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BACKGROUND
The mission of the Department of Employment Services is to plan, develop and administer employment-related services to all segments of the Washington, DC metropolitan population. We achieve our mission through empowering and sustaining a diverse workforce, which enables all sectors of the community to achieve economic and social stability.   The Department of Employment Services is on the cutting edge, making customer success a number one priority by providing comprehensive employment services which ensure a competitive workforce, full employment, life-long learning, economic stability and the highest quality of life.  The major divisions within DOES and their functions are as follows:

I.  Office of the Director (OD) - The Office of the Director provides overall policy guidance direction, and leadership to the Department of Employment Services; establishes budgetary and programmatic priorities; ensures the implementation of local and federal legislative mandates; and is responsible for the effective administration of a wide variety of employment, training, worker protection and customer service programs. Gregory P. Irish, Director  671-1900. 

Office of Public Affairs (OPA) - serves as the principle liaison for the dissemination of news and the release of information to representatives from broadcast and print media. Further, the office is responsible for projecting the department’s visual and professional image in publications, multi-media presentations, exhibits and all printed and promotional materials produced by the department. Diana Johnson – 671-1904

Office of Policy, Legislative and Statistical Analysis (OPLSA) - collects, analyzes, generates, and disseminates the latest employment, training, worker protection, and labor market information; translates all such information into strategic and operational plans, polices and recommendations for the department.  Sylvia Lane 671-1163
Office of Labor Market Information and Research Division (LMI) - responsible for the production and dissemination of labor force information. Employment and unemployment statistics for the District of Columbia and the Washington Metropolitan area, in cooperation with the US Department of Labor, Bureau of Labor Statistics. Charles Roeslin 671-1631
Office of Contract Management  (OCM) - supports the Workforce Development Bureau, and processes and monitors a wide range of employment and training contracts, sub-grants, memorandums of understanding, as well as other binding agreements. Ruby Washington 698-5807
Office of Compliance and Independent Monitoring (OCIM) - reviews and analyzes administrative systems, operational practices, and contractual relationships as well as performs special investigations to determine compliance with federal and District standards and regulations. Frances Berry 671-2418
Office of the General Counsel  (OCG) - advises and assists the Director in establishing and administering a program of comprehensive legal services related to all programs administered by the Department. Eugene Irvin -671-1195
Office of Customer Relations – (OCR) - monitors the quality of DOES services delivered to customers and provides the agency with the means to measure customer satisfaction. The unit utilizes survey measurement tools to determine organizational strengths and weaknesses.  
Office of Equal Opportunity (OEO) – ensures that all program registrants, applicants, employees, and interested members of the public receive equal treatment and are not discriminated against because of race, color, religion, sex, national origin, age, disability, political affiliation or belief. Valerie E. Kitchings 671-2568. 
II. The Workforce Development Bureau (WDB) - provides administrative oversight, planning, and policy development for programs located in the following components: the Apprenticeship Information and Training Division, the Employer Services Division, the One-Stop Operations Division, Office of Youth Employment and the Office of Unemployment Compensation. Daryl Hardy 698-5143

Office of Youth Programs (OYP) - helps young people (14-21) in the District of Columbia make a smooth transition into the workforce. The program help teens transfer the valuable skills learned in the classroom to the workplace. Shirley Arnett 698-4517

Office of Apprenticeship (OA) - The apprenticeship office combines on-the-job training with classroom instruction, which teaches workers the practical and theoretical aspects of a highly skilled occupation. Local employers, labor groups, and employer associations sponsor apprenticeship programs. Lewis Brown 698-1385.  

Office of Employer Services (OES) - The Office of Employer Services administers the following programs: Alien Labor Certification, First Source Agreement, and job order processing. Employers interested in recruitment and job referral contact this office. Susan Gilbert 698-3495

Office of One Stop Operations (OOSO) - provides comprehensive employment, unemployment, and training services through a network of service centers located throughout the city. The division monitors and administers the network of career centers that provide labor-exchange services to employers who are seeking qualified workers and to job seekers who are looking for meaningful employment opportunities in the Washington metropolitan area. Tanya Anderson 698-5146

Office of Welfare to Work (WtW) - The Department of Employment Services operates a transitional Welfare-to-Work program.  The program is designed to provide vocational counseling, assessment, job referral, job placement and referral to supportive services to Temporary Assistance for Needy Families (TANF) customers referred by the Department of Human Services. 

