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U.S. Census Bureau
WWW.CENSUS.ZOV.

Census Tract Map
https://www.census.gov/geo/maps-
data/maps/2010tract.html

American FactFinder/To obtain
B16001 data set for LEP persons
American FactFinder

Limited English Proficiency website
Executive Order 13166
http://www.lep.gov/13166/e01316
6.html

LEP Mapping Tools

Mapping LEP Populations in Your
Communityhttps://www.lep.gov/maps/
-Choose State

-Choose County-level, number

2012 Language Map App -

Accessible Alternative

2012 Language Map App

LEP Four Factor Analysis “Quick Guide”

Provides the framework for creating the Language Access Plan

FACTOR 1 — Number & Proportion of LEP in Service Area

e  Prior experiences with LEP persons-look at existing
customer base, LEP population
e Data from U.S. Census Bureau, mapping tool, —
population by language in service area
0 Identify languages spoken
e Analyze data and outreach to targeted populations

U.S. Census Data (American Factfinder)
-Advanced Search> show me all
1. Type “B16001” in topic or table name16001 — select “Language
Spoken at Home by Ability to Speak English.
-click on B16001 Language Spoken at Home by the ability
to speak English 5 years.
2. Next, select Geographies
-select geographic type—(either: state, county, census
tract, block group) — [https://www.census.gov/geo/maps-
data/maps/2010tract.html-for census tract map see
attachment and use the link here].
-highlight geographic areas
-click “Add to your selections”
- x out of geographic box when finished
3. Click on “GO” enter the report to open it.
of LEP individuals

FACTOR 2 - Frequency with LEP persons

Factor 2 — Step 1: Review assisted programs, activities, and
services provided as well as results from talking to community
organizations.
e Based on Factor 1- what programs, activities and services
do LEP persons come in contact with.

Factor 2 — Step 2: Consult directly with LEP individuals
e  Partner with community organizations that have contact
with LEP persons.

Factor 2-Step3: Identify the most critical services of the RD
funded program. The more important the activity, information,
service or program, or the greater possible consequence of
contact to LEP individuals, the more likely language services are
needed.
e  For example, the obligation to communicate rights to an
LEP person requiring rental assistance differs from the
responsibility to provide intermediary business lending.
e Recipients must determine if denial or delay of a service
or information could have serious or life-threatening
implications for LEP persons.

USDA Rural Development
Limited English Proficiency (LEP)
Implementation Strategy for
Federally Assisted Programs
Step by Step Guide:

http://www.rd.usda.gov/files/R
DLEPImplementationStrategyfor
FederallyAssistedPrograms.pdf

FACTOR 3- Importance of program services/activities

to the LEP persons
To determine the importance of the types of services
provided to LEP populations consider the following:

e Identify the services recipient provides

e Review prior experience with LEP persons

e Gather input from community organizations
and LEP persons.

FACTOR 4 — Resources available and costs

e Identify and inventory current LEP resources
e Determine additional resources needed
e Analyze budget
e Implement cost effective practices
0 Language Services are to be provided free
of charge.

USDA is an equal opportunity provider, employer, and lender
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Language Access Plan (LAP)

Using the Four-Factor analysis results, develop a Language Access Plan (LAP) and an implementation plan to address the needs of the LEP population
served using the following six elements:

1).

2).

3).

4),

5).

6).

Identifying LEP individuals who need language assistance
e One way to determine language of communication is to use the (I Speak) cards (see attachment in left side panel of this PDF)
e Use U.S. Census data collected in the Four — Factor analysis
e Describe the frequency LEP individuals come in contact with services provided.

Provisions for language assistance measures (Describe the ways language assistance will be provided to LEP individual/population):
e Types of language services available

How recipient staff can obtain services

How to respond to LEP callers

How to respond to written communication from LEP persons

How to respond to LEP individuals who have in-person contact with program staff

e How to ensure competency of interpreters and translation services

Staff training (An LAP plan must include a training component to ensure):
e Staff members are knowledgeable of LEP policies and procedures.
e Staff members in contact with the public are trained to work effectively with person and telephone interpreters.

Notices to Identified LEP persons or Populations to provide language services free of charge (Methods of notification may include):
e Posting signs in intake areas (entry points)
e State in outreach documents language services are available, i.e. brochures, booklets, local newspaper, radio/television website
e Provide presentations or notices to schools and religious organizations.
e Work with community-based organizations/stakeholders to inform LEP individuals of the recipient’s services availability of language
assistance.

