Attachment 11-VAWA Rights Pamphlet

HOUSING RIGHTS FOR DOMESTIC
VIOLENCE, SEXUAL ASSAULT

AND STALKING SURVIVORS

Your landlord may not discriminate against you because you
are a victim* of domestic violence, sexual assault or stalking.

You can also:

. End your lease early to move quickly;

. Change your locks for safety; and/or

. Ask your landlord to divide your lease in order to evict
the abuser from your apartment.

National Domestic Violence Hotline
1-800-799-7233

National Sexual Assault Hotline
1-800-656-HOPE

Portland Women’s Crisis Line
for statewide help, and referral
to a local crisis program 1-888-

235-5333

Prepared by Legal Aid Services of Oregon and the Oregon Law Center (1/08). For copies of this flyer or more
information about the law, contact your local legal aid office or go to our website at www.oregonlawhelp.org. This
pamphlet is for general education use only. It is not a substitute for the advice of an attorney. If you have specific
legal questions, you should contact an attorney.

*Includes victims of dating violence.
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DISCRIMINATION AGAINST VICTIMS PROHIBITED
A landlord may not treat you differently because you

are or have been a victim of domestic violence, sexual
assault or stalking.

Landlord may not evict you, fail to renew your lease or deny you admission:

Because you are a victim (present or past); or
Because of a violation of the rental agreement caused by an incident of domestic
violence, sexual assault or stalking committed against the tenant; or

e Because of criminal activity or police response related to domestic violence,
sexual assault or stalking in which the tenant is the victim; or

« Because of a bad landlord reference about a past incident of domestic violence,
sexual assault or stalking.

Landlord may not have different rules or standards for you because you are a victim.

If any of these things have happened to you or you think your landlord has otherwise
discriminated against you, you may have rights under state and federal laws. You may
wish to contact an attorney to investigate your possible rights.

Note: a landlord may evict you if he/she has previously given you a written warning regarding
the conduct of the non co-tenant abuser and:

e You permit the abuser to remain on the premises and the abuser is an actual and
imminent threat to the safety of others on the premises; or
= You consent to abuser living with you without landlord’s permission.

CHANGING YOUR LOCKS FOR YOUR SAFETY
If you (or a child living with you) have been the victim

of domestic violence, sexual assault or stalking, you
have the right to have your locks changed promptly.

Your landlord must promptly change your locks or give you permission to change your
locks if you:

= Notify your landlord that you (or a child living with you) are a victim of domestic
violence, sexual assault or stalking and that you want your locks changed
(written notice is best). Sample Form 1.
= You do not need to provide proof that the violence occurred.
If your landlord refuses or takes too long to change your locks:
* You can change the locks without the landlord’s permission.
« You must provide a copy of the new key to the landlord.
Who pays?
e You are responsible for the cost of changing your locks.

= The landlord should not insist you pay for the lock change before changing the
locks.

Note: If the abuser is on the rental agreement with you and you want to change the locks to
keep the abuser out:

= You must have a court order that specifically orders the abuser to move out of the
unit (such as a restraining order or similar).

e The landlord should not allow the abuser into the unit without your permission
unless court ordered.

e The abuser’s lease is terminated once the court order is final.

= The abuser is jointly responsible for the rent until the date the abuser was
excluded from the unit.
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BREAKING YOUR LEASE EARLY
If you (or a child living with you) have been the victim
of domestic violence, sexual assault or stalking within

the last 90 days*, or if you have a current protection
order, you have the right to be released from your
lease or rental agreement with a 14-day notice, so you
can move quickly.

How to break your lease early for safety:

« Make a request to your landlord in writing. Sample Form 2.
= Provide verification of the abuse by giving your landlord one of the following:
= acopy of a court protective order (Restraining or Stalking Order or other court
order);
a copy of a police report showing that you or a child living with you has been the
victim of domestic violence, sexual assault or stalking;
a copy of a conviction for an act of domestic violence, sexual assault of stalking;
= astatement from a law enforcement officer or other qualified third party (attorney,
licensed health professional of victim advocate) stating that you have reported an
act of domestic violence, sexual assault or stalking. Sample Form 3.

