LIMITED ENGLISH PROFICIENT (LEP) PLAN: SIX MONTH PROGRESS REPORT

1) The actions the Hawaii Department of Labor & Industrial Relations (DLIR) has taken or intends to
take to comply with the conciliation agreement with the U.S. Department of Labor's Civil Rights
Center (CRC).

a) “Any further policies or procedures drafted or issued for these purposes.”

(0]

Our policy directive for the LEP Plan was updated on June 30, 2014, and adopted by
the CRC shortly afterwards. The policy directive ensures that the Department
addresses the needs of LEP persons as equitably as it assists all other customers who
seek our services.

Also included in the policy directive was a requirement that frontline staff must
attend trainings on how to best assist LEP persons, and the trainings took place
during May of 2014. (The training is discussed in more detail below.)

* Please see Appendix A for the Policy Directive.

b) “Any notices, forms, and signs drafted or issued related to language access.”

(0}

(0]

We updated the list of staff within each division/program that had been identified
as points of contact for discussions about the LEP Plan.

The record keeping form that staff fill out after assisting LEP persons was updated
and will be distributed throughout the Department by the end of December, 2014,
We updated the list of volunteer multilingual staff that is willing to assist LEP
persons in other languages.

Easy to follow telephonic interpreting cards were passed out at the training and
distributed to the administrators.

* Please see the Appendices B1-4 for these updated documents and forms.

c) “Any other accomplishments or objectives reached or progress made toward the
requirements in this Agreement.”
In addition to gathering the input of our staff and community members within our working
group, we have expanded our connections outside by attending conferences and external
working groups, such as:

(0}

(0]

(0]

The “Cultural Accessibility for Immigrant Victims — 2014 Summit” held by the Hawaii
Immigrant Justice Center at the Legal Aid of Hawaii.

The “7™ Annual Hawaii Conference on Language Access” held by the Hawaii Office
of Language Access.

The “Language Access Advisory Council Meeting” held by the Hawaii Office of
Language Access.

The “Hawaii Language Roadmap Initiative” Advisory Council Meeting.

Aloha Language Access Coordinators Meeting to explore approaches and
procedures for inter-agency procurement of translation services.

Upcoming US Federal Language Access Law Agency Compliance Workshop.

2) “Data regarding request for language services by DLIR agency or office, location, language, and
the form and mode of language assistance requested, and how those requests were handled
pursuant to the LEP Plan.”
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* Please see the Appendix C, which includes a chart with the Language Access Reporting Tool
information organized by the LEP languages interpreted.

a) “Instances in which language assistance is not provided and the reason(s) therefor.”

0 Only one situation has come to our attention. It involved an LEP person who was
represented by an attorney who apparently wrote a letter requesting an interpreter
following the receipt of a hearing notice. That letter, however, was not received by the
hearings office. The hearing was convened without an interpreter. The decision was
appealed and upon review of the case, the Labor Appeals Board vacated the decision
and remanded the case back to the division for further proceedings and to provide the
claimant with an interpreter, allowing full participation at the division’s hearing by all
parties.

This situation brought to light the fact that new employees with public contact must
have a detailed briefing on LEP issues even before the in-depth training becomes
available. In this particular case, the hearings officer had not yet received the training at
the time of the hearing. The new LEP orientation will include a more detailed
explanation of the Department’s LEP Plan.

3) “Data on the application of the LEP Plan, including the number of interpreters and bilingual staff
used.”

* Please see the Appendix D, which includes a chart with the Language Access Reporting Tool
information organized by LEP services delivered by division/office.

For future reporting, we will include a summary sheet to highlight changes in the numbers of
those seeking assistance in different languages. We will record variations in the number of LEP
encounters in each language to determine if the needs in certain languages are increasing or
decreasing.

4) “Information regarding problems encountered in implementing the LEP plan, including feedback
gathered from customers, staff, and the general public”

0 Feedback that we received regarding translating vital documents was that there are
several languages commonly spoken in the State of Hawaii in which the native speakers
do not know how to read in their language. Many speakers of Micronesian languages
fall into this category, which is why we are focusing on implementing “effective
communication” at the DLIR and not only focusing on translating documents. “Effective
communication” involves working with someone one-on-one and listening closely to
what they are saying in order to better assist them.

5) “The steps taken to notify the customers, customer representatives, community groups, and
public of the policies or procedures to implement the LEP Plan, and any responses thereto.”
0 We have an LEP Working Group comprised of prominent members of various
multilingual communities and from different divisions within our Department. The
Working Group has met several times to discuss planning and implementation of the
LEP Plan, which is then shared with the communities and divisions at large.
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0 The Unemployment Insurance Division has created inserts which include a paragraph in
all of the commonly used languages in Hawaii that states that language assistance can
be provided to LEP customers. The insert is included in all of their mailings to the public.

6) “The trainings provided to managers, hearing officials, staff, and others regarding the LEP Plan
and policies and any related language access matters, including the content of the trainings,
training materials, dates held, trainers names and biographies, and names and positions of
attendees.”

0 The Training:
Current staff within the DLIR participated in training about the Department’s obligation
to assist LEP persons who seek our services. The training was given by the Director of
the State Judiciary’s Office on Equality and Access to the Courts, Debi Tulang-De Silva. It
was videotaped and copies of the DVD and the accompanying PowerPoint presentation
were given to the administrators of each program, including the personnel office.

0 Dates of the Training:
The DLIR staff split up among three different days but the trainings they received were
the same. The dates of the trainings were May 20", May 21°' and May 23" of 2014.

0 Every new employee at the DLIR will be given the LEP DVD and PowerPoint presentation
by the personnel office as part of their new employee training. The personnel office will
keep a record of when the employees have been trained and remind them every two
years that is time for them to do the refresher training.

* Please see Appendix E for a list of staff that participated in the LEP training given by Debi
Tulang-De Silva.

* Please see Appendix F for a copy of the summer 2014 Newsletter which includes pictures from
the training.

* Please also see the LEP PowerPoint presentation of the training given by Director Tulang-De
Silva that is included with this document. For a copy of the DVD that accompanies the
presentation, please let us know and we would be happy to mail it to you.
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APPENDIX A - Policy Directive

POLICY DIRECTIVE APPROVED BY:
regarding
LIMITED ENGLISH PROFICIENT | p it rakamine, Director
(LEP) PERSONS Departtflent of I:abor and
for Industrial Relations

DEPARTMENT OF LABOR AND Effective date: £/30/14

Replaces:

INDUSTRIAL RELATIONS

Title VI of the Civil Rights Act of 1964 states that: “No person in the United
States shall, on the ground of race, color or national origin, be excluded
from participation in, be denied the benefits of, or be subjected to
discrimination under any program or activity receiving Federal financial
assistance.”

The Department of Labor and Industrial Relations is committed to providing
free and appropriate language access for Limited English Proficient (LEP)
customers in compliance with Title VI of the Civil Rights Act of 1964, as well
as Executive Order 13166 and Hawaii Revised Statutes, chapter 321C.

The goal is for the Department to provide all LEP customers with access to
free interpreters and translated documents so that they may receive the
same information and services as English speaking customers receive. In
order to achieve this goal, each employee of the Department has the
responsibility to assure that all eligible LEP customers have meaningful
access to the benefits, services, and activities the Department provides.

To that end, the Department shall:

e Ensure that LEP customers are informed of their right to be
provided with interpreter services free of charge by, at minimum,
posting signs in various languages where customers are
encountered;

e Keep statistics to document the frequency of encounters with LEP
customers, the needs of LEP customers, how the LEP customer
was served, and other information;
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e Review and update its Language Access Plan every two years with
input from an LEP working group that includes representatives
from community-based organizations or agencies with experience
working with LEP individuals;

o Identify ways to best provide language access services, whether in
person or on-line, recognizing that translation of written materials
may not be the most effective method of communication;

e Plan and develop training opportunities for Department employees
on Department language access policy and how to provide
language access services.

Each employee shall:

e Read the Department's Language Access Plan (either attached or give
instructions on where to find it);

e Attend training opportunities regarding how to competently identify
those customers who are LEP and how to provide language access
services;

This policy will be supplemented from time to time with specific instructions
on implementing this policy.
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APPENDIX B1 - Updated List of Division LEP Contacts

Director’s Office (DO): Jade Butay
Administrative Services Office (ASO): Gerilyn Sakai
Personnel Office: Loriann Ikenaga
Research & Statistics Office: Janet Kaya
Disability Compensation Division (DCD): Royden Koito
Employment Security Appeals Referees’ Office (ESARO): Cheryl Medina
Workforce Development Division (WDD): Linda Sakamoto & Carol Kanayama
Wage Standards Division (WSD): Russell Horikawa
Unemployment Insurance Division (Ul), several contacts including:

Cindy Yoshida

Cheryl Hirata

Jodi Takamori

Kathy Perry

Lisa Nakamura
Workforce Development Council (WDC): Russell Ogawa
Hawaii Labor Relations Board (HLRB): Nora Ebata
Labor and Industrial Relations Appeals Board (LIRAB): Lily Ling
Office of Community Services (OCS): Alan Burdick
Hawaii Civil Rights Commission (HCRC): Kanani Mariano
Hawaii Occupational Safety and Health Division (HIOSH): Deirdre Yamasaki
Maui District Office: Sharon Char
Kauai District Office: Aric Fujii
Hawaii District Office: Lynne Inouye
Other Resource:

Office of Language Access (OLA)

Serafin Colmenares, Director of OLA
Serafin.Colmenares@doh.hawaii.gov
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APPENDIX B2 — Updated LEP Encounter Report

DLIR Staff Information

Name: Position:

Division /Program: Office Location:
Phone Number: Email:

Date of Encounter: Time of Encounter:

Language Encountered:
Cantonese [0 Chuukese [ Hawaiian 0 LEP Hearing Impaired 0 Japanese [

Kosraean [ Thai O Mandarind Marshallese O Korean O
Phonpeian OO Portuguese 0 Samoan [0 Spanish O Tagalog 0O
Tongan O Vietnamese O Visayan O llokano O OtherO

Type of Encounter:
e LEP person(s) walked into the office and needed assistance in a language other than English I
e LEP person called over the phone and needed assistance in a language other than English [
e Other O

Additional Comments:

Who assisted with interpretation?
e Staff within the division/program
e Staff from other division/programd Which division/program?
e Contracted In-Person Interpreter
1) Via Interpreter Agency O
Name of Agency
2) Independent O
Name of Interpreter
e Paid Telephonic Interpreterl] Name of Interpreter
e OtherO

Was a written document orally translated for the LEP? Yes 01 No O
If a written document was orally translated, please include a copy of that document with this form.

Additional Comments:

If written language service (translation) was provided, please fill out the information below:
What type of Translator?
e Staff from within the division/program]
e Staff from other division/programd Which division/program?
e Contracted Translator OJ
1) Via Translation Agency O
Name of Agency
2) Independent O
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Name of Translator
e OtherO

Additional Comments:

If NO language services were provided, please answer the questions below.

If it was not possible to provide language services, please explain why:

What measures were taken to assist the LEP person(s)?