Vital document translations (refer to “Safe Harbor” conditions identified in (attachment 1) table to show strong evidence of compliance with
written transition obligations under Title VI) refer to LEP Implementation Strategy for Federally Assisted Programs (Step by Step Guide).
e Safe Harbor provisions apply to the translation of written documents only and do not affect the requirement to provide meaningful
access to LEP persons where oral language services are needed and are reasonable.

Means to monitor and update the plan - to measure and maintain the effectiveness of a language access plan, recipients shall monitor,
evaluative and update, as needed the plan’s policies and procedures. Refer to LEP Implementation Strategy for Federally Assisted Programs (Step by Step Guide).

USDA is an equal opportunity provider, employer, and lender



Attachment 1 (LEP Vital Documents “Safe Harbor” provision for translation of vital written materials (2016)

Size of Language Group Written Language Assistance

1,000 or more in the eligible population in the

_ - Translated vital documents
market area or among current beneficiaries

5% or more of the eligible population or

. ) _ Translated vital documents
beneficiaries and 50 or more 1n number

5% or more of the eligible population or Translated written notice of right to receive
beneficiaries and fewer than 50 in number free oral interpretation of documents

Less than 5% of the eligible population or

. _ . No written translation 1s required
beneficiaries and less than 1,000 in number 1

Failure to provide written translations under the cited circumstances does not mean the recipient is in noncompliance. Rather, the “Safe Harbor”
provision provides a starting point for recipients to consider:

e Whether, and at what point, the importance of the service, benefit, or activity involved warrants written translation of
commonly used forms into frequently encountered languages other than English?

e Whether the nature of the information sought warrants written translation of commonly used forms into frequently
encountered languages other than English?

e  Whether the number or proportion of LEP persons served warrants written translation of commonly used forms into frequently
encountered languages other than English?

USDA is an equal opportunity provider, employer, and lender
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Oznadite ovaj kvadrati¢ ako Citate ili govorite hrvatski jezik.

Zaskrtnéte tuto kolonku, pokud ¢tete a hovorite Cesky.

Kruis dit vakje aan als u Nederlands kunt lezen of spreken.

Mark this box if you read or speak English.
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1. Arabic

2. Armenian

3. Bengali

4. Cambodian

5. Chamorro

6. Simplified
Chinese

7. Traditional
Chinese

8.Croatian

9. Czech

10. Dutch

11. English

12. Farsi





Cocher ici si vous lisez ou parlez le francais.

Kreuzen Sie dieses Késtchen an, wenn Sie Deutsch lesen oder sprechen.

Enuewote avtd o mAaioto av Stafadete 1 pihdte EAAnvika.

Make kazye sa a si ou li oswa ou pale kreyol ayisyen.

JTTTT 370 T =47 S o7 Ug ®Webd g1 dT 3§ od Ut forg S |

Kos lub voj no yog koj paub twm thiab hais lus Hmoob.

Jelolje meg ezt a kockat, ha megérti vagy beszéli a magyar nyelvet.

Markaam daytoy nga kahon no makabasa wenno makasaoka iti Ilocano.

Marchi questa casella se legge o parla italiano.
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Prosimy o zaznaczenie tego kwadratu, jezeli postuguje si¢ Pan/Pani
jezykiem polskim.
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13.

14.

15.

16.

French

German

Greek

Haitian
Creole

17. Hindi

18.

19.

20.

21.

22.

23.

24,

25.

Hmong

Hungarian

llocano

Italian

Japanese

Korean

Laotian

Polish





Assinale este quadrado se vocé 1€ ou fala portugués.

Insemnati aceasta casuta daca cititi sau vorbiti roméneste.

ITomeTbTE 3TOT KBaJIpaTuK, €CJIN Bbl YUTACTEC UJIU TOBOPUTE MO-PYCCKU.

Ob6enexxnre oBaj kBagpaTnh YKOMMKO 4uTaTe UV TOBOPUTE CPIICKN je3UK.

Oznacte tento Stvorcek, ak viete Citat’alebo hovorit' po slovensky.

Marque esta casilla si lee o habla espafiol.

Markahan itong kuwadrado kung kayo ay marunong magbasa o magsalita ng Tagalog.