. You will not be charged for ending your lease early.
If you are the only person on the lease, you can end your tenancy and you are
responsible for rent only up to the termination date.
If there are other people on the lease, you will not be responsible for rent or
damage occurring past your release date.
= Remaining tenants will continue to be responsible for rent.

*Any time the abuser is in jail or lives more than 100 miles away from you, it does not count against the 90 day time
limit.

Landlord may divide lease to evict abuser for
a criminal act of physical violence related to

domestic violence, sexual assault or stalking.

If a tenant, who is a member of your household, perpetrates a criminal act of physical violence related
to domestic violence, sexual assault or stalking against you, the landlord may terminate the abuser’s
lease without terminating yours.

e Landlord must give 24 hours written notice of termination and eviction process.

< Landlord may not require the remaining tenants to pay additional money as a result.

e The abuser is and all other tenants are jointly liable for rent and damages prior to abuser’s
eviction.
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Sample Form 1: Request to Change Locks

Dear (landlord’s name): Date:

Pursuant to the Oregon Residential and Landlord Tenant Act, | write to request that you promptly
change the locks to my unit. | am a victim of domestic violence, sexual assault or stalking.

(If you are the only tenant on the lease you do not need to provide verification of the violence.)

(If the abuser is on the lease) Enclosed please find a copy of the restraining order that orders the
abuser out of the dwelling unit (“Ouster”).

Sample Form 2: 14 Day Notice to Landlord to Terminate Lease

Dear (landlord’s name): Date:

| am a tenant at (your address). | (or a minor

child who lives with me) am a victim of domestic violence, sexual assault or stalking within the

past 90 days or | am currently protected by a restraining order. Pursuant to the Oregon

Residential and Landlord Tenant Act, this is my 14-day notice to end my rental agreement on
(enter a date 14 days from today and add three days if mailing).

Enclosed is (choose one) O a copy of my protection order, [0 a copy of a police report showing
that | (or a minor child who lives with me) was the victim of an act of domestic violence, sexual
assault or stalking, or 0 a copy of a conviction or, (0 a statement from a law enforcement officer
or other qualified third party.
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Sample Form 3: Qualified Third Party Verification

Name of Qualified Third Party  Name of Tenant

Part |I: STATEMENT BY TENANT:
I, , (Name of Tenant) do hereby state as follows:
1) I (or a minor member of my household or family) have been a victim of domestic
violence, sexual assault, or stalking.
2) The most recent incident(s) that I rely on in support of this statement occurred on
the following dates: .
3) The most recent incident took place in the last 90 days, not counting any time the
abuser was in jail or was living more than 100 miles from my home.
The abuser was in jail from __ to___ or was living more than 100 miles away
from

4) | hereby declare that the above statement is true to the best of my knowledge
and belief, and that | understand it is made for use as evidence in court and is subject
to penalty for perjury.

Signature of Tenant Date

Part Il: STATEMENT BY QUALIFIED THIRD PARTY
I, (name of qualified third party), do hereby verify as follows:
1) I am a law enforcement officer, attorney, licensed health professional or victim’s
advocate.
2) My name, business address, and business telephone are as follows:

3) | verify that the person whose signature is listed above has informed me that the
person (or minor member of the person’s household) is a victim of domestic violence, sexual
assault, or stalking, based on the incidents listed above.

4) | reasonably believe the statements of the person above. | understand that this
document may be used as a basis for gaining release from a rental agreement with the person’s
landlord.

5) I hereby declare that the above statement is true to the best of my knowledge and
belief, and that | understand it is made for use as evidence in court and is subject to penalty for

perjury.

