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AMERICANS WITH DISABILITIES ACT PUBLIC NOTICE The Town of North Andover does not discriminate on the basis of disability. Citizens, program applicants, participants, members of the general public, employees, job applicants, and others are entitled access to all Town programs, activities, and services without regard to disability. Copies of this notice are available, upon request, in accessible formats (large print, audiotape, Braille, computer disc, etc.). Our grievance procedure, self-evaluation, as well as ADA policies, practices, and procedures, are readily available, upon request. This notice is posted prominently at all our sites, and on all program brochures and manuals. The Town has designated the following person to coordinate its efforts to comply with the ADA. Inquiries, requests, and complaints should be directed to: Donald Belanger, ADA Coordinator The Town of North Andover 120 Main Street. North Andover, MA 01845 TEL: (978) 688-9545 FAX: (978) 688-9542 [email protected]



(Please post prominently at all public facilities)



TOWN OF NORTH ANDOVER AMERICANS WITH DISABILITIES ACT (ADA) POLICIES, PROCEDURES, AND PRACTICES I. GRIEVANCE PROCEDURES



This Grievance Procedure is established to meet the requirements of the Americans with Disabilities Act (ADA). It may be used by anyone who wishes to file a complaint alleging discrimination on the basis of disability in employment practices and policies or the provision of services, activities, programs, or benefits by the TOWN. The complaint should be in writing and contain information about the alleged discrimination such as name, address, phone number of complainant and location, date, and description of the problem. Alternative means of filing complaints, such as personal interviews or a tape recording of the complaint, will be made available for persons with disabilities upon request. The complaint should be submitted by the aggrieved and/or his/her designee as soon as possible but no later than 60 calendar days after the alleged violation to: Donald Belanger, ADA Coordinator The Town of North Andover 120 Main Street North Andover, MA 01845 TEL: (978) 688-9545 FAX: (978) 688-9542 [email protected] www.northandoverma.gov Within 15 calendar days after receipt of the complaint, the ADA Coordinator will meet with the complainant to discuss the complaint and possible resolutions. Within 15 calendar days after the meeting, the ADA Coordinator, will respond in writing, and, when appropriate, in a format accessible to the complainant, such as large print, Braille, or audiotape. The response will explain the position of Town of North Andover-Town and offer options for substantive resolution of the complaint. If the response by the ADA Coordinator does not satisfactorily resolve the issue, the complainant and/or his/her designee may appeal the decision of the ADA Coordinator within 15 calendar days after receipt of the response to the Town Manager or his or her designee will meet with the complainant to discuss the complaint and possible resolutions. Within 15 calendar days after the meeting, the Town Manager or 2



his or her designee will respond in writing and where appropriate, in a format accessible to the complainant, with a final resolution of the complaint. All written complaints received by the ADA Coordinator, appeals to the Town Manager or his/her designee, and responses from the ADA Coordinator and Town Manager or his/her designee will be kept by Town of North Andover for at least four years.