TinuaTnaumnsa ludnsdivinutuvinyanuIne.

Maaka 'i he puha ni kapau 'oku ke lau pe lea fakatonga.

BigMiTeTe 110 KITITUHKY, SIKIIIO BU YUTAETE a00 TOBOPUTE YKPATHCHKOIO MOBOIO.

T
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Xin d4dnh dau vao 6 nay néu quy vi bi€t doc va néi dugc Viét Ngir.

AN OTYI TN VYD PR DIN DLOYP DYT VIIMINI

DB-3309

U.S. DEPARTMENT OF COMMERCE

ics and i ation
U.S. CENSUS BUREAU

26. Portuguese

27. Romanian

28. Russian

29. Serbian

30. Slovak

31. Spanish

32.Tagalog

33. Thai

34.Tongan

35. Ukranian

36. Urdu

37 Vietnamese

38.Yiddish






To get CENSUS TRACT numbers click on the link below: 

https://www.census.gov/geo/maps-data/maps/2010tract.html

In the Download maps dropdown choose the state then hit GO 

[image: ]





Go to the County you want to see the census tract number in (the counties are listed alphabetically). 

Next, click into the County name: Williamson for example. 



[image: ]

Under Parent Directory clid, on the first link to open the map showing the tracts. 

[image: ]

[bookmark: _GoBack]The tract numbers are in red. Now you can run FactFinder by Tract to drill down to the smallest service area in Census and/or run the tracts you need to pull LEP data in FactFinder American FactFinder. 

[image: ]

http://www2.census.gov/geo/maps/dc10map/tract/st17_il/c17199_williamson/DC10CT_C17199_001.pdf
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are here: Census.gov » Geography » Maps & Data » 2010 Census - Census Tract Reference Maps

5eography

Main Abo Maps & Data Reference Partners| Education Research Contact Us
ps & Data
2010 Census - Census Tract Reference Maps
Maps & Data Main Page
These county-based reference maps show and label the census tracts as delineated to support 2010 Census data dissemination. These maps also show the boundaries and names of American Indian areas, Alaska Native
ps areas, Hawaiian home lands, states, counties, county subdivisions, and places. Additionally, these maps display a base feature network including roads, railroads, and water bodies. These features are labeled as map
scale permits. Each county is covered by one or more parent map sheets at a single scale. Inset map sheets at larger scales were created where there are clusters of census tracts that cannot be identified at the parent
Census Data Mapper map scale. An index map showing the sheet configuration is included for all counties requiring more than one parent map sheet. The map sheet size is 36 by 32 inches.
Reference Each set of census tract reference maps is accompanied by a Census Tract to Map Sheet relationship file. These semi-colon delimited text files include a record for each census tract within the county, consisting of the
Fhematic code and name of the tract, and a list of all map sheet numbers that the tract appears on.
Maps Available for Purchase Download Maps: [lllinois [ o |
a File Naming Convention
TIGER Products The file names for the county-based Census Tract Reference Map are composed as follows:
Census Geocoder DC10CT_C<S8S><CCC>_<###> pdf where
Partnership Shapefiles + <SS>is the 2 digit state FIPS code,
Relationship Files « <CCC> is the 3 digit county FIPS code
Gazetteer Files « <###> is the map sheet number.

Block Assignment Files . Index shests are numbered ‘000"
N: Lookup Tabl
ame Lookup Tables - Parent sheets are numbered '001' through '999"
Tallies
+ Inset sheets are numbered 'AO1" through ‘Z99"
LandView
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The total number of map sheets is listed next to each entity name. The county name link opens to a directory that contains all of the map sheets for that county.

EGDC Metadata

A B c D E F G H I J K L M o P R s T u v i w i
17185 Wabash 1 ¢17185_ct2ms.txt
17187 Warren 1 ¢17187_ct2ms.txt
17189 Washington 1 ¢17189_ctoms.txt
17191 Wayne 1 €17191_ct2ms.txt
17193 White 1 17193 _ct2ms.txt
17195 Whiteside 1 €17195_ct2ms.txt
17197 Will 4 17197 _ct2ms.txt
17199 Williamson 1 17199 _ctoms.txt
17201 Winnebago 1 ¢17201_ctoms.txt
17203 Woodford 1 17203 _ct2ms.txt
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Borrowers and grantees must take reasonable steps to ensure that Limited English Proficiency (LEP)
persons receive the language assistance necessary to afford them meaningful access to USDA programs
and activities, free of charge. USDA has issued guidance to clarify the responsibilities of recipients and sub
recipients who receive financial assistance from USDA and to assist them in fulfilling their responsibilities
to LEP persons under Title VI of the Civil Rights Act, as amended, and implementing regulations.