Signature of Qualified Third Party Date
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language assistance that is needed:;

» Identifying the points and types of contact the agency and staff may have with
LEP persons;

» Identifying ways in which language assistance will be provided; - Outreaching
effectively to the LEP community;

» Training staff;
» Determining which documents and informational materials are vital:

v Translating informational materials in identified language(s) that detail services
and activities provided to beneficiaries (e.g., model leases, tenants' rights and
responsibilities brochures, fair housing materials, first-time homebuyer guide);

» Providing appropriately translated notices to LEP persons (e.g., eviction
notices, security information, emergency plans);

v Providing interpreters for large, medium, small, and one-on-one meetings;

» Developing community resources, partnerships, and other relationships to help
with the provision of language services: and

+ Making provisions for monitoring and updating the LAP, including seeking
input from beneficiaries and the community on how it is working and on what
other actions should be taken.

Question: What is a vital document?

Answer: A vital document is any document that is critical for ensuring meaningful
access fo the recipients’ major activities and programs by beneficiaries generally
and LEP persons specifically. Whether or not a document (or the information it
solicits) is "vital" may depend upon the importance of the program, information,
encounter, or service involved, and the consequence to the LEP person if the
information in question is not provided accurately or in a timely manner. For
instance, applications for auxiliary activities, such as certain recreational
programs in public housing, would not generally be considered a vital document,
whereas applications for housing would be considered vital. However, if the
major purpose for funding the recipient were its recreational program, documents
related to those programs would be considered vital. Where appropriate,
recipients are encouraged to create a plan for consistently determining, over time
and across its various activities, what documents are "vital" to the meaningful
access of the LEP populations they serve.

Question: How may a recipient determine the language service needs of a
beneficiary?

Answer: Recipients should elicit language service needs from all prospective
beneficiaries (regardless of the prospective beneficiary's race or national origin).
If the prospective beneficiary's response indicates a need for language
assistance, the recipient may want to give applicants or prospective beneficiaries
a language identification card (or "l speak” card). Language identification cards
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invite LEP persons to identify their own language needs. Such cards, for
instance, might say "l speak Spanish" in both Spanish and English, "l speak
Vietnamese" in both Vietnamese and English, etc. To reduce costs of
compliance, the federal government has made a set of these cards available on
the Internet. The Census Bureau "l speak” card can be downloaded. Download
the "l speak"” card here. The State of Ohio Office of Criminal Justice Services, the
National Association of Judiciary Interpreters and Translators, the Summit
County Sheriff's Office, and the American Translators Association have made
their language identification card available.View the language identification card
here.

Question: How may a recipient's limited resources be supplemented to provide
the necessary LEP services?

Answer: A recipient should be resourceful in providing language assistance as
long as quality and accuracy of language services are not compromised. The
recipient itself need not provide the assistance, but may decide to partner with
other organizations to provide the services. In addition, local community
resources may be used if they can ensure that language services are

" competently provided. In the case of oral interpretation, for example,
demonstrating competency requires more than self-identification as bilingual.
Some bilingual persons may be able to communicate effectively in a different
language when communicating information directly in that language, but may not
be competent fo interpret between English and that language.

In addition, the skill of translating is very different than the skill of interpreting and -
a person who is a competent interpreter may not be a competent translator. To
ensure the quality of written translations and oral interpretations, HUD

encourages recipients to use members of professional organizations. Examples

of such organizations are: national organizations, including American Translators
Association (written translations), National Association of Judicial Interpreters

and Translators, and international Organization of Conference Interpreters (oral
interpretation); state organizations, including Colorado Association of

Professional interpreters and Florida Chapter of the American Translators
Association; and local legal organizations such as Bay Area Court Interpreters.

While HUD recommends using the list posted on the official LEP website, its
limitations must be recognized. Use of the list is encouraged, but not required or
endorsed by HUD. It does not come with a presumption of compliance. There are
many other qualified interpretation and translation providers, including in the
private sector.

