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Introduction 
 
The Department of Commerce‘s Community Investment and Assistance (CI) and Commerce 
Finance Center (CFC) administer the State of North Carolina‘s Community Block Grant (CDBG) 
program to local governments in non-entitlement areas. Non-entitlement areas are cities with 
populations less than 50,000 (except cities that are designated principal cities of Metropolitan 
Statistical Areas), and counties with populations less than 200,000. The CDBG program is 
Federal funded by the Department of Housing and Urban Development (HUD), and CI as 
recipient of Federal assistance must comply with Title VI, which prohibits discrimination based 
on the ground of race, color or national origin by any entity receiving Federal financial 
assistance. Title VI covers any organization or individual that receives Federal financial 
assistance, directly or indirectly, through a grant, contract or subcontract. All organizations or 
individuals that are recipients of Federal financial assistance from a Federal agency have an 
obligation to ensure that Limited English Proficient (LEP) persons have meaningful and equal 
access to benefits and services.  
 
To comply with Title VI a Language Access Plan (LAP) should be implemented for effective 
communication between the grant recipient and the LEP person so as to facilitate participation 
in, and meaningful access to all programs or activities as a result of CDBG funds. However, 
grantees should not limit their language assistance to CDBG programs solely, but must 
encourage language access to any Federal funded program including the Department of Health 
and Human Services (DHHS).  
 
The key to ensuring meaningful access for LEP persons is effective communication. An agency 
or provider can ensure effective communication by developing and implementing a 
comprehensive written language assistance program that includes policies and procedures for 
identifying and assessing the language needs of its LEP persons, and that provides for a range of 
oral language assistance options, notice to LEP persons of the right to language assistance, 
periodic training of staff, monitoring of the program and, in certain circumstances, the 
translation of written materials.  
 
Title VI requirement has been in place over 50 years, but recently HUD has placed renewed 
emphasis on its provisions. It is important that grantees document their efforts to 
comply with Title VI requirements. This handbook should help in understanding and 
documenting compliance with Title VI.  
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Definitions 
 
Agency- The unit of local government designated as the recipient of the Assistance in the Grant 
Award and signing the acceptance provision of the Grant Award. 
 
Limited English Proficient Individual- Individuals who do not speak English as their 
primary language and who have a limited ability to read, write, speak, or understand English 
can be limited English proficient, or LEP, entitled to language  assistance with respect to a 
particular type of service, benefit, or encounter. 
Examples of populations likely to include LEP persons who are encountered and/or served by 
grant recipients and should be considered when planning language services include, but are not 
limited to: 

 Persons who are seeking technical assistance about community development programs 

 Persons in rural and urban areas of the state experiencing high unemployment, low 

income, or other severe economic distress. 

 
Meaningful Access - The ability to participate in and benefit from any federally assisted 
agency‘s programs & services in a manner no different than that of others, whose national origin 
is not at issue (i.e. English speakers), who could participate and benefit from such programs. 
 
Effective Communication – Communication sufficient to provide the LEP individual with 
substantially the same level of access to services received by individuals who are not LEP. For 
example, staff must take reasonable steps to ensure communication with an LEP individual is as 
effective as communications with others when providing similar programs and services. 
 
Interpretation – The act of listening to a communication in one language (source language) 
and orally converting it to another language (target language) while retaining the same meaning. 
 
Language Assistance Services – Oral and written language services needed to assist LEP 
individuals to communicate effectively with staff, and to provide LEP individuals with 
meaningful access to, and an equal opportunity to participate fully in, the services, activities, or 
other programs administered by the Federal Assistance Recipients. 
  
Multilingual staff or employee – A staff person or employee who has demonstrated 
proficiency in English and reading, writing, speaking, or understanding at least one other 
language as authorized by his or her component. For LEP individuals, meaningful access 
denotes access that is not significantly restricted, delayed or inferior as compared to programs 
or activities provided to English proficient individuals. 
 
Primary Language – An individual‘s primary language is the language in which an individual 
most effectively communicates. 
 
Qualified Translator or Interpreter – An in-house or contracted translator or interpreter 
who has demonstrated his or her competence to interpret or translate through court 
certification or is authorized to do so by contract with the agency or by approval of his or her 
component. 
 
Recipient – Any entity which receives Federal assistance, directly from HUD or from another 
recipient and includes, but is not limited to, any State unit of local government, Public Housing 
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Authority (PHA), or other public body, public or private nonprofit organization, private agency 
or institution, mortgagor, developer, limited dividend sponsor, builder, property manager, 
community housing development organization, resident management corporation, resident 
council, or cooperative association. Recipient also includes any successor, assignee, or transferee 
of any such entity. 
 
Safe Harbor - Is a provision of a statute or a regulation that reduces or eliminates an agency's 
liability under a regulation, on the condition that the agency performed its actions in good faith 
or in compliance with defined standards. If a recipient provides written translations under 
determined circumstances, such action will be considered strong evidence of compliance with 
the recipient's written-translation obligations. 
 
Translation – The replacement of written text from one language (source language) into an 
equivalent written text in another language (target language) 
 
Vital Document – Paper or electronic written material that contains information that is 
critical for accessing a component‘s program or activities, or is required by law. These forms 
include, but are not limited to, applications, consent forms, all compliance plans, bid 
documents, fair housing information, citizen participation plan, letters containing important 
information regarding participation in a program; notices pertaining to the reduction, denial, or 
termination of services or benefits, including the right to appeal such actions, or that require a 
response from beneficiary notices advising LEP persons of the availability of free language 
assistance, LEP outreach materials , and any other documents determined by agency to be vital 
documents.  
 
 

Policies 
 
When any agency provides Federal financial assistance it must ensure that recipients 
acknowledge and agree that they will comply (and require any sub-grantees, contractors, 
successors, transferees, and assignees to comply) with Title VI of the Civil Rights Act of 1964, 
which prohibits recipients from discriminating on the basis of race, color, or national origin, 
including limited English proficiency.  

Section 601 of Title VI of the Civil Rights Act of 1964, 42 U.S.C. 2000d, provides that no person 
shall "on the ground of race, color, or national origin, be excluded from participation in, be 
denied the benefits of, or be subjected to discrimination under any program or activity receiving 
Federal financial assistance." Section 602 authorizes and directs Federal agencies that are 
empowered to extend Federal financial assistance to any program or activity "to effectuate the 
provisions of [section 601] …by issuing rules, regulations, or orders of general applicability."  

42 U.S.C. 2000d-1: Sec. 2000d. Prohibition against exclusion from participation in, denial of 
benefits of, and discrimination under federally assisted programs on ground of race, color, or 
national origin. 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 subjected to 
discrimination under any program or activity receiving Federal financial assistance. 

On August 11, 2000, Executive Order (EO) 13166 was issued. "Improving Access to Services for 
Persons with Limited English Proficiency". Under that order, every federal agency that provides 

http://www.ourdocuments.gov/doc.php?flash=true&doc=97&page=transcript
http://www.epa.gov/ocr/docs/42usc2000d.pdf
http://www.justice.gov/crt/about/cor/Pubs/eolep.php
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financial assistance to non-federal entities must publish guidance on how their recipients can 
provide meaningful access to LEP persons and thus comply with Title VI regulations forbidding 
funding recipients from "restrict[ing] an individual in any way in the enjoyment of any 
advantage or privilege enjoyed by others receiving any service, financial aid, or other benefit 
under the program" or from "utiliz[ing] criteria or methods of administration which have the 
effect of subjecting individuals to discrimination because of their race, color, or national origin, 
or have the effect of defeating or substantially impairing accomplishment of the objectives of the 
program as respects individuals of a particular race, color, or national origin." 

EO 13166, signed on August 11, 2000, directs all Federal agencies, including HUD, to work to 
ensure that programs receiving Federal financial assistance provide meaningful access to LEP 
persons. Pursuant to EO 13166, the meaningful access requirement of the Title VI regulations 
and the four-factor analysis set forth in the Department of Justice (DOJ) LEP Guidance apply to 
the programs and activities of Federal agencies, including HUD. In addition, EO 13166 requires 
Federal agencies to issue LEP Guidance to assist their federally assisted recipients in providing 
such meaningful access to their programs. This Guidance must be consistent with the DOJ 
Guidance. Each federal agency is required to specifically tailor the general standards established 
in DOJ‘s Guidance to its federally assisted recipients. 

On August 16, 2000, DOJ issued ―Enforcement of Title VI of Civil Rights Act of 1964 National 
Origin Discrimination against Persons with Limited English Proficiency (65 FR 50123). ―This 
policy guidance does not create new obligations but, rather, clarifies existing Title VI 
responsibilities.‖ 

Title 24: Housing and Urban Development. Part 1: Nondiscrimination in federally assisted 
programs of HUD - Effectuation of Title VI of the Civil Rights Act of 1964 (24 CFR Part 1). The 
purpose of this part 1 is to effectuate 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 receiving 
Federal financial assistance from HUD. 

 

Purpose 
 
 
Under Title VI and Federal agency regulations implementing Title VI, recipients of Federal 
financial assistance have a responsibility to take reasonable steps to provide LEP individuals 
with meaningful access to their programs and activities. Title VI and its accompanying 
regulations prohibit recipients from discriminating on the basis of race, color, or national origin.  
 
Discrimination on the basis of national origin can occur if a recipient does not provide 
appropriate language assistance to LEP individuals because these individuals, whose language is 
usually tied to their national origin, will not have access to the same benefits, services, 
information, or rights that the recipient provides to everyone else. Thus, in certain 
circumstances, failure to ensure that LEP persons can effectively participate in or benefit from 
federally assisted programs and activities may violate Title VI and its regulations prohibiting 
national origin discrimination.  

http://www.justice.gov/crt/about/cor/lep/NSFLEPrecipient.php
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&tpl=/ecfrbrowse/Title24/24cfr1_main_02.tpl
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Executive Order 13166, titled ―Improving Access to Services for Persons with Limited 
English Proficiency,‖ required two things. First, it required federal agencies to take reasonable 
steps to provide meaningful access for LEP people to federally conducted programs and 
activities (essentially, everything the federal government does). 
Second, under the EO, every Federal agency that provides financial assistance to non-federal 
entities must publish guidance of language access planning and implementation on how those 
recipients can provide meaningful access to LEP persons and thus comply with Title VI and Title 
VI regulations. 
 
The goal of all language access planning and implementation is to ensure that your agency 
communicates effectively with LEP individuals. Language Access Obligations under EO 
13166 requires ensuring effective communication at all points of contact between an LEP 
person and your agency. While each agency‘s approach to overcoming language barriers 
may differ depending on a variety of factors, a useful model for providing meaningful access 
to LEP individuals often includes: 
 
A. Conducting a Self-Assessment to Determine What Types of Contact Your 

Agency Has With the LEP Population.  

 

The self-assessment using the Four Factor Analysis identifies language service needs, and 

evaluates the bilingual, translation, and interpretation resources already available to help LEP 

individuals access your agency‘s benefits, programs, 

services, information, or other operations.  

 

 
B. Developing Language Access Policy, 

Implementation Plan, and Procedures.  

 
1. Language Access Policy - Policy directives set 
forth standards, operating principles, and guidelines 
that govern the delivery of language appropriate 
services. Policy directives may come in different 
forms but are designed to require the agency and its 
staff to ensure meaningful access. Policy directives 
should be made publicly available.  
 
2. Language Access Implementation Plan- The 
plan is a management document that outlines how 
the agency defines tasks, sets deadlines and priorities, 
assigns responsibility, and allocates the resources 
necessary to come into or maintain compliance with 

language access requirements. It describes how the agency will meet the service delivery 
standards delineated in the policy directives, including the manner by which it will address the 
language service and resource needs identified in the four factor analysis. The plan is a roadmap 
that helps agencies to navigate the process of setting deadlines and priorities, and identifying 
responsible personnel for policy and procedures development; hire, contract, assess, and ensure 
quality control of language assistance services (oral and written); provide notice of language 
assistance services; provide staff training; and conduct ongoing monitoring and evaluation.  

Example General Policy 
Statement:  
“It is the policy of this agency to 
provide timely meaningful access 
for LEP persons to all agency 
programs and activities. All 
personnel shall provide free 
language assistance services to LEP 
individuals whom they encounter or 
whenever an LEP person requests 
language assistance services. All 
personnel will inform members of 
the public that language assistance 
services are available free of charge 
to LEP persons and that the agency 
will provide these services to them.” 
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3. Language Access Procedures- Procedures are 
the "how to" for staff. They specify for staff the steps to 
follow to provide language services, gather data, and 
deliver services to LEP individuals. Procedures can be 
set forth in handbooks, intranet sites, desk references, 
reminders at counters, notations on telephone 
references, and the like.  

 

 

Self-Assessment 

Four Factor Analysis   

 
 

Recipients are required to take reasonable steps to ensure meaningful access to their programs 
and activities by LEP persons.  
 
While designed to be a flexible and fact-dependent standard, the starting point is an 
individualized assessment that balances the following four factors:  
 

A. The number or proportion of LEP persons 

eligible to be served or likely to be 

encountered by the program or grantee.  

B. The frequency with which LEP individuals 

come in contact with the program. 

C. The nature and importance of the program, 

activity, or service provided by the program to 

people's lives. 

D. The resources available to the 

grantee/recipient and costs. The intent of this 

guidance is to suggest a balance that ensures 

meaningful access by LEP persons to critical 

services while not imposing undue burdens on 

small local governments. 

 

After applying the above four-factor analysis, a recipient may conclude that different language 
assistance measures are sufficient for the different types of programs or activities in which it 
engages. For instance, some of a recipient's activities will be more important than others and/or 
have greater impact on or contact with LEP persons, and thus may require more in the way of 
language assistance. The flexibility that recipients have in addressing the needs of the LEP 
populations they serve does not diminish, and should not be used to minimize, the obligation 

 

The objective of the four-factor 

analysis is to suggest a reasonable 

balance that ensures meaningful 

access by LEP customers to critical 

services while not imposing undue 

burdens on small businesses, small 

local governments or small non-

profits. The correct mix of language 

assistance services should be based 

on what is both necessary and 

reasonable in light of the four factor 

analysis. 

 



 

NC Community Investment, Title VI-Language Access Plan Handbook, August 2012 Page 11 

 

that those needs be addressed. CDBG recipients should apply the following four factors to the 
various kinds of contacts that they have with the public to assess language needs and decide 
what reasonable steps they should take to ensure meaningful access for LEP persons. 
 

A. The Number or Proportion of LEP Persons Served or Encountered in the Eligible 

Service Population 

One factor in determining what language services recipients should provide is the number or 
proportion of LEP persons from a particular language 
group served or encountered in the eligible service 
population. The greater the number or proportion of these 
LEP persons, the more likely language services are 
needed. Ordinarily, persons eligible to be served or likely 
to be directly affected, by a recipient's program or activity 
are those who are served or encountered in the eligible 
service population. This population will be program- 
specific, and includes persons who are in the geographic 
area that has been awarded a grant as the recipient's 
service area. However, where, for instance, a geographic 
area serves a large LEP population, the appropriate 
service area is most likely the geographic area, and not the 
entire population served by the agency. Where no service 
area has previously been approved, the relevant service 
area may be that which is approved by state or local 
authorities or designated by the recipient itself, provided that these designations do not 
themselves discriminatorily exclude certain populations. 
 
