District of Columbia Housing Authority
BIENNIAL LANGUAGE ACCESS PLAN (BLAP)

PURPOSE:
The purpose of this plan is to establish and provide greater access and participation in public services, programs and activities for residents of the District of Columbia with limited or no-English proficiency that access services and information through the D.C. Housing Authority. “Access and participate” means to be informed of, participate in, and benefit from public services, programs, and activities offered by the D.C. Housing Authority at a level equal to English proficient individuals. Removing language barriers is critical to achieving access to needed services. In accordance with Section 5(a)(2) of the Language Access Act of 2004, each Language Access Plan (LAP) shall be updated on a biennial basis or every two years. The BLAP will be reported to and is subject to the review of the Mayor and City Administrator.
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BACKGROUND
· D.C. Housing Authority general mandate/mission.
· Identify all divisions within your agency and provide the function for each division that works under your agency’s general mission/mandate. Identify which divisions/departments are “public service” divisions (i.e. divisions that furnish information and/or render services directly to the public). Please provide the following attachments: (1) your agency’s overall organizational chart; and (2) name of program/division, address and telephone number for each division’s public points of contact (if any).
Please find attached a DCHA organizational chart.

DCHA Offices with Public Points of Contact:
All offices located at 1133 North Capitol St. NE

Office of the Executive Director:  202.535.1500 


William Knox, Chief of Staff


Adrianne Todman, Deputy Chief of Staff, Language Access Coordinator


Margarita Mera-Kissal, Staff Assistant



Tymira Hunter, Staff Assistant



Angela Simmons, Correspondence Specialist


Office of Fair Hearings:  202.535.1245



Watson Fennell, Director



Ingrid Campbell, Program Assistant


Office of Human Resources:  202.535.1618



P aulette Campbell, Director

Client Placement Divison:  202.435.3240



Reba Anderson-Graham, Director


Housing Choice Voucher Program:  202.535.1433



Gary LeBlanc, Director



Diane Oliver, Ombudsman


Public Housing Operations:  202.535.1800



Karen Moone, Deputy Executive Director


Office of Public Affairs:  202.535.1315



Dena Michaelson, Director

· Summary of:
1. Total number or proportion of limited-English proficient and no-English proficient (LEP/NEP) individuals of populations served or encountered (disaggregated by LEP language) by your agency in the past two fiscal years;
DCHA currently collects data on race and ethnicity, but will begin to collect data on the primary language spoken by the head of household commencing FY 2007.  DCHA did create a Linguistically Isolated Program targeted to Latino and Asian households who are LEP.  Over the past year, DCHA distributed over 1000 letters to persons who self-identified as Latino or Asian.  With the assistance of OLA and OAPIA, and several CBOs, DCHA has been working with families to determine their eligibility for this 100-voucher program.  
2. Language services offered through your agency’s services and/or programs;

· Identify all types of language services provided to your agency’s LEP/NEP clientele and describe the circumstances a language other than English is used (e.g. phone calls, walk-ins, hearings, intakes, etc.).
DCHA utilizes both in-house personnel, primarily for Spanish-speaking clients,  and LanguageLine for most other languages.
Languages other than English are primarily used during three scenarios:


1.  A client’s scheduled appointment at  the Client Placement (intake) division, or

2.  A client’s scheduled appointment at the HCVP office,

3.  Phone calls to the above two offices and to the Office of the Executive Director
· Identify by name, if any, all organizations your agency provides grants to or contracts out with to provide language services to your LEP constituency.

DCHA has a contract with LanguageLine, and, during FY 2007, will also issue a RFP to solicit a group of local language service providers that are available for translation and interpretation duties. 
3. Provide a disaggregated budget allocated for Language Access purposes (i.e. identify the amount of funding that has been set aside for this BLAP period for the following: translations, oral interpretation services, bilingual staff, community partnership grants/contracts, and/or community outreach); 
The FY 2007 budget below includes only those services DCHA will implement during FY 2007 to enhance its existing language access activities.  DCHA’s bilingual staff work in separate departments throughout the housing authority.   
FY 2007 Budget
	Translation and Interpretation Services
	$8,000

	Cultural Sensitivity Training
	$3,000

	
	