Question: May recipients rely upon family members or friends of the LEP person
as interpreters?
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Answer: Generally, recipients should not rely on family members, friends of the
LEP person, or other informal interpreters. In many circumstances, family
members (especially children) or friends may not be competent to provide quality
and accurate interpretations. Therefore, such language assistance may not result
in an LEP person abtaining meaningful access to the recipients' programs and
activities. However, when LEP persons choose not to utilize the free language
assistance services expressly offered to them by the recipient but rather choose
to rely upon an interpreter of their own choosing (whether a professional
interpreter, family member, or friend), LEP persons should be permitted to do so,
at their own expense. Recipients may consult HUD LEP Guidance for more
specific information on the use of family members or friends as interpreters.
While HUD guidance does not preclude use of friends or family as interpreters in
every instance, HUD recommends that the recipient use caution when such
services are provided.

Question: Are leases, rental agreements and other housing documents of a
legal nature enforceable in U.S. courts when they are in l[anguages other than
English?

Answer: Generally, the English language document prevails. The HUD
translated documents may carry the disclaimer, "This document is a translation of
a HUD-issued legal document. HUD provides this translation to you merely as a
convenience to assist in your understanding of your rights and obligations. The
English language version of this document is the official, legal, controlling
document. This translated document is not an official document."

Where both the landiord and tenant contracts are in languages other than
English, state coniract law governs the leases and rental agreements. HUD does
not interpret state contract law. Therefore, questions regarding the enforceability
of housing documents of a legal nature that are in languages other than English
should be referred to a l[awyer well-versed in contract law of the appropriaie state
or locality. Neither EO 13166 nor HUD LEP Guidance grants an individual the
right to proceed to court alleging violations of EOQ 13166 or HUD LEP Guidance.

In addition, current Title VI case law only permits a private right of action for
intentional discrimination and not for action based on the discriminatory effects of
a recipient's practices. However, individuals may file administrative complaints
with HUD alleging violations of Title VI because the HUD recipient failed to take
reasonable steps to provide meaningful access to LEP persons.

The local HUD office will intake the compiaint, in writing, by date and time,
detailing the complainant's allegation as to how the HUD recipient failed to
provide meaningful access to LEP persons. HUD will determine jurisdiction and
follow up with an investigation of the complaint.
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Question: Who enforces Title VI as it relates to discrimination against LEP
persons? Most federal agencies have an office that is responsible for enforcing
Title V! of the Civil Rights Act of 1964. To the extent that a recipient's actions
violate Title VI obligations, then such federal agencies will take the necessary
corrective steps. The Secretary of HUD has designated the Office of Fair
Housing and Equal Opportunity (FHEO) to take the lead in coordinating and
implementing EO 13166 for HUD, but each program office is responsible for its
recipients' compliance with the civil-rights related program requirements
(CRRPRs} under Title VI.

Question: How does a person file a complaint if he/she believes a HUD recipient
is not meeting its Title VI LEP obligations?

Answer: If a person believes that a HUD federally assisted recipient is not taking
reasonable steps to ensure meaningful access to LEP persons, that individual
may file a complaint with HUD's local Office of FHEO. For contact information of
the local HUD office, go to the HUD website or call the housing discrimination toll
free hotline at 800-669-9777 (voice) or 800-927-9275 (TTY).

Question: What will HUD do with a complaint alleging noncompliance with Title
V1 obligations?

Answer: HUD's Office of FHEO will conduct an investigation or compliance
review whenever it receives a complaint, report, or other information that alleges
or indicates possible noncompliance with Title Vi obligations by one of HUD's
recipients. If HUD's investigation or review results in a finding of compliance,
HUD will inform the recipient in writing of its determination. If an investigation or
review results in a finding of noncompliance, HUD also will inform the recipient in
writing of its finding and identify steps that the recipient must take to correct the
noncompliance. In a case of noncompliance, HUD will first attempt to secure
voluntary compliance through informal means. If the matter cannot be resolved
informally, HUD may then secure compliance by:

(1) terminating the financial assistance of the recipient only after the recipient has
been given an opportunity for an administrative hearing; and/or

(2) referring the matter to DOJ for enforcement proceedings.