II. EMPLOYMENT



A. Reasonable Accommodation Policy It is the policy of the Town that no other qualified individual with a disability shall, solely by reason of his/her disability, be excluded from employment by the Town. Employment review and hiring will be based on the employee/prospective employee's ability to perform what the Town determines to be the essential functions of a job. Further, it is the policy of the Town that reasonable accommodations will be made for an otherwise qualified applicant or employee with a disability, unless the Town can demonstrate that the accommodation imposes an undue financial or administrative hardship on the operation of its programs. Notice of the availability of reasonable accommodations for job applicants will be included in postings and advertisements and will be made available upon request to applicants with disabilities during the pre-employment process if necessary to provide equal opportunity to secure employment at the Town. All prospective employees will be informed at the initial interview that the Town does not discriminate on the basis of disability and that requests for reasonable accommodations needed for the performance of essential job functions or for the enjoyment of other benefits of employment should be made by the prospective employees following receipt of a conditional offer of employment, preferably at the post employment offer meeting. People with disabilities employed by the Town may request reasonable accommodations from their immediate supervisor or from the ADA Coordinator. Requests for reasonable accommodations should be made verbally and/or in writing describing the nature and purpose of the requested accommodation. Assistance will be made available upon request to any individual who needs assistance in identifying or documenting the reasonable accommodation needed. The effectiveness of the accommodation and need for modifications or additional accommodations will be assessed during the first month of use of the accommodation.
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Current employees seeking reasonable accommodations should make requests to their immediate supervisor who will inform the ADA Coordinator. Requests for accommodations can be made at any time when they become necessary to the performance of essential job functions or the enjoyment of benefits of employment. A decision regarding the requested accommodation will be made within ten business days of the submission of the request and any supporting documentation required by the Town. If the RA cannot be provided within ten business days of the request, the supervisor will issue a memo to the employee or applicant explaining why. If a substitute RA is being offered to the employee, this will also be explained verbally and in writing. These policies will be modified when necessary by the ADA Coordinator. The final decision concerning any requested accommodation that may represent an undue financial or administrative hardship will be made by the Town Manager. Applicants or employees have the right to appeal the denial of any accommodation request using the ADA Grievance Procedure. In the case of a denial based on undue hardship by the Town Manager, the employee or applicant may appeal in writing to the Chairman of the North Andover Board of Selectmen. It is the policy of the Town that staff training and development activities provided by Town personnel and volunteers include information about rights and obligations under Title I of the ADA. Our staff training and orientation manual includes a full explanation of our ADA policies, procedures, and practices regarding employment. B. Employment Training Assurance All materials include information on reasonable accommodations, grievance procedures, essential v. nonessential job functions, permissible and impermissible inquiries. Training will be conducted annually, and all new staff are trained, as per our staff orientation procedures, on all of the above requirements. The ADA Coordinator is the employee responsible for seeing that this is done. Details of disability are kept separate from other employment information. Employees right to confidentiality (whenever confidential information regarding disability, etc. is divulged) will be assured.



III - NON-DISCRIMINATORY OPERATIONS



A. Equal Opportunity Policy The Town does not discriminate in employment practices against qualified job applicants or employees on the basis of disability in the areas of: hiring, promotion, demotion, transfer, recruitment, job advertisements, termination, post job offer, and 4



training, etc. No qualified individual with a disability shall, solely by reason of his/her disability, be excluded from the participation in, be denied the benefits of, or otherwise be subjected to discrimination under any of our programs, services, and activities. In addition, the Town shall: 



provide a program of information and awareness training about persons with disabilities to all supervisors and interviewers;







review all job descriptions to ensure that they do not tend to screen out qualified individuals;







eliminate unnecessary, non job-related mental and/or physical requirements for entry into each job;







in the area of promotion, when a vacancy occurs, institute an internal search to determine if there is a qualified employee with a disability who could be promoted;







provide alternate methods of informing employees with disabilities of relevant information (such as informing blind individuals of announcements posted on bulletin boards);







review employee performance appraisals to ensure that no discriminatory patterns or practices exist or are developed affecting employees with disabilities or applicants, and provide reasonable accommodation in all areas of accessibility.



As stated earlier, it is the policy of The Town to ensure that persons with disabilities are provided maximum opportunity to participate in and benefit from programs, services, and activities. Moreover, it is our goal that such participation be in the same manner as those of non-disabled persons and in fully integrated settings. It is understood that the obligation to comply with this policy is not obviated or alleviated by any state or local law or other requirement that, based on disability, imposes inconsistent or contradictory prohibition. Any prohibitions or limits upon the eligibility of qualified individuals with disabilities to receive services or practice any occupation or profession are not allowed under this policy. B. Employment Policies and Procedures The Town will make reasonable modifications to our policies, practices, and procedures in order to accommodate persons with disabilities whenever an otherwise qualified person with a disability requests such modifications, unless the agency can 5



