AND HOUSING 109
ENFORCEMENT DIVISION
DIRECTIVE April 16, 2004

SUBJECT: DEPARTMENT ACCOMMODATION FOR HEARING, SPEECH
AND VISION IMPAIRED COMPLAINANTS AND OTHERS
NEEDING REASONABLE ACCOMMODATION TO OBTAIN
ACCESS TO DEPARTMENT SERVICES

PURPOSE: To set forth the procedures for ensuring access to Department
of Fair Employment and Housing (DFEH) services by individuals who are
hearing, speech or vision impaired or have other disabilities. It is the policy
of DFEH to provide equal access to its services for all individuals regardless
of disability. To this end, the Department will engage in an interactive
process with individuals seeking access to its services.

BACKGROUND: There may be occasions when DFEH employees interface
with persons who are hearing, speech or vision impaired or otherwise need
accommodation to gain access to its services. This Directive describes the
procedures for such interface.

PROCEDURES:
A. Inquiries to the Department:
1) Inquiries about DFEH services by persons who are hearing or
speech impaired shall be handled by providing the following
information:

a) TTY: A TeleTypewriter (TTY) is available in the
Communication Center in Sacramento. This machine can
receive and send typed messages over regular telephone
lines. Trained DFEH personnel are available at the
following toll-free number:

1-800-700-2320
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b)

California Relay Service:

(1) Employment Discrimination Complaints — TTY
users who wish to use the California Relay Service
to contact DFEH regarding employment
discrimination complaints can call the
Department's Communication Center directly at
the following toll-free number:

1-800-884-1684

(2) Housing Discrimination Complaints — TTY users
who wish to use the California Relay Service to
contact DFEH regarding housing discrimination
complaints can call the Department at the
following toll-free number:

1-800-233-3212

B. Complaint Filing Procedures:
1) Employment, Ralph, Unruh or Housing Discrimination
Complaints:
a) Individuals who are hearing, speech or vision impaired

c)

d)
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who wish to file an employment, Ralph or Unruh
discrimination complaint should be referred to the
Communication Center. Any such individuals seeking to
file a housing discrimination complaint should be referred
to the housing intake unit in Oakland.

Screening will be conducted by a Communication Center
representative either through the TTY or the California
Relay Service.

The Communication Center representative will schedule
an appointment for an interview as appropriate.

In those instances in which the hearing or speech
impaired person understands signing, the Communication
Center representative (or housing intake consultant if an
in-person interview is appropriate) will offer the option of
utilizing a sign language interpreter at the Department’s
expense.
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e) When the individual indicates a desire to utilize a sign
language interpreter and does not indicate a preference to
utilize his/her own interpreter, the Department shall
arrange and pay for the services of an interpreter.

f) When the individual chooses to provide his/her own
interpreter, the Communication Center representative (or
housing intake consultant if an in-person interview is
appropriate) will obtain the name, address, telephone
number and message telephone number of the
interpreter, if available.

g) In the event the Department needs to make arrangements
for an interpreter, the Communication Center
representative (or housing intake consultant if an
in-person interview is appropriate) will promptly notify (by
telephone) the district administrator of the district office
where the appointment has been made. The district
administrator will arrange for the services of an
interpreter.

Case-Related Calls:

For hearing or speech impaired complainants, respondents or
individuals who have been identified as witnesses, the following shall

apply:

1) When a hearing or speech impaired complainant, respondent or
witness contacts the TTY through the Communication Center,
the Communication Center representative receiving the call will
promptly relay (by telephone) the information to the district
office and/or consultant handling the case.

2) When a hearing or speech impaired complainant, respondent or
witness who understands signing wishes to have an in-person
meeting with the consultant and/or district administrator, the
consultant and/or district administrator shall offer the option of
utilizing a sign language interpreter at the Department's
expense.