Recipients should first examine their prior experiences with LEP encounters and determine the 
breadth and scope of language services that were needed. In conducting this analysis, it is 
important to include language minority populations that are eligible for their programs or 
activities but may be underserved because of existing language barriers. Other data should be 
consulted to refine or validate a recipient's prior experience, including the latest census data for 
the area served, data from school systems and from community organizations, and data from 
state and local governments1. Community agencies, school systems, religious organizations, 
legal aid entities, and others can often assist in identifying populations for whom outreach is 
needed and who would benefit from the recipients' programs and activities were language 
services provided. 
 
 

B. The Frequency With Which LEP Individuals Come in Contact With the  Program 

Recipients should assess, as accurately as possible, the frequency with which they have or should 
have contact with an LEP individual from different language groups seeking assistance. The 
more frequent the contact with a particular language group, the more likely that enhanced 
language services in that language are needed. The steps that are reasonable for a recipient that 

                                                 
1
 The focus of the analysis is on lack of English proficiency, not the ability to speak more than one language.  Note that 

demographic data may indicate the most frequently spoken languages other than English and the percentage of 
people who speak that language who speak or understand English less than well. Some of the most commonly spoken 
languages other than English may be spoken by people who are also overwhelmingly proficient in English. Thus, they 
may not be the languages spoken most frequently by limited English proficient individuals. When using demographic 
data, it is important to focus in on the languages spoken by those who are not proficient in English. 

The number or proportion of 
LEP persons from a particular 
language group served or 
encountered in the eligible 
service population determines 
what language services should 
be provided. The greater the 
number or proportion of LEP 
persons, the more likely 
language services are needed. 
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serves an LEP person on a one-time basis will be very different than those expected from a 
recipient that serves LEP persons daily. It is also advisable to consider the frequency of different 
types of language contacts. For example, frequent contacts with Spanish-speaking people who 
are LEP may require certain assistance in Spanish. Less frequent contact with different language 
groups may suggest a different and less intensified solution. If an LEP individual accesses a 
program or service on a daily basis, a recipient has greater duties than if the same individual's 
program or activity contact is unpredictable or infrequent. But even recipients that serve LEP 
persons on an unpredictable or infrequent basis should use this balancing analysis to determine 
what to do if an LEP individual seeks services under the program in question. This LEP plan 
needs not to be complicated. It may be as simple as being prepared to use one of the 
commercially-available telephonic interpretation services to obtain immediate interpreter 
services. In applying this standard, recipients should take care to consider whether appropriate 
outreach to LEP persons could increase the frequency of contact with LEP language groups. 
 
 

C. The Nature and Importance of the Program, Activity, or Service Provided by the 

Program 

The more important the activity, information, service, or program, or the greater the possible 
consequences of the contact to the LEP individuals, the more likely language services are 
needed. The obligations to communicate rights to emergency benefits or assistance to a person 
who has been the victim of a sudden natural disaster differ. A recipient needs to determine 
whether denial or delay of access to services or information could have serious or even life-
threatening implications for the LEP individual. Decisions by a Federal, State, or local entity to 
make an activity necessary can serve as strong evidence of the program's importance. 
 

D. The Resources Available to the Recipient and 

Costs 

A recipient's level of resources and the costs that would 
be imposed on it may have an impact on the nature of 
the steps it should take. Smaller recipients with more 
limited budgets are not expected to provide the same 
level of language services as larger recipients with 
larger budgets. In addition, ―reasonable steps‖ may 
cease to be reasonable where the costs imposed 
substantially exceed the benefits. 
 
Resource and cost issues, however, can often be 
reduced by technological advances; the sharing of 
language assistance materials and services among and 
between recipients, advocacy groups, and Federal grant 
agencies; and reasonable business practices. Where 
appropriate, training bilingual staff to act as 
interpreters and translators, information sharing 
through industry groups, telephonic and video 
conferencing interpretation services, pooling resources 
and standardizing documents to reduce translation 
needs, using qualified translators and interpreters to ensure that documents need not to be 
―fixed‖ later and that inaccurate interpretations do not cause delay or other costs, centralizing 
interpreter and translator services to achieve economies of scale, or the formalized use of 

Smaller entities with more 
limited budgets are not expected 
to provide the same level of 
language services as larger 
entities with larger 
budgets."Reasonable steps" may 
cease to be reasonable where the 
costs imposed substantially 
exceed the benefits. 
However, large entities and 
those serving a significant 
number or proportion of LEP 
persons should ensure that their 
resource limitations are well 
substantiated before using this 
factor as a reason to limit 
language assistance. 
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qualified community volunteers, for example, may help reduce costs 2. Recipients should 
carefully explore the most cost-effective means of delivering competent and accurate language 
services before limiting services due to resource concerns. Large entities and those entities 
serving a significant number or proportion of LEP persons should ensure that their resource 
limitations are well-substantiated before using this factor as a reason to limit language 
assistance. Such recipients may find it useful to be able to articulate, through documentation or 
in some other reasonable manner, their process for determining that language services would be 
limited based on resources or costs. 
 
This four-factor analysis necessarily implicates the ―mix‖ of LEP services required. Recipients 
have two main ways to provide language services: Oral interpretation either in person or via 
telephone interpretation service (hereinafter ―interpretation‖) and written translation 
(hereinafter ―translation‖). Oral interpretation can range from on-site interpreters for critical 
services provided to a high volume of LEP persons to access through commercially-available 
telephonic interpretation services. Written translation, likewise, can range from translation of 
an entire document to translation of a short description of the document. In some cases, 
language services should be made available on an expedited basis while in others the LEP 
individual may be referred to another office of the recipient for language assistance. 
 
The correct mix should be based on what is both necessary and reasonable in light of the four-
factor analysis. For instance, a new Senior Service Center in a largely Asian-Pacific community 
may need immediately available oral interpreters and should give serious consideration to 
hiring some bilingual staff. In contrast, there may be circumstances where the importance and 
nature of the activity and number or proportion and frequency of contact with LEP persons may 
be low and the costs and resources needed to provide language services may be high--such as in 
the case of a request from general public to translate a large document that may include 
important information for a complaint -in which pre-arranged language services for the 
particular service may not be necessary.  
 
Regardless of the type of language service provided, quality and accuracy of those services can 
be critical in order to avoid serious consequences to the LEP person and to the recipient. 
Recipients have substantial flexibility in determining the appropriate mix. 
 

Language Assistance Services 
 

Recipients have two main ways to provide language services: Oral and written language services. 
Quality and accuracy of the language service is critical in order to avoid serious consequences to 
the LEP person and to the recipient. 
 

A. Oral Language Services (Interpretation) 
 
Interpretation is the act of listening to something in one language (source language) and orally 
translating it into another language (target language). Where interpretation is needed and is 
reasonable, recipients should consider some or all of the following options for providing 
competent interpreters in a timely manner:  

                                                 
2 Small recipients with limited resources may find that entering into a bulk telephonic interpretation service contract 
will prove cost effective. 
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Competence of Interpreters: When providing oral assistance, recipients should ensure 
competency of the language service provider, no matter which of the strategies outlined below 
are used. Competency requires more than self-identification as bilingual. Some bilingual staff 
and community volunteers, for instance, may be able to communicate effectively in a different 
language when communicating information directly in that language, but not be competent to 
interpret in and out of English. Likewise, they may not be able to do written translations. 
Competency to interpret, however, does not necessarily mean formal certification as an 
interpreter, although certification is helpful.  
 
When using interpreters, recipients should ensure that they demonstrate proficiency in and 
ability to communicate information accurately in both English and in the other language and 
identify and employ the appropriate mode of interpreting (e.g., consecutive, simultaneous, 
summarization, or sight translation); Have knowledge in both languages of any specialized 
terms or concepts peculiar to the entity's program or activity and of any particularized 
vocabulary and phraseology used by the LEP person;3 and understand and follow 
confidentiality and impartiality rules to the same extent the recipient employee for whom they 
are interpreting and/or to the extent their position requires. 
 

Understand and adhere to their role as interpreters without deviating into a role as counselor, 
legal advisor, or other roles. Some recipients may have additional self-imposed requirements for 
interpreters. Where individual rights depend on precise, complete, and accurate interpretation 
or translations, the use of certified interpreters is strongly encouraged. 
 
While quality and accuracy of language services is critical, 
the quality and accuracy of language services is nonetheless 
part of the appropriate mix of LEP services required. The 
quality and accuracy of language services in responding to 
someone who has suffered from a natural disaster, for 
example, must be extraordinarily high, while the quality and 
accuracy of language services in a safety training class need 
not meet the same exacting standards. 
 
Finally, when interpretation is needed and is reasonable, it 
should be provided in a timely manner. To be meaningfully 
effective, language assistance should be timely. While there 
is no single definition for ―timely‖ applicable to all types of 
interactions at all times by all types of recipients, one clear 
guide is that the language assistance should be provided at a 
time and place that avoids the effective denial of the service, 
benefit, or right at issue or the imposition of an undue burden on or delay in important rights, 
benefits, or services to the LEP person.  Conversely, where access to or exercise of a service, 
benefit, or right is not effectively precluded by a reasonable delay, language assistance can likely 
be delayed for a reasonable period. 

                                                 
3 Many languages have ―regionalisms‖, or differences in usage. For instance, a word that may be understood to mean 
something in Spanish for someone from Cuba may not be so understood by someone from Mexico. In addition, 
because there may be languages which do not have an appropriate direct interpretation of some courtroom or legal 
terms and the interpreter should be so aware and be able to provide the most appropriate interpretation. The 
interpreter should likely make the recipient aware of the issue and the interpreter and recipient can then work to 
develop a consistent and appropriate set of descriptions of these terms in that language that can be used again, when 
appropriate. 

One clear guide for 
timeliness is that you should 
provide language assistance 
at a time and place that 
does not cause a denial, 
delay, or the imposition of 
an undue burden in the 
receipt of important rights, 
benefits or services to the 
LEP person. 
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Hiring Bilingual Staff: When particular languages are encountered often, hiring bilingual 
staff offers one of the best and often most economical, options. Recipients can, for example, fill 
public contact positions with staff that are bilingual and competent to communicate directly 
with LEP persons in their language. If bilingual staff is also used to interpret between English 
speakers and LEP persons, or to orally interpret written documents from English into another 
language, they should be competent in the skill of interpreting. Being bilingual does not 
necessarily mean that a person has the ability to interpret.  
 
In addition, there may be times when the role of the bilingual employee may conflict with the 
role of an interpreter. Effective management strategies, including any appropriate adjustments 
in assignments and protocols for using bilingual staff, can ensure that bilingual staff is fully and 
appropriately utilized. When bilingual staff cannot meet all of the language service obligations of 
the recipient, the recipient should turn to other options. 
 
Hiring Staff Interpreters: Hiring interpreters may be most helpful where there is a 
frequent need for interpreting services in one or more languages. Depending on the facts, 
sometimes it may be necessary and reasonable to provide on-site interpreters to provide 
accurate and meaningful communication with an LEP person. 
 
Contracting for Interpreters: Contract interpreters may be a cost-effective option when 
there is no regular need for a particular language skill. In addition to commercial and other 
private providers, many community-based organizations and mutual assistance associations 
provide interpretation services for particular languages. Contracting with and providing training 
regarding the recipient's programs and processes to these organizations can be a cost-effective 
option for providing language services to LEP persons from those language groups. If grantee is 
going to use CDBG administrative funds to pay for this service, the local government must 
follow procurement requirements. 
 
Using Telephone Interpreter Lines: Telephone interpreter service lines often offer 
speedy interpreting assistance in many different languages. They may be particularly 
appropriate where the mode of communicating with an English proficient person would also be 
over the phone. Although telephonic interpretation services are useful in many situations, it is 
important to ensure that, when using such services, the interpreters used are competent to 
interpret any technical or legal terms specific to a particular program that may be important 
parts of the conversation. Nuances in language and non-verbal communication can often assist 
an interpreter and cannot be recognized over the phone.  
 
Video teleconferencing may sometimes help to resolve this issue where necessary. In addition, 
where documents are being discussed, it is important to give telephonic interpreters adequate 
opportunity to review the document prior to the discussion and any logistical problems should 
be addressed. 
 

Using Community Volunteers: In addition to consideration of bilingual staff, staff 
interpreters, or contract interpreters (either in-person or by telephone) as options to ensure 
meaningful access by LEP persons, use of recipient-coordinated community volunteers, working 
with, for instance, community-based organizations may provide a cost-effective supplemental 
language assistance strategy under appropriate circumstances. They may be particularly useful 
in providing language access for a recipient's less critical programs and activities. To the extent 
the recipient relies on community volunteers, it is often best to use volunteers who are trained in 
the information or services of the program and can communicate directly with LEP persons in 
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their language. Just as with all interpreters, community volunteers used to interpret between 
English speakers and LEP persons, or to orally translate documents, should be competent in the 
skill of interpreting and knowledgeable about applicable confidentiality and impartiality rules. 
Recipients should consider formal arrangements with community-based organizations that 
provide volunteers to address these concerns and to help ensure that services are available more 
regularly. 
 
Use of Family Members or Friends as Interpreters: Although recipients should not 
plan to rely on an LEP person's family members, friends, or other informal interpreters to 
provide meaningful access to important programs and activities, where LEP persons so desire, 
they should be permitted to use, at their own expense, an interpreter of their own choosing 
(whether a professional interpreter, family member or friend) in place of or as a supplement to 
the free language services expressly offered by the recipient. LEP persons may feel more 
comfortable when a trusted family member or friend acts as an interpreter. In addition, in 
exigent circumstances that are not reasonably foreseeable, temporary use of interpreters not 
provided by the recipient may be necessary. However, with proper planning and 
implementation, recipients should be able to avoid most such situations. 
 
Recipients, however, should take special care to ensure that family, legal guardians, caretakers, 
and other informal interpreters are appropriate in light of the circumstances and subject matter 
of the program, service or activity, including protection of the recipient's own administrative or 
enforcement interest in accurate interpretation. 
  
In many circumstances, family members (especially children) or friends are not competent to 
provide quality and accurate interpretations.  
 
Issues of confidentiality, privacy, or conflict of interest may also arise. LEP individuals may feel 
uncomfortable revealing or describing sensitive, confidential, or potentially embarrassing 
personal, family, or financial information to a family member, friend, or member of the local 
community. In addition, such informal interpreters may have a personal connection to the LEP 
person or an undisclosed conflict of interest. For these reasons, when oral language services are 
necessary, recipients should generally offer competent interpreter services free of cost to the 
LEP person. For CDBG programs and activities, this is particularly true in situations in which 
safety, or access to important benefits and services are at stake, or when credibility and accuracy 
are important to protect an individual's rights and access to important services. 
 