The RD LEP guidance will assist you in conducting an LEP 4-Factor Analysis and developing a Language
Access Plan (LAP). To comply with the LEP requirements, you must complete a 4-Factor Analysis and
provide meaningful access to LEP persons.

As a recipient what do | need to do?

1.

Go to the website: https://www.rd.usda.gov/about-rd/offices/civil-rights , scroll down and find
(under Important Documents) the USDA Rural Development Limited English Proficiency
Implementation Strategy for Federally Assisted Programs. As the recipient, you will need to set
up a file titled Limited English Proficiency to document your compliance with the LEP
requirements.

Read the document and review the requirements for LEP. Page 8 of the document describes the
4 Factor Analysis, which is a step-by-step suggested process for conducting an LEP needs
assessment.

Complete the 4-Factor Analysis for your RD assisted project and/or service area(s). Note, if you
have received assistance for multiple projects or from more than one program, you may have
multiple service areas that will need to be evaluated. However, the multiple service areas can be
combined in the same analysis. There is no need to conduct separate analyses for each area.
The documentation that you have gathered for the 4-Factor Analysis should be saved and filed in
your office’s LEP file. This documentation will be needed for all future RD Compliance Review
visits.

As a recipient you will need to monitor, evaluate, and update the 4-Factor analysis as appropriate,
as changes in your service area warrants. Document any changes or updates in your office
LEP/LAP file.




https://www.rd.usda.gov/about-rd/offices/civil-rights




Refer to the LEP Federal Register (electronic handout)

For small town entities or small rural recipients, Nat’l Office indicates there should be very few times
that the Safe Harbor provisions would kick in for translation of vital documents. Refer to the attached
Safe Harbor provisions (electronic handout). With limited resources, least cost alternatives would need
to be considered on a local basis whether through educational facilities, perhaps healthcare facility
resources (if available), community groups and churches may already have something in place that could
be used by the recipient.

For reference, Section IV on page 70777 of the Fed. Register addresses the 4-Factor Analysis
requirement and Section VI on pages 70782/70783 address the Language Assistance plan requirements
and criteria.

Safe Harbor provisions definitions start on page 70782 of the Federal Register. It is critical to identify
the eligible service area for which the provisions are based. Although you look at each individual
language group, you base the % on the service area population.

For example, if you have a small town Water System financed by RD with a 800 service/market area
population and you have a language group of Spanish of which there are 47 LEP individuals identified
would equate to 5.8% of the eligible population (47 divided by 800).

e The 1% provision (see 2" attachment) states 1,000 LEP persons or more for that language group
in the service area or among beneficiaries. Since there are less than a thousand LEP persons
and less than 1,000 users/beneficiaries, the first Safe Harbor provision would not apply.

e The 2" provision addresses whether more than 5% of the service area population for that
language group are LEP individuals or beneficiaries AND more than 50 in number. For this
example, there are 5.8% LEP individuals in the service area for that language group (which
meets the more than 5% criteria). However, there are not more than 50 LEP individuals (only
47). So the 2" provision also does not apply.

e The 3" provision addresses more than 5% of the service area population or beneficiaries AND
50 or less in number. For this example, the 5% or more criteria has been met and there are 50
or less LEP individuals in the service area (47 LEP individuals in the language group). So the 3™
provision would apply and require “written notice”. This could be accomplished by posting at a
minimum the “l Speak” card indicating free oral interpretation of documents.







RECIPIENT NAME:  Click here to enter text.







LIMITED ENGLISH PROFICIENCY



FOUR-FACTOR ANLAYSIS AND LANGUAGE ACCESS PLAN (LAP)

				

FOR



		



Recipient Name:   Click here to enter text.

Recipient Address:  Click here to enter text.

Recipient City, State:  Click here to enter text.















Date:   Click here to enter a date.



PLEASE PROVIDE INFORMATION AFTER ANY LINE THAT IS BOLDED AND UNDERSCORED.