Office of Senior Aides Program  (OSAP) - The Senior Community Service Employment Program provides meaningful part-time employment to needed elderly residents. Seniors being placed in unsubsidized jobs is the goal of the program. The requirements are to be a DC resident and at least 55 years old. The program allows individuals to work 20 hours a week and be paid the minimum wage. Also, receives vocational counseling, aptitude and proficiency testing, job training, job referral assistance, and personal and housing counseling. Diane Hearn  698-6006
III. Labor Standard Bureau (LSB) –  provides worker protection and dispute resolution services for workers and employers of the District sot hat disputes are resolved fairly and the safety of the workplace is ensured.  Charles Green 671-1048.  

Hearings and Adjudication (H&AS) - conduct formal administrative hearings under the DC Workers' Compensation Act of 1979. 


Office of Occupational Safety and Health  (OSH) - establishes and maintains a comprehensive safety and health management program that ensures, to the maximum extent possible, a safe and healthful work environment for employees and other users of District government facilities. OSH also provides on-site consultation services to private sector employers in the District. John Cates 671-2526

Office of Wage and Hour (OWH) - administers the District’s laws regarding hourly wages, as well as implements the wage-hour rules for newly hired workers and reasonable allowance levels for work-related situations. The office conducts compliance audits and may recover back wages for employees, either administratively or through court action. Pamela Banks 671-1882

Office of Workers’ Compensation (OWC) - processes claims and monitors the payments of benefits to injured private-sector employees in the District of Columbia. The office mediates disputes between claimants and employers (or their insurance carriers), and monitors employers to ensure compliance with insurance coverage requirements. Charles Green 671-1048.
See Attachment 1 – Organization Chart 
· 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;
On March 1, 2005, DOES implemented an Equal Opportunity Policy that required all program managers to record and report out all encounters with individuals who request language interpretation.  From March 2005, when the agency policy went into effect, to the end of fiscal year 2005, DOES received 1340 requests for interpretation from LEP customers.  During fiscal year 2006, the agency received 2681 requests for interpretation services.   See Attachment 2   
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.).  
As evidenced by the statistics gathered, the main portal where LEP customers are encountered by DOES is through the One Stop system.  LEP customers usually come into the Franklin One Stop to file for unemployment insurance benefits thus the encounters are face–to-face.  All other programs, including those within the Office of Wage and Hour, are primarily phone and walk-in traffic.  Only one office, the Office of Customer Service, receives phone call interaction only.
 The agency is also responsible for the administration of the District’s private sector workers’ compensation benefit program.  This program, while dealing with the insurance industry, does have contact with the public in the form of pre-hearing conferences and actual hearing procedures.  Certified bilingual interpreters are used for these proceedings.       

· Identify by name, if any, all organizations your agency provides grants to or contracts out with to provide language services to your LEP constituency.  
The D.C. Office of Contract and Procurement (OCP) is responsible for procuring interpretation services for DOES.  OCP has informed DOES that the blanket purchase agreements DOES had with interpretation services have expired and all District agencies interpretation contracts are being handled by the Office of Human Rights.  The agency also has a Request for Translation Service (RTS) agreement for telephone translation services with the AT&T Language Line Services.  The budgeted amount for fiscal year 2007 is $19,200.00  
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); 
a) Translations- $18,000.00
b) Oral interpretation $19,200.00 
c) Bilingual staff  - $2,066,908.00 See Attachment 3
d) Community grants/contracts and/or community outreach – $493,000.00
This is a best guess estimate for interpretation services as the agency, at this time, has no figures on the disaggregated budget allocated for interpretation services.  At this time, $19,200.0 has been budgeted for fiscal year 2007 for telephone interpretation services and $18,000.00 has been allocated for Language Access.  The Language Access funds will be utilized for interpretation of written documents.  These funds will also be used for the provision of interpretation services.  
The Latin American Youth Center has a $493,000.00 contract with the agency.  Carlos Rosario International Career Center and Neighbor’s Consejo have blanket purchase agreements where the amount is determined by whether the customer decides to attend a program offered by these entities.  