While issues of competency, confidentiality, and conflict of interest in the use of family members 
(especially children) or friends often make their use inappropriate, the use of these individuals 
as interpreters may be an appropriate option where proper application of the four factors would 
lead to a conclusion that recipient-provided services are not necessary. There, the importance 
and nature of the activity may be relatively low and unlikely to implicate issues of 
confidentiality, conflict of interest, or the need for accuracy. In addition, the resources needed 
and costs of providing language services may be high. In such a setting, an LEP person's use of 
family, friends, or others may be appropriate. 
 

If the LEP person voluntarily chooses to provide his or her own interpreter, a recipient should 
consider whether a record of that choice and of the recipient's offer of assistance is appropriate. 
Where precise, complete, and accurate interpretations or translations of information and/or 
testimony are critical for adjudicatory, or legal reasons, or where the competency of the LEP 
person's interpreter is not established, a recipient might decide to provide its own, independent 
interpreter, even if an LEP person wants to use his or her own interpreter as well. Extra caution 
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should be exercised when the LEP person chooses to use a minor as the interpreter. While the 
LEP person's decision should be respected, there may be additional issues of competency, 
confidentiality, or conflict of interest when the choice involves using children as interpreters. 
The recipient should take care to ensure that the LEP person's choice is voluntary, that the LEP 
person is aware of the possible problems if the preferred interpreter is a minor child, and that 
the LEP person knows that a competent interpreter could be provided by the recipient at no 
cost. 
 

B. Written Language Services (Translation)  
 

Translation is the replacement of a written text from one language (source language) into an 
equivalent written text in another language (target language). 

     

What Documents Should be Translated?  
 

After applying the four-factor analysis, a recipient may determine that an effective LEP plan for 
its particular program or activity includes the translation of vital written materials into the 
language of each frequently-encountered LEP group eligible to be served and/or likely to be 
affected by the recipient's program. Such written materials could include, for example: 
 

 Surveys and questionnaires. 

 Intake forms with the potential for important consequences. 

 Notices advising LEP persons of free language assistance. 

 Applications to participate in a recipient's program or activity or to receive recipient 

benefits or services. 

Whether or not a document (or the information it solicits) is 
―Vital‖ may depend upon the importance of the program, 
information, encounter, or service involved, and the 
consequence to the LEP person if the information in question 
is not provided accurately or in a timely manner. Where 
appropriate, recipients are encouraged to create a plan for 
consistently determining, over time and across its various 
activities, what documents are ―vital‖ to the meaningful 
access of the LEP populations they serve. 
 
Classifying a document as vital or non-vital is sometimes 
difficult, especially in the case of outreach materials like 
brochures or other information on rights and services. 
Awareness of rights or services is an important part of 
―meaningful access‖. Lack of awareness that a particular 
program, right, or service exists may effectively denies LEP 
individuals meaningful access. Thus, where a recipient is 
engaged in community outreach activities in furtherance of 
its activities, it should regularly assess the needs of the populations frequently encountered or 
affected by the program or activity to determine whether certain critical outreach materials 
should be translated. Community organizations may be helpful in determining what outreach 
materials may be most helpful to translate. In addition, the recipient should consider whether 

Whether or not a 
document or the 
information it provides 
and/or solicits is "vital" 
may depend upon the 
importance of the 
program, information, 
encounter, or service 
involved, and the 
consequence to the LEP 
person if the information 
in question is not 
provided accurately or in 
a timely manner. 
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translations of outreach material may be made more effective when done in tandem with other 
outreach methods, including utilizing the ethnic media, schools, religious, and community 
organizations to spread a message. 
 
Sometimes a document includes both vital and non-vital information. This may be the case 
when the document is very large. It may also be the case when the title and a phone number for 
obtaining more information on the contents of the document in frequently-encountered 
languages other than English is critical, but the document is sent out to the general public and 
cannot reasonably be translated into many languages. Thus, vital information may include, for 
instance, the provision of information in appropriate languages other than English regarding 
where a LEP person might obtain an interpretation or translation of the document. 
 

Into What Languages Should Documents be Translated? 
  
The languages spoken by the LEP individuals with whom the recipient has contact determine 
the languages into which vital documents should be translated. A distinction should be made, 
however, between languages that are frequently encountered by a recipient and less commonly-
encountered languages. Many recipients serve communities in large cities or across the country. 
They regularly serve LEP persons who speak dozens and sometimes over 100 different 
languages. To translate all written materials into all of those languages is unrealistic.  
Although recent technological advances have made it easier for recipients to store and share 
translated documents, such an undertaking would incur substantial costs and require 
substantial resources.  
 
Nevertheless, well-substantiated claims of lack of resources to translate all vital documents into 
dozens of languages do not necessarily relieve the recipient of the obligation to translate those 
documents into at least several of the more frequently-encountered languages and to set 
benchmarks for continued translations into the remaining languages over time. As a result, the 
extent of the recipient's obligation to provide written translations of documents should be 
determined by the recipient on a case-by-case basis, looking at the totality of the circumstances 
in light of the four-factor analysis. Because translation is a one-time expense, consideration 
should be given to whether the upfront cost of translating a document (as opposed to oral 
interpretation) should be amortized over the likely lifespan of the document when applying this 
four-factor analysis. 
 

Safe Harbor 
 
Many recipients would like to ensure with greater certainty that they comply with their 
obligations to provide written translations in languages other than English. Paragraphs (a) and 
(b) below, outline the circumstances that can provide a ―safe harbor‖ for recipients regarding the 
requirements for translation of written materials. A ―safe harbor‖ means that if a recipient 
provides written translations under these circumstances, such action will be considered strong 
evidence of compliance with the recipient's written-translation obligations. 
 
The failure to provide written translations under the circumstances outlined in paragraphs (a) 
and (b) below, does not mean there is non-compliance. Rather, they provide a common starting 
point for recipients to consider whether and at what point the importance of the service, benefit, 
or activity involved; the nature of the information sought; and the number or proportion of LEP 
persons served call for written translations of commonly-used forms into frequently-
encountered languages other than English. Thus, these paragraphs (a) and (b) merely provide a 
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guide for recipients that would like greater certainty of compliance than can be provided by a 
fact-intensive, four-factor analysis. 
 
 
 
The following actions will be considered strong evidence of compliance with the recipient's 
written-translation obligations: 
 

a) The recipient provides written translations of vital documents for each 

eligible LEP language group that constitutes five percent or 1,000, whichever is less, 

of the population of persons eligible to be served or likely to be affected or 

encountered. Translation of other documents, if needed, can be provided orally; or 

 
b) If there are fewer than 50 persons in a language group that reaches the five 

percent trigger in a), the recipient does not translate vital written materials but 

provides written notice in the primary language of the LEP language group of the 

right to receive competent oral interpretation of those written materials, free of 

cost. These safe harbor provisions apply to the translation of written documents 

only. They do not affect the requirement to provide meaningful access to LEP 

individuals through competent oral interpreters where oral language services are 

needed and are reasonable.  

Example: Even if the safe harbors are not used, if written translation of a certain document(s) 
would be so burdensome as to defeat the legitimate objectives of its program, the translation of 
the written materials is not necessary. Other ways of providing meaningful access, such as 
effective oral interpretation of certain vital documents, might be acceptable under such 
circumstances. 

 

The table below sets forth ‗‗safe harbors‘‘ for written translations. 

Safe Harbor Guides 
Table No. 1 

 
 

Size of Language Group 

 

Recommended Provision of Written 
Language Assistance 

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

Translated vital documents.  
 
 

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

 

Translated vital documents.  
 

More than 5% of the eligible population or 
beneficiaries and 50 or less in number.  

 

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

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

 

No written translation is required. 
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Competence of Translators: As with oral interpreters, translators of written documents 
should be competent. Many of the same considerations apply. However, the skill of translating is 
very different from the skill of interpreting, and a person who is a competent interpreter may or 
may not be competent to translate. Particularly where legal or other vital documents are being 
translated, competence can often be achieved by use of certified translators. Certification or 
accreditation may not always be possible or necessary4. Competence can often be ensured by 
having a second, independent translator ―check‖ the work of the primary translator.  
Alternatively, one translator can translate the document, and a second, independent translator 
could translate it back into English to check that the appropriate meaning has been conveyed. 
This is called ―back translation.‖ 
 
Translators should understand the expected reading level of the audience and, where 
appropriate, have fundamental knowledge about the target language group's vocabulary and 
phraseology. Sometimes direct translation of materials results in a translation that is written at 
a much more difficult level than the English language version or has no relevant equivalent 
meaning. Community organizations may be able to help consider whether a document is written 
at a good level for the audience. Likewise, consistency in the words and phrases used to translate 
terms of art, legal, or other technical concepts helps avoid confusion by LEP individuals and 
may reduce costs. Creating or using already-created glossaries of commonly-used terms may be 
useful for LEP persons and translators and cost effective for 
the recipient. Providing translators with examples of 
previous accurate translations of similar material by the 
recipient, other recipients, or Federal agencies may be 
helpful. 
 

C. Additional Guidance to Determine 
Language Assistance Services 

 
Provided below are additional guidance and considerations 
to determine Language Access to LEP persons. While the 
order may differ, your agency should consider each of these 
elements.  
 
1. Understanding How LEP Individuals Interact 
with Your Agency  

 

A federally conducted or funded program could interact with LEP individuals in a variety of 
ways. Any interaction with the public has the potential to interact with LEP individuals. These 
could include, but are not limited to, program applicants and participants; hotline or 
information line calls; outreach programs; public meetings and hearings; public access to 
agency websites; written materials or complaints sent to an agency; agency brochures intended 
for public distribution; contacts with potential witnesses, victims, defendants; and interactions 
with detainees and prisoners. It is important for agencies to also examine the manner in which 
the agency interacts with the public and/or LEP individuals (e.g. in-person consultations versus 

                                                 
4 For those languages in which no formal accreditation currently exists, a particular level of membership in a 
professional translation association can provide some indicator of professionalism. 

REMINDER: Your primary 
goal is to effectively 
communicate with LEP 
individuals. The order in 
which each element is 
achieved may differ from 
agency to agency. While it 
may be helpful to identify and 
assess your LEP communities 
before providing language 
assistance services, this 
should not stand in the way of 
providing meaningful access 
to LEP individuals. 
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correspondence) as this can dictate the type of language assistance services provided by the 
agency. 
  
The following series of questions helps agencies understand how an LEP individual may come 
into contact with your agency: 
 
 

 
Sample 

Understanding How LEP Individuals Interact with Your Agency 
 

1. Does your agency interact or communicate with 
the public or are there individuals in your agency 
who interact or communicate or might interact or 
communicate with LEP individuals?  
 

Yes  No  

 
2.Please describe the manner in which your 
agency interacts with the public or LEP 
individuals:  
 

 
 In-Person             Electronically (e.g.  

                                          email or website)  
Telephonically      Via Correspondence  

 
Other: (please specify)  

 
3. Does your agency receive Federal financial 
assistance? (Federal financial assistance includes 
grants, training, use of equipment, donations of 
surplus property, and other assistance)  
 

 
Yes   
 

 
No  
 

 
4. If your agency does receive  Federal financial 
assistance:  
 
a. Do you have an active program in place to 
comply with Title VI and language access 
standards?  
 
b. Does your agency inform sub-recipients of 
Federal financial assistance that they should 
commit to offer language assistance services?  

 
Yes  
 
Yes  
 
 
Yes  
 

 
No  
 
No  
 
 
No  
 
 
 
 

 
2. Identification and Assessment of LEP Communities  
 
This analysis includes persons in a geographic service area with whom your agency comes into 
contact while carrying out agency functions. For the assessment to be accurate it must also 
include all communities who are eligible for services or are likely directly affected by programs 
or activities. Agencies may determine the linguistic characteristics of an LEP population in a 
service area by reviewing available data from Federal, State, and local government agencies, 
community, and faith based organizations. 
 
An agency should also consider identifying and tracking the primary language of LEP 
individuals that seek and receive programs and services. This can be accomplished by 
determining the points of contact between agency staff and LEP individuals. Agencies may 
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create mandatory data fields for LEP, languages spoken and the preferred language for written 
communication to ensure that all staff collect and input this information. By regularly collecting 
and updating this data, agencies will be able to accurately identify and efficiently address the 
changing needs of their LEP communities. 
 
The following series of questions aims to identify the LEP population you serve: 
 

 
Sample 

Identification and Assessment of LEP Communities 
 

 
1. How does your agency identify LEP individuals? (Select all that apply)  
 

 
 Assume limited English proficiency if communication seems impaired  
 Respond to individual requests for language assistance services  
 Self-identification by the non-English speaker or LEP individual  
 Ask open-ended questions to determine language proficiency on the telephone   

       or in person  
 Use of “I Speak” language identification cards or posters  
 Based on written material submitted to the agency (e.g. complaints)  
 We have not identified non-English speakers or LEP individuals  
 Other (Please specify): ___________  

 

 
Does your program have a process to collect data 
on:  
 
 
a. The number of LEP individuals that you serve?  

 
b. The number of LEP individuals in your service 

area?  
 
c. The number and prevalence of languages 

spoken by LEP individuals in your service 
area?  

 

 
Yes  
 
 
Yes  
 
Yes  
 
Yes  
 

 
No  
 
 
No  
 
No  
 
No  
 

 
How often does your agency assess the language 
data for your service area?  

 
Annually             Not Sure 
Biennially            Other:_________  

 

 
Do you collect and record primary language data 
from individuals when they first contact your 
programs and activities?  
 

 
Yes  
 

 
No  
 

 
If you collect and record primary language data, 
where is the information stored?  
 

 

 
What is the total number of LEP individuals who 
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use or receive services from your program each 
year?  
 

 
How many LEP individuals attempt to access your 
programs or services each month?  
 

 

 
How many LEP individuals use your programs or 
services each month?  
 

 

 
Specify the top six most frequently encountered 
non-English languages by your program and how 
often these encounters occur (e.g., 2-3 times a 
year, once a month, once a week, daily, 
constantly).  
 

Language  
 
1.  
2.  
3.  
4.  
5.  
6.  

Frequency of 
Encounters  
1.  
2.  
3.  
4.  
5.  
6.  
 

 
 
3. Providing Language Assistance Services  
 
There are two primary types of language assistance services: oral and written. Oral language 
assistance service may come in the form of "in-language" communication (a demonstrably 
qualified bilingual staff member communicating directly in an LEP person's language) or 
interpreting.  
 
Interpretation can take place in-person, through a telephonic interpreter, or via internet or 
video interpreting. An interpreter must be competent and have knowledge in both languages of 
the relevant terms or concepts particular to the program or activity and the dialect and 
terminology used by the LEP individual. Depending upon the circumstances, interpreters may 
provide simultaneous interpretation of proceedings so that an LEP person understands what is 
happening in that proceeding, or may interpret an interview or conversation with an LEP person 
in the consecutive mode. 
 