Policy:

Our organization is committed to providing meaningful access to its programs and services to persons who, as a result of their national origin, are limited in English proficiency.  It is our policy to ensure no person is subjected to prohibited discrimination based on national origin in any program receiving Federal financial assistance from USDA Rural Development (RD).

Purpose:

This Language Access Plan (LAP) sets forth the policy and procedures for ensuring that persons with Limited English Proficiency (LEP) have meaningful access to our programs and activities that receive Federal financial assistance from the U.S. Department of Agriculture/Rural Development (USDA/RD).  The purpose of this document is to determine the extent and needs of the Limited English Proficient (LEP) population in our service area and identify actions to ensure discrimination does not occur to persons who receive our services who do not speak English very well.

Authorities:

Section 601 of Title VI of the Civil Rights Act of 1964, 42 U.S.C. 2000d et seq., and its implementing regulations provide that no person in the United States shall, on the grounds of race, color, or national origin, be excluded from participation in, be denied the benefits of, or be otherwise subjected to discrimination under any program or activity that receives Federal financial assistance.  

Executive Order 13166, “Improving Access to Services to Persons with Limited English Proficiency,” reprinted at 65 FR 50121 (August 16, 2000) states that recipients must take reasonable steps to ensure meaningful access to their programs and activities by LEP persons.  The Executive Order recommended uniform guidance to recipients on the preparation of a plan to improve access to its federally assisted programs and activities by eligible LEP persons.  Each plan shall be consistent with the standards set forth in the U.S. Department of Justice’s Policy Guidance Document entitled, “Guidance to Federal Financial Assistance Recipients Regarding Title VI Prohibition Against National Origin Discrimination Affecting Limited English Proficient Persons” (“DOJ LEP Guidance”), represented at 67 R 41455 (June 18, 2002).  .

Consistent with the DOJ LEP Guidance, USDA published its Final “Guidance to Federal Financial Assistance Recipients Regarding the Title VI Prohibition Against National Origin Discrimination Affecting Persons with Limited English Proficiency” on November 28, 2014.  7 CFR Part 15 Subpart A effectuates the provisions of Title VI of the Civil Rights Act of 1964 (hereafter referred to as the “Act”) to the end that no person in the United States shall, on the ground of race, color, or national origin, be excluded from participation in, be denied the benefits of, or be otherwise subjected to discrimination under any program or activity of an applicant or recipient receiving Federal financial assistance from the U.S. Department of Agriculture or any Agency thereof.

7 CFR Part 1901 Subpart E which contains policies and procedures for implementing the regulations of the U.S. Department of Agriculture issued pursuant to Title VI of the Civil Rights Act of 1964, Title VII of the Civil Rights Act of 1968, Executive Order 11246, and the Equal Credit Opportunity Act of 1974, as they relate to Rural Development. Nothing herein shall be interpreted to prohibit preference to American Indians on Indian Reservations.



Definitions/Key Terms:

(1)	Federally Assisted Programs and Activities.  Programs and activities of an entity that receives Federal financial assistance.

(2)	Interpretation.  The process by which the spoken word is used when transferring meaning between languages.

(3)	Limited English Proficient (LEP) Persons.  Persons who do not speak English as their primary language and have a limited ability to read, speak, write, or understand English are limited English proficient, or LEP.

(4)	Qualified Interpreter.  An individual who is competent to provide interpretation services at a level of fluency, comprehension, impartiality and confidentiality appropriate to the specific nature, type, and purpose of the information at issue.

(5)	Recipient.  Any State, political subdivision of any State, or instrumentality of any State or political subdivision, any public or private agency, institution, or organization, or other entity, or any individual, in any State, to whom Federal financial assistance is extended, directly or through another recipient, including any successor, assign, or transferee thereof, but such term does not include any ultimate beneficiary.

(6)	Translation.  The process of transferring ideas expressed in writing from one language to another language.

(7)	Vital Document.  Paper or electronic written material that contains information that is critical for accessing a program or activity, or is required by law, such as consent forms, applications, and notices of rights.








PART I:  LEP FOUR FACTOR ANALYSIS



FACTOR 1:   Number & Proportion of LEP persons served or encountered in the in Service Area of our programs.

After surveying our employees to determine their past encounters with LEP populations, we have identified the following LEP populations:

Click here to enter text.



