

[image: logo for the Texas Department of State Health Services]

	

Self-Assessment for Civil Rights Compliance

	President / Executive Director
	Date

	Name of Organization




CLIENT RIGHTS / NOTIFICATION
	QUESTION
	
COMMENTS or EXPLANATION

	1. Do you give your staff civil rights training? (It is recommended for contractors to give staff civil rights training once a year to ensure proper treatment of clients.)
	

	2. Do your written materials for clients include a non-discrimination statement similar to the sample below?

“We do not discriminate against any person on the basis of race, color, national origin, sex, age, religion, or disability, in our programs and services.”
	

	3. Do you explain to clients that they can appeal a case decision by:

· calling the HHSC Office of Ombudsman toll-free at 1-877-787-8999?

· allowing clients to speak to a supervisor?
	

	4. Are the client discrimination complaint forms available and visible to the public in your office?  

(Downloadable from the HHSC Civil Rights Office website.)
	

	5. How do you deal with discrimination complaints?

a. If you receive a discrimination complaint from a client, do you refer it to the HHSC Civil Rights Office within ten (10) calendar days from when you received the complaint?

b. If the complaint is against the Women, Infant and Children (WIC) program, do you refer the complaint to the WIC State office and the U.S. Department of Agriculture Regional Office of Civil Rights?
	

	6. Are the following posters located in common areas for the public to see? 

a. WIC clinics ONLY: “And Justice For All” (English/Spanish)
b. “Americans with Disabilities Act” (English/Spanish)
c. “Need an Interpreter?” (multiple languages)
d. “Need an Interpreter?” (American Sign Language)

(Downloadable from the HHSC Civil Rights Office website.)
	




AMERICANS WITH DISABILITIES ACT (ADA) ACCESSIBILITY ISSUES
	QUESTION
	COMMENTS or EXPLANATION

	7. In general, are clients with disabilities able to access all benefits and services as much as other people?
	

	8. Is program information you give to clients clear enough so that clients with disabilities know how to get services?
	

	9. Does your staff know how to get a sign language interpreter? 
	

	10. Are signs to accessible areas and notices about how to obtain aids (such as large print, text messaging, relay services) clear enough for people with disabilities to understand?
	

	11. Do you have a reasonable accommodation process in place so that clients with disabilities have access to services?
	

	12. Do you have written procedures so that you do not deny benefits or services to clients with disabilities?
	

	13. How do you help clients with the following disabilities?

· Hearing Impairment
· Mobility Impairment
· Visual Impairment
	

	14. Have you conducted an accessibility self-assessment of your building(s)? 

One self-assessment that can be used is the ADA Checklist for Readily Achievable Barrier Removal found at http://www.ada.gov/racheck.pdf.

a. Is your building accessible (user-friendly) to people with disabilities?

b. Can people with disabilities access the restrooms in your building?

If you identify any problems with your building’s architectural accessibility or have questions, you can call the Texas Department of Licensing and Regulation (TDLR) toll-free at 1-800-803-9202.
	

	15. If your building is not completely accessible to people with disabilities, do you offer services in other ways, such as by phone, home visits, or services at other locations?
	







LIMITED ENGLISH PROFICIENCY (LEP)

NOTE: Contractors are responsible for providing language services free of charge to people who do not speak English.

	QUESTION
	COMMENTS OR EXPLANATION

	Language services plan, web pages, and procedures

	16. Have you identified the non-English languages that are most common in your area of the state?
	

	17. Do you know the program areas where interpretation or written translation services are likely to be needed? (e.g., intake, outreach, call center, hotline number)?
	

	18. Do you find out the language needs of your clients with limited English proficiency (LEP) and record this information in their client files? 

For an “I speak…” card that can help determine what language a client speaks, you can go to:  http://www.usdoj.gov/crt/cor/Pubs/ISpeakCards.pdf 
	

	Interpretation (spoken language)

	19. How do you ensure that bilingual staff are competent to communicate with people with LEP?
	

	20. If you use staff to interpret between other staff and clients with LEP, how do you ensure they are competent to interpret?
	

	21. Do you use over-the-phone interpreter services? Does your staff know how to get a phone interpreter?
	

	Translation (written materials)

	22. Do you make sure clients have materials they need in their own language? 
	

	23. When a person needs a written document quickly in a language other than English, do you have an interpreter (over-the-phone or in-house interpreter) translate while reading it (i.e., sight translation)? 
	

	Staff training
For information and resources for serving persons with LEP, you can go to: http://www.phe.gov/Preparedness/planning/abc/Documents/lep.pdf

	24. Have you trained staff about language services requirements and how to use language services to communicate with people with LEP?
	

	25. Are staff aware that they cannot ask clients with LEP or with disabilities to bring their own interpreter (both foreign language and sign language)?
	

	26. Are staff aware that they should not use minor children as interpreters, except in emergencies?
	

	Monitoring

	27. Review the problems you identified and list possible solutions.
	



Your contract with DSHS requires you to comply with civil rights laws. This survey will help you test your programs and services for compliance with civil rights requirements and help you serve clients in a non-discriminatory manner. This survey is for your use and does not have to be submitted to DSHS.
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