4. Provide a list of your agency’s bilingual staff employed in a public contact position (PCP). Include in your response the following:

· (1) total number of budgeted employees for your agency- 544 Full time positions are budgeted for DOES
· (2) total number of budgeted PCPs within your agency-  All 544 positions have been designated by the Director as PCP’s.  

· (3) total number of bilingual PCPs currently staffed by your agency- The total is 38.  The Office of Wage and Hour is recruiting for a bilingual employee. 

· (4) % of bilingual staff in PCPs out of the total number of PCPs for your agency-  
· A matrix identifying all bilingual PCP staff by: (1) position/title; (2) division/unit within agency; (3) location address; (4) general contact number; and (5) language(s) spoken other than English.  See Attachment 3 and 4 – Bilingual Employee Matrix
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: “[Agency Name]” 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 the tenth day of every quarter in a fiscal year in order to assess the effectiveness of DOES’ 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 DOES fund 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. 

The agency implemented an Equal Opportunity policy on March 1, 2005 that required all program managers to report to the EO Manager all instances wherein an LEP customer requested language assistance.  This policy was updated on November 7, 2006 to add the requirement that all encounters be broken down by written and oral requests.  The data is reported out to OHR on a quarterly basis.  The data will be evaluated by the Director of the agency, along with program managers to determine where a realignment of existing bilingual staff should be made in order to meet the walk-in LEP customers.  Based upon the fact that the main portal for encounters with the LEP community is the One Stop system, no current realignments are planned.   
2. If legislative requirement has not been met, provide the following:

· Detailed explanation for how your agency presently collects data on the constituents it serves;

· Detailed explanation for why the requirement has not been met;

· Detailed plan for how requirement will be met within this BLAP’s period.

3. When reporting out on the data (if data is collected through databases and/or questionnaires) please include the total number of individuals served per quarter and out of that number how many spoke English and other languages. Please disaggregate the “other” languages by name and percentage. Additionally, please include all Language Line data and any other data used in your quarterly reports.  
The agency does collect specific data on the number of LEP clients served as per an agency policy.   The policy was recently updated to capture written and spoken requests for translation.  This data is used to determine where a shift in bilingual staff should be made.  See attachment 2.       
*Identify the quarters in the table below for when each task(s) is estimated to be completed and reported on by placing an “X” in the box below the corresponding quarter. 
	Tasks: Objective 1
	2007 Quarter Due
	2008 Quarter Due
	Responsible Party



	
	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
	X
	X
	X
	Valerie E. Kitchings/ Valerie.kitchings@dc.gov/ 671-2568

	Agency Specific Tasks:
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


OBJECTIVE 2:  
To translate agency vital documents into the LEP languages largely served by DOES by September 30, 2007.

Legislative Requirement:
DOES 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 DOES. A “vital document” is defined as applications, notices, complaint forms, legal contracts, and outreach materials published by [Agency Name] that inform individuals about their rights or eligibility requirements for benefits and participation. This provision applies to all contractors/vendors that DOES funds to carry out services to its public.
Narrative: 

1. Develop a systemic process for identifying documents for translation:

· Develop clear guidelines and procedures for surveying all existing English and in-language forms, correspondence and resources. Translation priority should be given to documents conveying critical information.

· Provide a narrative of agency guidelines/procedures with this plan. Narrative should include how your agency will ensure the quality of translations. Guidance on doing so includes:

· Using the statement of work created by OHR for translations with each requisition/purchase order;

· Drawing on focus groups comprised of community members proficient in the languages used for translation to provide effective quality control and create mechanisms to involve LEP residents in the process; and
· Request that bilingual staff “proof” the translated documents prior to approval and dissemination.

· Describe how your agency’s determination of the identification and translation of vital documents was reached.
The agency, through its Office of Public Affairs (OPA), and with the assistance of Office of Equal Opportunity, performs an inventory of all vital documents.  An e-mail is forwarded to all program managers to identify those documents that require translation due to updated information.  The request usually goes out Mid-September in order to take advantage of the new budget period beginning October 1st.   DOES has just completed a request for program managers to submit new or revised documents to OPA.  The new or revised versions of these documents will be either interpreted by March 2007. All documents containing the names of the Mayor will be reviewed and reprinted by OPM.  Vital documents will take priority.   
2. Identify your agency’s vital documents by using the BLAP’s corresponding matrix.  See attachment 5.
3. Identify by name and contact information your agency points of contact (i.e. the agency’s divisions/units) that readily display and provide the identified translations of vital documents to LEP/NEP constituents. If translations have not been printed or are unavailable to the public, please provide the following:

· Explanation as to why the translations are unavailable to the public.
· Detailed plan to disseminate translated documents within this BLAP’s period.
· Plans to post documents on agency website. 

Due to the fact that the majority of the contact with the LEP community occurs through the One-Stops, all centers readily display translated posters and/or signs that indicate that translation services are available.  Tanya Anderson, Associate Director, One Stop Operations supervises all employees within this division.  She may be reached at (202) 609-6241.     
4. Explain how your agency responds to correspondence written in a non-English language. 
All correspondence written in foreign languages is forwarded to the Office of Equal Opportunity in order to reduce the response time.  The EO Manager then makes a written request to the Director to procure translation the document using the agency’s procurement card.  The turnaround for translation is no less than three days.  The translated document is then forwarded to the program manger for prompt response and the response itself is translated and forwarded to the customer.         
*Identify the quarters in the table below for when each task(s) is estimated to be completed and reported on by placing an “X” in the box below the corresponding quarter. 
	Tasks: Objective 2
	2007 Quarter Due
	2008 Quarter Due
	Responsible Party

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

	
	1
	2
	3
	4
	1
	2
	3
	4
	

	Universal Tasks:
	
	
	
	
	
	
	
	
	

	2.1  Develop, revise, and/or translate contents of DOES’ archive of vital documents (complete corresponding matrix for this Objective).
	
	
	
	X
	
	
	
	X
	Valerie E. Kitchings, Equal Opportunity Office/ Valerie.kitchings@dc.gov/  Diana Johnson/ Office of Public Affairs/ Diana. Johnson@dc.gov

	2.2  Develop, update, translate and maintain DOES’ glossary of terms.
	
	
	
	
	
	
	
	
	Valerie Kitchings/ Office of Equal Opportunity/ Valerie.kitchings@dc.gov

	Agency Specific Tasks:
	
	
	
	
	
	
	
	
	

	Development of Glossary of term
	
	
	
	
	
	
	
	
	The glossary of terms for the main portal of DOES was developed by the U.S. Department of Labor.  This glossary will be updated when this department updates the glossary for all One Stop operations nationwide.   


OBJECTIVE 3:

To provide oral language services and diversify DOES’ bilingual workforce by September 30, 2006.

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 DOES. 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 DOES 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.
Note: Clear protocols are to be created for staff in need of neutral interpreters. Use of family members, children, witnesses and victims as interpreters present ethical and other complications that can result in tragic consequences. It is the responsibility of your agency to provide neutral interpreters to all who need and/or request oral language assistance.
Narrative:

1. Describe the types of oral language services your agency currently provides to its LEP/NEP clientele (e.g. bilingual staff, staff interpreters, contract interpreters, telephonic interpretation, etc.).
As per agency policy, all employees are directed to first seek the assistance of a bilingual employee when communicating with an LEP customer.  When a bilingual employee is not available, the employee should then contact the AT&T Language Line Services.  In 2004, all DOES were trained on the telephone language service.  

Considering that the majority of encounters are customers who speak Spanish seeking services at the One Stop centers, the majority of Spanish speaking employees are assigned to the centers.  There are also AT&T language “I speak” posters on the walls of all centers for all others. Center managers are instructed to emphasize during staff meetings that all LEP customers are entitled to language assistance.    

