AUDIO DESCRIPTIO

N

1

N

6

9
2

A recipient must
ensure that
interested
individuals, including
individuals with
visual or hearing
iImpairments, can
obtain information as
to the existence and
location of accessible
services, activities,
and facilities. The
accessibility and
international symbol
sign is required

for primary
entrance of an
accessible facility.

Missouri DHEWD State Office of Equal



ther
helpful
resources

Promising Practices In Achieving Universal Access And
Equal Opportunity: A Section 188 Disability Reference Guide

Great Plains ADA Center
Job Accommodation Network (JAN)

Employer Assistance Resource Network on Disability
Inclusion (EARN)

U.S. Department of Labor, Office of Disability Employment
Policy (ODEP)

ipTTY Software User Guide - Video Link

ipTTY Software User Guide Link

Introducing Relay Service - Relay Missouri

P.18 Missouri DHEWD State Office of Equal Opportunity


https://www.dol.gov/sites/dolgov/files/OASAM/legacy/files/Section188Guide.pdf
https://www.dol.gov/sites/dolgov/files/OASAM/legacy/files/Section188Guide.pdf
https://gpadacenter.org/
https://askjan.org/
https://askearn.org/
https://askearn.org/
https://www.dol.gov/agencies/odep
https://www.dol.gov/agencies/odep
https://www.youtube.com/watch?v=60AO-oHjRgE
https://relaymissouri.com/relay-service/introducing-relay-service/

Contact Us

Missouri Department of Higher

Education and Workforce Development
State Office of Equal Opportunity

Danielle Smith, State WIOA Equal Opportunity Officer
Email: danielle.smith@dhewd.mo.gov
Phone: 573-751-2428, Missouri Relay at 711

Jeanne Hull, Equal Opportunity Coordinator
Email: jeanne.hull@dhewd.mo.gov
Phone: 573-522-3247, Missouri Relay at 711

owdeocomplianceteam@dhewd.mo.gov

owdcomplaintsandgrievances@dhewd.mo.gov

Mailing Address:

Department of Higher Education and Workforce Development
State Office of Equal Opportunity

301 W High Street

PO Box 1087

Jefferson City, MO 65102

Missouri Office of Workforce Development is an equal opportunity employer/program. Auxiliary aids and
services are available upon request to individuals with disabilities. Missouri TTY User: 711 for Relay Missouri.
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