Question: How will HUD evaluate evidence in the investigation of a complaint
alleging noncompliance with Title VI obligations?

Answer: Title VI is the enforceable statute by which HUD investigates
complaints alleging a recipient's failure to take reasonable steps to ensure
meaningful access to LEP persons. |n evaluating the evidence in such
complaints, HUD will consider the extent to which the recipient followed the LEP
Guidance or otherwise demonstrated its efforts to serve LEP persons. HUD's
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review of the evidence will include, but may not be limited to, application of the
four-factor analysis identified in HUD LEP Guidance. The four-factor analysis
provides HUD a framework by which it may look at all the programs and services
that the recipient provides to persons who are LEP to ensure meaningful access
while not imposing undue burdens on recipients.

Question: What is a "safe harbor?"

Answer: A "safe harbor," in the context of this guidance, means that the recipient
has undertaken efforts to comply with respect to the needed translation of vital
written materials. If a recipient conducts the four-factor analysis, determines that
translated documents are needed by LEP applicants or beneficiaries, adopts an
LAP that specifies the translation of vital materials, and makes the necessary
translations, then the recipient provides strong evidence, in its records or in
reports to the agency providing federal financial assistance, that it has made
reasonable efforis to provide written tanguage assistance.

Question: What "safe harbors” may recipients follow to ensure they have no
compliance finding with Title VI LEP obligations?

Answer: HUD has adopted a "safe harbor" for translation of written materials.
The Guidance identifies actions that will be considered strong evidence of
compliance with Title VI obligations. Failure to provide written translations under
these cited circumstances does not mean that the recipient is in noncompliance.

Rather, the "safe harbors" provide a starting point for recipients to consider:

» Whether and at what point the importance of the service, benefit, or activity
involved warrants written translations of commonly used forms into frequently
encountered languages other than English;

» Whether the nature of the information sought warrants written translations of
commonly used forms into frequently encountered languages other than
English;

» Whether the number or proportion of LEP persons served warranis written

translations of commonly used forms into frequently encountered languages
other than English; and

» Whether the demographics of the eligible population are specific to the
situations for which the need for language services is being evaluated. In
many cases, use of the "safe harbor" would mean provision of written
language services when marketing o the eligible LEP population within the
market area. However, when the actual population served (e.g., occupants of,
or applicants fo, the housing project) is used to determine the need for written
translation services, written translations may not be necessary.

The table below sets forth "safe harbors" for written translations.



Attachment 14-FAQs on the Final LEP Guidance

Size of Language Group

““Recommended Provision of Written .
Language Assistance

1,000 or more in the eligiblré
{popuiation in the market area or

Translated vital documents

lamong current beneficiaries |

%More than 5% of the eligible
|population or beneficiaries and
jmore than 50 in number

Translated vital documents

Ipopulation or beneficiaries and
150 or less in number

{More than 5% of the eligible Translated written notice of right to receive

\free oral interpretation of documents.

;5% or less of the eligible o
ipopulation or beneficiaries and
liess than 1,000 in number

i

No written translation is required.

When HUD conducts a review or investigation, it will look at the total services the

recipient provides, rather than a few isolated instances.

Question: Is the recipient expected to provide any language assistance to
persons in a language group when fewer than 5 percent of the eligible population
and fewer than 50 in number are members of the language group?

Answer: HUD recommends that recipients use the four-factor analysis to
determine whether to provide these persons with oral interpretation of vital

documents if requested.

Question: Are there "safe harbors" provided for oral interpretation services?

Answer: There are no "safe harbors" for oral interpretation services. Recipients
should use the four-factor analysis to determine whether they should provide
reasonable, timely, oral language assistance free of charge to any beneficiary
that is LEP (depending on the circumstances, reasonable oral language
assistance might be an in-person interpreter or telephone interpreter line).

Question: Is there a continued commitment by the Executive Branch to EO

131667

Answer: There has been no change to the EO 13166. The President and
Secretary of HUD are fully committed to ensuring that LEP persons have
meaningful access to federally conducted programs and activities.

