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I. Purpose:  
Establish local policy to ensure LEP individuals have meaningful access to all programs and services and are able to 
participate effectively regardless of their ability to speak, read, write, or understand English. This policy ensures area wide 
consistency in language service delivery and further assures quality language services are available for LEP individuals, 
enabling effective communication with workforce system staff. 

II. Authority: 
• U.S. Department of Labor, Civil Rights Center, Directive No. 2006-03 
• Workforce Innovation and Opportunity Act (WIOA) (29 USC§ 3248) 
• Department of Labor Training and Employment Notice 28-16 
• Title 29 Code of Federal Regulations (CFR), Part 38 
• Office of Oklahoma Workforce Development (OOWD) Oklahoma Workforce Development Issuance (OWDI) #17-

2017, Limited English Proficiency. 

III. Background: 
Identifying language barriers and developing strategies to overcome those barriers are essential for local areas to comply 
with federal requirements. Title VI of the Civil Rights Act of 1964 prohibits recipients of federal financial assistance from 
discriminating based on national origin by, for example, failing to provide meaningful access to individuals who are LEP. 
 
Executive Order 13166 signed by the President in August 2000 and titled "Improving Access to Services for Persons with 
Limited English Proficiency" contains two major initiatives. The first initiative aims to better enforce and implement Title 
VI of the Civil Rights Act of 1964 by requiring federal agencies that provide federal financial assistance to develop guidance 
to clarify obligations for recipients of such assistance. The second initiative requires all federal agencies to meet the same 
standards as federal financial assistance recipients in providing meaningful access for LEP individuals to federally 
conducted programs. 
 
Section ""88 of WIOA prohibits the exclusion of an individual from participation in, denial of the benefits of, discrimination 
in, or denial of employment in the administration of or in connection with, any programs and activities funded or otherwise 
financially assisted in whole or in part under Title I of WIOA because of race, color, religion, sex, national origin, age, 
disability. political affiliation or belief, and for beneficiaries only, citizenship status, or participation in a program or activity 
that receives financial assistance under Title I of WIOA. 

IV. Definitions: 
A. A. Babel Notice:  

a short notice included in a document or electronic medium (e.g. web site, application, "app" email) in multiple 
languages informing the reader that the communication contains vital information, and explaining how to access 
language services to have the contents of the communication provided in other languages (29 CFR Section 38.4(i)). 
 

B. Employment-related Training:  
Training that allows or enables an individual to obtain skills, abilities and/or knowledge that are designed to lead to 
employment (29 CFR Section 38.4(t)). 
 

C. Limited English Proficiency (LEP) Individual:  
an individual whose primary language for communication is not English and who has a limited ability to read, speak, 
write, and/or understand English. An LEP individual may be competent in English for certain types of communication 
(e.g., speaking or understanding), but still be LEP for other purposes (e.g. reading or writing) (29 CFR Section 38.4(hh)). 
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D. Limited English Proficiency (LEP) Plan: 

A written language access plan which assists in ensuring that LEP individuals have meaningful access to WIOA Title I-
financially assisted programs and activities (29 CFR Section 38.9 Appendix). 
 

E. Meaningful Access:  
Language assistance that results in accurate, timely, and effective communication at no cost to the LEP individual. For 
LEP individuals, meaningful access denotes access that is not significantly restricted, delayed, or inferior as compared 
to programs or activities provided to English proficient individuals. 
 

F. Primary Language:  
An individual's primary language is the language in which an individual most effectively communicates, as identified by 
the individual. 
 

G. Vital Documents:  
Forms or documents designed and utilized by the LWDB that are critical for accessing federally funded services or 
benefits or are required by law. Vital documents can include but are not limited to applications for WIOA programs, 
consent forms designed by the LWDB, letters designed by the LWDB requesting eligibility documentation. 

V. Local Policy 
As recipients of federal financial assistance, Local Workforce Development Boards (LWDB), One-Stop Operators, and 
other service providers have a responsibility to ensure non-discrimination in service delivery to LEP individuals. Guiding 
principles for situations in which an LEP individual is seeking to "access and participate" in public workforce services, 
programs, and activities include: 
 

• LEP individuals must be advised of availability of competent, confidential language interpretation services. The 
provision of this notice and the LEP individual's election must be documented in the OSL client notes section, 
even if the individual chose to use their own interpreter. 

• The One-Stop Operator will take reasonable steps, appropriate to the circumstances, to ensure interpretative 
services are provided that demonstrate the level of fluency, comprehension, and confidentiality warranted by the 
nature, type, and purpose of the provided information. 