The agency, in the past, maintained a list of vendors available to perform interpretation services.  These vendors had blanket purchase agreements set up by the Office of Contract and Procurement.  The agency has since been informed by OCP that all interpretation contracts are being overseen by OHR.  Thus, the agency’s BPA’s with interpretation vendors have expired.  Funding for interpretation services will more than likely come from those set aside for Language Access until a Memo of Understanding is set up with OHR for oral interpretation services.  
The majority of requests for languages services come from those customers who speak Spanish.  Ongoing assessments will be conducted using the quarterly language reports to determine what other languages are requested.  
2. Describe the types of oral language services your agency will provide to its LEP clientele within this BLAP’s period. Include how this determination was reached in your response.  
DOES has an EO Policy that provides simple protocols for providing language services to LEP customers.  The agency, as a first option, requires the usage of bilingual employees as the first source of interpretation services for LEP customers.  Thereafter, all employees, via the internal policy, are required to use the AT&T Language Lines Services.  Primarily, those seeking services come through the One Stop system where bilingual employees are available.  All other programs use the oral interpretation service if a bilingual employee is not available.   
3. Describe how your agency notifies/advises its LEP/NEP clientele of the language assistance they are entitled to as it pertains to this objective. 
At the first point of contact, usually at the One Stop centers, the customer is met by the receptionist who makes a referral to a bilingual employee or uses the oral interpretation service.  Also “I speak cards” were distributed to all agency employees who will then use the oral service when a bilingual employee is not available.      
If your agency presently does not do this, please provide the following:

· Plan for how your agency will accomplish this within this BLAP’s period.
4. Describe agency plan on how it will implement ongoing and accurate assessments of staffing capacity by language and service area/unit.
· How will your agency prioritize assignments of bilingual staff to programs with a high number of LEP clientele?
Using the quarterly data, the agency Director and program managers will make adjustments within programs.    

5. Develop a recruitment and retention plan to increase bilingual staffing in all areas of the department for this BLAP period.
· Explain how your agency currently recruits and will recruit for qualified bilingual staff.
· Explain how your agency assesses the language proficiency skills of its bilingual staff and/or applicants.

· Include incentives, if any, provided to bilingual staff for utilization of their language skills.
All recruitments are done through the Office of Personnel. There are currently no agency protocols to assess the proficiency of bilingual employees.  Moreover, there are no monetary incentives for bilingual employees. 
*Identify the quarters in the table below for when each task(s) is estimated to be completed and reported on by placing an “X” in the box below the corresponding quarter. 
	Tasks: Objective 3
	2007 Quarter Due
	2008 Quarter Due
	Responsible Party

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

	
	1
	2
	3
	4
	1
	2
	3
	4
	

	Universal Tasks:
	
	
	
	
	
	
	
	
	

	3.1  Provide oral interpretations to LEP/NEP populations.
	X
	X
	X
	X
	X
	X
	X
	X
	All program mangers listed in the background are responsible for providing language interpretation service to LEP customers. 

	3.2  Assess bilingual staffing capacity within each agency division.
	X
	X
	X
	X
	X
	X
	X
	X
	This task will be accessed based upon current funding and considered an ongoing task within the discretion of all program mangers identified in the background and the agency Director.  

	3.3  Conduct recruitment activities for bilingual staff.
	X
	X
	X
	X
	X
	X
	X
	X
	This is an ongoing task and depends primarily on funding for each program.  The program managers identified in the background and Director conduct recruitments based upon funding and the statistics that identify where LEP customers seek services within the agency.

	3.4  Update bilingual employee matrix twice a year (complete corresponding matrix for this Objective).
	
	X
	
	X
	
	X
	
	X
	Valerie Kitchings/ Office of Equal Opportunity/ valerie.kitchings@dc.gov

	Agency Specific Tasks:
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


OBJECTIVE 4:
To provide language access-related trainings, as well as linguistic and cultural competency trainings to Agency staff (mandatory for PCPs) by September 30, 2007.