Are there any follow up measures required to assist the LEP person(s)?
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Appendix B3 — Multilingual Listing of DLIR Employees

Tagalog

Gutierrez,
Luisa

HCRC

DLIR Room 411

HNL

Language Name Office Address Location Proficiency
Fluent also speaks
Tagalog Racela, Ricco ASO DLIR Room 309 HNL llocano
Tagalog Rivera, Lina ASO DLIR Room 309 HNL Fluent
Viethamese Vyhien Peyton ASO DLIR Room 309 HNL Fluent
Miyajima,
Japanese Naohiro ASO DLIR Room 309 HNL Fluent

Fluent

Fluent also speaks

Cantonese

Ling, Lily

LIRAB

DLIR Room 404

HNL

Cantonese Chao, Tin HIOSH DLIR Room 425 HNL Mandarin
Dacanay, Fluent also speaks

llocano Julius HIOSH DLIR Room 425 HNL Tagalog
Edgerton,

Korean Sunny HIOSH DLIR Room 423 HNL Fluent

Mandarin Chao, Tin HIOSH DLIR Room 425 HNL Fluent
Dacanay, Fluent also speaks

Tagalog Julius HIOSH DLIR Room 425 HNL llocano

Conversational

Cambodian Khuy, Chana 0ocCs DLIR Room 420 HNL Fluent
Farsi Salimova, Lola 0OCS DLIR Room 420 HNL Conversational

Fluent also speaks
llocano Villaruz,Danilo (o]6) DLIR Room 420 HNL Tagalog
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Language Name Office Address Location Proficiency
Dela Cruz, Fluent also speaks
llocano Jovanie 0Cs DLIR Room 420 HNL Tagalog
Kaahanui, Fluent also speaks
llocano Mila 0cCs DLIR Room 420 HNL Tagalog and Visayan
Cabreros,
llocano Benjamin 0OCS DLIR Room 420 HNL Fluent
Duldulao,
llocano Glenda A. 0OCSs DLIR Room 420 HNL Fluent
Indonesian Lee, Debby 0Cs DLIR Room 420 HNL Fluent
Pohnpeian Burdick, Alan 0CS DLIR Room 420 HNL Fluent
Russian Salimova, Lola 0Cs DLIR Room 420 HNL Fluent
Kaahanui, Fluent also speaks
Tagalog Mila 0cCs DLIR Room 420 HNL llocano and Visayan
Villaruz, Fluent also speaks
Tagalog Danilo 0cCs DLIR Room 420 HNL llocano
Dela Cruz, Fluent also speaks
Tagalog Jovanie (o]6) DLIR Room 420 HNL llocano
Muyot,
Tagalog Zenaida 0ocCs DLIR Room 420 HNL Fluent
Tajiki-Farsi Salimova, Lola 0cCs DLIR Room 420 HNL Native Speaker
Uzbeki Salimova, Lola 0Cs DLIR Room 420 HNL Native Speaker
Kaahanui, Fluent also speaks
Visayan Mila 0cCs DLIR Room 420 HNL llocano and Tagalog

Chong, Fluent also speaks
Cantonese Wendy uiD DLIR Room 437 HNL limited Mandarin
Fluent
Cantonese Sun, Xian uiD DLIR Room 110 HNL Cantonese/Mandarin

10
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Language Name Office Address Location Proficiency
Cantonese Hom, James uiD DLIR Room 324 HNL Limited
Fluent also speaks
Cantonese Lin, Fanny uiD DLIR Room 110 HNL Mandarin
Lanzaderas,
Cebuano Jodel uiD DLIR Room 437 HNL Fluent
Gonzales,
llocano Richard uiD DLIR Room 110 HNL Fluent
llocano Eder, Junior uiD DLIR Room 437 HNL Fluent
Quiliquin, 3-3100 Kuhio Hwy, Su. C-
llocano Marie uiD 12 Kauai Fluent
Kobayashi,
Japanese Azusa uiD DLIR Room 110 HNL Fluent
Japanese Ueno, Tosh uiD DLIR Room 317 HNL Fluent
Muranaka,
Japanese Linda uiD DLIR Room 324 HNL Limited
Japanese Namba, Karen uiD DLIR Room 437 HNL Limited
Miyamasu,
Japanese Irene uiD DLIR Room 325 HNL Limited
Nakagawa,
Thai Kanjanar uiD DLIR Room 324 HNL Limited
Japanese Nikura, Ray uiD DLIR Room 110 HNL Fluent
Korean Miura, Stacy uiD DLIR Room 437 HNL Fluent
Fluent
Mandarin Sun, Xian uiD DLIR Room 110 HNL Cantonese/Mandarin
Fluent also speaks
Mandarin Lin, Fanny uiD DLIR Room 110 HNL Cantonese
54 S. High Street, Room
Spanish Takamori, Jodi uiD 201 Maui Fluent

11
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Language Name Office Address Location Proficiency

Lanzaderas,

Tagalog Jodel uiD DLIR Room 437 HNL Fluent

94-275 Mokuola St.

Tagalog Lunas, Shirley uiD #301 Waip Fluent
Edano,

Tagalog Socorro uiD DLIR Room 110 HNL Fluent
Quilinquin, 4370 Kukui Grove St, Su. 3-

Tagalog Marie uiD 214 Lihue Kauai Limited
Tacsiat, 4370 Kukui Grove St, Su. 3-

Tagalog Jannette uiD 214 Lihue Kauai Fluent

Vietnamese Nguyen, Tony uiD DLIR Room 110 HNL Fluent
Cabiles, 94-275 Mokuola St.

Visayan Desiree uib #301 HNL Fluent
Lanzaderas,

Visayan Jodel uiD DLIR Room 437 HNL Fluent

Pohnpeian

Smith, Amy

WSD

Kona

Ignacio,

llocano Margie WDD 1990 Kinoole St., Su. 102 Hilo Conversational
Fernandez,

llocano Edgar WDD DLIR Room 329 HNL Fluent
Manera,

llocano Adele wDD 4444 Rice Street #302 Kauai Conversational
Ah Sam, 2064 Wells Street, Room

Japanese Sheryl WDD 108 Maui Limited

Kapolei

Suafai, Anne 601 Kamokila Blvd., Rm State

Samoan Marie WDD 138 Bldg Fluent

Fluent
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APPENDIX B4 — Telephonic Interpreting Cards & Sample Script

TELEPHONIC
INTERPRETING

If no Bilingual Volunteer Staff is available:

1 Call CTS Languagelink (toll free):
1-877-650-8014

2 Subaccount Number (4-digits):
H

3 Language needed:

Spanish - Press 1
Other languages - Press 9

Request the language needed. Confirm your department.

Conference call > Press 9

Provide customer’s name and a phone number.
(See Conference Calls on back)

** See Sample Script on back ** ...

13
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SAMPLE SCRIPT

¢ “Interpreter, we are using a (Single handset,
Speakerphone, Two phones, etc.).

e The customer has questions about a (Traffic
ticket, Hearing, Restraining order, etc.)”

e To the LEP customer: “My name is A
don't speak (name of LEP customer’s
language), so | have called an interpreter.

e The interpreter does not work for us and will be
fair & not take sides. The interpreter will not
give you advice and will interpret everything
that we say.”

CONFERENCE CALLS

Call the LEP customer.

2. During the call, press the "more" button on the
bottom right-side of the telephone screen until
you see the "Confrn" button.

3. Press "Confrn" button. You will hear a dial tone
for a new line, and the LEP Customer is placed
on hold.

4. Dial CTS Languagelink, 9+1-877-650-8014.

After the interpreter is on the line, press the
"Confrn" button. All 3 people will be connected
to the call.

14
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LANGUAGE ACCESS REPORTING TOOL

APPENDIX C - Language Access Reporting Tool; Organized by Language

LEP Services by Language Department/Agency Labor and Industrial Relations Period Covered __January - June 2014
Contact Person Jade T. Butay Phone No. 586-8855
1 2 3 4 5 6
Type of Services Provided to LEP Type of Oral Language Service Utilized #of Documents . .
Customers Language Services Expenditures ($)
#) Translated
) @
< o @
2 B = c g
5 £s S G g < " =
3 Y . |35 g g | . |2 P 8 8 .
= = — > I — x > — x
Language | @ | £ 2|85 g |82 g | g |2 |E | B |2 | %
o 3 5 g [85| £ |8z |8 8 | T2 g |¢@ 8 2 s s g
i} & k) ® ac| 2 33 | 8 5 g g2 @ 8 £ & 5 8 e
— ) = @ o = 2 S Ea| E 2 g |55l o = 5 <) = £ @ v
= & & 2 o %5 2 =2 | = ° E |82l a g & 3 £ 2 @
o 3 2 o 5} N c 2 B2 T~ 2 o 280 @ g 5 > = o o @
#* g g = 2 | s S 5= | 5> | & S |08 = g B 8 g = g 5 = =
- = 5 = S o I RS 83 = s g =3 g E 0 a S% = £ S =
Tl e | £ | E|Es| 5 |Ee|E5| 8 | § 323 E [3:| =z | :e | B § | £ | & | Avom
S @ = [ 5| O 62|68 | & e _Se8] & o S o8& @ = = [e) (Total $)
Total: 755 724 116 0 25 0 0 72 32 0 25 516 109 8 0 $ 522510 $ 345.55| $ 310.00f $ -l 8 -|$ 5,880.65
% of Total: 100% 83.7%| 13.4% 0.0% 2.9% 0.0% 0.0% 9.5% 4.2% 0.0% 3.3%| 68.4%| 14.5%]| 100.0% 0.0% 88.9% 5.9% 5.3% 0.0% 0.0% 100%
Cantonese 282 282 42 5 1 252 26 $ 263.84 $ 45.00 $ 308.84
Chuukese 3 3 2 1 $ 11250 $ 112.50
Haw aiian
llokano 152 151 13 18 3 8 89 27 4 $ 1,262.63 $ 65.00 $ 132763
Japanese 18 18 10 9 2 2 5 1 1 $ 673.75 $ 45.00 $ 718.75
Korean 19 16 14 1 12 6 $ 60.00 $ 60.00
Kosraean
LEP Hearing Impaired 26 1 25 25 il $ 34555 $ 345.55
Mandarin 61 61 5 5 2 39 16 $ 287.68 $ 45.00 $ 332.68
Marshallese 15 15 4 6 8 3 $ 90.00 $ 90.00
Portuguese
Samoan 2 2 2 $ 180.00 $ 180.00
Spanish 85 85 2 i, 7 66 9 $ 137.50 $ 137.50
Tagalog 57 57 12 12 1 4 39 3 $ 63314 $ 110.00 $ 743.14
Thai 3 3 3
Tongan 1 1 1
Vietnamese 8 8 5 2 2 5 $ 90.00 $ 90.00
Visayan (Cebuano) 2 2 2 2 $ 13251 $ 132.51
Chinese 7 6 6 6 il
Laotian 3 3 2 1 2 $  45.00 $ 45.00
Italian i, 1 1
Micronesian 5 5 5
Sign-Press Conference 1 1 1 $ 157.07 $ 157.07
Sign-Intake Interview 1 1 1 $ 157.07 $ 157.07
Sign-Fact-Finding Conf. i, 1 1 $ 471.20 $ 471.20
Sign-Investigation 1 1 1 $ 157.07 $ 157.07
Sign-Settlement Agree. 1 1 1 $ 31414 $ 314.14

Totals for "Type of Services Provided" and "Type of Oral Language Senvice Utilized" may be more than "# of LEP Encounters" since there may be more than one type of service provided or service utilized for each encounter.

Type of Oral Language Service Utilized:

"Other" includes friends, family, personal interpreter

The number of "Type of Oral Language Services Utilized" may be less than the "# of LEP Encounters" due to agency managing to assist customer without utilizing an oral language service.
American Sign Language interpreter contracted for Job Fair: 25 Hearing Impaired, English abilities unknown.

Interpreters were contracted to translate in DLIR Honolulu office for 13 clients on other islands or Mainland.
Interpreters were contracted but seven clients were no-shows.

Mandarin: "Other" - Kapiolani Community College, I-Can Program, English as a Second Language instructors provided interpreter services for 16 Mandarin speaking individuals referred by C3T Program staff.