Question: Did the Supreme Court address and reject the LEP obligation under
Title V! in Alexander v. Sandoval [121 S. Ct. 1511 (2001)]?
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Answer: The Supreme Court did not reject the LEP obligations of Title Vi in its
Sandoval ruling. In Sandoval, 121 3. Ct. 1511 (2001}, the Supreme Court held
that there is no right of action for private parties to enforce the federal agencies’
disparate impact regulations under Title VI. It ruled that, even if the Alabama
Department of Public Safety's policy of administering driver's license
examinations only in English violates Title VI regulations, a private party may not
bring a lawsuit under those regulations to enjoin Alabama's policy. Sandoval did
not invalidate Title VI or the Title Vi disparate impact regulations, and federal
agencies' (versus private parties)} obligations to enforce Title VI. Therefore, Title
VI regulations remain in effect. Because the legal basis for the Guidance required
under EOQ 13166 is Title VI and; in HUD's case, the civil rights-related program
requirements (CRRPR), dealing with differential treatment, and since Sandoval
did not invalidate either, the EO remains in effect.

Question: What are the obligations of HUD recipients if they operate in
jurisdictions in which English has been declared the official language?

Answer: In a jurisdiction where English has been declared the official language,
a HUD recipient is still subject to federal nondiscrimination requirements,
including Title VI requirements as they relate to LEP persons.

Question: Where can | find more information on LEP?

Answer: You should review HUD's LEP Guidance. Additional information may
also be obtained through the federal-wide LEP website and HUD's LEP website.
HUD also intends to issue a Guidebook to help HUD recipients develop an LAP.

A HUD-funded recipient who has questions regarding providing meaningful
access to LEP persons may contact Pamela D. Walsh, Director, Program
Standards and Compliance Division, HUD/FHEO, at (202) 402-2288. You may
also email your question.

Content updated March 7, 2007

U.S. Department of Housing and Urban Development
451 7th Street, S.W., Washington, BC 20410
Telephone: (202) 708-1112 Find the address of a HUD office near you
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HOUSING AUTHORITY OF PORTLAND
POLICY/GUIDE ON PROVIDING MEANINGFUL ACCESS TO HAP
PROGRAMS TO LIMITED ENGLISH PROFICIENT PERSONS

Introduction

It is a policy of the Housing Authority of Portland (HAP) to take reasonable steps
to ensure meaningful access to HAP programs and activities by limited English
proficient (LEP) persons, taking into account the proportion of LEP persons in the
eligible service population, the frequency with which LEP individuals come in
contact with the program, the nature and importance of the service provided by
the program, and the available resources.

In all housing programs it provides, HAP complies with applicable federal and
Oregon state housing legislation, including, without limitation:

Title VI of Civil Rights Act of 1964 and the implementing regulations at 24
CFR part 1, “Nondiscrimination in Federally Assisted Programs of the
Department of Housing and Urban Development—Effectuation of Title VI
of the Civil Rights Act of 1964""; Executive Order 13166.

In addition, HAP complies with the related rules, regulations and procedures
prescribed under the above-mentioned federal and state law.

For the purposes of this plan, HAP defines a “program” as follows:
Section 8 program

Shelter Plus Care program

Transitional Rent Assistance program

Public Housing program

Affordable Housing program

Housing Services program

oA LNE

Definition of LEP Person

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 LEP.

Identifying LEP Individuals who Need Language Assistance

HAP shall take reasonable steps to identify LEP persons served or encountered
using the following methods:
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» Using the Census Bureau “I speak” cards to invite LEP persons to identify
their language needs to staff; these cards will be available at all HAP
offices and application locations.

