Family First Homecare
Cognitive and Linguistic Accessibility in Participant Notifications Policy

Effective Date: 06/01/2025
Revision Date: _______________________________
Approved by: ________________________________
Signature: ___________________________________
Applies to: All staff, contractors, and volunteers involved in participant care

Purpose
The purpose of this policy is to ensure that all notices provided to participants, particularly those involving critical incidents, are communicated in a cognitively and linguistically accessible format. This policy ensures compliance with the requirements of 55 Pa. Code §52.17 and the OLTL Critical Incident Management Bulletin. The goal is to ensure that participants fully understand the information related to their care, services, and any incidents that impact their well-being.

Scope
This policy applies to all employees, contractors, and volunteers who are responsible for communicating with participants at Family First Homecare. It outlines procedures to ensure that all critical incident notices are provided in a format that is both cognitively and linguistically accessible, tailored to each participant’s individual needs.

Policy
Family First Homecare must ensure that all notices provided to participants are cognitively and linguistically accessible. This means that:
1. Notices must be written or communicated in a way that participants can understand, taking into account their cognitive abilities and language preferences.
2. The agency must provide notices in the participant’s preferred language and ensure that the information is understandable regardless of the participant’s literacy level or cognitive limitations.

Definitions
Cognitively Accessible: Information is presented in a manner that is easy to understand for individuals with cognitive impairments, such as using simple language, visual aids, or verbal explanations.

Linguistically Accessible
 Information is provided in the participant’s preferred language or dialect, and in a way that considers the participant’s literacy level or need for translation or interpretation services.

Procedures for Providing Accessible Notices
Assessment of Participant Needs
At the time of intake or during service plan updates, the agency will assess each participant’s cognitive abilities and preferred language to determine their specific communication needs.
This assessment will be documented in the participant’s file and updated as needed to reflect any changes in the participant’s cognitive or linguistic abilities.

Creating Cognitively Accessible Notices
Notices must be written in plain language and avoid the use of technical jargon or complicated legal terms.

Information must be presented in a clear and concise manner, with key points highlighted for easy understanding.

When necessary, staff will use visual aids, symbols, or illustrations to enhance the participant’s understanding of the information.
For participants with significant cognitive impairments, verbal explanations or alternative communication methods (such as audio recordings) may be provided.

Creating Linguistically Accessible Notices
Notices must be provided in the participant’s preferred language, including any necessary translations or interpretation services.

The agency will maintain a list of available translation and interpretation services to ensure that participants who speak languages other than English receive timely and accurate information.
Staff will offer assistance with reading or understanding notices for participants with limited literacy or vision impairments.

Notification Regarding Critical Incidents
For any critical incident that impacts a participant’s care or services, the participant and their legal representative (if applicable) must receive a notice detailing the incident, its impact, and any follow-up actions.

The notice must be communicated in a way that the participant can fully understand, considering their cognitive and linguistic needs.

Verifying Understanding
After providing a notice, staff must verify that the participant has understood the information by asking them to summarize the key points or explain the next steps.
If the participant does not fully understand, staff must provide additional clarification or use alternative communication methods to ensure comprehension.

Responsibilities of Staff
All Employees
Must assess participants’ cognitive and linguistic needs and provide notices in a format that is appropriate for each individual.

Must ensure that all critical incident notices are clear, understandable, and accessible to participants and their representatives.

Supervisors and Managers
Responsible for ensuring that staff are trained in providing cognitively and linguistically accessible communications.

Must review critical incident notices to verify that they meet the standards outlined in this policy before they are delivered to participants.

Compliance Officer
Responsible for monitoring compliance with this policy and ensuring that all critical incident notices are provided in an accessible format.

Will conduct periodic audits of participant files to ensure that communication needs are being properly documented and addressed.

Follow-Up and Documentation
Documentation of Notices
All participant notices, including critical incident reports, must be documented in the participant’s file, along with any verification of the participant’s understanding of the notice.
Staff must document any accommodations or alternative communication methods used to ensure accessibility.

Corrective Actions
If it is determined that a participant did not receive a notice in an accessible format, corrective actions will be taken. This may include providing the notice again using appropriate communication methods and retraining staff on the requirements of this policy.

Training and Staff Awareness
Initial Training
All staff will receive training during orientation on how to provide cognitively and linguistically accessible communications, with a focus on critical incident reporting.

Ongoing Training
Staff will receive annual refresher training to reinforce their understanding of this policy and ensure that they remain compliant with all accessibility requirements.

Acknowledgment
All staff must sign an acknowledgment form confirming that they have received training on this policy and understand the procedures for providing accessible notices to participants.



Monitoring and Compliance
Quarterly Audits
The agency will conduct quarterly audits to ensure that all participant notices, including critical incident communications, are provided in a cognitively and linguistically accessible format.
Audit results will be reviewed by the Quality Management Committee and any necessary corrective actions will be implemented.

Annual Policy Review
This policy will be reviewed annually by the Quality Management Team to ensure compliance with applicable regulations and updated as necessary.

Confidentiality
All participant notices and related documentation are confidential. Information will only be shared with individuals directly involved in the participant’s care or as required by law.

Consequences for Non-Compliance
Failure to provide notices in a cognitively and linguistically accessible format as required by this policy may result in disciplinary action, including termination of employment. Non-compliance with this policy may also result in legal or regulatory penalties for the agency or individuals involved.
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