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LANGUAGE ASSISTANCE PLAN

The Language Assistance Plan (LAP) applies to both the Leased Housing Programs and Public
Housing Programs:

I. INTRODUCTION

The Salem Housing Authority (SHA) is committed to ensuring equal access to its programs
and services by all residents, regardless of primary language spoken. Title VI and Executive
Order 13166 require recipients of federal financial assistance to take reasonable steps to
ensure meaningful access to their programs and services by Limited English Proficient (LEP)
persons. Persons who do not speak English as their primary language and who have a
limited ability to read, write, speak or understand English can be considered LEP persons.

On January 22, 2007, the U.S. Department of Housing and Urban Development (HUD)
issued Final Guidance to recipients of HUD funding concerning compliance with Title VI
prohibition against national origin discrimination affecting LEP persons. HUD’s Final
Guidance defines a four-factor self assessment method which assists agencies receiving HUD
funds in determining the extent of their obligations to provide LEP services. Based on the
Final Guidance and the Voluntary Compliance Agreement dated September 27, 2007, the
SHA completed an LEP four-factor self assessment (“Attachment A”).

Using the LEP self assessment as a guide, the SHA has prepared this Language Assistance
Plan (LAP) which defines the actions to be taken by the SHA to ensure Title VI compliance
with respect to LEP persons. The SHA will periodically review and update this LAP in order
to ensure continued responsiveness to community needs and compliance with Title VI.

II. GOALS OF THE LANGUAGE ASSISTANCE PLAN
The goals of the SHA’s Language Assistance Plan (LAP) include:

¢ To ensure meaningful access to the SHA’s Public Housing and Housing Choice
Voucher (HCV) programs by all eligible individuals regardless of primary language
spoken.

* To ensure that all LEP individuals are made aware that the SHA will provide free oral
interpretation services to facilitate their contacts with and participation in programs
administered by the SHA.
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e To provide written translations of vital documents to LEP individuals in accordance

with HUD’s “safe harbor” guidelines”.

¢ To ensure that SHA staff are aware of available language assistance services and how
these services need to be used when serving LEP individuals.
¢ To provide for periodic review and updating of language assistance plans and services
in accordance with community needs.

III. LEPINDIVIDUALS WHO NEED LANGUAGE ASSISTANCE

Salem, Massachusetts is a diverse community in which numerous LEP households reside.
Using the census information as provided American FactFinder’s statistics based upon the
2009-2011 American Community Survey 3- year estimates it is estimated that 18.7% of the
population of Salem 18 years of age and older speak a language other than English. Of that
number 10% speak Spanish or Spanish Creole and 8.7% speak other languages.

City of Salem, MA Language Spoken at Home
based on 2009-2011 American Community Survey 3- Year Estimates

Total % of Speak English | Speak English less
Population | population | “very well” than “very well

Estimate Estimate

Population 5 years and over 39,162 100 % 90 % 10 %

Speak only English 74.4 % (x) (x)

Speak a language other than English 25.6 % 61.1% 389 %

Spanish or Spanish Creole 14.6 % 582 % 41.8 %

Other indo-European languages 9.5 % 66.2 % 33.8%

Asian and Pacific Island languages 1.2 % 48.8 % 51.2%

Other languages 0.2 % 100 % 0.0%

Speak language other than English

517 years 1491 84.4% 15.6 %

18-65 years 3854 529% 471 %

65 years and over 375 8.3 % 91.7 %

5-17 years 239 858% 14.2%

18-65 years 2630 62.4% 376%

65 years and older 866 72.1% 27.9%

5-17 years 81 48.1 % 51.9%

18-65 years 403 489% SL1%

65 years and over 0 - =

5-17 years ) % B

18-65 years 94 100 % 0.0 %

_ 65 yearg a_nd over i _ _ ‘ 0 Z B
Citizens 18 yearsandover RIS SRl AR

All citizens 18 years and over 30,707 94 % 6.0 %

Speak only English 81.3 % (x) (x)

Speak a language other than English 18.7 % 68.1 % 31.9%

Spanish or Spanish Creole 10.0 % 65.5 % 345 %

Other languages 8.7 % 71.1% 28.9%

Page 2 of 5




IV.  TYPES OF ASSISTANCE NEEDED BY LEP PERSONS

The majority of contacts between the SHA and LEP persons are meetings, written
communications and phone calls where information is exchanged. Examples include
interactions by applicants with SHA staff during the application process leading up to and
including placement in public housing or the leased housing program, as well as periodic
contact between residents and SHA staff related to management, maintenance and lease
compliance issues. Oral interpretation services may be needed for these contacts.

Other contacts involve the exchange and review of printed materials, some of which may be
considered “vital documents”. HUD’s Final Guidance defines vital documents as, “any
document that is critical for ensuring meaningful access to the recipients’ major activities and
programs by beneficiaries generally and LEP persons specifically”. The SHA will provide
translation services for any document considered vital as necessary for an applicant, tenant,
or participant.