Translation is the replacement of written text from one language into another. A translator also 
must be qualified and trained. Federal agencies and recipients may need to identify and 
translate vital documents to ensure LEP individuals have meaningful access to important 
written information. Vital written documents include, but are not limited to, consent and 
complaint forms; intake and application forms with the potential for important consequences; 
written notices of rights; notices of denials, losses, or decreases in benefits or services; notice of 
disciplinary action; signs; and notices advising LEP individuals of free language assistance 
services. Agencies should proactively translate vital written documents into the frequently 
encountered languages of LEP groups eligible to be served or likely to be affected by the benefit, 
program or service.  
 
The following set of questions will help you assess how well your agency is providing language 
assistance services to LEP individuals: 
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Sample 

Providing Language Assistance Services 
 

 
1. Does your agency currently have a system in 
place for tracking the type of language assistance 
services it provides to LEP individuals at each 
interaction?  
 

 
Yes  

 
No  

 
2. What data, if any, do you maintain regarding language assistance services? (Select all that 
apply)  

 

 
Primary language of persons encountered or   

     served  
Use of language assistance services such as  

      interpreters and translators  
Funds or staff time spent on language assistance  

     services  

 
Number of bilingual staff  
Cost of interpreter services  
Cost of translation of materials into non- 

     English languages  
Other (Please specify):_______  

 
 

 
3. Does your agency have a system to track the 
cost of language assistance services?  
 

 
Yes  

 
No  

 
4. What types of language assistance services does your agency provide? (Select all that 
apply)  
 

Telephone interpretation services                                                              Bilingual staff  
Video interpretation services                                                                       In-house interpreters 

(oral)  
Language bank or dedicated pool of interpreters or translators         In-house 

translators (documents) Volunteer interpreters or translators                                                        
Contracted interpreters  
Interpreters or translators borrowed from another agency                 Contracted 

translators 
Other (Please specify):  

 
5. Does your agency:  
a) Have a certification or assessment process that 
staff must complete before serving as interpreters 
or translators for LEP individuals?  
b) Does the process include use of standardized 
language proficiency exams?  
 

 
 
Yes  
 
 
 Yes  

 
 
No  
 
 
 No   

 
6. Does your agency ask or allow LEP individuals 
to provide their own interpreters or have family 
members or friends interpret?  
 

 
Yes  

 
No   

 
7. Does your agency have contracts with 
language assistance service providers (in-person 

 
Yes  

 
No   
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interpreters, telephone interpreters, video 
interpreters, or translators)?  
 

 
8. Does your agency provide staff with a list of 
available interpreters and the non-English 
languages they speak or information on how to 
access qualified interpreters?  
 

 
Yes  

 
No  

 
9. Does your agency identify and translate vital 
documents into the non-English languages of the 
communities in your service area?  
 

 
Yes  

 
No  

 
10. Which vital written documents has your agency translated into non-English 
languages?  
 

Consent forms                                                                                     Intake forms  
Complaint forms                                                                                 Notices of rights  
Notice of denial, loss or decrease in benefits or services   
Notice of disciplinary action  
Applications to participate in programs or activities or to receive benefits or services  
Other (please specify): ______________  

 
11. Does your agency translate signs or posters 
announcing the availability of language 
assistance services?  
 

 
Yes  

 
No  

 
12. When your agency updates information on its 
website, does it also add that content in non-
English languages?  
 

Yes  No  

 
 
4. Training of Staff on Policies and Procedures  
 
Staff will not be able to provide meaningful access to LEP individuals if they do not receive 
training on language access policies and procedures, including how to access language 
assistance services. This training should be mandatory for staff who have the potential to 
interact or communicate with LEP individuals, staff whose job it is to arrange for language 
assistance services, and managers. Training should explain how staff can identify the language 
needs of an LEP individual, access and provide the necessary language assistance services, work 
with interpreters, request document translations, and track the use of language assistance 
services. Bilingual staff members who communicate "in-language" to LEP individuals, or who 
serve as interpreters or translators, should be assessed and receive regular training on proper 
interpreting and translation techniques, ethics, specialized terminology, and other topics as 
needed. Without periodic assessment and training, bilingual staff may not be able to provide the 
language assistance services necessary to ensure LEP individuals have meaningful access to your 
agency‘s programs. 
 
The following series of questions will help you identify whether staff receive appropriate training 
on your language access policies and procedures: 
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Sample 

Training of Staff on Policies and Procedures 
 

 
Does all agency staff receive initial and periodic 
training on how to access and provide language 
assistance services to LEP individuals?  
 

 
Yes  

 
No  

 
Who receives staff training on working with LEP individuals? (Select all that apply)  
 

Bilingual Staff                                                  New employees  
All employees                                                   Volunteers 
Management or senior staff  
Employees who interact with or are responsible for interactions with non-English 

speakers or LEP  
     individuals 

Others (Please specify): ______________  
None of the above  

 
5. Are language access policies and LEP issues 
included in the mandatory training curriculum 
for staff?  
 

 
Yes  

 
No  

 
4. Does your agency staff procedural manual or 
handbook include specific instructions related to 
providing language assistance services to LEP 
individuals?  
 

 
Yes  

 
No  

 
5. Does staff receive periodic training on how to 
obtain and work with interpreters?  
 

 
Yes  

 
No  

 
6. Does staff receive periodic training on how to 
request the translation of written documents into 
other languages?  
 

 
Yes  

 
No   

 
7. Do staff members who serve as interpreters 
receive regular training on proper interpreting 
techniques, ethics, specialized terminology, and 
other topics?  
 

 
Yes  

 
No  

 
8. Do staff members who serve as interpreters 
receive interpreter training from competent 
interpreters or other trainers familiar with the 
ethical and professional requirements of an 
interpreter?  
 

 
Yes  

 
No   
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5. Providing Notice of Language Assistance Services  
 
Federal agencies and recipients must inform LEP individuals of their eligibility for benefits, 
programs, and services in a language they understand. Agencies should assess all points of 
contact, telephone, in-person, mail, and electronic communication its staff has with the public 
and LEP individuals when determining the best method of providing notice of language 
assistance services. An agency should not only translate its outreach materials, but also explain 
how LEP individuals may access available language assistance services. Methods used to inform 
LEP individuals about language assistance services may include translating outreach materials 
into other languages, updating non-English content in key languages on the main page of the 
program website, and providing public service messages in non-English media describing your 
programs.  
 
Current applicants or beneficiaries of your programs or services should also receive notice and 
information about available language assistance services. This may be accomplished through the 
use of effective, program specific notices such as forms, brochures, language access posters 
placed in conspicuous locations describing in multiple languages the availability of language 
assistance services, the use of ―I Speak‖ language identification cards, and by including 
instructions in non-English languages on telephone menus. 

 

The following series of questions will help you assess how you provide notice of language 
assistance services to the LEP population in your service area: 
 
 

 
Sample 

Providing Notice of Language Assistance Services 
 

 
1. How do you inform members of the public about the availability of language assistance 
services? (Select all that apply)  
 

 Frontline and outreach multilingual staff  
 Posters in public areas  
 “I Speak” language identification cards distributed to frontline staff  
 Website  
 Social networking website (e.g. Facebook, Twitter)  
 E-mail to individuals or a list serv  
 Other (Please specify): _____________  
 None of the above  

 
2. Do your translated program outreach 
materials inform LEP individuals about the 
availability of free language assistance 
services?  
 

 
Yes  

 
No  

 
3. Does your agency regularly advertise on 
non-English media (television, radio, 

 
Yes  

 
No  
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newspaper, and websites)?  
 

 
4. Does your agency inform community groups 
about the availability of free language 
assistance services for LEP individuals?  
 

 
Yes  

 
No  

 
5. Does your agency inform current applicants 
or recipients about the availability of language 
assistance services?  
 

 
Yes  

 
No  

 
6. Does the main page of your agency website 
include non-English information that would be 
easily accessible to LEP individuals?  
 

 
Yes  

 
No  

 
7. Does your agency have multilingual signs or 
posters in its offices announcing the 
availability of language assistance services?  
 

 
Yes  

 
No  

 
 
 
6. Monitoring, Evaluating, and Updating the Language Access Policy, Plans, and 
Procedures  
 
For a language access program to continue to be effective, an agency must periodically monitor, 
evaluate, and update the plan, policies and procedures. Some federal agencies and recipients 
may designate a committee or staff person to be the language access coordinator responsible for 
monitoring, evaluating, and updating the language access program. Federal law does not 
prescribe a particular program model or evaluation approach. Consequently, the approach to 
and design of an effective language access evaluation may vary for each agency and recipient.  
 
Monitoring the effectiveness of your program may include: 
 
 Surveying staff on how often they use language assistance services, if they believe there 

should be changes in the way services are provided or the providers that are used, and if they 

believe that the language assistance services in place are meeting the needs of the LEP 

communities in the service area.  

 Conducting customer satisfaction surveys of LEP applicants and beneficiaries based on their 

actual experience of accessing the agency‘s benefits, programs, information, or services.  

 Observing and evaluating agency interactions with LEP individuals.  

 Soliciting feedback from community-based organizations and other stakeholders about the 

agency‘s effectiveness and performance in ensuring meaningful access for LEP individuals.  

 Considering new resources including funding, collaborations with other agencies, human 

resources, emerging technology, and other mechanisms for ensuring improved access for 

LEP individuals.  
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 Monitoring your agency‘s response rate to complaints or suggestions by LEP individuals, 

community members, and employees regarding language assistance services provided.  

Creating a record of language assistance services can help inform programs whether there 
should be changes to the quantity or type of language assistance services. The monitoring and 
review of current policies and the types of language assistance services provided should occur on 
an annual basis. 
 
The following set of questions will help you assess whether you have an effective process for 
monitoring and updating your language access policies, plan and procedures: 
 

 
Sample 

Monitoring, Evaluating, and Updating the Language Access Policy, Plans, 
and Procedures 

 
 
1. Does your agency have a written language 
access policy?  
 

 
Yes  

 
No  

 
2. If so, is a description of this policy 
available to the public?  
 

 
Yes  

 
No  

 
3. How often is your agency’s language 
access policy reviewed and updated?  
 

 
Annually                             Not Sure 
Biennially                          Other:_________  

 
 

 
4. When was the last time your agency’s 
language access policy was updated?  
 

  
Month____________  
Year______________ 

 
5.  How often does your agency update its 
data on the LEP communities in your service 
area?  
 

 
Annually                            Not Sure 
Biennially                          Other:_________  

 

 
6. Does your agency have a language 
access/Title VI coordinator?  
 

 
Yes  

 
No   

 
7. Does your agency have a formal language 
access complaint process?  
 

 
Yes  

 
No  

 
8. Has your agency received any complaints 
because it did not provide language 
assistance services?  
 

 
Yes  

 
No  

 
9. Do you monitor the system for collecting 

 
Yes  

 
No  
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data on beneficiary satisfaction and/or 
grievance/complaint filing?  
 

 
10. Do you obtain feedback from the LEP 
community on the effectiveness of your 
language access program and the language 
assistance services you provide?  
 

 
Yes  

 
No  

 
 

Five Steps for Effective Implementation of Language Access 
Plans 
 
The following five steps may be helpful in designing an LEP plan and are typically part of 
effective implementation plans. 
 

1. Identifying LEP Individuals Who Need Language Assistance 

The first two factors in the four-factor analysis require an assessment of the number or 
proportion of LEP individuals eligible to be served or encountered and the frequency of 
encounters. This requires recipients to identify LEP persons with whom it has contact. 
 
One way to determine the language of communication is to use language identification cards (or 
―I speak cards‖), which invite LEP persons to identify their language needs to staff. Such cards, 
for instance, might say ―I speak Spanish‖ in both Spanish and English, ―I speak Vietnamese‖ in 
both English and Vietnamese, etc. To reduce costs of compliance, the Federal Government has 
made a set of these cards available on the Internet. The Census Bureau ―I speak card‖ can be 
found and downloaded at http://www.lep.gov/resources/ISpeakCards2004.pdf.  
 
When records are normally kept of past interactions with members of the public, the language of 
the LEP person can be included as part of the record. In addition to helping employees identify 
the language of LEP persons they encounter, this process will help in future applications of the 
first two factors of the four-factor analysis. In addition, posting notices in commonly 
encountered languages notifying LEP persons of language assistance will encourage them to 
self-identify. 
 

2. Language Assistance Measures 

An effective LEP plan would likely include information about the ways in which language 
assistance will be provided. For instance, recipients may want to include information on at least 
the following: 
 

 Types of language services available. 

 How staff can obtain those services. 

 How to respond to LEP callers. 

 How to respond to written communications from LEP persons. 

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

staff. 

http://www.lep.gov/resources/ISpeakCards2004.pdf
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 How to ensure competency of interpreters and translation services. 

 
3. Training Staff 

Staff should know their obligations to provide meaningful access to information and services for 
LEP persons. An effective LEP plan would likely include training to ensure that: 
 

 Staff knows about LEP policies and procedures. 

 Staff having contact with the public is trained to work effectively with in-person and 

telephone interpreters. 

Recipients may want to include this training as part of the orientation for new employees. It is 
important to ensure that all employees in public contact positions are properly trained. 
Recipients have flexibility in deciding the manner in which the training is provided. The more 
frequent the contact with LEP persons, the greater the need will be for in-depth training. Staff 
with little or no contact with LEP persons may only have to be aware of an LEP plan. However, 
management staff, even if they do not interact regularly with LEP persons, should be fully aware 
of and understand the plan so they can reinforce its importance and ensure its implementation 
by staff. 
 

4. Providing Notice to LEP Persons 

Once a recipient has decided, based on the four factors that it will provide language services, it 
is important for the recipient to let LEP persons know that those services are available and 
that they are free of charge.  
 
Recipients should provide this notice in a language LEP persons will understand. Examples of 
notification that recipients should consider include: 
 

    Posting signs in intake areas and other entry points. When language assistance is 

needed to ensure meaningful access to information and services, it is important to 

provide notice in appropriate languages in intake areas or initial points of contact so 

that LEP persons can learn how to access those language services. This is particularly 

true in areas with high numbers of LEP persons seeking access to certain housing 

assistance services or activities run by recipients. For instance, signs in intake offices 

could state that free language assistance is available. The signs should be translated 

into the most common languages encountered. They should explain how to get the 

language help. 

    Stating in outreach documents that language services are available from the agency. 

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. 
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    Using a telephone voice mail menu. The menu could be in the most common 

languages encountered. It should provide information about available language 

assistance services and how to get them. 

    Including notices in local newspapers in languages other than English. 

    Providing notices on non-English-language radio and television stations about the 

available language assistance services and how to get them. 

    Presentations and/or notices at schools and religious organizations. 