3) When the individual indicates a desire to utilize a sign language
interpreter and does not indicate a preference to utilize his/her
own interpreter, the Department shall arrange and pay for the
services of an interpreter.
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4)
Resources:
1)

a)

b)

c)
2)

Consultants and district office staff can use the California Relay
Service (refer to Section 4.D., below) to contact a complainant,
respondent or witness.

California Relay Service:

When possible, all calls to persons with a TTY will be
handled through the California Relay Service. This service
allows persons without a TTY to communicate witha TTY
user through a regular telephone. Calls made through the
California Relay Service can be made to persons within
and outside California.

To access the service:
(1)  Dial 1-800-735-2922

(2) When the relay service answers, tell the service
the name and telephone number of the person you
want to call.

The California Relay Service also enables deaf or
speech-impaired persons to initiate communication via
TTY with persons who are not TTY equipped.

Sign Language Interpreters:

a)

b)

Each district administrator will identify the resources for
interpreters within the area they serve and maintain a
listing of such sources for ready reference. (Refer to
Attachment 1 for a partial list.)

Any person who functions as an interpreter who is not an
employee of the Department shall be required to
complete and sign a DFEH Interpreter/Translator
Confidentiality Agreement (DFEH 600-13). (Refer to
Attachment 2.) Upon completion, the form shall be
maintained in the case file.
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c) Interpreters who charge for their services will be paid in
the same manner as expert witnesses or subpoena
services, using a service order upon receipt of a bill.

Case-Related Work Involving Vision Impaired Individuals:

When a complainant, respondent or individual identified as a witness
who is vision impaired seeks an accommodation in order to utilize
Department services, the accommodation will be evaluated on a
case-by-case basis and arrangements will be made as appropriate in
consultation with the Public Affairs Unit and/or Reasonable
Accommodation Coordinator and in compliance with Management
Memo 03-08, May 9, 2003. (Refer to Attachment 3.)

Other Disabilities Requiring Accommodation:

Individuals with other types of disabilities who require accommodation
to obtain access to the Department’s services shall be referred to the
Department’s EEO Officer. The EEO Officer or the Ombudsperson in
the absence of the EEO Officer shall engage in an interactive dialogue
with the individual seeking accommodation to determine on a
case-by-case basis what is an appropriate and reasonable
accommodation to provide equal access to Department services.

5. APPROVAL:

Jill C. Peterson, Interim Director Date
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ORGANIZATIONS THAT PROVIDE SIGN LANGUAGE INTERPRETER
SERVICES IN CALIFORNIA

NORTHERN REGION

Fresno, Madera, Merced, Tulare
Counties

Center for Independent Living - Fresno
3475 West Shaw, Suite 101

Fresno, CA 93711

(659) 276-6777 - Voice

(659) 276-6779 - TTY

Sacramento & Northern California

NorCal Center on Deafness
4708 Roseville Road, Suite 111
North Highlands, CA 95660
(916) 349-7500 - Voice/TTY

Greater Bay Area: San Francisco,
San Jose, Marin and East Bay

Bay Area Communication Access
443 Tehama Street

San Francisco, CA 94103-4111
(415) 356-0405 - Voice

(415) 356-0376 - TTY
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SOUTHERN REGION

Los Angeles, Orange, San Bernardino,
Ventura, Riverside, Bakersfield, Kern
Counties

Lifesigns

2222 Laverne Avenue

Los Angeles, CA 90041
(323) 550-4210 - Voice/TTY

San Diego County

Deaf Community Services

3930 Fourth Avenue, Suite 300
San Diego, CA 92103

(619) 398-2441 - Voice

(619) 398-2440 - TTY

Santa Barbara, San Luis Obispo,
Ventura Counties

Independent Living Resource Center
423 West Victoria Street

Santa Barbara, CA 93101

(805) 963-0595 - Voice/TTY

Independent Living Resource Center
327 E. Plaza Drive, Suite A

Santa Maria, CA 93454

(805) 925-0015 - Voice/TTY

Independent Living Resource Center
1802 Eastman Avenue, Suite 112
Ventura, CA 93003

(805) 650-5993 - Voice/TTY
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