We have talked to community organizations who serve LEP populations and they have identified the following LEP populations:

Click here to enter text.



We have reviewed the census data report B16001 (attached) and have identified the following LEP populations (those listed under “Speak English Less Than Very Well”:

Click here to enter text.







INSTRUCTIONS ON HOW TO ACCESS B16001 LANGUAGE SPOKEN AT HOME BY ABILITY TO SPEAK ENGLISH

1. Go to:  https://factfinder.census.gov

2. Select Advanced Search.

3. Select Show Me All.

4. In topic or table box - start typing in B16001 until report “B16001 Language Spoken at Home . . .”  shows up on drop down list & click on it so it appears in box.

5. In state, county or place box - start typing city, county you need until it shows up on drop down list & click on it so it shows up in box.

6. Hit Go.

7. Select top report (most recent data) by double clicking on it.

8. Identify languages where assistance may be needed by finding population numbers in the Speak English less than “very well” line for all language groups.

9. Insert these languages in the report and use the total to compare to total population when determining whether written translation needed. (If less than 5% and less than 1000, none needed).

10. Be sure to total all cities/counties if service area encompasses more than one county/city.








FACTOR 2.  The Frequency with Which LEP Persons come into Contact with our programs, activities or services:





After surveying our employees, they have identified the following number of contacts with LEP individuals:

Click here to enter text.





We have visited with community organizations that have contact with LEP persons and they have indicated the frequency of contacts with LEP individuals to be:

Click here to enter text.





We have determined that future contacts with LEP persons are most likely to happen when these individuals request the following services:

Click here to enter text.










FACTOR 3:  The Importance of the Program, Activities or Services we provide to the LEP persons.



The services provided to LEP persons financed through USDA-RD would be:

Click here to enter text.







Based on the information above, the number of interactions with LEP persons would occur:

(Check appropriate box)

☐  Rarely, if ever

☐  Infrequently

☐  Regularly

☐  Often






FACTOR 4:  The Resources Available to the Recipient and Costs:





Please check the items below you have identified as a resource and provide estimated cost.

		

		RESOURCE



		COST



		☐		Staff

		$Click here to enter text.



		☐		I Speak Cards

		$Click here to enter text.



		☐		Internet language Interpretation websites, i.e. https://translate.google.com)(languageline.com 

		$Click here to enter text.



		☐		Local Language Interpreters

		$Click here to enter text.



		☐		Court Interpreters

		$Click here to enter text.



		☐		Telephone interpreter Services

		$Click here to enter text.



		☐		Universities/Colleges

		$Click here to enter text.



		☐		Other (please identify):

Click here to enter text.

		$Click here to enter text.










PART II:  LANGUAGE ACCESS PLAN

Our Programs / Mission:

INSTRUCTIONS:  In this section please include a description of your programs and mission – should also include a description of the specific geographic area serviced by the RD funded Program or activity – i.e. county(ies), city, census tract).



Mission:

Click here to enter text.





Service Area:

Click here to enter text.






PART 1:  LEP Individuals Who Need Language AssistanceINSTRUCTIONS:  Recipients should include the U.S. Census language demographic information and data used during their assessment as well as language demographics obtained from the Four Factor Analysis.

Please attach the B16001 report for your service area.













Our organization has conducted an assessment of the number or proportion of LEP individuals eligible to be served or encountered and the frequency of encounters in the Four Factor Analysis.  Assessment methods used are identified in Factor 1 of the Four Factor Analysis and frequency of contacts are identified in Factor 2 of the Four Factor Analysis.

Language groups in our service area based on assessment:

Click here to enter text.




PART 2:  Language Assistance Measures

INSTRUCTIONS:  An effective LAP plan should include information about the ways in which language assistance will be provided.  Recipients, should include information on the following:

↘ Types of language services available (list providers)

↘ How recipient staff can obtain services (determine who you will use and how to contact)

↘ How to respond to LEP callers 

↘ How to respond to written communication from LEP persons

↘ How to respond to LEP individuals who have in-person contact with program staff

↘ How to ensure competency of interpreters and translation services (i.e. follow-up                       evaluations of services provided).

Types of Language Services Available (Providers) for us to use are identified in Factor 4 of the Four Factor Analysis.  Language assistance for LEP individuals will be provided as follows:



After reviewing number of contacts and anticipated contacts, as well as resources and budget available to use for those resources, we have determined the following services will be used for LEP individuals who may use our services:

Click here to enter text.