 
5. Monitoring and Updating the LEP Plan 

Recipients should, where appropriate, have a process for determining, on an ongoing basis, 
whether new documents, programs, services, and activities need to be made accessible for LEP 
individuals, and they may want to provide notice of any changes in services to the LEP public 
and to employees. In addition, recipients should consider whether changes in demographics, 
types of services, or other needs require annual reevaluation of their LEP plan. Less frequent 
reevaluation may be more appropriate where demographics, services, and needs are more static. 
One good way to evaluate the LEP plan is to seek feedback from the community. 
 
In their reviews, recipients may want to consider assessing changes in: 
 

 Current LEP populations in service area or population affected or 

encountered. 

 Frequency of encounters with LEP language groups. 

 Nature and importance of activities to LEP persons. 

 Availability of resources, including technological advances and sources of 

additional resources, and the costs imposed. 

 Whether existing assistance is meeting the needs of LEP persons. 

 Whether staff knows and understands the LEP plan and how to implement it. 

 Whether identified sources for assistance are still available and viable. 

In addition to these five elements, effective plans set clear goals, management accountability, 
and opportunities for community input and planning throughout the process. 
 
Best practices are suggested below as part of the Language Access planning and 
implementation. 
 

1. Post notices that are translated into languages known to be used, saying ―if you need 

assistance with interpretation or translation, you may contact ______. Language 

assistance will be provided at no cost to you.‖ 

2. Obtain demographic data about applicants, and participants through an internal survey 

or other method. Research, through Census Bureau and local sources, information about 

the various nationalities/ language groups in your community. 

3. Find services that can provide interpretation & translation; determine which you will 

use; and use them when requested or needed. 

4. Document everything done in writing (See appendix a), Service Case Record and 

Quarterly Report sample forms) 
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5. Develop & implement a Language Access Plan (LAP) (policies and procedures). 

6. Make organizational changes, assign responsibilities. 

7. Review the effectiveness of the LAP, making adjustments to ensure meaningful access 

and participation. 

Also consider monitoring for the following activities: 
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Voluntary Compliance Effort  
 
The goal for Title VI and Title VI regulatory enforcement is to achieve voluntary compliance. The 
requirement to provide meaningful access to LEP persons is enforced and implemented by HUD 
through the procedures identified in the Title VI regulations. These procedures include 
complaint investigations, compliance reviews, efforts to secure voluntary compliance, and 
technical assistance. 
 
The Title VI regulations provide that HUD will investigate whenever it receives a complaint, 
report, or other information that alleges or indicates possible noncompliance with Title VI or its 
regulations. The HUD‘s Office of Fair Housing and Equal Opportunity (FHEO) is responsible for 
conducting the investigation to ensure that recipients are in compliance with civil rights related 
programs requirements. If the investigation results in a finding of compliance, HUD will inform 
the recipient in writing of this determination, including the basis for the determination. HUD 
uses voluntary methods to resolve most complaints. 
 
However, if a case is fully investigated and results in a finding of noncompliance, HUD must 
inform the recipient of the noncompliance through a Letter of Findings that sets out the areas of 
noncompliance and the steps that must be taken to correct the noncompliance. It must attempt 
to secure voluntary compliance through informal means. If the matter cannot be resolved 
informally, HUD must secure compliance through the termination of federal assistance after the 
HUD recipient has been given an opportunity for an administrative hearing and/or by referring 
the matter to a DOJ litigation section to seek injunctive relief or pursue other enforcement 
proceedings. HUD engages in voluntary compliance efforts and provides technical assistance to 
recipients at all stages of an investigation. During these efforts, HUD proposes reasonable 
timetables for achieving compliance and consults with and assists recipients in exploring cost-
effective ways of coming into compliance. In determining a recipient‘s compliance with the Title 
VI regulations, HUD‘s primary concern is to ensure that the recipient‘s policies and procedures 
provide meaningful access for LEP persons to the recipient‘s programs and activities. 
 
While all recipients must work toward building systems that will ensure access for LEP persons, 
HUD acknowledges that the implementation of a comprehensive system to serve LEP persons is 
a process and that a system will evolve over time as it is implemented and periodically 
reevaluated. As recipients take reasonable steps to provide meaningful access to federally-
assisted programs and activities for LEP persons, HUD will look favorably on intermediate steps 
recipients take that are consistent with this Guidance, and that, as part of a broader 
implementation plan or schedule, move their service delivery system toward providing full 
access to LEP persons. This does not excuse noncompliance but instead recognizes that full 
compliance in all areas of a recipient‘s activities and for all potential language minority groups 
may reasonably require a series of implementing actions over a period of time. However, in 
developing any phased implementation schedule, HUD recipients should ensure that the 
provision of appropriate assistance for significant LEP populations or with respect to activities 
having a significant impact on the housing, health, safety, legal rights, or livelihood of 
beneficiaries is addressed first. Recipients are encouraged to document their efforts to provide 
LEP persons with meaningful access to federally-assisted programs and activities. 
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Community Investment’s Complaint Procedure 
 

 The agency will provide assistance to LEP individuals who do not speak or write in 
English if they indicate that they would like to file a complaint.  A complaint will be filed 
in writing, contain the name and address of the person filing it or his/her designee and 
briefly describe the alleged violation of this policy. The form can be found at  
http://www.nccommerce.com/cd/community-investment/forms-
resources/compliance-plans-and-templates (See Appendix b) and c), Complaint Form 
English/Spanish). 

 The agency will maintain records of any complaints filed, the date of filing, actions taken 
and resolution.  

 The agency will notify Compliance Section within CI of complaints filed the date of filing, 
actions taken and resolution. This information will be provided within 30 days of 
resolution.   

 The CI Compliance Section will conduct an investigation of the allegations of the 
complaint.  The investigation will afford all interested persons and their representatives, 
if any, an opportunity to submit evidence relevant to the complaint.  

 The investigation will not exceed 30 days, absent a 15-day extension for extenuating 
circumstances. 

 If the investigation indicates a failure to comply with the Act, the local unit of 

government, agency Director or his/her designee will so inform the recipient and the 

matter will be resolved by informal means whenever possible within 60 days.  

 If the matter cannot be resolved by informal means, then the individual will be informed 

of his or her right to appeal further to the DOJ.  

 This notice will be provided in the primary language of the individual with Limited 

English Proficiency.  If not resolved by CI, then complaint will be forwarded to HUD 

Field Office. 

 

Submitting Documents to Community Investment (CI) 
 
Language Access Plan (LAP): The plan is a management tool that provides an 
administrative blueprint for bringing the agency into compliance with language access 
requirements. The plan describes how the agency will implement the standards for service 
delivery delineated in the policy, including explaining how the agency will increase its capacity 
to address the language service and resource needs identified in the four factor analysis. The 
plan is a roadmap that helps agencies:  

 Navigate the process of setting deadlines, priorities, and identifying responsible 

personnel for policy and procedures development. 

 Hire, contract, assess, and ensure quality control of language assistance services (oral 

and written). 

 Provide notice of language assistance services. 

 Provide training of staff. 

 Conduct ongoing monitoring and evaluation.  

http://www.nccommerce.com/communitydevelopment/investment-assistance/forms-resources/compliance-plans-and-templates
http://www.nccommerce.com/communitydevelopment/investment-assistance/forms-resources/compliance-plans-and-templates
http://www.nccommerce.com/communitydevelopment/investment-assistance/forms-resources/compliance-plans-and-templates
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Identification of persons charged with implementing the plan: Title VI Compliance 
Officer. A plan should describe the management staff, workgroup, committee, or other agency 
staff who will be responsible for creating and overseeing the policy directives, developing and 
modifying the language access plan, and establishing and implementing operational procedures.  
 
Identification and assessment of LEP communities: A plan should address what 
resources will be needed to assess the number or proportion of eligible LEP persons from each 
language group in an agency service area and the resources that will be needed to provide 
language assistance services.  
 
Notice of language assistance services: A plan should also describe how the agency 
intends to implement the changes needed to inform LEP individuals of the benefits, programs, 
and services for which they may be eligible and the available language assistance services. 
 
CDBG documents used to reach out and inform the community about the programs must at 
least include the following phrases for the LEP persons: 
 
LEP Phrase for Public Notices shall include both phrases at the end: 
 

 ―This information is available in Spanish or any other language upon request. Please 
contact (Insert Name) at (Insert Phone Number) or at (Insert physical location) for 
accommodations for this request.” 
 

 “Esta información está disponible en español o en cualquier otro idioma bajo petición. 
Por favor, póngase en contacto con  (Insert Name)** al (Insert Phone Number) o en 
(Insert physical location)** de alojamiento para esta solicitud.” 

 
**Please note that the address and name itself should not be translated  
 
This is the requirement for anything that requires for you to publish or post in 
related to the CDBG program. However, the agency should to “the fullest extent” 
address language assistance for every program that receives federal assistance 
and not only for CDBG funds. 
 
 
Training staff on policies and procedures: A plan will identify training needs and explain 
how they will be addressed.  
 
Monitoring and updating the plan, policies, and procedures: A plan will explain the 
agency‘s approach to monitoring how it provides services to LEP individuals, how it monitors 
plan performance, and the process for reviewing, and, if appropriate, modifying current 
language access plans, policies, and procedures.  
 
Collaborating with LEP communities and other stakeholders: Organizations that 
have significant contact with LEP persons, such as schools, religious organizations, community 
groups, and groups working with new immigrants can be very helpful in linking LEP persons to 
an agency‘s programs and its language assistance services. The plan can include provisions for 
creating and conducting outreach and the actions needed to implement an effective system to 
gather feedback and involve outside entities or individuals in the review process.  
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Grantees shall submit the LAP using the recommended template from CI. The plan is a plan and 
policy combined into one and is submitted by local government and not by grant number or 
program specific, it will be used for any open grant under the same grantee: 
 

 Submit one hardcopy of the Language Access Plan adopted and signed by Chief Elected 

Official (CEO), the original copy of the plan is not required by CI, and the plan will cover 

any funds covered under CI- CDBG, CDBG-R and NSP. (See appendix d), LAP Template) 

 The plan will be effective for a two year period, unless the local government identifies a 

specific period, but no more than 3 years. 

 Document and keep records for monitoring and reporting.  

 Submit the Language Access Plan Annual Report as a part of the Annual Performance 

Report (APR)(See appendix e), Monitoring and Updating the LAP Annual Report) 

 Grant Representatives will monitor for compliance for LAP plan. (See appendix f), LAP 

Monitoring Checklist). 

 Compliance Office will conduct compliance reviews as needed and address issues.  

After the plan has been adopted and approved by CI, grantees do not need to adopt a new plan, 
but must submit one (1) copy of the approved plan for every new grant during the time that the 
plan is effective. 

 
Language Access Plan Annual Report: The information collected from this report is 
compiled in CI‘s Consolidated Annual Performance and Evaluation Report (CAPER). The 
CAPER must be sent every year to HUD to justify the funding of the CDBG program.   
 

Frequently Asked Questions 
 

How may a recipient’s limited resources be supplemented to provide the 
necessary LEP services?  

A recipient should be resourceful in providing language assistance as long as quality and 
accuracy of language services are not compromised. The recipient itself need not provide the 
assistance, but may decide to partner with other organizations to provide the services. In 
addition, local community resources may be used if they can ensure that language services are 
competently provided. In the case of oral interpretation, for example, demonstrating 
competency requires more than self-identification as bilingual. Some bilingual persons may be 
able to communicate effectively in a different language when communicating information 
directly in that language, but may not be competent to interpret between English and that 
language. In addition, the skill of translating is very different than the skill of interpreting and a 
person who is a competent interpreter may not be a competent translator. To ensure the quality 
of written translations and oral interpretations, HUD encourages recipients to use members of 
professional organizations.  

Examples of such organizations are: National organizations, including American Translators 
Association (written translations), National Association of Judicial Interpreters and Translators, 
and International Organization of Conference Interpreters (oral interpretation); state 
organizations, including Colorado Association of Professional Interpreters and Florida Chapter 
of the American Translators Association; and local legal organizations such as Bay Area Court 
Interpreters. While HUD recommends using the list posted on http://www.LEP.gov , its 

http://www.lep.gov/
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limitations must be recognized. Use of the list is encouraged, but not required or endorsed by 
HUD. It does not come with a presumption of compliance. There are many other qualified 
interpretation and translation providers, including in the private sector.  

 

May recipients rely upon family members or friends of the LEP person as 
interpreters?  

 
Generally, recipients should not rely on family members, friends of the LEP person, or other 
informal interpreters. In many circumstances, family members (especially children) or 
friends may not be competent to provide quality and accurate interpretations. Therefore, 
such language assistance may not result in an LEP person obtaining meaningful access to 
the recipients‘ programs and activities. However, when LEP persons choose not to utilize the 
free language assistance services expressly offered to them by the recipient but rather choose 
to rely upon an interpreter of their own choosing (whether a professional interpreter, family 
member, or friend), LEP persons should be permitted to do so, at their own expense. 
Recipients may consult HUD LEP Guidance for more specific information on the use of 
family members or friends as interpreters. While HUD guidance does not preclude use of 
friends or family as interpreters in every instance, HUD recommends that the recipient use 
caution when such services are provided. 

 
Does a person’s citizenship and immigration status determine the applicability of 
the Title VI LEP obligations?  

 
United States citizenship does not determine whether a person is LEP. It is possible for a person 
who is a United States citizen to be LEP. It is also possible for a person who is not a United 
States citizen to be fluent in the English language. Title VI is interpreted to apply to citizens, 
documented non-citizens, and undocumented non-citizens. Some HUD programs require 
recipients to document citizenship or eligible immigrant status of beneficiaries; other programs 
do not. Title VI LEP obligations apply to every beneficiary who meets the program 
requirements, regardless of the beneficiary‘s citizenship status.  

 
What is expected of recipients under the Guidance?  

 
Federally assisted recipients are required to make reasonable efforts to provide language 
assistance to ensure meaningful access for LEP persons to the recipient‘s programs and 
activities. To do this, the recipient should: (1) Conduct the four-factor analysis; (2) develop a 
Language Access Plan (LAP); and (3) provide appropriate language assistance. 
 
How will HUD monitor compliance? 
 

 Have reasonable efforts been made to ensure participation by LEP persons? 

 Evidence will include but not be limited to the four factor analysis. 

 A balance of need for meaningful access without undue burden on recipients of funding. 

 Has recipient adopted a LAP (or addressed needs in another official plan), implemented 

the plan, & kept Title VI compliance records that demonstrate services to LEP persons? 

Why are LEP individuals protected from national origin discrimination under 
Title VI?  
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The Supreme Court decided over three decades ago that a federal fund recipient‘s denial of an 
education to a group of non-English speakers violated Title VI and its implementing regulations. 
Lau v. Nichols, 414 U.S. 563, 569 (1974). As the Court explained, ―it seems obvious that the 
Chinese-speaking minority receive fewer benefits than the English-speaking majority from 
respondents‘ school system which denies them a meaningful opportunity to participate in the 
educational program—all earmarks of the discrimination banned by‖ Title VI regulations. Id. at 
568; see also id. at 570-71 (Stewart, J., concurring in result).  
 