The SHA will periodically review and update this list to reflect those documents which are
considered vital to applicants and/or residents. With respect to these vital documents the
SHA will provide each in all “threshold” languages as needed.

V. LANGUAGE ASSISTANCE TO BE PROVIDED

In order to promote equal access to SHA programs and services by LEP individuals, the SHA
will implement the following array of language assistance services.

A. Identification of LEP Persons and Notices

Use of “I Speak... Language Identification Guide”: In order to help identify LEP
individuals and determine the appropriate language assistance, the SHA will post and
make available “I Speak... Language Identification Guide” (“Attachment B”) at its main
office lobby. Applicants, public housing residents and HCV participants can use these
guides to indicate their primary language. At the point of entry SHA staff will then make
appropriate arrangements for interpretation services generally using either a bilingual
staff person or a telephone interpretation service.

Notices of Oral interpretation Services: The SHA will provide free access to either
bilingual staff or telephone interpretation services for all contact with LEP individuals.
The SHA will prominently post bilingual notices at its central office which indicate that
free oral interpretation services are available upon request.

Language Preferences of Residents and Applicants: The SHA will ask applicants and
residents, through the use of its “I Speak... Language Identification Guide” to identify
their primary language at initial application (for new applicants) and at recertification (for

Page 3 of 5



existing residents/participants). The “I Speak... Language Identification Guide” will also
ask the applicant, resident/participant if translations services are necessary.

B) Language Assistance Measures

e Oral Interpretation — Staff: When feasible, bilingual SHA staff will be
utilized to communicate with LEP individuals in their native languages and to
assist them in reviewing SHA materials, answering questions about SHA
programs, and responding to SHA forms and information requests. Currently,
SHA employs staff members who speak Spanish which is the non-English
language spoken most frequently by eligible persons served by SHA.

¢ Oral Interpretations — Telephone Support: SHA will use the services of a
professional telephone interpretation service whenever requested by an LEP
individual and/or when an LEP person uses an “I Speak... Language
Identification Guide”to signify that they speak a non-English language and a
qualified staff person that speaks the appropriate language is unavailable.
When these contacts involve review of SHA forms and procedures, SHA will
schedule the call so that the telephone translator has the opportunity to first
review the relevant form or procedure. SHA will only utilize interpretation
services, which demonstrate a high degree of training and professionalization
among the interpreter staff. SHA currently utilizes a service which provides
trained and certified interpreters, and coverage for a multitude of languages.
SHA staff will be trained in how to access this service, which will be available
as needed for LEP applicants, public housing restdents or HCV participants.

» Oral Interpretation — In Person Assistance: In limited instances where
telephone interpretation services or the use of bilingual SHA staff are
determined insufficient to ensure meaningful access, the SHA will provide
qualified in-person interpretation services at no cost to the LEP individual
through the use of an outside firm who employs or contracts with qualified
and trained interpretations services. Examples of contacts where in person
assistance is likely to be required includes termination hearings and evictions.
Due to the considerable expense involved in providing in person assistance,
the SHA will generally strive to use telephone assistance. If the LEP person
does not wish to use the free interpretation services offered by the SHA, the
LEP person may provide their own qualified interpreters at their own expense.

* Oral Interpretation — Use of Other Interpreters not provided by the
SHA: As noted above, LEP individuals will be informed that the SHA will
provide them with free access to oral interpretation services via bilingual SHA
staff or qualified, trained contractors as needed. If the LEP individual
requests their own qualified, trained interpreter this will be allowed at the
individual’s own expense. Use of family members and friends as interpreters
is allowed. Staff will be advised to be alert to the potential for any conflict of
interest or competency issue that may arise from the involvement of family or
friends. If staff members have questions about the appropriateness of
allowing family and friends as interpreters, they will consult with the SHA’s
LEP Coordinator for guidance.
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¢ Communication with LEP Telephone Callers: Callers to the SHA’s office
who speak Spanish will be transferred to bilingual SHA staff.

C) Staff Training and Coordination

The SHA will provide training on LEP awareness and required assistance actions
under the Language Assistance Plan for employees. This will include:

¢ Mandatory training: A mandatory training will be scheduled for all
employees in order to review the Language Assistance Plan elements, to
review any new procedures related to the LAP, and to inform staff of their
responsibilities relative to LEP persons. On an ongoing basis, periodic
refresher training will be provided to staff who regularly interact with SHA
clients.

¢ LEP Coordinator: The SHA has designated the Assistant Executive
Director as the LEP Coordinator, responsible for ongoing updating of LEP
analysis, addressing staff and public questions and issue related to LEP
matters, and providing ongoing LEP training.