15
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APPENDIX D - Language Access Reporting Tool; Organized by Division/Office

LANGUAGE ACCESS REPORTING TOOL

LEP Services by Division/Office Department/Agency Labor and Industrial Relations Period Covered January - June 2014
Contact Person Jade T. Butay Phone No. 586-8855
1 2 3 4 5 6
Type of Services Provided to LEP . - #of
Customers Type of Oral Lang(u#:;ge Service Utilized Documents Language Services Bxpenditures ($)
[4) (#) Translated
2 = 14
— f = o
5 £y = @ 2 £ @ e
o T @ %) =} =) [5) )
2 ) = 2> =8 | = ] = |3 8 £ b 2
o — = Q —
Language | W | = 2|55 8 |23 g | B | § |3 H 3 g 2 g
a 3 : & ¢ |25 | E |85 & 5 2ol 2 |2 8 z 5 5 2
w ® S g @ g5 2 3o | & 5 5 g2l o @ 2 5 S 5 3 @
= S 7 w e g2 | 2 Es | E B g2 |Bs3| g |[F g 3 i £ ® o
5| 5 | ¢ s | £ |88 2 |ge|g~| 8| 950 8 |2 £ : z s 8 g
3t g o L = = o S 5= | 5> o 5 S93 = I3 8 S = S 5 = =2
3 = H et S8 £ S5 | &3 = £ |g€x¢g T |gg| A& EE = S 5 =
@ £ g 2 22 E Es | EL & & |5g5| 2 gz| 3 w2 £ 8 £ z Amount
S @ = <) il [$) S§=|88 | & g |[Segl & |82 § o8 @ 2 = [é) (Total $)
Total: 755 724 116 0 25 0 0 72 32 0 25 516 109 8 0] $ 522510(|$ 34555|$% 310.00|$ - |8 - |s$ 588065
% of Total: 100%| 83.7%| 13.4%| 0.0%| 2.9%| 0.0%| 0.0%| 9.5%| 4.2%| 0.0%| 3.3%| 68.4%| 14.5%|100.0%| 0.0% 88.9% 5.9% 5.3% 0.0% 0.0% 100%
Director 1 1 1
ASO
Personnel
Research
HLRB
LIRAB 7 7 6 1 $  627.70 $  627.70
ESARO 44 44 44 39 6 6 $ 2,093.35 $ 310.00 $  2,403.35
ocs
OLA
HCRC 12 12 12 $ 1,594.05 $  1,594.05
WDC
Haw aii DO
West HIDO 1 1 1 $  70.00 $ 70.00
Maui DO 16 16 14 2
Kauai DO
Deb 13 13 1 1 1 $  840.00 $  840.00
HIOSH
ul 498 497 1 4 4 473 18
WDD 160 130 71 25 25 40 86 8 $ 34555 $ 34555
wsD 3 3 2 1

1Tuldls U1 1ypE Ul DEIVILES FluviuEU dllu

encotinter

Type of Oral Language Service Utilized:

"Other" includes friends, family, personal interpreter

The number of "Type of Oral Language Services Utilized" may be less than the "# of LEP Encounters” due to agency managing to assist customer without utilizing an oral language service.

WDD: Contracted American Sign Language interpreter for Job Fair: 25 Hearing Impaired, English abilities unknown (Waipahu).

1YPE Ul Uldl Ladllyudye DEIVILE UUIZEU Tlidy UE [ITUIE Uldll # Ul LEF EHCUUIIETS SITICE UIETE Tdy UE ITTUIE Uldll UTIE LyPE Ul SETVILE PIUVIUEU Ul SETVILE UUIIZEU 1UT edlll

"Other" - Kapiolani Community College, I-Can Program, English as a Second Language instructors provided interpreter services for 16 Mandarin speaking individuals referred by C3T Program staff (Waipahu).

ESARO: Interpreters were contracted to translate in DLIR Honolulu office for 13 clients on other islands or Mainland.

Interpreters were contracted but seven clients were no-shows.

16
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APPENDIX E - Sign in Sheet for Staff Training in Assisting LEP Persons;
Including Staff Names & Position Titles

DO

Ashley Kruse

Private Secretary Il

Jade Butay

Deputy Director

Robbie Adams

Planner VI

Shawna Lau-Kong

Private Secretary Il

DCD

Ann Santoki

Office Assistant Il

Cheyenne Hiapo

Office Assistant Il

Kanoe Simpliciano

Office Assistant IV

Keith Kim

Wkrs' Comp Claims Prcssg
Supvr

Kory Vasquez

Office Assistant Il

Macy Muraoka

Office Assistant IV

Marrietta Corpuz

Professional Trainee Il

Misty Sumida

TDI/Health Care Spclt Il

Nadine Teramae

Disability Comp Enfc Spclt V

Rachel Masuda

Professional Trainee Il

Wendy lwai

Office Assistant |V

ESARO

Cheryl Medina

Secretary Il

Gale Kaneshiro

Office Assistant Il

James Hom

Empl Security Appeals Referee

Janice Silva

Office Assistant Il

17
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Karen Moore Empl Security Appeals Referee X

Laura Hirayama Empl Security Appeals Referee X
Employment Securty Appls

Pam Toguchi Offcr X

Ryan Harimoto Empl Security Appeals Referee X

Stacy Miyatake Empl Security Appeals Referee X

HCRC

April Wilson-South

Staff Attorney

Bill Hoshijo

Executive Director

Carolyn Vierra

Investigator V

Cathy Simmons

Secretary Il

Connie Yonashiro

Investigator Ill

Constance DeMartino

Investigator IV

Gayle "Robie" Lovinger

Investigator IV

Kanani Mariano

Secretary Il

Kathy Yamada Office Assistant IV
Ken Kuehn Investigator IV
Livia Wang Hearings Officer

Luisa Gutierrez

Office Assistant IV

Marcus Kawatachi

Dep Exec Director

Mary Wunsch

Investigator IV

Mee Sun Takayesu

Office Assistant IV

Robin Rudolph

Investigator IV

Robin Wurtzel

Staff Attorney
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Scott Brown

Investigator IV

Stephen Chang

Investigator V

Wayne Akana

Investigator IV

HIOSH

Alan Yamamoto

Environmental Health Spclt IV

Albert Li

Environmental Health Spclt IlI

Bradley Shields

OSH Compliance Offcr Il

Ceronda Enocencio

OSH Program Specialist IV

Clayton Chun

Supvg Osh Compliance Offcr |

Conroy Dang

OSH Compliance Offcr IV

Darrell Suzuki

OSH Compliance Offcr |

Deirdre Yamasaki

Secretary Il

Doreen Miyaki

OSH Program Specialist V

Irvin Yoshino

OSH Compliance Offcr Il

Janel Schiller

Environmental Health Spclt I

Jason Rakofsky

Environmental Health Spclt I

Karen Kamihara

Occ Saf & Health Advisor IV

Lovelle Koike

Environmental Health Spclt IV

Marla Kalama

Office Assistant Il

Nicolas Gosnell

Environmental Health Spclt II

Nika Tarr Environmental Health Spclt llI
Phyllis Gomes OSH Compliance Offcr Il
Robyn Sakai Secretary Il
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Soon Hye Edgerton Supvg OSH Compliance Offcr I X
Timothy Scalzone OSH Compliance Offcr | X
Tin Shing Chao Environmental Health Spclt VI X
B/E
Leana Kaapana Secretary Il X
Maria Palting Santos Office Assistant Il X
Merna Ibuos Office Assistant |l "
LIRAB
Melanie Matsu Member Appeals Board X
Lily Ling Executive Officer X
(0]
Chana Khuy OCS Clerk Typist X
Zaneaida Muyot OCS Secretary X
PO
X
Susan Armacost Departmental Pers Officer IlI
Lori Ikenaga Personnel Mgmt Specialist IV "
R&S
Janet Kaya Research Statistician V X
Ul
Agnes Sajor Unemployment Ins Asst VII X
Anne Chung Unemployment Ins Asst V X
Anne Perreira-Eustaquio Unempl Ins Prgm Dev Offcr X
Arlene Oshiro Unemployment Ins Asst V X
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Arlette Duvernay

Unemployment Ins Asst VI

Art Barba

Unemployment Ins Spclt VI

Ayreen Valenzuela

Unemployment Ins Asst VI

Azusa Kobayashi

Unemployment Ins Asst VI

Barbara Chu

Unemployment Ins Asst VI

Bessie Lee

Unemployment Ins Spclt IV

Brandi Conn

Unemployment Ins Asst V

Carla Pacupa

Unemployment Ins Asst VI

Caroline Sasaki

Employment Service Spclt V

Cheryl Hirata

Secretary Il

Cheryl Inamine

Unemployment Ins Spclt V

Cindy Terao

Unemployment Ins Spclt IV

Cindy Yoshida

Secretary IV

Derek Fukuda

Unemployment Ins Spclt V

Diane Kouchi

Unemployment Ins Asst V

Dulcie Dunaway

Auditor VI

Erica Fontaine

Unemployment Ins Asst

Fanny Lin

Unemployment Ins Asst VI

Frances Nagamine

Unemployment Ins Spclt IV

Greg Sue

Unemployment Ins Spclt VI

Irene Miyamasu

Unemployment Ins Spclt Il

Jamie Petersen

Unemployment Ins Spclt IV

Jan Silva

Office Assistant Il
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Jennifer Nakamura

Unemployment Ins Spclt Il

Karen Christiansen

Unemployment Ins Spclt IlI

Karen Kajiura

Unemployment Ins Spclt V

Karen Namba

Unemployment Ins Asst VII

Kenji Kwock

Unemployment Ins Spclt Il

Krystal Kassebeer

Unemployment Ins Asst V

Lance Hart

Unemployment Ins Spclt V

Linda Muranaka

Unemployment Ins Asst VI

Linda Uesato

Unemployment Insurance
Admr

Linda Yen

Auditor V

Lori Hayasaka

Unemployment Ins Asst V

Lori Tengan

Secretary Il

Manuel Valle

Unemployment Ins Asst IV

Mei Ling Cuba

Unemployment Ins Spclt IlI

Merry Chung

Unemployment Ins Spclt VI

Michelle Hamilton

Unemployment Ins Spclt IV

Monty Kalilikane

Unemployment Ins Spclt I

Myra Kamihara-Pablo

Unemployment Ins Spclt I

Nadine Uyeda-Horio

Unemployment Ins Asst VI

Nicole Keola

Unemployment Ins Asst V

Phyllis Tom

Unemployment Ins Asst VI

Reginald Tanaka

Unemployment Ins Asst V

Ruth Samuel

Unemployment Ins Spclt IV
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Samantha Link

Unemployment Ins Spclt Il

Shari Lee Unemployment Ins Spclt V
Sharon Lum Unemployment Ins Spclt IV
Sheryl Ozaki Unemployment Ins Spclt IV

Soccoro Edano

Unemployment Ins Spclt IV

Stacy Miura

Auditor V

Stanley Higashi

Unemployment Ins Spclt V

Steven Nakamura

Unemployment Ins Spclt VI

Tanya Lee

Unemployment Insurance Mgr

Thomas Fong

Unemployment Ins Spclt V

Toni Parrott

Unemployment Ins Asst IlI

Tony Nguyen

Unemployment Ins Spclt Il

Uluwehi Pena

Unemployment Ins Spclt Il

Wendy Maher

Unemployment Ins Spclt V

Xian Sun

Unemployment Ins Asst IV

WSD

Eugene Matsuda

Office Assistant Il

Janeen Abe

Secretary Il

Jeffrey Oh

Labor Law Enfc Spclt IV

Laine Sodetani

Labor Law Enfc Spclt IV

Mari Imamura

Labor Law Enfc Spclt IV

Pamela Kuwamura

"Labor Law Enfc Spclt IV

Pamela Martin

Labor Law Enforcement Admr
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Russell Horikawa

Labor Law Enfc Spclt V

Sheryl Lee

Labor Law Enfc Spclt V

Wade Fujimori

Labor Law Enfc Spclt Il

Wesley Lum

Labor Law Enfc Supervisor

WDD

Cynthia Nakamura

Employment Service Spclt V

Donna Takahashi

Employment Service Spclt IlI

Edgar Fernandez

Employment Service Spclt V

Eric Butler

SESP Program Spclst

Kristen Tello

Office Assistant IV

Laurie Tachino

Employment Service Spclt IlI

Linda Sakamoto

Employment Service Spclt V

Mark Olds

Employment Service Spclt V

Myrna Suzuki

Secretary IV

Penny Nakamura

Employment Service Spclt Il

Stanford Fichtman

Employment Analyst IV

Yvonne Chong

Job Training Prog Spec V

Lei Mahoe

Employment Service Spclt IV

Cheryl Takunaga

Job Training Prog Spec IV
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APPENDIX F — LEP Training in May (Published in DLIR Summer 2014 Newsletter)

On August 11, 2000, the President signed Executive Order 13166, "Improving Access to Services
for Persons with Limited English Proficiency," which requires that federally-funded agencies such as DLIR
examine the services they provide, identify any need for services to those with limited English
proficiency (LEP), and develop and implement a system to provide those services so LEP persons can
have meaningful access to them.