Does the failure by a recipient to provide meaningful access to LEP persons 
constitute national origin discrimination?  
 
 
Since the Supreme Court‘s decision in Lau, other courts have found that the failure by a 
recipient to provide meaningful access to LEP persons constitutes national origin 
discrimination. See, e.g., Sandoval v. Hagan, 197 F.3d 484, 510-11 (11th Cir. 1999) (holding that 
English-only policy for driver‘s license applications constituted national origin discrimination 
under Title VI), rev‘d on other grounds, 532 U.S. 275 (2001); Almendares v. Palmer, 284 F. 
Supp. 2d 799, 808 (N.D. Ohio 2003) (holding that allegations of failure to ensure bilingual 
services in a food stamp program could constitute a violation of Title VI).  
 
Do Department of Justice (DOJ) Title VI implementing regulations prohibit both 
intentional discrimination and practices that have a discriminatory impact?  
 
Yes. DOJ‘s Title VI implementing regulations prohibit not only intentional discrimination but 
also facially-neutral practices that have a discriminatory impact, see 28 C.F.R. § 42.104(b) (2). 
The ―failure to ensure that LEP persons can effectively participate in or benefit from Federally 
assisted programs and activities‖ may constitute national origin discrimination. U.S. Dept. of 
Justice, Guidance to Federal Financial Assistance Recipients Regarding Title VI Prohibition 
Against National Origin Discrimination Affecting Limited English Proficient Persons, 67 Fed. 
Reg. 41,455, 41,457 (June 18, 2002).  
 
Do other federal agencies have Title VI regulations that prohibit both intentional 
discrimination and practices that have a discriminatory impact?  
 
Yes. Federal agencies have implemented Title VI regulations that follow the DOJ regulations 
and have consistently construed Title VI‘s prohibition on both intentional and disparate-impact 
discrimination to require that recipients of federal financial assistance provide meaningful 
access for LEP persons. See, e.g., 28 C.F.R. § 42.405(d) (1); Department of Health and Human 
Services (HHS) Notice, 35 Fed. Reg. 11,595 (1970); 45 Fed. Reg. 82,972 (1980); Executive Order 
13,166, 65 Fed. Reg. 50,121 (Aug. 11, 2000); Department of Housing and Urban Development 
(HUD) Federal Register; Vol 72, No 13 Monday, January 22, 2007 pp. 2732 – 2754 
 

If a recipient is covered by a State or local "English-only" law, must it still comply 
with the Title VI obligation and agency guidance interpreting that obligation? 

Yes. State and local laws may provide additional obligations to serve LEP individuals, but cannot 
compel recipients of federal financial assistance to violate Title VI. For instance, given our 
constitutional structure, State or local "English-only" laws do not relieve an entity that receives 
federal funding from its responsibilities under federal anti-discrimination laws. Entities in 

http://www.daveross.com/sandoval.html
http://www.leagle.com/xmlResult.aspx?xmldoc=20031083284FSupp2d799_11031.xml
http://ecfr.gpoaccess.gov/cgi/t/text/text-idx?c=ecfr&sid=e24e666e18b445734f795878bbf1e095&rgn=div8&view=text&node=28:1.0.1.1.43.3.47.4&idno=28
http://www.archives.gov/eeo/laws/title-vi.html
http://www.archives.gov/eeo/laws/title-vi.html
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States and localities with "English-only" laws are certainly not required to accept federal funding 
– but if they do, they have to comply with Title VI, including its prohibition against national 
origin discrimination by recipients of federal assistance. Failing to make federally assisted 
programs and activities accessible to individuals who are LEP will, in certain circumstances, 
violate Title VI.  

 
Why is it important for agencies to consult with or seek input from non-
governmental organizations such as faith-based groups, civic groups, civil rights 
organizations, etc.?  
 
When language services are not readily available at a given agency or an LEP individual does not 
know about the availability of language assistance services, LEP individuals will be less likely to 
participate in or benefit from an agency‘s programs and services. As a result, many LEP persons 
may not seek out agency benefits, programs, and services; may not offer vital assistance in 
investigations or information that would help determine entitlement or eligibility for benefits; 
may not file complaints; and may not have access to critical information provided by the agency 
because of limited access to language services.  
 
Organizations that have significant contact with LEP persons, such as schools, religious 
organizations, community groups, and groups working with new immigrants can be very helpful 
in linking LEP persons to an agency‘s programs and its language assistance services.  
 
Community-based organizations provide important input into the language access planning 
process and can often assist in identifying populations for whom outreach is needed and who 
would benefit from the agency‘s programs and activities were language services provided.  
 
Community-based organizations may also be useful in recommending which outreach materials 
the agency should translate. As documents are translated, community-based organizations may 
be able to help consider whether the documents are written at an appropriate level for the 
audience.  
 
Community-based organizations may also provide valuable feedback to the agency to help the 
agency determine whether its language assistance services are effective in overcoming language 
barriers for LEP persons.  

 

Resources and Useful Links 
 

 

Limited English Proficient Person ―Know Your Rights‖ cards:  
 
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Arabic.pdf  
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Cambodian.pdf  
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Chinese.pdf  
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Creole.pdf  
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Creole.pdf 
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Hmong.pdf  
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Korean.pdf 

http://www.justice.gov/crt/about/cor/lep/LEPKYR_Arabic.pdf
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Cambodian.pdf
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Chinese.pdf
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Creole.pdf
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Creole.pdf
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Hmong.pdf
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Korean.pdf
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http://www.justice.gov/crt/about/cor/lep/LEPKYR_Russian.pdf 
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Spanish.pdf  
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Vietnamese.pdf 
http://www.justice.gov/crt/about/cor/lep/LEPKYR_English.pdf 
 
 
Model assurance language addressing national laws and policies prohibiting discrimination: 
http://www.justice.gov/crt/about/cor/draft_assurance_language.pdf.   
 
HUD Final Guidance to Federal Financial Assistance Recipients Regarding Title VI Prohibition 
Against National Origin Discrimination Affecting Limited English Proficient Persons, Federal 
Register; Vol 72, No 13 Monday, January 22, 2007 pp. 2732 – 2754. 
 
Limited English Proficiency (LEP) Federal Interagency Website:  www.lep.gov  
 
The U.S. Census Bureau through its American Community Survey (ACS) maintains statistics on 
the linguistic composition of LEP individuals in your service area: 
http://www.census.gov/hhes/socdemo/language/data/index.html.  Beginning with the 2010 
Census, the Census Bureau stopped collecting decennial census data on language use and 
English-speaking ability. 
Language data continues to be gathered on an annual basis by the ACS and can be found on the 
American FactFinder website, www.factfinder.census.gov.  The Census Bureau has also created 
a website explaining how to use the ACS language data it collects: 
http://www.census.gov/hhes/socdemo/language/index.html.    

Commonly Asked Questions & Answers Regarding Executive Order 13166: 
http://www.justice.gov/crt/about/cor/Pubs/lepqa.php  
 
Common Language Access Questions, Technical Assistance, and Guidance for Federally 
Conducted and Federally Assisted Programs, U.S Department of Justice Civil Rights Division, 
August 2011: 
http://www.lep.gov/resources/081511_Language_Access_CAQ_TA_Guidance.pdf  
 
Memorandum for Heads of Federal Agencies regarding the Federal Government‘s Renewed 
Commitment to Language Access Obligations Under Executive Order 13166, the Attorney 
General requested that each federal agency identify LEP contact situations: 
http://www.lep.gov/13166/AG_021711_EO_13166_Memo_to_Agencies_with_Supplement.pdf   
 
Community Investment and Assistance‘s LAP forms: 
http://www.nccommerce.com/cd/community-investment/forms-resources/compliance-plans-
and-templates  
 
U.S Department of Housing and Urban Development Limited English Proficiency (LEP) 
Website:  http://hud.gov/offices/fheo/promotingfh/lep.cfm                                    
 
Carolina Association of Translators and Interpreters:  http://www.catiweb.org/  
 
North Carolina Department of Health and Human Services Social Services Division Limited 
English Proficiency (LEP) Website:  http://www.ncdhhs.gov/dss/lep/ 
 

http://www.justice.gov/crt/about/cor/lep/LEPKYR_Russian.pdf
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Spanish.pdf
http://www.justice.gov/crt/about/cor/lep/LEPKYR_Vietnamese.pdf
http://www.justice.gov/crt/about/cor/lep/LEPKYR_English.pdf
http://www.justice.gov/crt/about/cor/draft_assurance_language.pdf
http://www.justice.gov/crt/lep/guidance/HUD_guidance_Jan07.pdf
http://www.justice.gov/crt/lep/guidance/HUD_guidance_Jan07.pdf
http://www.lep.gov/
http://www.census.gov/hhes/socdemo/language/data/index.html
http://www.factfinder.census.gov/
http://www.census.gov/hhes/socdemo/language/index.html
http://www.justice.gov/crt/about/cor/Pubs/lepqa.php
http://www.lep.gov/resources/081511_Language_Access_CAQ_TA_Guidance.pdf
http://www.lep.gov/13166/AG_021711_EO_13166_Memo_to_Agencies_with_Supplement.pdf
http://www.nccommerce.com/cd/community-investment/forms-resources/compliance-plans-and-templates
http://www.nccommerce.com/cd/community-investment/forms-resources/compliance-plans-and-templates
http://hud.gov/offices/fheo/promotingfh/lep.cfm
http://www.catiweb.org/
http://www.ncdhhs.gov/dss/lep/
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U.S. Department of Transportation Title VI Website: 
http://www.fta.dot.gov/civilrights/12328.html  
 

Appendix 
 

a) Language Assistance Documentation Form and Report: 

i. Individual Language Assistance Services Case Record 

ii. Department Language Assistance Provision Quarterly Report  
b) Housing Discrimination under Title VI Complaint Form – English 

c) Housing Discrimination under Title VI Complaint Form – Spanish 

d) Language Access Plan developed by Community Investment - Compliance 

e) Monitoring and Updating the LAP Annual Report 

f) LAP Monitoring Checklist 

 
 
 

http://www.fta.dot.gov/civilrights/12328.html


 
 

 

Individual Language Assistance Services Case Record 

Name of Person Receiving Language Services 
_________________________________________________________ 

Ethnic Origin ________________________________________________ 

Primary Language _____________________________________________ 

Did individual accept or refuse forms or other written material offered in individual’s 
primary language?     

 Accepted     
 Refused 

What types of vital documents were translated in writing?  
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________ 

What method was used to provide language services? 

 The originally assigned employee was bilingual 
 Another bilingual employee acted as interpreter 
 Volunteer interpreter was used 
 Client provided interpreter 
 Minor was used to provide temporary translation (Describe circumstances) 

________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________ 

If an individual other than a Town/City/County employee served as an interpreter, 
the individual receiving services must consent to the release of this information. 

Consent Statement: 

This statement has been translated for me and consent to the release of this 
information regarding the provision of language services to me. 

____________________________________________________Date___
_______________________ Client Signature 

____________________________________________________Date___
_______________________ Processing Town/City/County Employee Signature 



 
 

Department Language Assistance Provision Quarterly Report 

 

Quarter: ___________                          Year: ___________________________ 

Department: _________________________________________________ 

Staff Contact Person: ___________________________________________                                     

Telephone: ________________           E-mail:_________________________ 

# Individual Provided with Language Assistance: ________________________ 

Types of vital documents translated in writing into primary language: 

__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
___________________________________________ 

# Individuals accepting written materials: _____________________________ 

# Individuals refusing written materials: ______________________________ 

Other Methods of providing bilingual services: __________________________ 

# Cases where originally assigned employee was bilingual: __________________ 

# Cases where another bilingual employee acted as interpreter: ______________ 

# Cases where volunteer interpreter was used: __________________________ 

# Cases where client provided interpreter: _____________________________ 

# Cases where minor was used to provide temporary translation: 

(Describe circumstances)  

___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
___________________________________________________________
_________________________________________________________ 



Housing Discrimination under Title VI Complaint Form 
 

 Title VI: The purpose of this Policy and Plan is to ensure compliance with Title VI of the Civil Rights 
Act of 1964, and other applicable federal and state laws and their implementing regulations with 
respect to persons with limited English proficiency (LEP).  Title VI of the Civil Rights Act of 1964 
prohibits discrimination based on the ground of race, color or national origin by any entity receiving 
federal financial assistance.  Administrative methods or procedures, which have the effect of subjecting 
individuals to discrimination or defeating the objectives of these regulations, are prohibited. 

If you believe your rights have been violated under the Community Development Block Grant (CDBG), 
Community Development Block Grant – Recovery (CDBG-R) or Neighborhood Stabilization 
Program (NSP) projects: 

• U.S. Department of Housing and Urban Development (HUD) or NC State or local government 
agency is ready to help you file a complaint 

• After your information is received, HUD or NC State or local government agency will contact 
you to discuss the concerns you raise. 

Instructions: (Please type or print). Read this information carefully. Try to answer all questions. If you 
do not know the answer or a question does not apply to you, leave the space blank. You have one year 
from the date of the alleged discrimination to file a complaint. Your form should be signed and dated. 

__________________________________________________________________________________ 
Name 
 
__________________________________________________________________________________ 
Address  
 
__________________________________________________________________________________ 
City                                                        State                                                              Zip Code 
 
__________________________________________________________________________________ 
Best time to call                           Daytime phone No.                                       Evening phone No. 
 
Are you submitting this compliant on behalf of someone else?  
 Yes ______        No ______ 
 
If yes, please add your contact information: 
 
__________________________________________________________________________________ 
Name 
 
_________________________________________________________________________________ 
Address  
 
__________________________________________________________________________________ 
City                                                        State                                                              Zip Code 
 
__________________________________________________________________________________ 
Best time to call                              Daytime phone No.                                   Evening phone No 



Who else can we call if we cannot reach you? 
 
____________________________________________________________________________________ 
Contact’s Name                                                                        Best time to call 
 
____________________________________________________________________________________ 
Daytime Phone No.                                                 Evening Phone No. 
 
 
____________________________________________________________________________________ 
Contact’s Name                                                                        Best time to call 
 
____________________________________________________________________________________ 
Daytime Phone No.                                                 Evening Phone No. 
 
Send this form to NC Commerce, Division of Community Assistance, Office of Community Investment (CI) 4313 
Mail Service Center, Raleigh, NC 27699-4313. Attention to Compliance Section. If you are unable to 
complete this form, you may call that the office 919- 571 -4900 Compliance Section.   
 
 

1. What happened to you? 
How were you discriminated against? For example: Were you refused and opportunity to rent or buy 
housing? Denied a loan? Told that housing was not available when in fact it was? Treated differently from 
others seeking housing? 
 