demonstrate that such modification would impose an undue burden or fundamentally alter the nature of our program or the services that we offer. We are committed to making reasonable modifications when they are needed to afford persons with disabilities access to services and programs. The final decision concerning whether a request for a modification is reasonable (or is a fundamental alteration of the program) is made by the Town Manager in discussion with the ADA Coordinator and, if appealed, Town Selectmen. Aggrieved employees or applicants have the right to appeal as per our grievance procedure. Persons requesting a particular modification may be asked to furnish documentation to support the need for the modification. Aggrieved individuals have the right to appeal as per our written appeals process. This policy will be modified when necessary to make our program accessible to people with disabilities. C. Eligibility Requirements Assurance Any prohibitions or limits on the eligibility of qualified individuals with disabilities to receive services or practice any occupation are not allowed under this policy. Eligibility requirements for our program are reviewed on a regular basis, and it has been determined they do not screen out or tend to screen out people with disabilities. All safety requirements are similarly reviewed and it has been determined that there are no discriminatory requirements. The determination of the existence of a direct threat must be based on objective factual evidence and not stereotypes or misconceptions about a person's disability. If any new criteria are developed, their impact on persons with disabilities will be reviewed by the Town Manager, ADA Coordinator, and all staff will be informed on any changes in eligibility requirements that may arise. D. Assurance Regarding Surcharges It is the policy of the Town that surcharges are never charged to staff/participants (or any other interested person) for reasonable accommodations under any circumstances. Such accommodations include, but are not limited to: American Sign Language (ASL) interpreters, Computer Aided Real-time Translation (CART), architectural accessibility, computer accessibility hardware or software, Braille material, or any other costs related to the participation of a person with a disability. E. Integrated Services It is our policy that all of our services, programs, and activities are provided in the most integrated setting possible. People with disabilities are never required to participate in separate programs. Services will not be provided to any person with a 6



disability in a manner or at a location different from that available to other. In all cases, the person with a disability (family members and other representatives only when appropriate) will be fully involved in the consideration and decisions. F. Significant Assistance It is the policy of the Town that programs to whom we provide significant support (or contract with) may not discriminate against people with disabilities. All contracts and program sites are regularly assessed to ensure non-discrimination against people with disabilities. The Town will not contract with any entity that discriminates. G. Accessible Transportation It is the policy of the Town that all transportation services provided are accessible to everyone regardless of their disability. In addition, any vehicles acquired for public non employee-only use will be equipped with a wheelchair lift, tie downs, etc., and all future van purchases will also be accessible. Our alternate transportation providers are: Atlantic Ambulance Service, tel: (718) 592-5400; Chair To There, tel: (978) 777-7615; Handi-Call, tel: (781) 586-9780; and American Medical Response, tel: (781) 592-8080. H. Community Referral Whenever The Town participates in other programs and services as a condition of participation (e.g. Commonwealth, Employee Assistance Programs-EAP, other counseling agencies, MRC, fuel assistance, DSS. etc.) or makes reference to other programs, it is our policy that such programs and services must be accessible. We have information regarding which of the programs (to which it may refer people) are accessible, and which are not. Please note that there is at least one accessible provider in each of the categories of services in which we make referrals. I.Training Assurance Policy Regarding Non-discriminatory Operations It is the policy of the Town that staff training and other staff development activities provided by agency personnel and volunteers include information about ADA requirements. Our programs operate in such a manner that does not discriminate against people with disabilities. As stated in our staff training and orientation manual, such training includes a full explanation of our ADA policies, procedures, and practices. Training is done on a regular basis, and the ADA Coordinator has the overall responsibility for ensuring that all staff are trained, including new employees.
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IV. EFFECTIVE COMMUNICATION