DLIR implemented the “LEP Plan," a pilot program, on May 3, 2006 and has been committed to
continually review and revise the plan based on recommendations from customers, interested
stakeholders, employees, and the general public. Last May, over 200 DLIR employees participated in a 2-
hour training session provided by Director of the Judiciary’s Office of Equality and Access to the Courts
Debi Tulang-DeSilva. The training provided a detailed overview of federal language access laws and the
how to accommodate LEP customers. The attendance turnout to these training sessions speaks of DLIR’s
commitment to provide essential and meaningful access to LEP customers.

Daddy, what is “Let’s Eat Pizza” training?
Mommy said you have L-E-P training today. Can | go?

What is L-E-P mean?
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Over 200 DLIR employees attended LEP training sessions on May 20, 21, and 23

Director of the Judiciary’s Office of Equality and Access to the Courts Debi Tulang-DeSilva
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Left to right: Derek Fukuda, Michelle Hamilton, Karen Kajiura and Art Barba (Ul)

27



LEONARD HOSHIJO
DEPUTY DIRECTOR

DAVID Y. IGE
GOVERNOR

SHAN S. TSUTSUI
LIEUTENANT GOVERNOR

STATE OF HAWAII
DEPARTMENT OF LABOR AND INDUSTRIAL RELATIONS
830 PUNCHBOWL STREET, ROOM 321
HONOLULU, HAWAII 96813
www.labor.hawaii.gov
Phone: (808) 586-8844 / Fax: (808) 586-9099
Email: dlir.director@hawaii.gov

April 13, 2015

TO: Robin Runge,
Senior Policy Advisor, Civil Rights Center (CRC)

FROM: Leonard Hoshijo,
Deputy Director, Department of Labor & Industrial Relations (DLIR)

RE: SIX MONTH PROGRESS REPORT PURSUANT TO
CONCILATION AGREEMENT OF APRIL 4, 2014

Pursuant to the April 4, 2014 Conciliation Agreement (Agreement) entered into
between the United States Department of Labor's CRC and the DLIR, and on
behalf of the DLIR, | am submitting this six month progress report that covers the
period of October 17, 2014 to April 13, 2015.

This report updates DLIR's efforts to comply with the Agreement and the
department's Limited English Plan since DLIR's last report, which was submitted
to the CRC on October 16, 2014.

If you should have questions regarding this report, please contact Lily Ling,
Executive Officer to the Labor and Industrial Relations Appeals Board, at
(808)586-8600, or via email at lily.o.ling@hawaii.gov or William Kunstman,
Assistant to the Director, at (808)586-8845 or via email at
william.g.kunstman@hawaii.gov.

Equal Opportunity Employer/Program
Auxiliary aids and services are available upon request to individuals with disabilities.
TTY/TDD (808) 586-8844



LIMITED ENGLISH PROFICIENT (LEP) PLAN: SIX-MONTH PROGRESS REPORT

CONCILIATION AGREEMENT
SIX MONTH PROGRESS REPORT
(Reporting Period of October 17, 2014 to April 13, 2014)

1. The actions the DLIR has taken or intends to take to comply with the
agreement and execute the LEP Plan:

a. Any further policies or procedures drafted or issued for these purposes.

* For those divisions or agencies that utilize interpreters at hearings, a DLIR
attached agency (Labor and Industrial Relations Appeals Board) has drafted
instructions that are intended to be orally interpreted to the LEP client by the interpreter
to facilitate the use of interpreters at these types of quasi-judicial proceedings. The
instructions have been circulated to appropriate DLIR divisions or agencies for their use,
if applicable. (Appendix A)

* Distributed to DLIR divisions and attached agencies the "Final Report and
Protocol for Obtaining Translations of Vital Documents"” prepared by Dr. Suzanne Zeng
as a resource to develop translation protocols. (Appendix B)

b. Any notices, forms, and signs drafted or issued related to lanquage access.

An updated record keeping form that DLIR staff has been asked to complete
after assisting LEP persons was slated for distribution to all DLIR divisions by the end of
December 2014, according to DLIR's first progress report. However, due to the change
in administration in December 2014 and the departure of DLIR's director and deputy
director, this form was not distributed until 2015 under the direction of DLIR's Acting
Director. As of the date of this progress report, the updated LEP Encounter Report has
been distributed to DLIR staff for their use. (Appendix C)

In reviewing this encounter report, however, DLIR was advised by division and
agency staff that they have been using a User Log of LEP Services to capture LEP data
(Appendix D). The User Log collects information that DLIR is required to compile and
submit to the State Office of Language Access. A comparison of the two forms showed
that some of the information the forms sought to collect appeared to be duplicative.
DLIR is evaluating the need to fill out both forms or to consolidate the forms to avoid
redundant efforts. DLIR plans to seek advice from the State Office of Language Access
and to discuss the matter further at its next policy meeting. DLIR will update CRC of its
efforts in the next progress report.

c. Any other accomplishments or objectives reached or progress made towards
lanquage access.

Equal Opportunity Employer/Program
Auxiliary aids and services are available upon request to individuals with disabilities.
TTY/TDD (808) 586-8844
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» Babble Blurb: An internal DLIR LEP Working Group consisting of
representatives from various DLIR divisions and attached agencies was convened to
develop a "babble" blurb in English that the divisions and agencies can use and be
translated into various languages. This blurb would be attached to vital documents that
each division or agency sends to its clients or customers. It is very similar to one that
was developed by the Unemployment Insurance Division. (Appendix E). This working
group has had two meetings thus far to discuss the exact wording of the blurb and to
determine what and how many languages to translate. To make that determination, the
working group is reviewing DLIR's LEP encounter data and identifying the divisions'
eligible population. The working group is also researching procurement issues and
consulting with the fiscal office to determine how best to fund the translation project.

* Website Improvements: In its discussions about translating a babble blurb,
DLIR's LEP working group is looking at ways to link the translated babble blurbs on the
webpages of each DLIR division, if applicable. This might require a coordinated effort
with DLIR's webmaster and perhaps the State's Office of Information Management and
Technology, the architect of the website.

* A DLIR division (Employer Security Appeals Referee's Office) has initiated
efforts to translate hearing instructions and appeal rights in Spanish and llocano. This
is a vital document that this division uses in its unemployment appeal proceedings.
Quotes for this translation project have been requested.

* A DLIR attached agency (Hawaii Civil Rights Commission) has four YouTube
videos on Housing, Employment, Language Access, and "What to Do." All four videos
were produced in English, with voice-over versions in llocano, Tagalog, and Charukesi.
This agency is working to set up links to all four videos in the three languages on its
webpage.

» A DLIR division (Workforce Development Division) is planning to translate
certain written materials and information on the WDD-sponsored job board.

2. Dataregarding request for language services by DLIR agency or office,
location, language, and the form and mode of language assistance reqguested,
and how those requests were handled pursuant to the LEP Plan, including data
that indicates instances in which language assistance is not provided and the
reason(s) therefor.

Please refer to Appendix F, which represents DLIR's LEP data for language
services by division, location, language, and LEP spending for the reporting period of
July 2014 to December 2014.

Equal Opportunity Employer/Program
Auxiliary aids and services are available upon request to individuals with disabilities.
TTY/TDD (808) 586-8844
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A comparison of the LEP data for the July-December 2014 period with the LEP
data for the prior January-June 2014 shows that the top five languages encountered by
DLIR remained consistent for the year 2014. The top five encountered languages were
Cantonese, llokano, Mandarin, Spanish, and Tagalog.

The data shows that while the number of LEP encounters decreased from 755 in
the first half of 2014 to 574 in the second half of 2014, the amount of spending for LEP
services increased in the second half of 2014 by about $2,048.00.

DLIR is not aware of any instances in which language assistance was not
provided during this reporting period.

3. Data on the application of the LEP Plan, including the number of interpreters
and bilinqual staff used.

Attached as Appendix G is DLIR's LEP report for July 2014 to December 2014
detailing the LEP encounters broken down by divisions and offices, type of event,
nature of LEP service provided, the number of contracted interpreters used, and the
number of bilingual staff used.

4. Information regarding problems encountered in implementing the LEP Plan,
including feedback gathered customers, staff, and the general public.

DLIR has not received any feedback or complaints for this reporting period.

5. The steps taken to notify the customers, customer representatives, community
groups, and public of the policies or procedures to implement the LEP Plan and
any responses thereto.

* As discussed in 1(c) above, an internal DLIR LEP working group has been
meeting to develop a babble blurb in English and then translate the blurb into multiple
languages for use by various divisions and agencies as an attachment to vital
documents that are distributed or disseminated to the public or the program'’s eligible
population. Once the blurb is translated into multiple languages, the group hopes to
post a link to the translated blurb on each office's webpage.

* A DLIR division (Wages Standards Division) suggested the inclusion of
translated babble blurbs on envelops used to mail vital documents. The internal DLIR
working group is evaluating the feasibility of creating such blurbs on envelops. (See
Appendix H for a sample.)

6. The trainings provided to managers, hearing officials, staff, and others
regarding the LEP Plan and policies and any related language access matters,

Equal Opportunity Employer/Program
Auxiliary aids and services are available upon request to individuals with disabilities.
TTY/TDD (808) 586-8844
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including the content of the trainings, training materials, dates held, trainers
names and biographies, and names and positions of attendees.

As last reported, department-wide LEP training took place in May of 2014. For
this reporting period, three divisions/agencies sent representatives to a two-day
workshop:

Translation of Vital Documents Workshop
January 22-23, 2015, Queens Medical Center
8:00am-4:30pm

Presenters:

Kleber Palma, Director, New York City Department of Education
Translation and Interpretation Unit

Serafin Colmenares, Jr., Ph.D., Executive Director, Office of Language
Access

Rebecca Gardner, J.D., Senior Legal Analyst, Office of Language Access

Panel Discussion: Representatives of Department of Human Services
(Helen Manzano), State of Hawaii Civil Defense Agency, and State of Hawalii
Judiciary (Uilani Pauole and Debbie Tulang-Silva)

DLIR Attendees:

Pamela Toguchi, Administrator, Employer Security Appeals Referees
Office

Lily Ling, Executive Officer, Labor and Industrial Relations Appeals Board

Robbie Adams, Mediation Coordinator, Hawaii Civil Rights Commission

Attached as Appendix | are biography of key presenter, Kleber Palma,
Agenda, and PowerPoint training materials.

Equal Opportunity Employer/Program
Auxiliary aids and services are available upon request to individuals with disabilities.
TTY/TDD (808) 586-8844
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- The Board is providing an interpreter at no cost
to you.

- All of your statements and responses must be in

- So that there will be no confusion later, please
do not respond or make statements in English.

- If you do make any statements in English, you may
be asked to restate it in for
interpretation.

r The Interpreter will not take sides.

- The Interpreter's only job is to interpret what

you say into English and interpret what others say
into your language.

- Please PAUSE between sentences to allow the
interpreter time to interpret.

- LISTEN carefully to the interpreter.

r WAIT for the interpreter to finish talking before
you speak.

- SPEAK SLOWLY AND CLEARLY in your language so the
interpreter can hear everything you say.

- SPEAK directly to the attorney or the Board Chair
or Board Member, not to the interpreter.

- Do not interrupt when others are talking. You
can speak when it is your turn.

- Do not ask the interpreter for advice or
information about your case.

- If you have any questions or cannot understand
the interpreter, tell your attorney or the Board or
its staff immediately.
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HCRC HUD PARTNERSHIP INITIATIVE PROJECT
TRANSLATION OF VITAL DOCUMENTS

FINAL REPORT AND PROTOCOLS FOR OBTAINING
TRANSLATIONS OF VITAL DOCUMENTS

Dr. Suzanne Zeng
Language Services Hawai ‘i



Dr. Suzanne Zeng is with the University of Hawaii's Center for
Interpretation and Translation Studies (CITS). Her courses and research
include the principles and theory of interpreting, court and medical
interpreting, interpreting skills and techniques, as well as translation techniques. She has
conducted numerous workshops at home and abroad particularly for Asian and Pacific Island
language speakers. As a long-standing member of the Supreme Court Committee for Court
Interpreting and Language Access, Dr. Zeng was actively involved in helping establish higher
standards and certification for Hawaii State court interpreters. She also served as an Advisory
Council member for the Hawaii Office of Language Access. Besides teaching, she interprets in
Hawaii State, Federal and Immigration Courts, for government agencies and hospitals, and at
international conferences. She has overseen many multi-language translation projects for
agencies and businesses. Dr. Zeng received her M.A. and Ph.D. in Chinese Linguistics from the
University of Hawaii at Manoa, where she also received Certification in Chinese-English
Simultaneous and Consecutive Conference Interpreting.




Translating Vital Documents for LEP Persons

“Language for limited English proficient persons can be a barrier to accessing important benefits or services,
understanding and exercising important rights, complying with applicable responsibilities, or understanding other
information provided by state-funded programs and activities.™

Objective: Identify vital documents for LEP groups that should be targeted for translation to (1)
increase the access from LEP communities to our services, and (2) increase the participation
from LEP persons who may be interested in HCRC services. Because the money coming in is
from a HUD grant, the documents should be focused on fair housing issues.

Target Language:
e Chuukese

General Guidelines

Vital documents are “printed documents that provide important information necessary to
access or participate in [the] services™ that the HCRC provides. These documents fall into one
of three groups that indicates whether the documents will be (1) translated entirely, (2) translated
partially, or (3) affixed with a notice indicating the availability of a translator/interpreter.

Group 1: Documents translated in their entirety

Vital documents that should be translated in their entirety include outreach materials that
serve to inform the general public of rights they have so that LEP persons can recognize
situations in which their rights are infringed. Translating these documents will belp achieve the
goal of HRS § 371-31 of increasing access and participation to HCRC's services.

Additionally, communication documents, such as letters, that are form-based and short in
length may also be translated entirely, especially if the documents inform a Cp of a change in
legal rights during the complaint process. Form-based means the majority of the letter is based
on language obtained from a form letter with only minor, fill-in-the-blanks changes to identify
the specific case.

Steps to identify documents that should be translated entirely

o Is the document one that alerts a person of his/her rights?
e Is the document purely informational?

o *if a document requires a Cp to fill out any portion of it, it is likely the
HCRC will require the services of a translator if the responses are in a
language other than English.

e Does the document communicate a change in rights during the compliant process?

o If so, is the communication letter fairly short in length?

' HRS § 371-31.
2 Hawaii Revised Statutes (HRS) § 371-32.



Group 2: Documents translated partially

Vital documents that do not have to be entirely translated but only partially translated
include documents that require an affirmative action by the Cp that may affect or change the
rights of a Cp during the complaint process. The translated portion of the document must
include the truly vital parts—the parts or paragraphs of the document that informs the Cp of their
rights. These paragraphs that must be translated include deadlines by where a Cp must take
additional steps, respond to, etc, or risk forfeiting a claim. This will increase the ability of LEP
persons to meaningfully participate in HCRC services.

Other documents that would be included in this category include longer documents where
full translation would not be practical. Example: Settlement Agreements. Generally, if form-
based communication letters add in any specific language in English, it may be more appropriate
to partially translate the document instead of trying to patch-work the translated parts together.

Documents in Group 2 would also include a prominently displayed notice informing an
LEP person in his/her primary language of the availability of a translator/interpreter for the
document.

Steps to identify documents that should be partially translated
¢ Does the document inform Cps of future action they must take?

o {e.g. communication letters)
e Would a non-response by the Cp change the rights of the Cp?
o (e.g. 14-day Doctor’s note for disability)
e Does the document require the Cp to affirmatively acknowledge they understand
the purpose of the document?
o (e.g. signing the document)

Steps to identify which portions of these documents to translate
¢ Does a portion of the document include a specific date or deadline when the Cp
must take further action?
o (e.g. “Please respond by {DATE].”)
¢ Does a portion of the document include “T" statements that acknowledge the
rights of a Cp?
o (e.g. “I wish to withdraw my charge. I have not been forced to request
this action.”)

Group 3: Documents affixed with a notice informing the Cp of the availability of a
translator/interpreter.

Vital documents that only need to have a notice informing LEP persons of the availability
of a translator/interpreter include those documents, such as forms, where the end user of the
information provided by a Cp is an English speaker handling the case.

Notice of the availability of a translator or interpreter must (1) be in the primary language
of the Cp, (2) be prominently displayed, and (3) state that the translator/interpreter’s services will
be free of charge.



Steps to identify documents that should be affixed with a notice
® Does the document require a Cp to respond in writing?
s Will the responses by a Cp be eventually used by an employee of the HCRC to
assess the case?




Document Lists

Group 1: Vital Documents Translated in Whole
HCRC General Flyer*

Housing Discrimination Fiyer*
Information Sheet Accompanying the Housing Pre-Complaint Questionnaire {PCQ)*
Option to Mediate*
Withdrawal Formn HUD*
Letters
o Closure, no Cause (Notice of Dismissal) & Right to Sue*
o Doctor's Medical Release Forms*
o Notice of Completed Investigation*

Group 2: Vital Documents Partially in Part
¢ Intake appointment letter*

e Letter for Last response from Complainant*

Group 3: Vital Documents Affixed with Notice
*N/A for this project

Additional information regarding partial translation of documents

Sample language of translator/interpreter notice:

Translation Available: Please contact our office if you would like a translator or interpreter to help you
with this document. If requested, HCRC will provide you with a translator or interpreter at no cost to
you.




STEPS TO TRANSLATION

An understanding of how much the LEP speaker can read in his/her native language is important
when deciding what to translate and which language(s) to translate. If a document is rarely used,
it might be easier and less costly to hire an interpreter to interpreter what is being said instead.
Yet vital documents need to be accurately conveyed, and even experienced interpreters would
have difficulty sight transtating documents that are culturally bound in American law, or
sentences packed with information They would benefit from having a translated document in

front of him/her.

PREPARING THE DOCUMENTS
There are steps an agency must take to actually "prepare” a document for translation. The

following graph shows what goes into preparing a document to give to the translator.

We have the original text document that we want
translated. But only after it is revised and reviewed
should we give it to the translator. We call this final

FINALS.T. document the "final source text".

1) Revise for Plain Language

Upon identifying which documents in one's organization are "vital,"” an agency needs to decide
whether the whole document or only part of it should be translated. Upon choosing the
documents, the agency should put it through the "plain English" (also called "plain language”)
{est.

The Plain Language Action and Information Network (PLAIN), a group of federal employees
from various government agencies to bring practical support to the use of clear communication

in government writing, explains that written material is in plain language if your audience can:



o Find what they need;
» Understand what they find; and

e Use what they find to meet their needs.?

PLAIN suggests writing techniques that can help an organization achieve this goal. Among the

most common are:

e Logical organization with the reader in mind
* "You" and other pronouns

s Active voice

e Short sentences

¢ Common, everyday words

o Easy-to-read design features

Plain language results in a document being easy to read, understand, and use. When translating a
document that is written in plain language, the translator will rarely need to ask the organization
to clarify the meaning of certain sentences or terms, thereby saving the translator time and
frustration. Having clear and easy to understand original language makes it easier for a qualified

translator to produce clear, easy to read target language text.

2) Review for Errors

Agencies are often given the task to produce important flyers, letters or documents within a very
short amount of time to notify its clients of something extremely significant. It is at this time
that careless errors often occur; therefore, before actually giving a document to a translator to

translate, it needs to be reviewed.

Review the document for grammatical errors, awkward word or idiom usage, punctuation or
spelling errors, etc. Someone qualified should read over the document for errors, In Hawaii,

translators have seen a number of original texts with poorly written English. Many times, the job

3 http:/fwww.plainlanguage.gov/whatisPL/index.cfm



of creating a flyer or a notice is given to a staff member who may not have the best written
English skills. Someone identified in the organization of having good English writing skills
should look over that document before sending it out to be translated. Translation companies
have had to "clean up" the English sentences (and formatting) of documents before sending it on
to the different translators of various languages to translation to avoid calls to clarification of

meaning.

An example of an unpolished flyer that seemed to be created in a hurry is a Parking Rules notice
created for all tenants living in a particularly unit. The following are sample sentences/phrases
from that flyer (original formatting kept):

Parking Decals WILL EXPIRE A DIN YOUR INSURANCE.

All Residents shall not park in visitors stalis.

All vehicle’s parked on the Property is required to be insured at all times.
UPON AVAIBILITY SECOND STALLS MAY BE ISSUED

The above shows unclear sentences, wrong use of words (shall), and errors in spelling

(avaibility), grammar (is required) and punctuation (vehicle's).

3) Prepare the Layout

After polishing the original text, we need to consider the formatting and how we want to arrange
the English, and how that will affect the translator.

An agency needs to decide whether or not they want the English to be on the same form as the
translation, perhaps underneath the translation in a smaller font size, or not at all. Formatting
and overall length need be taken into consideration. Once that is decided, the agency should
determine who is going to do the final formatting or layout of the translated document. Is the
formatting difficult? If so, rather than pay the translator for formatting, consider having an in-
house staff to do the formatting or a professional designer to handle the design. With simpler
documents that are created using a common program, such as Microsoft Word, one can ask the

translator to just replace the original text with the translated text. This works well with forms.



The target language might need more space than the English if it uses more words to say the
same thing, but that can be handled with a font size change. Many good translators are
uncomfortable with computer software and formatting. They might run into difficulty and not be
able to finish by the agreed upon time due to formatting issues. The simpler you make the job,
the easier for them to concentrate on the translation, and can have more time to spend on revising

the translation rather than revising the formatting.

If an in-house staff or designer will handle the layout, then the translation must come back in a
form that the designer will know which translation section belongs to which English section. To
do this, the agency can create a separate document with English on top or in the left column, and
a space underneath or on the right for the translator to write in their translation. The easier you
make the job for the translator, the faster the turnaround time. Appendix A shows one sample of
a document that can be given to the translator that removes most of the formatting, but keeps it
clear for both the translator and the agency or designer. You will need to keep any boldfaced
items, but can remove bullet points, symbols and other hard-to-handle formatting. This will also

force the translator to try to be concise in order to fit the translation into the format.

FOCUS GROUP - SELECTING LANGUAGE

This project decided to choose one language to concentrate on when translating the vital
documents. This way, we could test out our theory and protocol we came up with in
getting/producing a quality translation. Upon discovering what was not known before beginning
this project, we adjusted the original protocol. The Civil Rights Commission noticed a rise in
requests for assistance among Micronesian languages. For purposes of this report, we will call
these speakers " COFA migrants',” since we are including Palau, the Marshall Islands (RMI) and
the Federated States of Micronesia (FSM), whose citizens do not need a special visa to live and
work in the U.S. due to a treaty signed by those countries with the United States. The influx of
these language speakers into the U.S. and into Hawaii in particular, has been great. Their need
for government services is great as well, since many are considered low-income, and they have

the right to free or partially free government services. After some discussion, we decided to

* COFA Compact of Free Association migranis refers to those who, under an agreement with the U.S. government,
do not need a special visa 1o live and work in the U.S.
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choose Chuukese as the language of focus for this project, while keeping in mind that what we

discover could probably pertain to COFA migrant speakers in general.

While trying to create a protocol for translation, we thought it important to understand more
about the language and culture of our target language” speakers.

EDUCATIONAL BACKGROUND of COFA MIGRANTS

Although the majority of schools in the Federated States of Micronesia use English as the
medium of instruction, statistics show (see graph below) that less than half of adults in
Micronesia and the surrounding areas have a high school diploma. Francis X. Hezel, SJ who has
lived and taught in Chuuk for years, put together statistics among the population 25 years and
older in Palau, the Marshall Islands and the Federated States of Micronesia (Yap , Chuuk,
Pohnpei, Kosrae) :

Educational Attainment of the General Population (25+)

| Patan | Marshalls | FSM

C@1994) | (1999) | (1994) |
%ﬁnished elementary 71‘%"’5 T 85% 0%
PRI SN
lsomecollege r 31% .15% | 18%
e N N

Newer concepts that come from America and Western influences, such as science, internet and
computer terminology, legal concepts, medical discoveries and pharmaceutical inventions, have
no equivalent in the COFA Migrant languages. Schools do not formally teach kids to read and

write in their own language as they are oral languages; therefore, spelling and punctuation are

3 »Target language"” refers to the language one is translating into, whereas “source language" refers to the language
of the source document from which one is translating.
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not emphasized. One word in Chuukese, for example, can be spelled differently by two different

people from two different regions.

CHUUKESE
Since we are choosing Chuukese as our target languages, we should understand something about
the Chuukese language and culture to help secure the best translator possible and avoid a number

of problems and frustrations during the translation project.

Chuuk (formerly spelled "Truk"), is one of the four island nations of the Federated States of
Micronesia (FSM) and is a nation of many islands. The main language spoken on Chuuk,
"Chuukese,"” is divided into four major regions, namely:
Namoeas region (Includes Weno (central government), Fefan, Tonoas, Uman) (Lagoons)
Faichuuk region (Tol, Wonei, Paata, Polle, Udot, Fanapanges, Romolum) (Lagoons)
Mortlock region (Lukunoch/Lukunor, Satawal, Oneop, etc.) (speak “Mortlockese™)

Western /Pattiw/Faan region (e.g. Polowot, Unu )

There is no standard of spelling in Chuuk. One standard was introduced into the school system a
number of years ago, but the people ultimately rejected it, since the spelling was awkward, long,
different, and seemed to push one region's pronunciation over the others as “standard.” An
example of this is with the word for "age," one person might spell it as fite ierin and another as
fite ierum.

Some Chuukese feel that the Namoeas region of dialect is what should be used to translate the
spelling of words since the central government is located there, others are rather offended at the
thought. Therefore we suggest that someone or two people who are familiar with the differences

be involved in a translation.

Much of what is written in Chuuk is actually written in English. Flyers may be written in
Chuukese, but there no local language newspapers. Much of the important news is broadcast
over the radio. Perhaps the only sample of Chuukese writing that no one will argue with is the
translated Bible. When translating a "western” document with “foreign" concepts into Chuukese,

the translator will come across a number of terms that have no Chuukese term, and they will
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need to explain the concept behind that term, which could lead to quite a long translation. They
might spend twice as long a time translating a document into Chuukese compared to a Spanish
translator, for example. Normally, the first draft of a translation will be much longer in length
than the original. This can be problematic if printing a brochure or if there is complicated
formatting involved, such as a form of some sort (e.g. Mediation form, Housing Discrimination
form). The next step is to simplify the translation into shorter, more precise wording, while
keeping it understandable. The third step, after a lot of initial revising, is to hire an outside
reviewer to make sure the sentences sound natural and that none of the words used can be
confused with some other word due to the spelling of it. And the last step is the formatting of the
document, although that might be done before step three, or might be handled by the agency,

which we suggest.

The burden of handling these steps falls on the translator. All of this extra time spent on
translation should be compensated with a higher per-word charge in the beginning. However,

Chuukese may not know what their translations are worth.

FINDING A TRANSLATOR

Business concepts of running one's own business, creating contracts, invoicing, charging, paying
GE taxes, etc, are quite new to COFA migrants. Few have a website. Many don't even have a
computer or printer at home, even if they have a higher education. Getting a good translator just
to bid on a job will be quite difficult. This is why it is easier for an agency to either work through
a translation company to get a bid, or to calculate the charges for the translator, tell a translator
the budget and to have a contract designed ahead of time.

Working with a translation company means with the company will need to ensure quality work is
done. One should be cautioned, though, when finding a company online who says they translate
any language, as we have discovered online translation companies will bid first and find a
translator afterwards. Mainland companies will often look for a Micronesian language translator
in Hawaii and do not know the quality of that translator's work. It is difficult to hold a company
responsible after they turn in the translation and payment has been made if the contract does not

clearly mention updating and editing.
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When working with a company who will use a subcontractor to translate, I strongly recommend
that questions be asked first about the translator before agreeing. If the company has a good
reputation of quality translations, then they will appreciate the questions, and will not be
offended by them or try to avoid them. You should be able to ask the name of the translator, or
how the company will guarantee the quality of the translation, along with it's policies for
improving the translation if you find improvement is needed. All of this should be in writing,

such as email correspondence.

Working with a reputable locally-based company who works with COFA migrant languages
might be a safer avenue, albeit you may need to "wait in line" since they may be overwhelmed
with requests. If an agency knows how, they can work directly with a translator, but will need to

know what to look for in a translator and how to pay.

THINGS TO CONSIDER

1) Size of paper & formatting issues

Many language speakers come from countries that use size A4 paper to print. If this is to be
printed and distributed in the US, then the correct size of paper should be stated. Some brochures
are printed on legal-size paper, and letters use 8.5 x 11 paper, with a letterhead to be added.
Therefore, it is important to tell the translator the size of the paper and the format you would like
the TT (target text) to be (see Prepare the Layout above). It is also important to ask the translator
or designer to put the name of the language (e.g. CHUUKESE) on the translation in the header or

footer so staff will know in which language the document is written.

2) The Translator

You will want to find a qualified translator who is or who works with a native speaker of the
language. Only native speakers of a language can understand and determine when "natural”
words, phrases and sentences are being used, and when something sounds “"awkward." A
translator needs to be someone whose English is proficient enough to understand the nuances of
the English language. They should also be able to understand about the services offered by your
agency so that their understanding of the original is not debated.
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I do not know of any Chuukese translator who has ever taken a class in the skills, principles or
techniques of translation. I do not know anyone whose has even taken a workshop in translation
skills. Translation skills are quite different than interpretation skills. Interpreting skills require
agility, fast thinking, concentration, note-taking skills, memory skills and ethical decision-
making skills. Translation, on the other hand, requires a love for the language(s) involved, a
good understanding of the original and target language, a knack for writing, enjoyment when
searching a better way to say something, inquisitive mind, and good writing skills. They may not
enjoy speaking or being around other people, but might enjoy the solitude and fulfillment when
finding a good way to express something after spending hours or even days thinking about the

"puzzle” of a phrase or sentence.

Translation and interpretation are very different worlds, and learning the skills associated with
translation and having the patience to write and edit and rewrite and re-edit is extremely
important for translation. That means that when looking for a translator, one should carefully
consider 1) the translator's educational background , 2) their experience, 3) their knowledge

about the process of translation.

If an agency decides to work directly with a translator, I would strongly recommend asking the
potential translator if they could tell you the ideal process a translator should go through when
doing a translation. The process should include both research or inquiry if needed, and another
person who is either a helper or editor. Payment is normally imporiant to translators, so to
guarantee a translation is submitted on time, you may want to add an incentive, such as, "If
translation is submitted by March 31, a payment of $100 will be added to the total." Be sure to
add that you expect quality standard.

3) The Contract--knowing what include

As stated above, most COFA migrant translators will not know what to include in a contract, or
even how to write one. The American Translating Association (ATA) is an authoritative
organization which has tried to offer its members guidance on a translation agreement, called

"Model Contract for Translators". (See Appendix B). This model agreement mentions the

15



necessary parts of an agreement, namely, 1) the parties, 2) the description of services, 3)
scheduled completion date, 4) method of deliver and format of delivery, 5) fees for services, 6)

client right-to-review statement, 7) confidentiality agreement, and 8) copyrights.

Although it is written in a way to protect the translator (its members), it also includes such
things as confidentiality and copyright protection, meaning that the translation ultimately belongs
to the CLIENT and not the TRANSLATOR. There should be a clause in the contract that states
the translator is an independent contractor and is responsible for paying their own taxes. Some

COFA migrants are still unfamiliar with paying GE taxes and the agency should protect itself.

Last year, one Hawaii-based agency included in its "Request for Quote" bidding process,
“Translator must be a member of ATA," which demonstrates the fact that they were misinformed
about the translators residing in Hawaii. Very few translators in non-Spanish languages in
Hawait are actually members of ATA, and even fewer have heard of ATA since we have no
chapter in Hawaii and promotion here is scarce. Furthermore, the languages that are tested for

ATA membership do not include COFA migrant or Filipino languages.

It is very important for the agency to request in the agreement that the translator send the
translation in the original program, such as a Microsoft Word doc, or similar text-editing
program, as well as a pdf, so one can see the layout as the translator sees it. If there needs to be
changes to the original text later on, a new translator can easily update the translation, without

having to retype all of it.

An agency may want to add to the contract a requirement for the translator to submit a glossary
of "technical terms" (specialized vocabulary) used by that agency found within the document.
Some translation companies offer this for free. In the future, if the agency has a other documents
needing translation, they can give the glossary to the translator they will use at that time (who
may be a different translator) to have consistency among terms throughout their translated

documents.
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For example, a Housing Discrimination document might state Under state law, it is illegal for an
owner, landlord, real estate company, broker, sales person, or any other person involved in a
real property transaction, to treat persons unequally. Except for the term "housing
discrimination,” none of the terms used are technical and special to the agency. In the following
statement, however, there are terms that would constitute as technical terms: An Order of
Eviction and Writ of Possession has been issued as provided for and in full compliance with the
provisions of Chapter 356D, Hawaii Revised Statutes. Most translators will request the agency to

provide the list and might charge extra for doing this, unless they use computer assisted
translation (CAT) software, which can easily provide this. It is rare in Hawaii to find a translator

who has translation software since the cost for such software is around one thousand dollars.

Finally, one must think about how the translator will be paid. A check is the best and only
method that a COFA migrant translator will know how to handle. If an invoice is needed, and an
agency is working directly with the translator, the agency might want to create an invoice for the
translator to sign. Some translators will know how to create one, but for many, it is easier if one
is already created for them to simply sign. Most COFA migrant language translators have never
heard of an electronic check and do not understand electronic transfers. The certainly do not
accept P-card payments and some do not even have a bank account. They live quite simply and
have never had the need for one. Payment methods should be agreed upon before signing the

contract.

4) Review for Quality

Translators have a differing view on what a "good" translation consists of and clients are
normally ignorant of the subject. One rumor says that to check the quality of a translation, one
should have "back translation" done. A back translation is to take a translated document and
translated it back into the original language. Back translation is a very useful tool if, for
example, you want to test the accuracy and nuances of survey questions in order to rate the
reliability of the answers. But for most translations that are needed by an agency, the money
would be put to better use by hiring a reviewer to review the translation and make suggestions
for improvement. This way, the grammar, word choice and naturalness can be carefully

examined. One thing that must be reviewed is punctuation, particularly among languages that do
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not have a standard for and/or do not emphasize punctuation in school. Be sure to ask the

translator about any punctuation you find odd or missing.

There is a lack of standards to judge a quality translation, and that is why the Center for
Interpretation and Translation Studies at the University of Hawaii has come up with five main
categories to test a translation quality with a rating 1 - 3, with 3 being the highest. Appendix C is

a sample of the form that is used, and an explanation of what each category means.

An agency should request that the translator or translation company guarantee that an outside
reviewer will be used. The agency may want to hire a reviewer themselves and use the enclosed
guidelines and form to have the reviewer review the document. It is easier for the translator to
use their own trusted source, so they can discuss and decide upon the spelling of certain words,
for example, instead of having the outside reviewer become the "expert" just because they are the
ones reviewing the document. It is also possible to have an in-house native speaker of the
language review the translation. An agency can also use the translation with it's clients and ask
the client to explain what is not understandable. Changes can normally be requested within 30
days of the date the translation is handed over, so an agency should be prepared and swiftly

check and use the translated documents to check for misunderstandings.
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APPENDIX A
Sample Formatting for Translator

What is quality
child care?

The ways in which a child care
provider interacts with young children
indicate the quality of care they can
give. Look for a care provider who:

shows love and respect toward
the children in his/her care

exhibits a genuine enjoyment in
interacting with young children

provides children with leaming
experiences that match their ages
and interests

talks with and reads to children
every day

acknowledges children’s
accomplishments and positively
encourages appropriate behavior
through effective methods

provides a safe environment in
which children can freely explore
and learn.

Translation (replace the English):
What is quality

child care?

The ways in which a child care
provider interacts with young children
indicate the quality of care they can
give. Look for a care provider who:

shows love and respect toward
the children in his/her care

exhibits a genuine enjoyment in
interacting with young children

provides children with leaming
experiences that match their ages
and interests

talks with and reads to children
every day

acknowledges children’s
accomplishments and positively
encourages appropriate behavior
through effective methods

provides a safe environment in
which children can freely explore
and learn.
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APPENDIX B

TRANSLATION AGREEMENT
Date of this Agreement:
of ("Translator™}
Translator's Narne Translator's Address
and
of ("Client™)

Client's Name Client's Address

hereby agree as follows:

1. Description of services. Translator, as an independent contractor, will provide the following service(s) [Tdenty
#em(s) to be transiated and the particular service(’s) to be performed]:

Schedufted completion date is:

Transiator shall make every effort to complete service(s) by the above date but shall not be responsible for delays in
completion caused by events beyond Translator’s control.

Method of delivery:

Format of delivery:

2. Fee for services. Cllent agreestopay$_____ as Transbtor’s fee for the above service(s). Payment Is due
as follows:

The due dates for payment of fees and costs under this Agreement shall be the date(s) specified in this Agreement,
provided that if no date Is specified, the due date shall be the date of Translator’s billing for the fees or costs. Any
payments for fees or costs not received by Translator within days of the due date will be deemed late and
shall be subject to a % per month late charge. Qlient agrees to be responsible for Translator's costs in
collecting late payments due from Client, Including reasonable attomeys' fees,

3. Cancellation or withdrawal by Cliept. If Client cancels or withdraws any portion of the ltem(s) described in paragraph
1 above prior to Translator’s completion of the service{s), then, in consideration of Translator's scheduling and/or
performing said service(s) Client shall pay Translator the portion of the above fee represented by the percentage of
total service(s) performed, but in any event not less than ___ % of said fee.

4, Additional fees. Additional fees will ba payable, to be calculated as provided below, in the event the following
additiona! services are required: (a) investigation, inquiry, or research beyond that normal to a routine translation is
required because of ambiguities In the item{s) to be translated; (b) additional services are required because Client
makes changes In the item(s) to be transiated after the signing of this Agreement; and (c) Translator is requested to
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APPENDIX B

make changes in the translation after delivery of the translation, because of Client’s preferences as to style or
vocabulary, and such changes are not required for accuracy. Such additional fees will be calcutated as follows:

S. Additional costs. Client shall reimburse Translator for necessary out-of-pocket expenses incurred by Translator that
are not a normal part of routine transiation procedure, such as overnight document delivery service requested by Client,
long distance telephone and telefax expenses to darify document ambiguity, etc.

6. Cllent’s review of transiation. Upon recelpt of the translation from Translator, Client shall promptly review It, and
within 30 days after receipt shall notify Transiator of any requested comrections or changes. Transiator shall correct, at
no cost to Cllent, any errors made by Translator.

7. Confidentality. All knowledge and information expressly identified by Client in writing as confidential which
Translator acquires during the term of this Agreement regarding the business and products of Client shall be
malntained in confidentiality by Translator and, except as expressty authorized by Cllent in writing, shall not be
divulged or published by Translator and shall not be authorized by Translator to be divuiged or published by cthers.
Confldential information for purposes of this paragraph shall not include the following:

a. Information which is or becomes avallable to the general public, provided the disclosure of such information did not
result from a breach by Translator of this paragraph.

b. Terminological glossary entries compiled by Transiator In the course of Translator's performance of the translation
service(s) under this Agreement; provided, however, that Client and Translator may agree In writing that, upon
payment by Client to Translator of an agreed-upon fee, such terminological glessary entries shall be the property of
Client and shall be covered by the corfidentiality provisions of this paragraph.

8. Transiation s property of cient, copyright. Upon Client’s completion of all payments provided herein, the translation
of the item(s) described in paragraph 1 above shall be the property of Client. Translator has no obligation to take any
steps to protect any copyright, trademark or other right of Client with respect to the translation, except as may be
expressly otherwise provided in this Agreement. Notwithstanding the foregoing, Translator shall have the right to retain
file coples of the item(s) to be translated and of the translation, subject to the provisions of paragraph 7 above.

i ant. Client agrees to indemnify and hold Translator harmless from any and
all loss, dalms, damages, expenss or liabilities (including reascnable attomeys' fees) which Translator may Incur
based on Information, representations, reports, data or product specifications fumished, prepared or approved by Client
for use by Translator In the work performed under this Agreement.

10. Changes by pthers. Translator shall have no responsibility whatever as to any changes In the translation made by
persons other than Translator,

11. Goveming law. This Agreement shall be govemned by the laws of the State of

12. Additiona| provislens. fAdd alf additional provisions requined by the parties. ]

13. Complate agreement. This is the complete agreement of the parties as to the subject matter hereof. Any changes
In this Agreement must be in writing signed by both parties. This Agreement becomes a binding contract only upon
signature by bath parties and the delivery of fully signed coples to each party.

Translator:

Ciient:

American Translators Association - Translation Agreement - July 1991 ed.
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Translator ID # APPENDIX C Evaluator:
Translation Evaluation
English to CHUUKESE

1 = excellent, 2 = fair, 3 = needs improvement

DESCRIPTION 1]2]3] COMMENTS (or examples)

1. Fidelity
a. Translator:
Understands the ideas & concepts of
OT (Original Text)

b. Completeness:
No words or meanings were added,

omitted or distorted

2. Language Appropriateness
a. Word Choice:
Appropriate & natural choice of
words

b. Expressions:
Uses native-like expressions

appropriately

c. Style:
Maintains similar style as OT

{legalize, official, tone, etc)

d. Understandability:
(How well a native Chuukese speaker

understands the target texs)
Good flow and organization of words

3. Structure
a. Grammar:
Sentences have native-like flow with
no 'foreignisms' in grammar

b. Connectors:
Phrases/sentences are connected
smoothly

4. Mechanics
Proper use of spelling, punctuation
capitalization, etc.

5. Other:

Please use back side to write any additional comments.

Adaptable for various genres and languages.
Permission to use from Dr. Suzanne Zeng, Center for Interpretation and Translation Studies, University of Hawaii, 2013.




Translator ID # APPENDIX C Evaluator;

Additional Comments:

Adaptable for various genres and languages.
Permission to use from Dr. Suzanne Zeng, Center for Interpretation and Translation Studies, University of Hawaii, 2013.



Translator ID # APPENDIX C Evaluator:

Translation Evaluation
English to CHUUKESE

1 = excellent, 2 = fair, 3 = needs improvement

DESCRIPTION 112 ]3] COMMENTS (or examples)

1. Fidelity
a. Translator:
Understands the ideas & concepts of
OT (Original Text)

b. Completeness:

No words or meanings were added,
omitted or distorted

2. Language Appropriateness
a. Word Choice:

Appropriate & natural choice of
words

b. Expressions:
Uses native-like expressions

appropriately

c. Style:

Maintains similar style as OT
(legalize, official, tone, etc)

d. Understandability:
(How well a native Chuukese speaker
understands the larget text)

Good flow and organization of words

3. Structure
a. Grammar:

Sentences have native-like flow with
no foreignisms' in grammar

b. Connectors:
Phrases/sentences are connected

smoothly

4. Mechanics
Proper use of spelling, punctuation
capitalization, etc.

5. Other:

Please use back side to write any additional comments.

Adaptable for various genres and languages.
Permission to use from Dr. Suzanne Zeng, Center for Interpretation and Translation Studies, University of Hawaii, 2013.




Translator ID # APPENDIX C Evaluator;

Additional Comments:

Adaptable for various genres and languages.
Permission to use from Dr. Suzanne Zeng, Center for Interpretation and Translation Studies, University of Hawaii, 2013.
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Limited English Proficient (LEP) Encounter Report

DLIR Staff Information

Name: Position:

Division /Program: Office Location:
Phone Number: Email:

Date of Encounter: Time of Encounter:

Language Encountered:
Cantonese O Chuukese [ Hawaiian O LEP Hearing Impaired O Japanese O

Kosraean [ Thai O Mandarin0 Marshallese O Korean O
Phonpeian O Portuguese O Samoan [  Spanish O Tagalog O
Tongan O Vietnamese O Visayan [ llokano O oOtherOd
Type of Encounter:

o LEP person{s) walked into the office and needed assistance in a language other than English [
e LEP person called over the phone and needed assistance in a language other than English O
e Other O

Additional Comments:

Who assisted with interpretation?
e Staff within the division/programD
¢ Staff from other division/program Which division/program?
® Contracted In-Person Interpreter
1} Via Interpreter Agency O
Name of Agency
2} Independent O
Name of Interpreter
¢ Paid Telephonic Interpreterd] Name of Interpreter
e OtherO

Was a written document orally translated for the LEP? Yes 0 No O
If a written document was orally translated, please include a copy of that document with this form.

Additional Comments:

If written language service {translation) was provided, please fill out the information below:
What type of Translator?
¢ Staff from within the division/programl]
o Staff from other division/programd Which division/program?
e (Contracted Translator O
1) Via Translation Agency OO
Name of Agency
2) Independent O
Name of Translator
e Other{

Additional Comments:

September 18, 2014



if NO language services were provided, please answer the questions below.

If it was not possible to provide language services, please explain why:

What measures were taken to assist the LEP person(s}?

Are there any follow up measures required to assist the LEP person(s)?

September 18, 2014
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User's Initials

(Oral Language Service

Written Translation
(written to written))
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ENGLISH

ILOKANO

TAGALOG

CHINESE
SIMPLIFIED

CHINESE
TRADITIONAL

SPANISH

JAPANESE

CHUUKESE

MARSHALESE

KOREAN

VIETNAMESE

Unemployment Insurance Division
Translation/Interpretation Assistance Insert

Important! This document(s) contains important information about your unemployment compensation
right, responsibilities and/or benefits. It is critical that you understand the information in this document. If
you need assistance in the translation and understanding this information, report to your local office
immediately.

Napateg! Daytoy (Dagitoy) a dokumento ket naglaon dagiti napateg nga impormasiyon maipapan iti
karbengam maipapan dagiti bayad, responsibilidad ken/wenno benepisyo no maikkatka iti trabaho.
Nakapatpateg la unay a maawatam ti impormasiyon a nilaon daytoy a dokumento. No kasapulam ti tulong
iti pannakaipatarus ken pannakapaawat iti daytoy nga impormasiyon, agreportka a dagus iti lokal nga
opisina.

Mahalaga! Ang (mga) dokumento na ito ay naglalaman ng mahalagang impormasyon tungkol sa inyong
karapatan at/o responsibilidad sa pagtanggap ng kompensasyon o benepisyo kung kayo ay walang o
nawalan ng trabaho. Kritikal na mauunawaan ninyo ang impormasyon na nasa dokumentong ito. Kung
kailangan ninyo ng tulong sa pagsasalin sa Filipino at sa pag-unawa ng impormasyon na ito, iulat kaagad sa
iyong lokal na tanggapan,

HE! RXFAXREHRLIFENERER, SRENRA, REMAEH. &
D REEBEREHOAE. DRERERERBE TRILHNAS, HEL
ZIB| Dbl B AL E R,

R LXHFRENARHBSNERER, AFEEWER, RENHE. /
DFEERERELHNAS. NREREHZRUHBRRLIHNAA, E%‘E_L
RBIE Mk R RIS B KA B

iImportante! Este documento (s) contiene informacién importante acerca de su derecho de compensacion
por desempleo, responsabilidades y / o beneficios. Es muy importante que usted entienda la informacién
contenida en este documento. Si necesita ayuda en la traduccion y comprension de la informacion, reportar a
su oficina local de inmediato.