D) Providing Notice to LEP Persons

To ensure that LEP persons are aware of the language services available to them, the
SHA will post LEP notices in the SHA’s central office.

E) Monitoring and updating the Language Assistance Plan

The LAP will be reviewed and updated periodically as needed. The review will
assess:

e Whether there have been any significant changes in the composition or
language needs of the LEP population in Salem;

e A review to determine if additional vital documents require translation;

e A review of any issues or problems related to serving LEP persons which may

have emerged during the past year; and,
¢ Identification of any recommended actions to provide more responsive and
effective language services.

Adopted by the Salem Housing Authority’s Board of Directors on: November 13, 2013
Reviewed 10-25-18

File: dt Language Assistance Plan
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Attachment A

SHA'’s Four-Factor Self Assessment Analysis
With Regard to Limited English Persons (LEP)

1. Assessing the number and proportion of LEP persons served or encountered in the
eligible service population

See data graph (attached) compiled by American Community Survey (ACS) from
the 2009-2011 American Community Survey 3 year estimates.

Of citizens of Salem aged 18 years and over:
81.3% speak only English
18.7% speak a language other than English
10% (of the 18.7%) speak Spanish or Spanish Creole
8.7% speak “other languages” (languages not specified)

The majority of the non-English speaking and limited English speaking
populations of Salem, which the SHA serves, is determined to be Spanish-
speaking.

2. Assessing the frequency with which LEP individuals come into contact with the
program, activity, or service

Tenants and participants are required to complete paperwork annually at a
minimum. These individuals receive assistance through the SHA and are tenants
and participants of our low income housing programs.

3. Assessing the nature and importance of the program, activity, or service provided
by the program

Providing public housing and rental assistance to low-income elderly, family, and
handicapped persons is an important fundamental service and is essential to
financial existence.

4. Assessing the resources available to the recipient and costs

The SHA has sufficient full time bilingual (English/Spanish) administrative
employees at the main office. Interpretation services by these employees are
available at the main office on a full time basis as well as to the maintenance
department staff on an as-needed basis.

The SHA’s state and federal budgets are able to sustain the costs associated with
obtaining language interpretation translation services as well as written translation
services.

HUD and DHCD have many documents available in Spanish on-line.

File: dt Language Assistance Plan
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Free oral interpretation services

are available upon request.

Servicios gratis de interpretacion oral

son disponibles a peticion
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Interpretation Services

(as per the SHA’s Language Assistance Plan)

Bavystate Interpreters, Inc.

32 Pleasant Street
Gardner, MA 01440

Telephone:  888-663-8000

Fax: 888-663-9000

Email: dbrooks@baystateinterpreters.com
Website: baystateinterpreters.com

Owner: Darrin Brooks

SHA'’s authorization code: 4431

Services
= Telephone interpretation
= In person interpretation
e Document translation

Schedule interpretations by either:
Going online at baystateinterpreters.com
or
Calling 888-663-9002

1. Dial (888)663-9002
2. When the operator answers, tell them:
a. Your customer code is 4431.

You are calling from Salem Housing Authority

The language that you need.
Your name and phone number.

L~ I O~

Please let the operator know if you would like to connect to
multiple parties (call a patient/client at home, for example).
3. The operator will connect you with an interpreter promptly.

Order document translation by emailing the word document (preferably in Microsoft Word)) to
dbrooks@baystateinterpreters.com for a price quote.

File dt baystate interpreters 11-26-13
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John A. Boris, Chairman
Peter K. Strout, Vice Chairman
Frank ]. Milo, Second Vice Chairman

Maureen Call, Treasurei

SALEM HOUSING

AU T H O R 1 L § Carol A. MacGown, Executive Director

EXTRACT FROM THE MINUTES OF THE
REGULAR MEETING OF THE BOARD MEMBERS OF THE
SALEM HOUSING AUTHORITY HELD ON
WEDNESDAY, NOVEMBER 13, 2013 at 6:00 p.m.

The BOARD MEMBERS of the SALEM HOUSING AUTHORITY met in a REGULAR
MEETING at 27 Charter Street in the City of Salem, Massachusetts on WEDNESDAY,
NOVEMBER 13, 2013, the place, hour, and date duly established for the holding of such
meeting,

The meeting was called to order at 6:00 p.m. by Chairman John A. Boris and upon a roll eall the
following answered present:

Present Absent
Maureen Call None

Frank J. Milo
Peter K. Strout
John A. Boris

Frank Milo moved to approve Salem Housing Authority’s Language Assistance Plan (LAP)
which applies to both the Leased Housing Programs and Public Housing Program

which defines the actions to be taken by the Salem Housing Authority to ensure Title VI
compliance with respect to Limited English Proficient (LEP) persons. Maureen Call seconded
the motion and the vote was as follows:

Ayes Nays

Maureen Call

Frank J. Milo

Peter K. Strout

John A. Boris
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