ORIGINAL

RESOLUTION 09-01-16

A RESOLUTION ADOPTING A LIMTED ENGLISH PROFICIENCY PLAN FOR THE
TOWN OF SILVER LAKE, KOSCIUSKO COUNTY, INDIANA

WHEREAS, in accordance with Title VI non-discrimination laws and Executive Order 13166
in regard to providing appropriate access to services provided by federal agencies and recipients
of federal funding, the Limited English Proficiency Plan was drafted to define how the Town of
Silver Lake will accommodate persons with Limited English Proficiency; and

WHEREAS, individuals who do not speak English well or not at all and those who have limited
ability to read, write, speak or understand the English language are entitled to language
assistance under the Title VI of the Civil Rights Act of 1964; and

WHEREAS, LEP persons have a right to particular services, activities, and resources with
respect to the Town of Silver Lake governmental duties; and

NOW THEREFORE, BE IT RESOLVED by the Silver Lake Town Council, that the Town of
Silver Lake hereby adopts the Limited English Proficiency Plan (attached), the Limited English
Proficiency Offer of Assistance Log (attached), and the U.S. Census Bureau Language
Identification Flashcard (attached) to be used as a guide to assist citizens with limited English

Proficiency.
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Adopted this 13™ day of September, 2016
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Dana Owens, Council Member Dana Owens, Council Member
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LANGUAGE ACCESS POLICY:

A) Policy Statement
It is the policy of the Town of Silver Lake not to discriminate against any person who is
limited English proficient (LEP). In accordance with the Title VI of the Civil Rights Act of
1964 and Executive Order 13166, the Town will take reasonable steps to provide LEP
persons meaningful access to all of its local government services, programs and

activities.

The Town of Silver Lake herein creates a Language Access Plan which articulates the
responsibilities, policies, and strategies for providing language assistance to LEP
persons. All translators, interpreters and other aids needed to comply with this policy
shall be provided at no cost to the person being served and they will be informed of the
availability of such assistance free of charge.

The Town of Silver Lake will conduct regular reviews of the language access needs of the
community population, as well as update and monitor implementation of this policy and

these procedures, as necessary.

PROCEDURES:

A) Identifying LEP persons and their language
The Town of Silver Lake will promptly identify the language and communication needs
of the LEP person. If necessary, a language identification document will be used to
determine the language (please see attached “United States Census 2010 Language
Identification Flashcard”). When records are used to document the interaction with the
citizen, the language used to communicate with the LEP person will be included as part
of the record (please see attached “Limited English Proficiency Offer of Assistance Log”).

The Town of Silver Lake Clerk-Treasurer reviewed the 2010 U.S Census Report and
determined that 1.97% of citizens spoke a language other than English. Also, a history
search was completed of documents, phone inquiries and other forms of
communication and at this time no requests for interpreters or requests for translated
documents have been received. Silver Lake officials and employees have had minimal

contact with LEP individuals.
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B) Language Assistance

A person who does not speak English as their primary language and who has limited
ability to read, write, speak or understand English is considered a LEP person and are
entitled to language assistance with respect to the Town of Silver Lake’s governmental
services. Language assistance can include interpretation, which means oral or spoken
transfer from one language to another and translation of written documents from one

language to another.

Language assistance measures that the Town of Silver Lake will strive to offer to those
who do not speak the English language or those that “do not speak English well” are
categorized in the following:

® Written translation- requests made for translation of documents into another
language other than the English language will be done in a reasonable amount of
time through google translate or another form of translation software.

* Oral or spoken interpretation-resources made available to LEP persons will be
obtained through the Kosciusko County Court System and/or by Telephonic
Interpreter Services for which the Town of Silver Lake would pay a fee.

® Meeting interpreter requests are to be given to the Clerk-Treasurer at least two
weeks in advance to the scheduled public meeting. The Clerk-Treasurer will then
make every necessary attempt to contact resources to interpret for the LEP
person. Resources that are available and can attend the meeting will be paid for
by the Town of Silver Lake.

C) Staff Training
The following training will be provided to all Officials and Employees of the Town of
Silver Lake:
e TITLE VI Policy and LEP Responsibilities
e Use of the United States Census 2010 Language Identification Flashcard
e Documentation of language assistance log
e How to handle an TITLE VI/LEP complaint
e Use of resources available for translation or interpretation
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D) Vital Document Translation

The Town of Silver Lake within a reasonable time and available resources shall use
google translate or some of other form of translation software if available in the LEP
persons known language to translate vital documents. Translation of documents that
are available and not of a “draft” nature shall be requested in writing and the LEP
individual must give the Town of Silver Lake reasonable time to complete the request.
Factors that may prevent requested document translation are those that are protected
from public view by the State or Federal government standards, unavailable language
translation in the requester’s language or the cost to the Town of Silver Lake for
translation creates an undue hardship upon the Town.

In the case of an Emergency situation to which the well-being of life and property is in
danger, the Town of Silver Lake will take reasonable care in notifying the LEP community
in their language if known. Notification of clean-up efforts, available resources, services
and any outreach organizations available will be given in the event of disastrous
circumstances. If time does not allow for notification of the emergency the same will
apply for the after-effects of the emergency.

E) Monitoring
Monitoring and updating the LEP Plan will be done as required. At a minimum, the plan
will be reviewed and updated with data as the U.S. Census Bureau is updated or the
Town has been made aware or recognizes that the LEP individuals within the Town and
the Town service areas is growing. The Plan will be revised as it is determined that more
translation or interpreter resources are made available, the Town'’s financial resources
are sufficient to fund language assistance, and the goals of the Town of Silver Lake to
comply with TITLE VI/LEP is not sufficient to meet the needs at hand.

F) Notice to LEP Persons
The Town of Silver Lake will notify LEP person of services available free of charge by
posting a sign in the entry way to the Silver Lake Town Offices that language assistance
is available or by verbal notification if the LEP person is identified and the language is

known.
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Town of Silver Lake Limited English Proficiency
Offer of Assistance Log

Department: Date:

Employee/Elected Official Name:

Customer Information

Customer Name:

Language
0O SPANISH O TRADITIONAL CHINESE O FRENCH
OARABIC O JAPANESE O GREEK
O ITALIAN O RUSSIAN O POLISH
O DUTCH O KOREAN O GERMAN
O GREEK O UKRAINIAN O VIETNAMESE

O OTHER LANGUAGE (please specify):

Interpreter Information

Type of Interpreter: O Contract Interpreter
O Telephonic Interpreter Service
O Kosciusko County Interpreter
O Provided by Customer (Relationship: )

Name of Interpreter:
Was the interpreter a minor? O YES O NO

Interpreter I.D Number (Telephonic Interpreter Service I.D Number):

Nature of Business:

Conversation Resolution:

Signature of Employee/Elected Official: Job Title:




