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PURPOSE 

The purpose of this policy is to make sure the Oregon Department of Transportation 
(Department) meets federal requirements for written recruitment materials and publications 
intended for general use. 

NOTICE REQUIREMENTS 

Section 504 of the Rehabilitation Act, the Americans with Disabilities Act (ADA), and Federal 
Highway and Equal Opportunity Commission (EEO) regulations require a statement be 
printed on recruitment materials and publications that contain general information, if the 
materials are made available to participants, beneficiaries, applicants, or employees. 

This notice shall be included with publications such as recruitment information, brochures, 
pamphlets, general information publications, manuals, instructional DVD/videos, and posters. 
These statements do not need to be included on internal or external forms that applicants, 
beneficiaries, the public, or employees may be required to fill out (employment application 
forms, Driver and Motor Vehicle Services [DMV] forms, benefit forms, and so on). All 
pertinent and applicable materials and publications shall include this language by no later 
than July 2010. 

POLICY 

The following three statements shall be included in all new and revised documents. In 
printing the statements, they shall be printed using san serif font (Arial or Verdana); 12-point 
font is preferred, but it cannot be smaller than 8-point font. 

Statement 1: Select a, b, c, d, or e 

a) ODOT is an Equal Employment Opportunity and Affirmative Action Employer; or 

b) ODOT is an Equal Opportunity Affirmative Action Employer; or 
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c)	 ODOT is an EEO and Affirmative Action Employer; or 

d)	 ODOT is an EEO/AA Employer; or 

e)	 ODOT/(Division name) is an Equal Employment Opportunity and Affirmative Action 
Employer. 

Statement 2: 

This information can be made available in an alternative format by contacting (phone number 
of Division/person responsible for the publication). 

Statement 3: 

ODOT does not discriminate on the basis of disability in admission or access to our 
programs, services, activities, hiring, and employment practices. Questions: 1-877-336-6368 
(EEO-ODOT). 

GUIDELINES 

Upon request and promptly we are required by law to make reasonable efforts to make our 
"programs and activities" accessible. Enabling access may include translating all or parts of 
documents, allowing or providing interpreters for the deaf or hard of hearing, preparing 
advanced copies of instructional DVD/videos, or adding captions to instructional DVD/videos 
on a case by case basis. The steps taken will depend upon the program or activity with 
consideration of cost, safety, and other relevant factors. 

Best practice with regard to accessible audio/visual media (DVD, videos, and so on) is to 
produce them with open captions whenever workable. This is not a federal or state 
requirement. But, providing DVD/videos with open captions enable media productions to be 
accessible at once to a broad range of people (for example, individuals with hearing 
impairments or limited English skill) without requiring a request for individualized access or 
accommodation. 

RESPONSIBILITY ACTION 

Division	 Revise material using the requirements described above. 

Office of Civil Rights Give technical advice on policy requirements. 

Office of Employee Give technical advice on policy requirements. 
Civil Rights 


