EQUAL LANGUAGE ACCESS
AUTHORITY

Civil Rights Act of 1964: Title VI, Section 601

Federal Regulation: 34 CFR, Part 100
Executive Order 13166
BACKGROUND ON EQUAL LANGUAGE ACCESS
In August 2000, President Bill Clinton signed Executive Order 13166, requiring all federal funding recipients to provide language access to people with limited English proficiency. As a recipient of federal funds, the Kentucky Office of Vocational Rehabilitation cannot discriminate against an individual based on national origin. This includes, but is not limited to the following:
· Denial of services, financial aid, or other benefits;

· Provision of different services and benefits, or providing them differently from those provided to others in the program;

· Segregate or treat individuals separately in any way in their receipt of any service, aid or benefit.

· Treat an individual differently from others in determining whether they satisfy any admission, enrollment, quota, eligibility, membership or other requirement or condition which individuals must meet in order to be provided any service, financial aid, or other benefit provided under the program.

DEPARTMENT/OFFICE RESPONSIBILITIES
To ensure services are delivered to customers identified as being limited in English, whether through OVR staff or contracted vendors, the agency or contracted vendor shall provide equal access to VR services for all eligible individuals regardless of national origin. Strategies to provide equal language include the following:
· Post multi-lingual signs in waiting areas to explain the availability of interpreters.

· Use “I Speak” cards at the initial contact to invite people with limited English proficiency to identify their primary language.

· Use approved interpreters and ensure interpreters are provided at no cost to the consumers.

· Ensure that no unreasonable delay in services occurs during this process.

· Provide translated copies of essential program forms and documents persons with limited English proficiency.

· Work with vendors of agency services to understand their responsibilities to provide services to persons with limited English proficiency.
· Ensure staff are trained on cultural competency, effective communication and the use of interpreters/translators

COUNSELOR RESPONSIBILITIES
Even those consumers who may speak and appear to understand some English may not necessarily have the skills to understand their rights, responsibilities, letters, and other forms of communication provided to them as recipients of KY OVR services. Staff must identify consumers who need language assistance and identify the customer’s primary language.

Staff must follow the procedures below to ensure that consumers with limited English proficiency receive adequate service:

1. Counselors should identify the consumer’s primary language as soon as possible. This should be noted in the case file to ensure that any staff person who may work with that individual will be aware of their language related needs. 

2. Indicate any language needs on all referrals for consumers with limited English proficiency to vendors or other internal VR services (Job Placement, PACE, CDPVTC, etc.).

3. Inform consumers with limited English proficiency, including walk-ins, of their right to interpreter (verbal) and translation 9written) services without unreasonable delay. 

4. Provide translated copies of essential program forms and documents to those with limited English proficiency. Do not assume consumers are literate in their own language. The forms are currently available on the KY OVR Intranet. If the documents made available on the intranet site do not have the primary language of the individual, the instructions for translating a document are provided at the end of this section. 
5. Ensure consumers with limited English proficiency they have the same safeguards of confidentiality as English proficient consumers.

6. Assist customers with limited English proficiency understand and complete forms.  

Interpreter and Translation Procedures
The services of an interpreter or translator should be utilized if staff are unable to communicate with the consumer well enough to provide quality services. If the consumer indicates they do not need an interpreter, yet the counselor feels the individual is not understanding the information presented because of a language barrier, staff should err on the side of caution and access interpretation or translation services. 
Because of confidentiality issues, KY OVR staff should not require or suggest that consumers with limited English proficiency use friends, children, or family members as interpreters. However, the individual may choose to decline interpreter services and may prefer to rely on a friend, child or relative as an interpreter. This choice should be noted in a case not in the consumer’s file. The consumer should also be made aware they can choose to access an interpreter or translator at a later date.

1. Each office should have access to multiple “I Speak” cards or posters to assist staff in identifying the primary language of the individual. 
2. After it is determined the consumer requires the use of an interpreter, it is the agency’s responsibility to access interpreter or translation services for the individual. A list of potential resources for interpreters or translation services is provided at the end of the section.

3. Should the individual require translation of a document or form, the counselor may contact ______. This should be done as long in advance as possible, so that ample time is given for the service to translate the document.
4. If a translator or interpreter is not available, or if an individual shows up without an appointment, the staff persons may utilize the Language Line at 1-800-874-9426. 

Language Line
Each office will designate staff to maintain and use Language Line services. These individuals will be responsible for maintaining the necessary codes and ensuring no one else has access to the Language Line. Designated staff will maintain the organizational code and personal code for accessing this service, and each person will be held accountable if these codes are shared with others.

Interpreter/Translation Resources

Below is a list of potential resources for interpreter/translation services for persons with limited English Proficiency. This list is not intended to be all inclusive and counselors are encouraged to explore other local options or services. It is imperative the counselor inform any service provider of the confidentiality requirements of KY OVR prior to the provision of any services.
Language Line 1-800-874-9426

Local Colleges or Universities
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