Programmatic Requirement:
DOES shall conduct one linguistic and/or cultural competency training for Agency staff (mandatory for all PCPs) per fiscal year within this BLAP period. 
*DOES 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 DOES telephonic interpretation services; how to request and contract out with a translation and/or interpretation vendors.
Narrative:

1. Describe all trainings pertinent to this objective and programmatic requirement that are currently provided to agency staff. Include in your response whether said trainings are mandatory within your agency for some or all staff.
All DOES staff is considered to be PCP and therefore must be familiar with the requirement that all LEP customers are entitled to language assistance.  The agency’s Office of Equal Opportunity, on its EO page on the agency’s intranet, has produced a short training module that discusses how to prevent national origin discrimination.  The EO Office has also has published an agency-wide policy that provides employees with instructions on how to seek language assistance for LEP customers.  

DOES will also take advantage of the cultural competency training provided by the Office of Human Rights.     
2. Provide a detailed plan for how your agency will accomplish this requirement within this BLAP’s period.
The agency is working with OHR and the DOES Ad Hoc Group to develop a cultural training module.  When the module is completed all employees will be required to participate in the training.  
3. Describe how your agency will provide staff with the skills and tools necessary to effectively serve LEP clientele. Guidance:

· Staff should attend regular training that informs them of available language service resources within your agency. Such resources include but are not limited to:

a. Translation procedures;

b. Where translation documents can be located;

c. Procedures for when/how to call upon an interpreter; and
d. Procedures on how to use Language Line Services or other similar telephonic interpretation vehicle.

The EO Office, under current federal and local guidelines, will monitor training for cultural competency.  In addition to the current online module provided for all employees, the EO Manager will work with the agency’s Ad Hoc group to determine community needs and opinions regarding program access and employee training.  A refresher course on Language Line services will also be added.  The EO manager will also continue to work with the agency’s OPA to inventory all vital documents at least once a year.  

The DOES Ad Hoc Group will also be consulted to determine new projects and objectives to increase the awareness of staff.  Currently, the group is exploring a cultural training module that incorporates the views of the LEP community as seen by the Ad Hoc Group members. For fiscal year 2007, the group will also assist with plans for a community meeting for the LEP community.   
4. OHR Recommendation: Create an on-going Language Access Taskforce to assist your agency in monitoring and implementing this language access plan. This taskforce should convene regular meetings that bring together various stakeholders including but not limited to: key officers charged with implementing the language access plan, community leaders (if possible) and service providers working with LEP clientele, translators and interpreters.
*Identify the quarters in the table below for when each task(s) is estimated to be completed and reported on by placing an “X” in the box below the corresponding quarter. 
	Tasks: Objective 4
	2007 Quarter Due
	2008 Quarter Due
	Responsible Party

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

	
	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
	Valerie E. Kitchings, EO Office/ Valerie.kitchings@dc.gov 

	4.2  Train agency staff (mandatory for those who fill a public contact position) on Language Line or other telephonic interpretation services and usage (complete corresponding matrix for this Objective).
	
	
	
	X
	
	
	
	X
	Valerie Kitchings/ Office of Equal Opportunity/ Valerie.kitchings@dc.gov

	4.3  Train ALL agency staff on DOES language assistance activities/resources (complete corresponding matrix for this Objective).
	
	
	
	X
	
	
	
	X
	Valerie E. Kitchings, EO Office/ Valerie.kitchings@dc.gov

	Agency Specific Tasks:
	
	
	
	
	
	
	
	
	

	Suggested Task: Create an Agency Language Access Taskforce to assist in monitoring and implementing this plan and providing effective and quality services to the LEP populations of the District.
	
	
	
	
	
	
	
	
	The agency currently operates an Ad Hoc group that was designed to provide advice on different agency projects.   