» Posting notices in all HAP offices and application sites listing commonly
encountered languages and notifying LEP persons of available language
assistance;

* Requesting applicants residents and participants to list their primary
language and need for interpreter on applications and eligibility
statements;

» Tracking the LEP information electronically;

Language Assistance Measures

Types of Language Services Available

HAP shall take reasonable steps to provide oral and written language services as
described in this section. In determining what language services should be
provided, HAP shall consider the following factors:

A. The number or Proportion of LEP Persons Served or Encountered in the
Eligible Service Population

HAP shall examine its prior experiences with LEP encounters to determine the
breadth and scope of language services needed. HAP shall also consult other
data to refine or validate its prior experience, including the latest census data for
the area served.

B. The Frequency With Which LEP Individuals Come Into Contact With the
Program

HAP shall take reasonable steps to assess, as accurately as possible, the
frequency of contact with LEP persons from different language groups. The
more frequent the contact with a particular language group, the more likely that
enhanced language services in that language are needed. Less frequent contact
with different language groups may suggest a different and less intensified
solution.

C. The Nature and Importance of the Program, Activity, or Service provided
by the Program
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The more important the activity, information, service, or program, or the greater
the possible consequences of the contact to the LEP persons, the more likely
language services may be needed.

D. The Resources Available to HAP and Costs

While it is HAP’s policy to take reasonable steps to provide meaningful access to
HAP programs and activities by LEP persons, the availability of resources may
limit the provision of language services in some instances. “Reasonable steps”
may cease to be reasonable where the costs imposed substantially exceed the
benefits. HAP shall explore the most cost-effective means of delivering
competent and accurate language services before limiting services due to
resource concerns.

Oral Language Services (Interpretation)

HAP shall use contract interpreters and bilingual HAP staff to provide the
services. Where LEP persons so desire, they can use, at their own expense, an
adult interpreter of their own choosing (whether a professional interpreter, family
member, or friend) in place of or as a supplement to the free language services
offered by HAP. HAP may, at its discretion, choose to provide their own
Interpreter in addition to the one used by the family.

HAP shall take reasonable steps to ensure competency of the language service
provider. When providing oral language assistance, HAP shall use the following
general criteria to ensure effective communication with LEP persons:

» Demonstrated proficiency in and ability to communicate information
accurately in both English and in the other language and identify and
employ the appropriate mode of interpreting;

* Knowledge in both languages of any specialized terms or concepts
peculiar to HAP’s program or activity and of any particular vocabulary and
phraseology used by the LEP person,;

» Understanding of and following confidentiality and impartiality rules;

* Awareness of “regionalisms” used by the LEP person;

* Understanding of and adherence to their role as interpreters without
deviating into a role as counselor, legal advisor, or other roles.

When interpretation is needed and is reasonable, it shall be provided in a timely
manner so as to avoid the effective denial of a benefit or service. Where access
to or exercise of a benefit or service is not effectively precluded by a reasonable
delay, the language assistance may be reasonably delayed.
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Written Language Services (Translation)

HAP shall take reasonable steps to provide written translations of vital
documents that list program rules and instructions for each eligible LEP language
group that constitutes 5% or 1,000 persons, whichever is less, of program
applicants/participants/residents. Whether or not a document (or information it
solicits) is vital may depend upon the importance of the program, information,
encounter, or service involved, and the consequence to the LEP person if the
information in question is not provided accurately or in a timely manner. For
example, applications for certain recreational activities would not generally be
considered vital documents, whereas applications for housing could be
considered vital.

All documents that require action from an applicant or participant shall include a
statement in the languages of eligible groups reading “Important information
about your housing! If you need assistance, please contact us immediately.”
HAP shall take reasonable steps to provide oral interpretation of other
documents, if needed.

For all documents available in the languages of eligible groups, the English
version of the documents shall include a statement on the bottom in the
languages of eligible groups reading “This form is available in (language) upon
request.”

For LEP language groups that constitute less than 5% of program applicants,
participants or residents, HAP will not translate written materials, but shall take
reasonable steps to provide oral interpretation of the written materials upon
request.

As with oral interpreters, HAP will take reasonable steps to ensure competency
of translators of written documents. Where legal or other vital documents are
involved, HAP shall make a reasonable effort to use certified translators.