Describe in detail the circumstances  
 

 
 
 
 
 

 
 
 
 

2. Why do you think you are a victim of housing discrimination? 
It is because of your:  race, color or national origin. For example: Were you denied housing because your 
race? Were you denied a mortgage loan because of your color? Or turned down for an apartment because 
your national origin? 
 
Briefly explain why you think your housing rights were denied because of  any the factor(s) listed 
above that you believe apply 
 

 
 
 
 
 

 
 

 



 
3. Who do you believe discriminated against you? 

For example: Was it a landlord, owner, bank, real estate agent, broker, company, or organization? 
 
Identify who you believe discriminated against you. 
 
______________________________________________________________________ 
Name 
______________________________________________________________________ 
Address 

 
4. Where did the alleged act of discrimination occur? 

For example: Was it at a rental unit? Single family home? Public or Assisted Housing? A mobile home? 
Did it occur at the bank or other lending institution? 
 
Provide the address 
____________________________________________________________________________ 
Address 
 
___________________________________________________________________________ 
City                                                     State Zip                                                      Code 
 

5. When did the last act of discrimination occur? 
 
Enter the date                        ____/_____/_____ 
 
Is the alleged discrimination continuing or ongoing?          Yes_____ No_____ 
 
 
 
___________________________________________________________________________ 

              Signature                                                                                            Date 



Discriminación de Vivienda bajo el TITULO VI Formulario de Quejas 
 
Título VI: El propósito de esta política y el Plan es asegurar la conformidad con el título VI de la ley de 
derechos civiles de 1964 y otras leyes federales y estatales y sus reglamentos de aplicación con respecto 
a las personas con limitado dominio del inglés (LEP). Título VI de la ley de derechos civiles de 1964 
prohíbe la discriminación basada en motivos de raza, color u origen nacional por cualquier entidad 
que reciban asistencia financiera federal. Métodos administrativos o procedimientos, que tienen el 
efecto de someter a los individuos a discriminación o derrotar a los objetivos de estas normas, están 
prohibidos. 
 
Si cree que sus derechos han sido violados bajo los programas de Community Development Block 
Grant (CDBG), Community Development Block Grant – Recovery (CDBG-R) o Neighborhood 
Stabilization Program (NSP), Asistencia financiera federal:  
 
• U.S. Department of Housing and Urban Development (HUD) o el Estado de Carolina del Norte o una 
agencia del gobierno local está listo para ayudarle a presentar una queja 
• Después de recibir su información, HUD o el Estado de Carolina del Norte o una agencia del gobierno 
local nos pondremos en contacto con usted para tratar las preocupaciones que usted plantea 
 
Instrucciones: (Por favor, escriba o imprimir). Lea detenidamente esta información. Tratar de responder 
todas las preguntas. Si no sabe la respuesta o una pregunta no se aplica a usted, deje el espacio en blanco. 
Tienes un año desde la fecha de la presunta discriminación para presentar una queja. El formulario 
debe ser firmado y fechado. 
 
__________________________________________________________________________________ 
Nombre 
 
__________________________________________________________________________________ 
Dirección 
 
__________________________________________________________________________________ 
Ciudad                                             Estado                                                    Código postal  
 
__________________________________________________________________________________ 
Mejor hora para llamar por el teléfono durante el día no.                                 Nº de teléfono de noche 
 
¿Está usted emitiendo esta queja en nombre de alguien más? 
 
Si______         No_______ 
 
Si la respuesta es sí, por favor incluya su información: 
 
__________________________________________________________________________________ 
Nombre 
 
__________________________________________________________________________________ 
Dirección 
 
__________________________________________________________________________________ 
Ciudad                                             Estado                                                    Código postal  
 



__________________________________________________________________________________ 
Mejor hora para llamar por el teléfono durante el día no.                                 Nº de teléfono de noche 
 
 
¿Otra persona que podemos llamar si no podemos contactarlo? 
 
____________________________________________________________________________________ 
Nombre del contacto                                                     Mejor tiempo de llamar  
 
____________________________________________________________________________________ 
Nº de teléfono diurno                                                            Nº de teléfono de noche 
 

____________________________________________________________________________________ 
Nombre del contacto                                                     Mejor tiempo de llamar  
 
____________________________________________________________________________________ 
Nº de teléfono diurno                                                            Nº de teléfono de noche 
 
Enviar este formulario al centro de servicio de correo de NC Commerce,  Division of Community Assistance, 
Office of Community Investment,  Mail Service Center 4313, Raleigh, NC 27699-4313. Atencion a Compliance 
Section. Si no puede completar este formulario,  puede llamar la Oficina 919-571-4900 Compliance Section  
 
1. ¿Qué le sucedió a usted? 
¿Cómo le han discriminado? ¿Por ejemplo: usted le  negaron la oportunidad para alquilar o comprar vivienda? 
¿Negaron un préstamo? ¿Dijeron que la vivienda no estaba disponible cuando en realidad estaba disponible? ¿Un 
trato diferente a otros que buscan vivienda? 
 
Describa con detalles la situación  
 

 
 
 
 
 
 

2. ¿Por qué crees que eres víctima de discriminación de vivienda? 
Es por tu  raza, color u origen nacional. Por ejemplo: ¿Fue negada una vivienda porque tu raza? ¿Se negó una 
hipoteca debido a su color de piel? ¿O rechazado para un apartamento porque su país de origen? 
 
Explique brevemente por qué cree que su derecho a la vivienda se negó debido a cualquiera de los 
factores mencionados  
 

 
 
 
 
 



 

3. ¿Quién cree ha discriminado contra usted? 
Por ejemplo: ¿Fue un terrateniente, propietario, Banco, agente de bienes raíces, corredores, empresa u 
organización? 
 
Identificar quién cree ha discriminado contra usted. 
 
 
______________________________________________________________________ 
Nombre 
______________________________________________________________________ 
Dirección 
 
4. ¿Donde ocurrió el presunto acto de discriminación? 
Por ejemplo: ¿Estaba en una unidad de alquiler? ¿Vivienda unifamiliar? ¿Vivienda pública o asistida? ¿Una casa 
móvil? ¿Tuvo lugar en el Banco u otra institución de crédito? 
 
Proporcione la dirección 
 
____________________________________________________________________________ 
Dirección 
 
___________________________________________________________________________ 
Ciudad                                             Estado                                                    Código postal  
 
5. ¿Cuando ocurrió el último acto de discriminación? 
 
Introduzca la fecha ____ / _____ / _____ 
 
¿Es la supuesta discriminación continua o permanente?  Si_____ No_____ 
 
 

___________________________________________________________________________ 
Firma                                                              Fecha   
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Providing Meaningful Communication with Persons with Limited English Proficiency 

(Insert local Unit of Government) 
(Time Period) 

 
The purpose of this Policy and Plan is to ensure compliance with Title VI of the Civil Rights 

Act of 1964, and other applicable federal and state laws and their implementing regulations with 
respect to persons with limited English proficiency (LEP).  Title VI of the Civil Rights Act of 1964 

prohibits discrimination based on the ground of race, color or national origin by any entity receiving 
federal financial assistance.  Administrative methods or procedures, which have the effect of subjecting 

individuals to discrimination or defeating the objectives of these regulations, are prohibited. 

POLICY: 

In order to avoid discrimination on the grounds of national origin, all programs or activities administered 
by the       (Insert name of local unit of government) will take reasonable steps to ensure that persons 
with Limited English Proficiency (LEP) have meaningful access and an equal opportunity to participate in 
benefits and services for which such persons qualify.  This Policy defines the responsibilities the agency 
has to ensure LEP individuals can communicate effectively. 
 
DEFINITIONS: 

Limited English Proficient (LEP) individual – Any prospective, potential, or actual recipient of benefits 
or services from the agency who cannot speak, read, write or understand the English language at a level 
that permits them to interact effectively with health care providers and social service agencies. 
 
Vital Documents – These forms include, but are not limited to, applications, consent forms, all 
compliance plans, bid documents, fair housing information, citizen participation plans, letters containing 
important information regarding participation in a program; notices pertaining to the reduction, denial, or 
termination of services or benefits, the right to appeal such actions, or that require a response from 
beneficiary notices advising LEP persons of the availability of free language assistance, and other 
outreach materials. 
 
Title VI Compliance Officer:  The person or persons responsible for administering compliance with the 
Title VI LEP policies.   
 
Substantial number of LEP:  5% or 1,000 people, whichever is smaller, are potential applicants or 
recipients of the agency and speak a primary language other than English and have limited English 
proficiency.   
 

PROCEDURES: 

1.  IDENTIFYING LEP PERSONS AND THEIR LANGUAGE 

The       (Insert name of local unit of government) will promptly identify the language and 
communication needs of the LEP person.  Staff will use a language identification card (or “I speak cards,” 
provided by Community Investment and Assistance (CI)) and LEP posters to determine the language.  In 
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addition, when records are kept of past interactions with individuals or family members, the language 
used to communicate with the LEP person will be included as part of the record. 

2.  OBTAINING A QUALIFIED INTEPRETER 

List the current name, office telephone number, office address and email address of the Title VI 
compliance officers: 
 
      
(Note:  The agency must notify the CI Compliance Office immediately of changes in name or 
contact information for the Title VI compliance officer.)  

Check all methods that will be used: 

  Maintaining an accurate and current list showing the language, phone number and hours of 
availability of bilingual staff  (provide the list):             

 Contacting the appropriate bilingual staff member to interpret, in the event that an     interpreter is 
needed, if an employee who speaks the needed language is available and is qualified to interpret;  

 Obtaining an outside interpreter if a bilingual staff or staff interpreter is not available or does not 
speak the needed language. 

 (Identify the agency(s) name(s) with whom you have contracted or made arrangements) 

       

Have/has agreed to provide qualified interpreter services. The agency’s (or agencies’) telephone 
number(s) is/are (insert number (s)), and the hours of availability are (insert hours). 

      

 Other (describe): 

      

All staff will be provided notice of this policy and procedure, and staff that may have direct contact 
with LEP individuals will be trained in effective communication techniques, including the effective use 
of an interpreter. 

Some LEP persons may prefer or request to use a family member or friend as an interpreter. However, 
family members or friends of the LEP person will not be used as interpreters unless specifically requested 
by that individual and after the LEP person has understood that an offer of an interpreter at no charge to 
the person has been made by the facility. Such an offer and the response will be documented in the 
person’s file. If the LEP person chooses to use a family member or friend as an interpreter, issues of 
competency of interpretation, confidentiality, privacy, and conflict of interest should be considered. If the 
family member or friend is not competent or appropriate for any of these reasons, competent interpreter 
services will be provided to the LEP person. 
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Children and other residents will not be used to interpret, in order to ensure confidentiality of information 
and accurate communication. 

3. PROVIDING WRITTEN TRANSLATIONS 

i. The                      (Insert name of local unit of government) will set benchmarks for 
translation of vital documents into additional languages. (please ensure to keep records of  those 
documents that apply to your agency) 

ii. When translation of vital documents is needed, the               (Insert name of local unit of 
government) will submit documents for translation into frequently-encountered languages. 

iii. Facilities will provide translation of other written materials, if needed, as well as written notice of 
the availability of translation, free of charge, for LEP individuals. 

4. PROVIDING NOTICE TO LEP PERSONS 

The         (Insert name of local unit of government) will inform LEP persons of the availability of 
language assistance, free of charge, by providing written notice in languages LEP persons will 
understand.  Example: The notification will include, in the primary language of the applicant/recipient, 
the following language:  IMPORTANT:  IF YOU NEED HELP IN READING THIS, ASK THE 
AGENCY FOR AN INTERPRETER TO HELP.  AN INTERPRETER IS AVAILABLE FREE OF 
CHARGE. 
All interpreters, translators and other aids needed to comply with this policy shall be provided without 
cost to the person being served, and individuals and their families will be informed of the availability of 
such assistance free of charge. 
 
At a minimum, notices and signs will be posted and provided in intake areas and other points of entry, 
including but not limited to the main lobbies, waiting rooms, etc.  

       (Include those areas that apply to your agency). 

Notification will also be provided through one or more of the following: outreach documents, telephone 
voice mail menus, local newspapers, radio and television stations, and/or community-based organizations  

      (Include those that apply to your agency).              

5. MONITORING LANGUAGE NEEDS AND IMPLEMENTATION 

On an ongoing basis, The         (Insert name of local unit of government) will assess changes in 
demographics, types of services or other needs that may require reevaluation of this policy and its 
procedures. In addition, The         (Insert name of local unit of government) will regularly assess the 
efficacy of these procedures, including but not limited to mechanisms for securing interpreter services, 
complaints filed by LEP persons, feedback from residents and community organizations, etc.  

I. Compliance Procedures, Reporting and Monitoring 
 

A. Reporting 
 

The agency will complete an annual compliance report and send this report to CI. (Format will be 
supplied by CI) 
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B. Monitoring 

 
The agency will complete a self-monitoring report on a quarterly basis, using a standardized reporting 
system proposed by the local government. These reports will be maintained and stored by the Title VI 
Compliance Officer and will be provided to the CI upon request.   

 
The agency will cooperate, when requested, with special review by the CI.   
 

II. Applicant/Recipient Complaints of Discriminatory Treatment 
 

A. Complaints 
 

The agency will provide assistance to LEP individuals who do not speak or write in English if they 
indicate that they would like to file a complaint.  A complaint will be filed in writing, contain the name 
and address of the person filing it or his/her designee and briefly describe the alleged violation of this 
policy. The form can be found at http://www.nccommerce.com/cd/community-investment/forms-
resources/compliance-plans-and-templates.  
 
The agency will maintain records of any complaints filed, the date of filing, actions taken and resolution.   
 
The agency will notify the appropriate section within CI of complaints filed, the date of filing, actions 
taken and resolution. This information will be provided within 30 days of resolution.   

 
 

B. Resolution of Matter 
 

If the matter cannot be resolved by informal means, the individual will be informed of his or her right to 
appeal further to CI. This notice will be provided in the primary language of the individual with Limited 
English Proficiency. 

 
The CI Compliance Office will conduct an investigation of the allegations of the complaint.  The 
investigation will afford all interested persons and their representatives, if any, an opportunity to submit 
evidence relevant to the complaint. 

 
The investigation will not exceed 30 days, absent a 15-day extension for extenuating circumstances. 
 
If the investigation indicates a failure to comply with the Act, the local unit of government, agency 
Director or his/her designee will so inform the recipient and the matter will be resolved by informal 
means whenever possible within 60 days. 

 
If the matter cannot be resolved by informal means, then the individual will be informed of his or her 
right to appeal further to the Department of Justice. This notice will be provided in the primary language 
of the individual with Limited English Proficiency.   
 
If not resolved by CI, then complaint will be forwarded to Department of Justice (DOJ), Department of 
Housing and Urban Development (HUD) Field Office.  
 