4. Provide a list of your agency’s bilingual staff employed in a public contact position (PCP). 
a.  Staff Assistant; Office of the Executive Director

b.  Program Specialist; Office of Fair Hearings

c.  Housing Counselor;  Housing Choice Voucher Program

d.  Redevelopment Project Manager; Planning and Development

e.  Program Specialist;  Client Placement Division

f.   Security Officer; Office of Public Safety/Central Office Front Lobby Staff
BLAP INSTRUCTIONS

The following are detailed instructions for the five (5) objectives within the BLAP and the task(s) pertaining to each objective:

· Please describe your agency’s plan for each objective in narrative format. Your narrative format should include responses to each requested piece of information found within the “narrative” section for each objective. Do not include the sections in bold within your narrative; however, ensure that each section has been addressed and/or responded to.
· Please indicate when your agency plans for a specific task to be completed in the table that follows each narrative by using an “x.” For example, if your agency plans on completing Task 1.1 on quarters 2 and 4 of a fiscal year, you will indicate such in the appropriate boxes with an “x”. The “x” designates when your agency will be reporting out on the progress of said task. 

· Please complete (if required and where indicated) a BLAP matrix for each corresponding objective.

· “Universal tasks” are blanket tasks/requirements that apply to all agencies. “Agency specific” tasks are tasks tailored to your particular agency and agency’s mandate. Each agency is responsible for creating an “agency specific” task where needed. These tasks can be generated, for example, from responses to narratives.
· Please leave the “___” in the Approval Checklist for the “Certification of Language Access Plan Approval for Covered Entity” section blank. This checklist is to be meant as a guide for agencies completing the BLAP, but is to be filled in by OHR after reviewing and ensuring that your agency’s BLAP has met all standards within the checklist.
· Please fill in all information requested by way of bracket [ ]. For example: “[D.C. Housing Authority]” should be completed with your agency’s name and “[insert date]” with the end date of the plan’s second fiscal year (i.e. September 30, 20___).
OBJECTIVE 1:
To collect and update unduplicated data by “language spoken/used” and need by July 31st of each year in order to assess the effectiveness of D.C. Housing Authority’s programs and services for LEP populations served. Collected data shall be used for planning, budgeting, and implementation purposes of current and future BLAPs when providing language assistance, as well as for adjustment purposes at the end of each fiscal year.

Legislative Requirement:
To collect data about the languages spoken and the number or proportion of limited or no-English proficient persons speaking a given language in the population that is served or encountered, or likely to be served or encountered, by the covered entity. A covered entity's databases and tracking applications shall contain fields that will capture this information. This provision applies to all contractors/vendors that  the District of Columbia Housing Authority funds to carry out services to its public.
Programmatic Requirement:
Data will be collected on a quarterly basis and provided to OHR by way of quarterly reports.
Narrative:

1. Describe in detail how objective and legislative requirements are being met within each of your agency’s public service divisions. Include in your response how you agency collects the data; maintains the data; and uses the data.
DCHA collects data on our client base at two main points.  First, data on a client is collected at our intake point, the Client Placement Divison, which maintains the housing authority’s waiting list for housing assistance.  To get on the waiting list, head of households must apply using DCHA’s application form.  When applying, applicants provide a variety of information on the composition of their family, their race, ethnicity, sex, income, and they are asked certain questions so that staff can ascertain whether or not they may qualify for any of DCHA’s waiting list preferences.  Information from the form is then inputed into an electronic database.  DCHA uses the information in the database to organize applicants by multiple preference categories i.e. homeless or not, elderly or not.   When DCHA has housing opportunities available in both its public housing and voucher programs, it is applicants from this database who are selected based on their application’s date/time and preference category.
Once an applicant begins to receive housing assistance from DCHA, they are currently required to be “recertified” each year.  During this recertification, DCHA collects information from each household to ensure that the family is still eligible for assistance and to ensure that the appropriate level of rent is being charged to the tenant.  This information is also collected via forms.  This information is also maintained in an electronic database, which is updated on an ongoing basis.
While DCHA does not currently collect information on an applicant’s primary language, we are in the process of modifying our application form and our recertification forms to include this detail.  
	Tasks: Objective 1
	[2006-2007] Quarter Due
	[2007-2008] Quarter Due
	Responsible Party

(Name of individual and/or program, E-mail address)

	
	1
	2
	3
	4
	1
	2
	3
	4
	

	Universal Tasks:
	
	
	
	
	
	
	
	
	

	1.1  Collect and update unduplicated data on the # of LEP/NEP clients served per quarter and languages spoken by said clients.
	