Telephone Services

When calls are received by an LEP applicant, participant or resident, HAP staff
will make every effort to determine the language being spoken by the caller.
Calls will be forwarded to HAP staff who speak the same language as the caller
for assistance. If HAP staff are not available at the time of the call, the caller will
be requested to call back when an interpreter can be available. An interpreter
will be secured within a reasonable time frame.

On-Site Visitors
When an LEP applicant, participant or resident comes to a HAP office, HAP staff
will make every effort to determine the language being spoken by the caller by
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using the “I Speak” cards. If HAP staff who speak the language are available to
assist the applicant, participant or resident, they will do so, either in person or via
telephone. If HAP staff are not available at the time of the visit, the person will be
requested to come back when an interpreter can be available. An interpreter will
be secured within a reasonable time frame.

Written Communications

Correspondence received in languages other than English will be translated by
HAP staff who speak the language, where available, or by HAP’s contracted
translation agency. Responses will be translated into the same language as the
letter that was received.

Training Staff

HAP will ensure that staff knows the obligation to provide meaningful access to
information and services to LEP persons. HAP will provide training to ensure
that:
» Staff is competent on LEP policies and procedures; and
» Staff having contact with the public is trained to work effectively with
interpreters.

The training will be included as a part of departmental orientation for new
employees.

Staff will be provided with listing of forms available in languages other than
English and with a list of bilingual HAP staff.

Providing Notice to LEP Persons

HAP shall provide a notice to LEP persons of the availability of free language
assistance that ensures meaningful access to HAP’s programs and services.
Examples of notification may include:

» Posting signs in common areas, offices, and anywhere applications are
taken. The signs shall be translated into the most common languages
encountered;

» Stating in outreach documents that language services are available.
These statements shall be translated into the most common languages
encountered;

* Working with grassroots and faith-based community organizations and
other stakeholders to inform LEP persons of HAP’s services, including the
availability of language assistance services;
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Monitoring and Updating LEP Plan

HAP will monitor the implementation of the LEP plan on an ongoing basis to
determine whether new documents, programs, services, and activities need to be
made accessible for LEP persons.

* Proportion of LEP persons in the eligible service population;

* Frequency of encounters with LEP language groups;

* Nature and importance of activities to LEP persons;

* Availability of resources;

* Whether existing language assistance meets the needs of LEP persons;
* Whether staff knows and understands LEP plan and its implementation.
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Addendum to Plan
As of August 1%, 2008, the following information applies to HAP’s programs.

Section 8 Shelter Public Affordable | Housing
Plus Care | Housing Housing Services

Languages | Russian None None None Russian

Exceeding Vietnamese

5% of Spanish

Population

Languages | Russian None Russian None Russian

Applications | Spanish Spanish Vietnamese

Currently Vietnamese Vietnamese Spanish

Translated

Into

Languages | Russian None Russian None Russian

Forms Viethamese Viethamese Viethamese

Currently Spanish Spanish Spanish

Translated

Into

Use ‘| Yes Yes Yes Yes Yes

Speak

Cards”

Interpreter | Yes Yes Yes Yes Yes

Signs

Posted

Staff Russian Russian Russian Depends on | Spanish

Interpreters Vietngmese Vietngmese Vietngmese property R_ussian

Available Spams_h Spams_h Spams_h V|etnam_ese
Somali Somali Somali Cambodian
Bosnian Bosnian Bosnian Thai
Chinese Chinese Chinese Lao
Arabic Arabic Arabic Oromo
Urdu Urdu Urdu Bosnian
Macedonian Macedonian | Macedonian Urdu
Serbian Serbian Serbian Somali
Meng Meng Meng Serbian

Protocol in | Yes Yes Yes Yes Yes

Place for

LEP Callers

Protocol in | Yes Yes Yes Yes Yes

Place for

LEP

Visitors

Staff Training | Yes Yes Yes Yes Yes

on Working

with

Interpreters