A. Effective Communication Policy It is the policy of the Town that auxiliary aids and services are provided when necessary to ensure effective communication with persons whose disabilities effect communication. Persons with communication barriers will be given the opportunity to request the aid or service that they prefer, and the requested aid or service will be given primary consideration by the Town unless doing so would impose an undue burden or a fully effective alternative is available. It is the policy of the Town that all documents and publications are available, to anyone who requests them, in accessible formats. These include large print, audiotape, Braille, and computer disc. The procedure for anyone who requests accessible formats (or any type of effective communication) is: 1. To specify his/her accessible format either in person, over the phone, or in writing to the ADA Coordinator at least 30 days in advance of the event. 2. Within four (4) business days of the request, The Town will provide the format to the requester at no charge. The Town Manager is the staff person who makes undue burden determinations as per our procedures. When we decide what type of aid or service to provide, primary consideration is given to the type of aid or service preferred by the person with a disability. B. TTY Assurance The Town has a TTY at our offices and plans to acquire more. The Town is a leader and a role model to other organizations on providing effective communications, as well as all other areas of ADA compliance. Our TTY number will be listed consistently on all our communications where the Town's phone number is given. TTY training will be provided for all employees with updates on an annual basis. C. Alternative Format Policy and Procedures Alternative formats are made available to persons with disabilities who need them in alternate formats. Procedures have been established for the provision of alternative formats include large print, audiotape, Braille, and computer diskettes. The procedure for requesting alternative formats is:
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1. The person making the request should identify the materials desired and specify his/her preferred alternate format to the ADA Coordinator either in person, by phone, or in writing at least 30 days in advance of the event or activity for which the material is needed. 2. The materials will be provided in the requested format at no charge. (Every attempt will be made to meet requests made less than 30 days before an event or activity.) 3. If, after primary consideration has been given to the preferred format, the request cannot be met, an alternative effective format will be made available. If a request cannot be met, the person making the request will be informed as soon as possible but at least 5 days in advance of the event or activity. We use: Mass Association for the Blind Braille Program and Recording Studio, 200 Ivy Street, Brookline, MA 02446, tel: (800) 852-3029; mablind.org or MSMT, The Braille Center, 651 Yolanda Avenue, Santa Rosa, California, 95404, tel: (707) 5791115, fax: (707) 579-1246; Carolyn Colclough for Braille Transcription Services. The Town Manager is the staff person who makes undue burden determinations as per our procedures. When we decide what type of aid or service to provide, primary consideration is given to the type of aid or service preferred by the person with a disability. D. Interpreter Services Policy It is the policy of the Town that sign language interpreters will be provided upon request to any person needing interpreter services in order to participate in any meeting, program, or activity of the agency. Requests should be made 30 days in advance of the scheduled event or meeting. (Every reasonable effort will be made to meet requests made with less than 30 days). Requests should be made either in person, over the phone, or in writing to the ADA coordinator or Program Director. Within twenty-four (24) hours of the receipt, the ADA Coordinator or other responsible employee will contact the Massachusetts Commission for the Deaf and Hard of Hearing, tel: (617) 695-7500, to schedule the interpreter service. In addition to the MCDHH, the International Institute of Greater Lawrence, Inc., which maintains a list of names and phone numbers of at least three (3) qualified freelance language interpreters working in Greater Lawrence. Our Administrative Assistant coordinates requests for interpreters. If an interpreter service cannot be obtained, the ADA Coordinator or other member of the staff will offer the option of an alternative effective form of communication or the opportunity to postpone the meeting until such a time as an interpreter can be scheduled.
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It is the agency's policy to ensure funds are available for interpreting services by including a line item for interpreter services in each operating budget. The Town Manager is the staff person who makes undue burden determinations as per our procedures. E. Assistive Listening Device Assurances It is the policy of the Town that assistive listening devices will be provided upon request to persons needing such device to participate in programs, services and activities of the agency. The procedure for requesting an assistive listening device is: 1. To specify his/her device or service either in person, over the phone, or in writing to the Town ADA Coordinator, Chief, Department Director, or Manager. 2. If the device or service is to be used for the Town (or other interagency) meeting, the requester will make the request at least 7 days prior to the scheduled event or activity. (Every reasonable effort will be made to meet requests made with less than 7 days notice.) 3. If adequate notice is given, and the Town Department, the Manager will offer the requester the option to postpone the meeting until such can be obtained. The Town has an fm loop system. The Town will use Computer Assisted Real Time Reporter (CART) when requested by our staff, citizens, and participants for public meetings and events. MCDHH's statewide interpreter referral service is an additional resource for acquiring interpreters as well as CART. Adcare, Inc., tel: (508) 752-7313, Jim Gorske; 5 Northampton Street Worcester, MA 01605, fax: (508) 752-8111, is a resource for the Town. When we decide what type of aid or service to provide, primary consideration is given to the type of aid or service preferred by the person with a disability. F. - G. TV Captioning and Video Assurance It is the policy of the Town that audio-visual presentations (provided for the public by the library or any other Town department) will be accessible to all individuals with disabilities. Whenever we provide TV programs, attempts are made to use captioned videos, whenever available. Captioned videos are used when necessary to ensure effective communication.
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The procedure for any participant who requests a close caption device or descriptive reading service is: 1. To specify his/her need either in person, by telephone, or in writing to the ADA Coordinator or other Department Director or the Program Manager at least four (4) days before the film will be presented. 2. Within four (4) business days, we will provide the close caption video and device or descriptive reading service during the presentation at no cost to the participant. Staff is trained on a regular basis by our Deaf/Hard of Hearing IL Services (DHILS) staff on the use of interpreters, decoders, CART, and other effective communications. H. Effective Communication Training Assurance Training on all aspects of effective communication is conducted at least annually, and all new staff is trained, as per our staff orientation procedures, on all of the above requirements. All staff is familiar with and has a copy of our entire ADA Policies, Procedures, and Practices.
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