	
	
	X*
	X**
	X
	X
	X
	

	Agency Specific Tasks:
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	



*DCHA is in the process of installing a new information management system that is scheduled to be in place in June 2007.   This new system will include the data collection components from the application and recertification process.  The new data fields regarding a household’s primary language will be included in the new system.

**It will take at least one full year to collect information on DCHA’s existing public housing tenants and voucher participants as the recertification process takes one year to complete.  This information will be collected on approximately 18,000 households.
OBJECTIVE 2:  
To translate agency vital documents into the LEP languages largely served by [D.C. Housing Authority] by [insert date].

Legislative Requirement:
D.C. Housing Authority shall provide translations of vital documents into any non-English language spoken by a limited or no-English proficient population that constitutes 3% or 500 individuals, whichever is less, of the population served or encountered, or likely to be served or encountered by D.C. Housing Authority. A “vital document” is defined as applications, notices, complaint forms, legal contracts, and outreach materials published by [D.C. Housing Authority] that inform individuals about their rights or eligibility requirements for benefits and participation. This provision applies to all contractors/vendors that D.C. Housing Authority funds to carry out services to its public.
Narrative: 

Three years ago DCHA  translated all of its vital documents into Spanish.  DCHA translated these documents into Spanish based on the percentage of applicants and existing housing clients who identify as being Latino/Hispanic.  DCHA remains committed to translating vital documents into Spanish.  Currently, DCHA is researching the implications of translating its public housing lease into Spanish for execution purposes.    
DCHA will also go beyond the existing local law and will translate vital documents used in the HCVP program into Korean, Vietnamese, and Chinese.  While the percentage of clients who use these languages as a primary language do not meet the threshold established by local law, DCHA will meet the language needs of these clients given the creation of the Linguistically Isolated Voucher program which serves members of the Latino and Asian population who are LEP. 
In the past, DCHA has used internal personnel to determine the quality of Spanish translations.  DCHA intends to continue this practice as it has proven to be efficient and expedient.   Documents translated into Chinese, Vietnamese, and Korean will be sent to the OAPIA for quality control.  DCHA will also utilize the statement of work created by OHR in the creation of the RFP for translation services.
The document most used by members of the general public is DCHA’s housing application which is available in Spanish.  A description of DCHA’s housing assistance types is also available in Spanish.  DCHA’s website can also currently be converted into a Spanish-language site. 
Any correspondence written in Spanish will be translated by existing internal staff and responded to in Spanish.  Correspondence written in any other language will be sent to a language service provider for translation into English and for the response to be translated into the original language.
	Tasks: Objective 2
	FY 2007 Quarter Due
	FY 2008 Quarter Due

	
	1
	2
	3
	4
	1
	2
	3
	4

	Universal Tasks:
	
	
	
	
	
	
	
	

	2.1  Develop, revise, and/or translate contents of [D.C. Housing Authority] archive of vital documents (complete corresponding matrix for this Objective).
	
	
	
	x
	
	
	
	

	2.2  Develop, update, translate and maintain [D.C. Housing Authority] glossary of terms.
	
	
	
	
	x
	
	
	


OBJECTIVE 3:

To provide oral language services and diversify D.C. Housing Authority’s bilingual workforce 

Legislative Requirement:
“Oral language services” means the provision of oral information necessary to enable limited or no-English proficiency residents to access or participate in programs or services offered by [D.C. Housing Authority]. Services shall include placement of bilingual staff in public contact positions; the provision of experienced and trained staff interpreters; contracting with telephone interpreter programs; contracting with private interpreter services; and using interpreters made available through community services organizations that are publicly funded for that purpose. This provision applies to all contractors/vendors that D.C. Housing Authority funds to carry out services to its public.
Programmatic Requirement:
All LAA-implementing agencies are to establish, train employees on, and utilize Language Line Services or other such multilingual telephonic interpretation system.
Narrative:

DCHA currently utilizes the services of LanguageLine for all non-Spanish language needs.  If the LEP client speaks Spanish, DCHA uses a combination of existing staff, for verbal translations, and generally LanguageLine, for written translations.  As indicated earlier, DCHA will issue an RFP to solicit the assistance of a variety of language services including the translation of documents and interpretations.
As described preciously, DCHA will begin to collect language use data on its incoming applicants and existing housing clients by revising the existing housing application and via the annual client recertification process.   Once a primary language has been identified, DCHA will utilize forms in the appropriate language or will conduct the recertification via an interview with the use of a certified interpreter.  
DCHA has Spanish-speaking personnel in those offices with major public contact.  DCHA also attends job fairs sponsored by various organizations that represent the needs of non-English speaking communities and forwards job openings to these organizations.

	Tasks: Objective 3
	FY 2007 Quarter Due
	FY 2008 Quarter Due

	
	1
	2
	3
	4
	1
	2
	3
	4

	Universal Tasks:
	
	
	
	
	
	
	
	

	3.1  Provide oral interpretations to LEP/NEP populations.
	X*
	
	
	
	
	
	
	

	3.2  Assess bilingual staffing capacity within each agency division.
	X**
	
	
	
	
	
	
	

	3.3  Conduct recruitment activities for bilingual staff.
	X***
	
	
	
	
	
	
	

	3.4  Update bilingual employee matrix twice a year (complete corresponding matrix for this Objective).
	
	
	
	
	
	
	
	


   *DCHA already provides oral interpretations when needed.
      
   **DCHA is already committed to having bilingual personnel, specifically Spanish-speaking personnel, in Departments with major public  contact.

      ***DCHA has, for years, engaged in recruitment activities to attract bilingual staff to the housing authority.
OBJECTIVE 4:
To provide language access-related trainings, as well as linguistic and cultural competency trainings to Agency staff (mandatory for PCPs)

Programmatic Requirement:
D.C. Housing Authority shall conduct one linguistic and/or cultural competency training to Agency staff (mandatory for all PCPs) per fiscal year within this BLAP period. 
*D.C. Housing Authority shall also train each of its divisions, programs and activities on its policies and procedures of its language assistance activities/resources including, but not limited to, how to use D.C. Housing Authority telephonic interpretation services; how to request and contract out with a translation and/or interpretation vendors.
Narrative:

DCHA provides a variety of mandatory training for staff which includes, but is not limited to Ethics Training and Training on 

Accessibility issues.  The housing authority also recently completed mandatory training for all personnel on Customer Service.  DCHA 
values quality Customer Service and will be measuring how well staff  interact  with external clients and each other.   
DCHA does not currently mandate training in cultural competency, but the Office of the Executive Director and the Human Resources 

Department are creating a cultural competency training curriculum.  DCHA will engage an experience trainer to conduct the training that
will be mandatory for those staff that routinely deal with the public and offered as a professional development opportunity for all other

DCHA staff.

Staff with major public contact, particularly those in the Client Placement Division and the Housing Choice Voucher Program office, have 
already received training on the use of the LanguageLine service.  DCHA will conduct a refresher course on this service for existing staff

and the training will be mandatory for all new staff in major public contact positions.
DCHA will discuss the ongoing implementation and monitoring of the housing authority’s progress during senior staff meetings, referred to internally as “Cabinet” meetings.  DCHA will also seek frequent feedback from CBOs that regularly assist clients who are DCHA applicants or existing housing clients.
	Tasks: Objective 4
	FY 2007 Quarter Due
	FY 2008 Quarter Due

	
	1
	2
	3
	4
	1
	2
	3
	4

	Universal Tasks:
	
	
	
	
	
	
	
	

	4.1  Conduct a minimum of one cultural competency-related training session per fiscal year to ALL agency staff that fill a public contact position (complete corresponding matrix for this Objective).
	
	
	
	x
	
	
	
	x

	4.2  Train agency staff (mandatory for those who fill a public contact position) on Language Line or other telephonic interpretation services and usage 
	
	
	
	X*
	X **
	X**
	X**
	X**

	4.3  Train ALL agency staff on D.C. Housing Authority language assistance activities/resources.
	
	
	
	x
	
	
	
	



*This “refresher” training will be targeted to existing staff in PCPs.