 

http://www.nccommerce.com/cd/community-investment/forms-resources/compliance-plans-and-templates
http://www.nccommerce.com/cd/community-investment/forms-resources/compliance-plans-and-templates
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SUBMITTED AND ADOPTED BY: 

 

__________________________________ 

Name of Mayor of Chairman of Board 

 

__________________________________ 

Signature of Mayor or Chairman of Board 

 

____________________________ 

Date 

 



Community Investment 
Annual Report 

Monitoring and Updating the LAP 
 

1. What is the current a LEP population in the housing jurisdiction geographic area or population 
affected or encountered? Please check a box and write the specific language below; for Spanish check 

the box only. 
  

Spanish     Asian and Pacific Island languages   Other Indo-European languages  All other languages   
                        (Specify)                   

 
 

 

 
2.   What is the frequency of encounters with LEP language groups? Please check a box. If other,   

please check the box and describe below. 
 
Daily            Weekly          Monthly           Other (Specify)         

 
 

 
 

3. What is the nature and importance of activities to LEP persons? Important: Determine whether 

denial or delay of access to services or information could have serious implications to the LEP 

customer. Please describe below. 
 

 
 
 
 
 

 
4. Indicate the availability of resources, including technological advances and sources of additional 

resources, and the costs imposed. 

Resources (Describe) Cost ($) 
    
    
    
    
    
    
    
    
    

   
   
   



 

5. Staff knows and understands the LAP and how to implement - Have employees been trained on your 

policies and procedures regarding LEP persons? 

Please check a box and describe below your answer.   Yes    No    

If yes, please describe how and how often.  If no, please describe why not.  

 
 
 
 

 

6. Have your contractors and subcontractors been informed of their 
obligation to provide language assistance to LEP individuals? 

 
Please check a box and describe below your answer.   Yes    No    

If yes, please describe how and how often.  If no, please describe why not. 

 
 
 
 

 

7.  Identified sources for assistance available and viable- Describe the 

tool or method used being used to collect data on participant satisfaction with interpreter/translation 

services. 

 
 
 
 
 

 

8. Have there been any complaints filed because of language access problems?  
Yes    No     
 If yes, please describe below.  

 
 
 
Sources 
* Federal Register / Vol. 72, No. 13 / Monday, January 22, 2007 / Notices, p. 2746, part E.  



*www.workforceATM.org   
Instructions 

This report should clearly describe the reasonable steps and due diligence to assist the LEP 
population within the CDBG or/ and CDBG-R or NSP programs.  This report should clearly 
describe if there were any limitations to assist the LEP population and why.   Complete this report 
by Grantee, not by grant number.  
 
BELOW YOU WILL FIND SOME OPTIONS AND SUGGESTIONS TO ENSURE THE LEP 
POPULATION IS ASSISTED WHEN IS REQUIRED 
 
The availability of resources, including technological advances and sources of additional resources, 
and the costs imposed 
 

 Training bilingual staff to act as interpreters and translators; 
 Sharing information through industry groups, telephonic and video conferencing interpretation 

services 
 Pooling resources and standardizing documents to reduce translation needs 
 Using qualified translators and interpreters to ensure that documents need not be “fixed” later and 

those inaccurate interpretations do not cause delay or other costs 
 Centralizing interpreter and translator services to achieve economies of scale or using qualified 

community volunteers in a formalized manner 
 Smaller entities with more limited budgets are not expected to provide the same level of language 

services as larger entities with larger budgets 
 Utilizing advances in technology 
 Sharing language assistance materials and services among and between other recipients, advocacy 

groups or federal grant agencies; and using reasonable business practices 
 
 
Your Use of the Two Predominant Ways to Provide Language Services—Oral Interpretation and 
Written Translation 
 
 Using Oral Language Services (Interpretation) 

 
Consider some or all of the following options for providing competent interpreters in a timely manner: 

 
Ensuring Competence of the Interpreters 
When using interpreters, ensure that they: 
 

 Demonstrate proficiency and the ability to communicate information accurately in both English 
and in the other language and are able to identify and employ the appropriate mode of interpreting 
(e.g., consecutive, summarization, or sight translation); 

 Have knowledge in both languages of specialized terms or concepts of the program or activity; 
 Have knowledge of any particularized vocabulary and phraseology used by the LEP person; 
 Understand and follow confidentiality and impartiality rules to the same extent the employee for 

whom they are interpreting and/or to the extent the employee's position requires;  
 Understand and adhere to their role as interpreters without deviating into a role as a counselor, 

legal advisor, etc.;  
 Allow you to provide service in a timely manner. 

 



 
Hiring Bilingual Staff 
Effective management strategies, including any appropriate adjustments in assignments and protocols for 
using bilingual staff, can ensure that bilingual staff is fully and appropriately utilized. 
 
Hiring Staff Interpreters 
Most helpful when there is a frequent need for interpreting in one or more languages. 
 
Contracting for Interpreters 
Review cost-effectiveness when there is a not regular need for a particular language skill. Contracting 
with one of the many community-based organizations and mutual assistance associations who provide 
interpretation services for particular language groups can be a cost-effective option. 
 
Using Telephone Interpreter Lines 
Offer speedy interpreting assistance in many different languages. Particularly appropriate this method, 
where the mode of communicating with a customer, regardless of language proficiency, occurs over the 
phone. 
 
Using Community Volunteers 
It could be particularly useful in providing language access for your less critical programs and activities. 
It is often best to use volunteers who are trained in the information or services of the program and can 
communicate directly with the LEP persons in their language. 
 
Using Family Members or Friends 
You should not plan to rely on a LEP person’s family members, friends, or other informal interpreters to 
provide language assistance services to important programs and activities. 
However, where LEP persons so desire, they should be permitted to use, at their own expense, an 
interpreter of their own choosing in place of, or as a supplement to, the free language services you offer. 
 
 Using Written Translation Services 

 
Determine documents to be translated- Determine which documents are “vital,” such as: 
 

 Applications, consent forms and complaint forms; 
 Written tests (those that do not assess English competency); 
  Letters containing important information regarding participation in a program or activity; 
 List of partners and services provided at a One-Stop; 
 Notices pertaining to reduction, denial or termination of services or benefits and of the right to 

appeal such actions; 
 Notices that require a response from beneficiaries; 
 Information on the right to file complaints of discrimination; 
 Information on the provision of services to individuals with disabilities; 
 Notices advising LEP persons of the availability of free language assistance; 
 Explanation of how to file complaint and complaint process; and 
 Other outreach materials. 

Ensure the competence of translators 
 

 Consider using certified translators. 
 Consider using a second, independent translator to check the work of the primary translator. 



 Consider “back translating” where one person can translate the document and a second, 
independent translator, can translate it back into English to check that the appropriate meaning 
has been conveyed. 

 Ensure translators understand the expected reading level of the audience. 
 Ensure translators, where appropriate, have fundamental knowledge about the target language 

group’s vocabulary and phraseology. 
  

Examples of practices that may violate Title VI are:  

 

 Providing services to LEP persons that are more limited in scope or are lower in 
 quality than those provided to other persons   

 Subjecting LEP persons to unreasonable delays in the delivery of services  
 Limiting participation in a program or activity on the basis of English proficiency   
 Providing services to LEP persons that are not as effective as those provided to 

those who are proficient in English, or  
 Failing to inform LEP persons of the right to receive free interpreter services 

and/or requiring LEP persons to provide their own interpreter   
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Compliance Monitoring Form 
(Formerly Equal Opportunity/Section 504 Monitoring Form) 

Grantee: ___________________________________ Grant Number: ________________________________ 

Prepared by: ________________________________ Date Prepared: ________________________________ 

  Comments 
Compliance  Requirements 

1.  

 
Have the documents for Section 504 been 
received by compliance and in the file? 
  
Have the documents for Equal Opportunity 
Employment been received by compliance and in 
the file? 
 
Have the documents for Procurement been 
received by compliance? 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 
 

 
 

 

2.  

Does the grantee have a written affirmative action 
plan and/or Equal Employment Opportunity Policy 
in their files? 
 
Does the grantee have an Equal Employment and 
Procurement Plan in their files? 

 
 

 
 

 

 
 
 

 
 

Date of Adoption: 
 
 
 
 
 
 

3.  

 
Are all jobs advertised as “Equal Employment 
Opportunity”?  What documentation demonstrates 
this? 

 
 

 
 

 
 
 

4.  

 
Are Equal Employment Opportunity posters 
displayed?  Please describe where the posters are 
located. 
 

 
 

 
 

 
 
 
 

5.  
Is there a local system of self-monitoring for 
affirmative action/equal opportunity goals?  How 
is this done? 

 
 

 
 

Who does the monitoring? 
 

6.  

 
Have any complaints of discrimination on CDBG 
employment been filed against the grantee by 
either employees and/or applicants for 
employment?  If so, what is the status? 
 

 
 

 
 

If yes, describe: 
 

Title VI - Limited English Proficient (LEP) and Language Access Plan (LAP) 

7.  
Have the documents for the Language Access 
Plan been received by Compliance and are in the 
file? 

  

Date of Adoption: 
 
Date of Expiration: 
 

Yes           No 

Yes           No 

Yes           No 

Yes           No 

Yes           No 

Yes           No 

Yes           No 

http://www.nc.gov/
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8.  

 
Does the grantee have the received Language 
Access Plan and Letter from Compliance in their 
files? 
 
Does the grantee show comprehensive and 
organized recordkeeping of their due diligence in 
their LEP records? 
 

 
 
 
 

 
 
 

 
 
 
 

 
 
 

 

9.  Title VI Coordinator’s Contact Information: 

 
Name: 
 
Title: 
 
Phone Number: 
 
Email Address: 
 

10.  
 
Please list all languages specified in the LAP: 
 

 
 
 
 
 
 
 
 

11.  

 
Are LEP posters and brochures available for the 
public to view and obtain? 
   

 

12.  

 
All published material has minimum required 
Spanish translation included? 
   

 

13.  

 
Have provisions for publics hearings at all stages 
of program been made for LEP residents? 
   

 

14.  

 
Does the grantee have a Complaint Procedure in 
place?   
   

 

15.  
 
Have there been any complaints to date? 
 

  

If yes, please explain: 
 
 
 

Section 3 – Local Economic Benefit for Low and Very Low Income persons Plan 

16.  

 
Have the documents for Section 3 been received 
by compliance? 
   

 

Yes           No 

Yes           No 

Yes           No 

Yes           No 

Yes           No 

Yes           No 

Yes           No 

http://www.nc.gov/
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17.  

 
Does the grantee have the received Section 3 and 
Letter from Compliance in their files? 
 
Does the grantee show comprehensive and 
organized recordkeeping of their due diligence in 
their Section 3 records? 
 

 
 
 

 
 
 

 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 

18.  Section 3 Coordinator’s Contact Information: 

 
Name: 
 
Title: 
 
Phone Number: 
 
Email Address: 
 

19.  

 
Does the grantee have a Section 3 database with 
residents and businesses registered? 
 

  

 
 
 
 
 

20.  

 
Does the grantee have written procedures about 
how Section 3 residents are to be notified about 
employment and training opportunities generated 
by the grantee or its contractors as a result of the 
expenditure of covered financial assitance? 
 

  

 

 

21.  

 
Does the grantee have written procedures about 
how Section 3 business concerns are to be 
notified about contracting (or subcontracting) 
opportunities generated by the grantee or its 
contractors involving covered financial 
assistance? 
  

  

 

 

22.  

 
Does the grantee have written procedures about 
how covered contractors and sub-recipients are to 
be monitored for compliance with the 
requirements of Section 3? 
 

  

 

 

23.  

 
Does the grantee have written procedures about 
what steps are taken to facilitate meeting the 
minimum numerical goals for employment and 
contracting opportunitites? 
 

  

 

 

Yes           No 

Yes           No 

Yes           No 

Yes           No 

Yes           No 

Yes           No 

        N/A 

        N/A 

        N/A 

        N/A 

http://www.nc.gov/
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24.  

 
Did the grantee advertise all Section 3 plan 
required information, including a list of jobs 
utilized during the project? 
 

 
 

 
 

If yes, how was the information 
advertised?  Date? 

25.  

 
Does the Section 3 clause found at 24 CFR 
135.38 include all contracts executed under the 
CDBG program? 
 

 
 

 
 

 

26.  

 
Can the grantee provide evidence of the 
submission of a Section 3 Report to CI (Form HUD-
60002)? 
 

 
 

 
 

 
 

 

27.  

 
Does the grantee’s records include 
documentation of the actions taken to comply 
with the Section 3 regulations (results of actions 
taken, any impediments encountered during 
implementation, etc)? 
 

 
 
 

 
 
 

 

Access to Program 

28.  Are public hearings held in facilities that are 
accessible to handicapped persons? 

  

Building Name where they are held? 
 

29.  

 
Has the program participant adopted and 
implemented procedures to ensure that interested 
persons (including those with impaired vision or 
hearing) can obtain information concerning the 
existence and location of accessible services, 
activities and facilities? 
 

 
 
 

 
 
 

 

30.  

 
Does the grantee maintain data showing the 
extent to which beneficiaries of the program with 
disabilities are being reviewed? 
 

  

 

 

31.  

 
 
If community development advisory groups exist, 
are persons from protected classes represented? 
 
 
Indicate type of group, total number and the 
number and type of protected class members: 

 
 

 
 

 
 

 
 

White Males  White 
Females  

Minority 
Males  Minority 

Females  

Yes           No 

Yes           No 

Yes           No 

Yes           No 

     N/A 

Yes           No 

Yes           No 

Yes           No 

Yes           No 

http://www.nc.gov/
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32.  
 
Are facilities funded in whole or in part with CDBG 
funds accessible to the handicapped?   

 

Contracts 

33.  

 
Does the grantee encourage historically 
underutilized businesses to submit bids/proposals 
for CDBG contracts? 
 

 
 

 
 

Newspaper name and Date of 
Publication: 
 
 

34.  

 
Do the preconstruction conference minutes 
indicate discussion of equal opportunity 
requirement contained in contract? 
 

 
  

 
 
 
 

35.  

 
 
Does grantee maintain records on all contracts 
that are sufficient to complete the APR?  (Information 
on type of contract, contractor ID number, contractor name, address, 
and zip code, contract amount, and whether contractor is small, 
minority, female or Section 3) 
 

 
 
 

 
 
 

 

Beneficiary Information 

36.  

 
Does the grantee maintain information on 
protected class status for each person receiving 
CDBG assistance? 
 

 
 

 
 

 

37.  
 
Is there indication of discrimination in the 
implementation of any activity?   
 

 
 

 
 

If yes, describe: 
 

Workforce Data 

38.  

 
Insert Workforce Data for Grantee below: 
 

Total Employees CDBG Funded 
Male 
  Male  

Female 
  Female  

Total Minority CDBG Funded 
Male 
  Male  

Female 
  Female  

 

Yes           No 

Yes          No 

Yes           No 

Yes          No 

Yes           No 

Yes          No 

http://www.nc.gov/
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