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CITY OF LAFAYETTE
LIMITED ENGLISH PROFICIENCY (LEP) POLICY

The City of Lafayette (“City”) is committed to ensuring persons with Limited English Proficiency
(LEP) have meaningful access to and equal opportunity to participate in the City’s services,
activities, and programs. The City will take reasonable steps to provide timely and effective
language assistance to ensure Limited English Proficiency (LEP) individuals can fully benefit from
City services, activities, programs and other benefits. This policy is consistent with Title VI of the
Civil Rights Act of 1964 and its implementing regulations, which prohibit discrimination based
on national origin.

Recognizing the diversity of languages spoken in the community, the City adheres to guidance
from the United States Department of Justice (USDOJ) in determining appropriate measures for
language access. This includes consideration of the following four factors:

1. Number of Proportion of LEP Individuals to be served by the City’s programs,
services or activities

2. Frequency of Contact with the City’s programs services or activities

3. Nature and Importance of the City’s program, service or activities

4. Resources Available to the City and the costs of providing language services

Decisions regarding which documents require translation, when oral interpretation is
necessary, and whether such services must be immediately available are informed by these
factors. The City will strive to ensure that language assistance services are appropriate,
effective, and consistent with federal guidance, thereby upholding the principles of equity and
inclusion in public service. This flexible approach helps ensure languages services are targeted
effectively and efficiently, based on actual community needs and available capacity.



LANGUAGE ASSISTANCE SERVICES

The City provides several types of language assistance, including both oral interpretation and
written translation. The appropriate type of assistance will depend on the circumstances of the
encounter, the needs of the LEP individual and the Four-Factor analysis. The City recognizes that
some City employees may be able to assist individuals with LEP when appropriate and within
the scope of their duties, bilingual staff may provide informal language assistance to help
facilitate communication. To ensure accuracy in more complex or critical interactions, such as
legal matters, the City may use qualified interpreters or professional language assistance
services, including a Language Line Program. City departments are encouraged to maintain an
accurate list of bilingual employees who are willing to assist in specific language interpretation,
ensure these employees receive basic training on confidentiality, accuracy and sensitivity and
refer to Language Line services when a bilingual employee is not available or when the situation
requires a certified third party interpreter.

Translation of Documents

The City will identify and prioritize the translation of vital documents- those critical for
accessing service services or benefits into language most commonly spoken by LEP populations
in the community. Translations may be provided in written form or through qualified
interpreters, depending on context and need.

Note Takers

To request a note taker at least 48 business hour notice must be made to:
ADA Compliance Coordinator

City of Lafayette

Amber Schaefer, HR Director

20 N 6t St.

Lafayette, IN 47901

(p) 765-807-1600

(f)765-807-1064

hrhelpdesk@lafayette.in.gov

Braille and Large Print Materials
SeeWriteHear, LLC

7303 E. Earl Drive, Suite 100
Scottsdale, AZ 85251

(p) 480-696-1869

(f) 480-696-1912




In person Interpreters for the Deaf:
Indiana Interpreting Agencies
https://www.in.gov/health/cdhhe/files/Indiana-Interpreting-Agencies.pdf

Telecommunication TTY

Relay Indiana

Dial 711 if in Indiana

Dial 800-743-3333 to connect to Relay Indiana from anywhere

Language Identification Flashcard (ISpeak)

Physical copies of the Language Identification Flashcard shall be available to all City employees
to assist with providing timely LEP services to individuals participating in City services, activities
and programs.

LANGUAGE IDENTIFICATION FLASHCARD
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Cocher ici si vous lisez ou parlez le frangais.

Kreuzen Sie dieses Kistchen an, wenn Sie Deutsch lesen oder sprechen.
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Jelolje meg ezt a kockdt, ha megérti vagy beszéli a magyar nyelvet.

Markaam daytoy nga kahon no makabasa wenno makasaoka iti Ilocano.

Marchi questa casella se legge o parla italiano.
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13. French

14. German

15. Greek

16. Haitian

Creole

17. Hindi

18. Hmong

19. Hungarian

20. llocano

21. ltalian

22. Japanese

23. Korean

24, Laotian

25. Polish
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Free Online Translation Tools

RWS- Translation provider of technology-enabled language, content, and intellectual property
services.

Babel Fish Text Translation- Translation available between English and Chinese, Dutch, French,
German, Greek, Italian, Japanese, Korean, Russian, Portuguese and Spanish.

Signing Savvy- A sign language dictionary containing several thousand high resolution videos of
ASL signs, fingerspelled words and other common signs.

Word2Word- Directory of translation services.

imTranslator- Translation of text in 60 different languages.

Google Translate- Test or document translation in 80 different languages.

Babylon-Translation of text in 30 different languages.
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Language Line Services
To facilitate communication in real-time, the City can also access a for a fee Language Line
Program, which provides on-demand telephone interpretation services in over 240 languages
and sign language services. This resource is available to City staff during public interactions,
when bilingual employees or other free translation tools are not available, to ensure that LEP
individuals can access services without delay. All departments are trained on how to access and
use this service.
1. Identify the need for LEP services and utilize ISpeak cards to verify language
required,;
2. Contact Language Line Solutions by phone || G
3. Enter the City’s unique 8 digit PIN: ||| |G
I

!

4. At the recorded prompt, state the language interpretation desired (e.g. French),
if requesting sign language, the call will need to be completed from a device
capable of providing screen time to the LEP participant;

5. At the conclusion of the Language Line Solutions service, the employee shall
email hrhelpdesk@lafayette.in.gov so the LEP service is recorded appropriately.

Employee Training and Responsibilities

Employees who regularly interact with the public will receive training on this policy, including to
help them understand their legal obligations under Title VI, how to identify LEP individuals, how
to access interpretation services when an in person translator is unavailable, and how to
request written translations when appropriate. Supervisors are responsible for ensuring
Language Line Solutions access procedures are followed and that staff have the tools and
resources they need.

Public Notification

The City will inform the public about the availability of free language assistance services
through multiple methods, including posting multilingual signage (below) in public-facing areas
of City buildings, such as lobbies and reception desks. Signage will inform the public that
language assistance is available upon request. Notices will be included on the City’s website
including a statement in the most common non-English languages. Employees will access ISpeak
cards to help identify the preferred language of LEP individuals.



mailto:hrhelpdesk@lafayette.in.gov

Multilingual Signage
General multilingual signage should be posted for public view in public-facing areas of City
buildings, such as lobbies and reception desks.

Need Language Help?
We offer language assistance services. Please let us know if you need an interpreter or
translated documents.

Servicios de asistencia lingitiistica disponibles gratuitamente. Por favor, inférmenos si necesita
un intérprete o documentos traducidos. (Spanish)
Chung téi cung cap dich vu ha trgr ngdn ngir mién phi. Xin vui long cho ching t6i biét néu quy
vi can théng dich vién hojc tai liéu da dworc dich. (Vietnamese)

RUREESHRE. NEOFAPEXY, FEMBEM. (Traditional Chinese)

Nous offrons des services d’aide linguistique gratuits. Veuillez nous informer si vous avez
besoin d’un interpréete ou de documents traduits. (French)
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Monitoring and Evaluation

The City will periodically assess the effectiveness of its LEP policy and services by tracking the
frequency and type of language assistance provided, soliciting feedback from employees and
the public regarding LEP services received. LEP services will be adjusted based on a recognized
community need and feedback received.

The City values the diversity of its residents and is committed to removing language barriers
that prevent full access to public services. By implementing this policy and providing meaningful
language access, the City promotes equity, inclusion, and compliance with federal civil rights
laws.
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