• The One-Stop Operator will expand the range or nature of language assistance strategies whenever experience, 
changes in target or service population demographics, or new program-specific data indicates that the failure to 
do so may result in a denial of substantially equal and meaningful, effective services to a significant LEP 
population. 

• LEP, in and of itself, shall not act as a barrier to limit access to vital information, available in English, regarding 
when, where, or how to obtain benefits or services provided through the workforce system. 

• Effective immediately, the LWDB, program operators, training provider, etc., are required to comply with this 
guidance as it supports compliance with Section 2 of E~cutive Order 13166 and the U.S. Department of Labor, 
Civil Rights Center, Directive No. 2006-03. 

 
Each American Job Center that is accessible to the public at which vital information is made available (reception desk or 
areas, resource areas, telephone communication lines, building entries, etc.) will have language assistance resources 
capable of providing, within a reasonable period of time, information and/or instruction in appropriate languages other 
than English. A language identification poster or "I Speak" form should be located at each Career Center 
welcome/reception area for LEP customers to identify their language. Please see Attachment A "I Speak" form. 
 

A. Process 
1. When a LEP individual walks into the AJC for services, then indicates the language of choice using the "I Speak" 

form, the intake personnel will provide assistance and information with the assistance of a staff person that can 
serve as an interpreter, a volunteer interpreter by telephone, or electronically through Google Translator. The 
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individual must be informed that all interpretation services are free. Alternative interpreter services are available 
electronically at: https://www.lep.gov/resources/resources.html 
 

2. The LEP individual will be served in a location suitable to allow confidentiality such as a conference room with a 
speakerphone or other suitable arrangement. 
 

3. During the initial meeting, the LEP individual will be provided a language identification card ("I Speak" card) listing 
the language of their choice. The LEP individual may keep this language identification card in their possession to 
display to staff as they are proceed through the WIOA process. Accepting and/or maintaining this language 
identification card is voluntary and will not impede the delivery of services. 
 

4. In the event the intake personnel are unable to determine the LEP individual's language choice, they will 
immediately contact the One-Stop Operator to find alternative resources available to use with the LEP individual. 
 

5. Each step of the initial assessment for services including and up to service delivery will include the language 
interpretation service. This includes email blast of information provided to all participants, so it must be provided 
in their choice of language. 

 

B. B. Limited English Proficiency Plan 
LWDBs that develop, implement, and periodically revise an LEP plan are more likely to fulfill their obligation of taking 
reasonable steps to ensure meaningful access to programs and activities by LEP individuals. Furthermore, developing 
and implementing an LEP plan has many benefits including providing Local Area staff with a roadmap for establishing 
and documenting compliance with nondiscrimination obligations and ensuring that LEP individuals receive the 
necessary assistance to participate in the programs and activities of a Local Area. 
 
When developing an LEP plan, staff should address the elements that are provided in OWDI #17-2017. Additionally, the 
LEP plan should be reviewed and updated every three years. 
 

VI. Attachments 
A. "I Speak" Card Form 
B. 12 Most Common Languages 
 

VII. Compliance 
A. This policy shall be used in accordance with all other applicable local policies. 
B. The TAWD8 is responsible for conducting oversight of local Adult/DLW/Youth programs to ensure both fiscal and 

programmatic accountability. Local program oversight is conducted in consultation with the chief local elected official. 

https://www.lep.gov/resources/resources.html


Attachment A







Attachment A 

Kuv xav tau ib tug Hmong neeg txhais 
lus. 

I need a Hmong interpreter. 

MHe Hy»<eH pyccK"1H nepeBOA4"1K. 

I need a Russian interpreter. 

II,; 

i'>W�C�')�')CUUC16� imccriU'>EJW')�'). Ja treban Srpsko-H rvatskog prevodloca. 

I need a Lao Interpreter 

Turjumana afan Oromiffa enbarbana. 

I need an Oromiffa interpreter 

I need a Serbo-Creation interpreter 

Necesito servicios de interprete en 
espanol. 

I need a Spanish interpreter. 

Waxaan u baahnahay turJubaan Somali l ji 4b -t c.s J) �Y ..a� -t.JC 
ah. 

I need an Arabic interpreter 
I need a Somali interpreter. 

Toi can mot thong djch vien tieng Vi�t. 

I need a Vietnamese interpreter. I need a Cantonese interpreter. 

I need a Mandarin interpreter. I need a Khmer interpreter 

Interpretation services are available FREE of charge. 
Please ask for assistance at the receptionist desk. 
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