**This training will be targeted to new personnel who are filling PCPs.
OBJECTIVE 5:
To conduct outreach activities that target LEP populations served or encountered by D.C. Housing Authority by FY2007 on services and programs offered by D.C. Housing Authority.
Legislative Requirement:
D.C. Housing Authority shall develop a plan to conduct outreach to communities with limited or no-English proficient populations about their language access plans and about the benefits and services to be offered under the BLAPs. 
D.C. Housing Authority shall also conduct public meetings with appropriate advance notice to the public. “Public meetings” are meetings scheduled by a covered entity to foster community dialogue between the covered entity and the LEP/NEP community and allow for input or feedback from community members on issues of interest relating to the BLAP and its implementation, access by LEP/NEP constituents to services at [D.C. Housing Authority], and/or other issues brought forth by the LEP/NEP community.
Narrative:

X      Disseminate information through LEP media outlets (e.g. local TV, newspapers, and radio); DCHA routinely provides press information to local LEP outlets.
X     Partner with CBOs to implement a project and/or deliver a service (e.g. establish service agreements with CBOs to provide a specific service);


DCHA has a partnership with ten CBOs in the implementation of its Linguistically Isolated Voucher Program.  
X    Distribute flyers, brochures, and other printed material;

X    Disseminate information through agencies' websites;

X    Issue press releases;

X Participate in LEP community events and/or meetings;When invited DCHA participates in outreach activities sponsored by LEP community groups.
X  Invite LEP community to visit agency service site(s) and government facilities;DCHA has invited CBOs serving the LEP community to attend meetings at its central office.
X   Participate in and/or co-sponsor OLA/OAPIA events;  DCHA routinely participates in events sponsored by both offices.
DCHA targets the Latino and Asian populations primarily due to the city’s identification of the needs of these communities in its  

Consolidated Plan and its Affirmatively Furthering Fair Housing assessments.    DCHA will also meet with staff of the newly created African Affairs Office to discuss any future beneficial collaborations.

DCHA partners with the following organizations for the implementation of the Linguistically Isolated Voucher program.

1. Asian American LEAD

2. Vietnamese American Community Service Center

3. Asian Pacific American Legal Resource Center

4. Chinatown Service Center

5. CARECEN

6. CentroNIA

7. Columbia Heights/Shaw Family Support Collaborative

8. The Family Place

9. Latino Economic Development Corporation

10. Neighbors’ Consejo

	Tasks: Objective 5
	FY 2007 Quarter Due
	FY 2008 Quarter Due

	
	1
	2
	3
	4
	1
	2
	3
	4

	Universal Tasks:
	
	
	
	
	
	
	
	

	5.1  Conduct [outreach activities to each LEP/NEP community [D.C. Housing Authority] serves that meet their “3% or 500 individuals” threshold.
	
	
	x
	x
	x
	x
	x
	x

	5.2  Conduct a minimum of one (1) public meeting per fiscal year within this BLAP period.
	
	
	
	x
	
	
	
	x


Certification of Language Access Plan Approval for Covered Entity

[D.C. Housing Authority] has a language access plan that has met the standards and criteria outlined in the following checklist.

APPROVAL CHECKLIST

A successful Language Access Plan aligns the overall furnished information or rendered services, programs or activities to improvement objectives with the following three criteria. To qualify as an approved Language Access Plan for a specific covered entity, the plan must meet these criteria. It is critical that Language Access planning not be viewed or treated as a separate exercise. There must be strong connections between the proposed program, services, or activities of the covered entity and the plan improvements. 

____ The plan establishes clear goals and a realistic strategy for the covered entity to provide public services, programs, and activities for residents of the District of Columbia with limited or no-English proficiency.

____ The plan provides for a sufficient budget to acquire and maintain the public services, programs, and activities that will be needed to implement the strategy for improved data collection, oral language services and written language services.

____ The plan includes an evaluation process that enables the Language Access Director to track and monitor progress toward the specified goals and make mid-course corrections in response to new developments and opportunities as they arise. 

Approved by:                                                

Agency Director: ___________________________________


Language Access Director:  _________________________
Signature: ________________________   Date:  __________


Signature: ______________________ Date: _____________










Office of Human Rights Director: ______________________



















Signature: ______________________ Date: _____________
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