OBJECTIVE 5:
To conduct outreach activities that target LEP populations served or encountered by DOES by September 30, 2007 on services and programs offered by DOES.
Legislative Requirement:
DOES 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. Methods of outreach may include the following:

· Organize events in LEP communities (e.g. fairs, community meetings, forums, educational workshops, etc.);

· Have agencies' mobile unit/truck/van visit specific community centers, community-based organizations (CBOs), schools, etc.;

· Disseminate information through LEP media outlets (e.g. local TV, newspapers, and radio);

· Have outreach personnel visit and/or perform regular walks throughout LEP communities;

· Partner with CBOs to implement a project and/or deliver a service (e.g. establish service agreements with CBOs to provide a specific service);

· Distribute flyers, brochures, and other printed material;

· Disseminate information through agencies' websites;

· Issue press releases;

· Run a topic-specific campaign to raise awareness of a particular service or project in an LEP community;

· Sponsor educational, informational, cultural and/or social events in LEP communities;

· Participate in LEP community events and/or meetings;

· Invite LEP community to visit agency service site(s) and government facilities;

· Cosponsor community events with CBOs and other LEP organizations;

· Participate in and/or co-sponsor OLA/OAPIA events;

· Organize regular needs assessment meetings with LEP CBOs.
DOES 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 [Agency Name], and/or other issues brought forth by the LEP/NEP community.
Narrative:

1. Describe current outreach methods and/or activities used by your agency to date to target the District’s LEP/NEP populations. Please include the language populations (e.g. Spanish, Amharic, Vietnamese, etc.) targeted through said outreach and explain why your agency targeted this particular LEP population(s).
The agency utilizes a variety of resources to reach out to the community.  These resources include the Mobile One Stop.  See attachment 6 for examples of past events. 

The agency formed an Ad Hoc group that assists in outreach activities.  The group designed a Multi-Language Brochure that provides a brief description of services offered at DOES.  The brochure includes interpretations in Spanish, Vietnamese, Korean, Chinese, and Amharic as these were the languages the agency was encountering.   
The agency will also continue to participate in outreach activities organized by OLA and OAPIA..      
2. Identify and describe the services or activities that community grantees, if any, are performing on behalf of your agency for LEP communities (provide names of said grantees, type of services grantees are funded to deliver, number of LEP populations targeted to be served, and number of LEP population actually served).  
The Latin American Youth Center currently a contract with the agency for academic support and assistance, basic skills training and career exploration.  This contract targets youth between the ages of 14 and 21 and will serve approximately 120 youth.  The Carlos Rosario International Center and Neighbor’s Consejo have blanket purchase agreement.   
3. Provide a detailed plan for how your agency will accomplish this objective and legislative requirement within this BLAP’s period.
Using this BLAP, the agency will rely on the EO Office to monitor and ensure that this plan is enacted.  
*Identify the quarters in the table below for when each task(s) is estimated to be completed and reported on by placing an “X” in the box below the corresponding quarter. 
	Tasks: Objective 5
	2007 Quarter Due
	2008 Quarter Due
	Responsible Party

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

	
	1
	2
	3
	4
	1
	2
	3
	4
	

	Universal Tasks:
	
	
	
	
	
	
	
	
	

	5.1  Conduct outreach activities to each LEP/NEP community DOES serves that meet their “3% or 500 individuals” threshold.
	X
	X
	X
	X
	X
	X
	X
	X
	The agency has in the past participated in several outreach activities every year.  However with the change in the administration for the District it is not yet known what specific activities the agency will participate in.   

	5.2  Conduct a minimum of one (1) public meeting per fiscal year within this BLAP period.
	X
	X
	X
	X
	X
	X
	X
	X
	The agency has in the past participated in several outreach activities every year.  However with the change in the administration for the District it is not yet known what specific activities the agency will participate in.   

	Agency Specific Tasks:
	
	
	
	
	
	
	
	
	

	The Ad Hoc Group 
	X
	X
	X
	X
	X
	X
	X
	X
	During fiscal year 2006, the agency organized a group to provide advice on various projects.  This relationship will continue for fiscal year 2007 with planned projects such as a public meeting where all services available are discussed by the various program managers.     


Certification of Language Access Plan Approval for Covered Entity

[Agency Name] 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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