Contact information for services selected, if applicable:

Click here to enter text.





Face-to-face Interaction:  Describe how to respond to LEP individuals who have face-to-face contact with staff:

Click here to enter text.





Telephone Interaction:  Describe how to respond to an LEP caller:

Click here to enter text.





Written Communication:  Describe how to respond to written communication from LEP persons:

Click here to enter text.







Describe how we will evaluate the competency of interpreters and translation services:

Click here to enter text.










PART 3:  Staff Training

INSTRUCTIONS:  Recipient staff members should know their obligations to provide meaningful access to information and services for LEP persons and all employees in public contact positions should be properly trained.  An effective LAP plan must include a training component to ensure:

↘ Staff members are knowledgeable of LEP policies and procedures.

↘ Staff members in contact with the public are trained to work effectively with in-person and telephone interpreters.

Staff members responsible for contact with the general public will be knowledgeable about our Language Access Plan and how to provide services to persons that are limited English proficient in the languages identified through the assessment in Part 1.   Refresher information will be provided to our staff when updates are made to the LAP to ensure consistency.

Plan for Training Employees:

Click here to enter text.








PART 4:  Vital Document Translation

INSTRUCTIONS:  RD recipients may use the “Safe Harbor” provision for translation of vital written materials found in the USDA LEP Guidance.  The provision outlines the circumstances that can provide a “Safe Harbor” for compliance with LEP requirements (meaning no translation is required).  If a recipient provides written language services under the conditions identified in the table below, such action will be considered strong evidence of compliance with written translation obligations under title VI:



		SAFE HARBOR PROVISIONS



		Size of Language Group

		Written Language Assistance Required



		1,000 or more in the eligible population in the market area or among current beneficiaries



		

Translated vital documents



		5% or more of the eligible population or beneficiaries and 50 or more in number



		

Translated vital documents



		5% or more of the eligible population or beneficiaries and fewer than 50 in number



		Translated written notice of right to receive free oral interpretation of documents



		Less than 5% of the eligible population or beneficiaries and less than 1,000 in number



		

 No written translation is required







Please check the appropriate box and provide information.

☐ In accordance with the Safe Harbor Provisions and because the size of our language group is less than 5% of the eligible population and less than 1,000 in number, no written translation is required.

	OR 

☐The following documents have been identified as vital documents and will be translated into the languages groups identified in Part 1 and using the safe harbor provisions.

Vital Documents Translated:

Click here to enter text.




Part 5:  Notice to LEP Persons

INSTRUCTIONS:  Methods of providing notification may include:

↘ Posting signs in intake areas and other entry points.  This is important so that LEP persons can learn how to access language services at initial point of contact.

↘ Stating in outreach documents that language services are available from the recipient.  Announcements could be in, for instance, brochures, booklets, and in outreach and recruitment information. These statements should be translated into the most common languages and could be “tagged” onto the front of common documents.

↘ Working with community-based organizations and other stakeholders to inform LEP individuals of the recipients’ services, including the availability of language assistance services.

↘ Using an automated telephone voice mail attendant or menu system.  The system could be in the most common languages encountered.  It should provide information about available language assistance services and how to obtain them.

↘ Including notices in local newspapers in languages other than English, as well as established community papers published in languages other than English.

↘ Providing notices on non-/English language radio and television stations about the available language assistance services and how to obtain them.

↘ Providing presentations and/or notices at schools and religious organization.



This organization will provide notice to the public that language services are available and the services are free of charge.  Notices will be provided in the following methods:

Method of Providing Notification:

The I Speak Cards will be posted at all entry points for services.  

Additional methods of notification selected from the list above and/or determined by our staff will include:

Click here to enter text.
		




PART 6:  Monitoring and Updating

This organization will review the LAP to ensure it remains current to the LEP populations in our service area as need, including at any time new census data reveals a significant increase in LEP persons in our service area OR if a significant increase in contacts or inquiries with LEP persons is evidenced.  At a minimum, the LAP will be reviewed every three (3) years to ensure our LEP policies and procedures remain current and result in effective language services and meaningful access.









		SIGN HERE





_____________________________________________________

Signature of 

Principal Director / Official/Manager / Executive Director / Mayor / Board President



		DATE

Click here to enter a date.

______________
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