BE! COXE (5) 2. HE=ORKABBEOEN. EBESICELERHECHAT LEZLER
BEFENTUVET, 2hitbbE-MN OB BB AT SHREERT LI LANBETY,
HUEIFBRTEMZLAEL L. COBRBEERLLBEE. EBIIHE<OT 7 1 RITHEY
Do

Mi Auchea! Ei toropwe taropween poraus mi auchea ren pungun napanapen kounon omw angang
{unemployment), omw puung ren niwinum non angang, omw kewe sekining me pwan pekin aninnis mi
kuuk fan asengesin omw angang. Mei fakkun auchea omw kopwe weuweiti met ekkei poraus mi nomw non
ei toropwe. Ika kese weweiti masoen non ei toropwe, kopwe mwitir chok ne esine ngeni ewe ofes a kan
wisen tumunu me masamas won ewe kinikin ke nomw ia.

Kaojjela! E1i melefe ko ilo peba (ke)in me efap tokjan kdn am maroii in bk oneam ilo iien ko im ejjejok
am jerbal (unemployment compensation), eddo ko am im jipafi ko kwo maroii in bok. E[ap tokjan am melele
kdn melele ko ilo peba in. Ne kwdj aikuj jipai ilo ukok im mele]e men kein, kwon mdkaj im kaju fian wopij
eo ijene.

EQI0 EH (S)2 LY Y LER MY U /E= M et ZQS F20 ZEE0
USLICH SAI0|01 242 2 E Ololst= 20| SLELICH S4I0| HAH =SS0 2 R5110]
HEE Ololicte R0 = SAl Y X1ES AARAC2DELICEH

Quan trong! Tai liéu nay (s) chira cac thong tin quan trong vé quyen bdi thwdng that nghiép,
trach nhiém cua ban va / hoéc lgi ich. Diéu quan  trong réing ban hiéu cac thong tin trong tai liéu
nay. Néu ban can hé tre trong ban dich va sir hiéu biét thong tin nay, bao cao cho van phong dia
phuong cia ban ngay lap tic.
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LANGUAGE ACCESS REPORTING TOOL

LEP Services by Language Department/Agency Labor and Industrial Relalions Period Covered __July - December 2014
Contact Person Phone No.
1 2 3 4 5 ]
Type of Sarvices Providad (o LEP
Cust Type of Oral Language Service Utilized .od_. Documenis Language Services Expenditures {S)
2 ) {*) ransiated
2 = =
g H 5 g & = 3
3| 1 g - |3 e
o - = _— —
Language & 2 - 5 m £ 3 .W) % k] z .m £ a 3
o, @ 8 £ g 5 & & 8 ] |z a & =3 2 £
d [ 2 -] w -] 2 2 8 ] 2 L &l & a M £ q -,
b g = ] 2 |5 > | E £ E- g Eis el - 2 ] £ 2 2
5 3 2 8 § | & 28 Rpisile & s i |z g 2 E o & g
=5 & ¢ 2|35 5 &£ 8z z B Eof S [§; £ | B 8 Bg | £ | &
- a £ = = £
SEERERN D LR IR e e
T L - m =] .5, m - 8. lox 2 =3 = — .M £ =] qﬂF
Tolal: 543 42 2 22 o 5 4 s 70200 5 28706 § 856) § 4.76] § 9500/8 7.928.37
k! I u § il SO - o — ] ! : = -l S e i A S o N
% of Total: 89.2% 69% 03% 36% 00% 09% 143% ! i 1000%  0.0% 89.4%, 3.8% 67%,  0.1% 1.2%. A00%;
= =
Cantonese 233 2 i 0 2 213 sl § 48597 $ 126867 $ 612.64
Chuukese 2 4 $ 21000 { 5 210.00
bt | — B e Y | AN R b ) | ! . bl
|Hawaiian BN i | L i = Ee s e B | A i e =]
{nakano 70 14 1 L 28 3 25 17 1 S 241833 S 205.00 § 282133
Japanese 18 g 7 B - 2 1 § 1,080.94 { H 1,080.94
forean g L 3 \ g 2 fs 204 s szl | s 22760
Kosragan 1 ST Pt s’ emani [ T ) N Y]
LEF Hearing Impaired 21 21 P ] B $ 28796 ) 5 287.98
Mandarin} B s 4 B S | | $55 342 00 {NTERESNSFS WS 178.52 JE SR SRR I P § GR 521.32
Marshallese 2 1 1 ﬂ ! L P
Portuguese i A 1 e e L = =t | { i ]
Mm_.a.ﬁ: 2 1 ! i i e B S ey ey F i T = R
Spanish ) 63 7 | 4 13| 1 4 a5 2 's 24585 e, sP0.2s 47 ]S 460.66
Tagateg 59 i 5! 58 s 340 | $ 34070
Thai
L = | | SO S| O O PR .
Tongan B Y T ey
Vietnamese 1 2 1 a 3 2 s a7 G R S i oo T |
.m...um:m: {Cebuano} 1 1 :
_..mEE: _. d A= "
Micronesian 13 _ 2 1 i |
Pohnei 1 i [ “ _ | 1 |
Filipino 2 K 2
= b | i s s e T e | - — - = -
Chinese 4l | | 4 : j e Al S S o]
|French 3 | ai $ 167.35 =] | s 67,35
Unknown . : 3 _ s 6000 JEHS 80.00|
._p:.ﬁ..nm:m.a:._bqﬁ. 1 + ¥ . == |.m|mmmn|u| E..S
Sign Public Training 1 1 $ 586.39 s 58639
il L] il i ] et A = ey | 3B 00275 S .3 ok
Sign-Investigation 2 2 5  J4.14 $ u:.z._

Tatals lor “Typar ol Services Provided™ and “Typa of Oral Language Service Ulilized® may be more than "# of LEP Encounters” since there may be more than one type ol service provided or service utilized for each encounter or interprelers were confracied bul clients

were no-shows
Type of Oral Language Service Utilized:
“Other” includes friends, family, personal interpreter

Amencan Sign Language inlerpreter contracied for Job Fair: 21 Heanng Impaired, English abifities unknown.

Interpreters were conlracted but 10 clients ware no-shows.

Unable to obtain interpreter. therefors 1 hearing was cancelled; 2 other hearings were cancelled.

interpreters did not show for 1 encounter

C\WUsers\LLINGL ~1.DLMppDatall ocahTempinotesDF63FB\DLIR LEF by Languags Jul-Dec 14 linal. xisx

03172015
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LANGUAGE ACCESS REPORTING TOOL

LEP Services by Division/Office Department/Agency Labor and Industrial Relations Period Covered ___ July - December 2014
Contact Person Phone No.
1 2 3 4 5 [
Type of Services Provided lo LEP
Customers Type of Oral Language Service Utilized # of Documenis Language Services Expenditures (5)
4 in (%) Transiated
.m | B g c
3 = 3 =
2 s i : : F i £ :
i [ : = 5 5 8 B = & 2 ] =
Language w £ < 5 3 2 BT m WM g m 2 B m
[+ w [ &= Q m 5 85 - ™~ £ a = =%
ui ° g k- o 3 £ 4 5 S B £ 2 2 3 8
= 4 = 2 52 > 5 E £ |8t - o k] E a
- 3 ] m g .m o 2 2 M. F] W. & g f M 2 £ 2 £
=[5 & 5 S |35 0 B3 i3 r B 338 % (Fg 2| Be = | |
- - H = E 8 W. £ = ] o &
B & g E | = m E Ee EX ¥ 3 3 wm m gg & B m w ] £ m (Total $
Totalk: 574 543 42 2 22 0 5 83 30 0] 14 388! 52 4 Ojs 701209 53 28798 § 52656 § 478 S 8500 § 7.828.37
% of Total: 100%| 89.2% 69% 0.3% 6% 0.0% 0G9% 14.3% 5.2% 0.0% 24%, B8.3% 2.0%| t00.0% 0.0% 88.4% 3.6%! 8.7%! 0.1%,; 1.2% T00%|
——— o
Lrrecior
£ d £ e e T | — S R e e e
ASD — i
Personnel s
Research
: = L S PR e ducmad e e T R |
HLRB w2 | = =
ﬁ_._m_»m & & 8 = | L) | s 70293 /s e
ESARO 42 42 3 a0 9 3| | S 3,787.68 s 307 B sT a0 1175
0cs
OLA 1 = T i i
i e B e —— ._ P — =5 | == - —
HCRC 15 12 3 B 15 § 141148 i ST sE 41148 |
Woo — e | i s L e i i Ll L o — e e e i e
Hawai DO
n —|——— - - — — ————1 t - T —
West HIDO
= | [ - : 1 | T T T et
Maul DO g 5 4 1
4 3 ™ | S —— y ~s — = B b b — — e e Ty §
Kauai DO 3 3 3 $ 15000 5 150,00
o i = =% e e d L e } o R
bCco R 16 15 P 1 S 960.00 ..u 1= .c@o.co
HIOSH 1 12 ) | 6! C S 19680 s 19680
U L 387, 386 | 4 375 L | $ 8500 S wm.oo..
woD 55 2 21 21 14! 2 S 28796 i} s 287.06 |
WSsD [} 6 1 4 1 2 ] 760 S 4.78 5 12.368

Totals for "Type ol Services Provided™ and “Type of Oral Language Service Utilized* may be more than “# ol LEP Encouniers” since there may be more than one type of service provided or service ulilized for each encounter or

interprelers wre coniracied bui clients were no-shows.
Type of Oral Language Service Utilized:
"Other” includes (riends, family, personal interpreier

WOD: Contracted American Sign Language interpreler for Job Fair: 21 Hearing Impaired, English abililies unknown {Walpahu).

ESARO: Intemprelars were coniracled but 10 clienis were no-shows,

DCD: Interpreter was contracted but 1 interpreter was no-show; Unable to obtain inlerpreter, therefore 1 hearing was cancelled; 2 other hearings ware cancelled.

Ci\Users\LLINGL-1.0LMppDatalLocalTempinotesDF63FB\DLIA LEP by Division_Office Juk-Dec 14 final.xisx

03172015
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STATE OF HAWAII
Department of Human Services
Mad-QUEST Division
Customer Service Branch

P.0Q. Box 700190

Kapolei, Hl 96709-0190

Return Service Requested




Important Notice from DHS, Blease Read.

Importante nga Paka-ammo ti DHS, Panga-asiyo ta basaenyo.
Auchean esinesin:seni DHS kose mochen aneani.

Kojela Aurok jen DHS, Jouij im Riiti.

DHS (2 43) ollko] ER8t X Y, 7 p2AR.

AEBE AN, ons EEE AL,

Thong Bao Quan Trong tir DHS, Xin Vui Long Boc.



STATE OF HAWAII
Dapartment of Human Services
Med-QUEST Division
Customer Service Branch

P.O. Box 700190

Kapolel, HI 96709-0190

Return Service Requested




STATE OF HAWAII

Department of Human Services

Med-QUEST Division

Customer Service Branch '
P.O. Box 700190

Kapolei, HI 96709-0190

Return Service Requested

ANNUAL PLAN
CHANGE

Please Open -
Very Important
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Translation

of Vital Documents
2-Day Workshop for Agencies

.Ii;!;
}
|

Thursday & Friday - January 22 & 23, 2015
8:00 AM to 4:30 PM

—Queens Medical Center—1301 Punchhowl St. Honolulu --
King hamehameha Wing Auditorium & Lounge
{Directions on next poge.}

To be conducted by KlEber Palma

Director, New York City Department of Education Translation and Interpretation Unit

A
gla%"
Office of “:’“dwﬁ‘

Kleber Palma is currently the Director of the New York City Department of Education's Translation and Interpretation Unit, which he
established In 2004. The unit provides translation and interpretation services, and language access support ta more than 1,700
schoals. Prior to this, Kleber served as the Director of the Los Angeles Unified School District's Translations Unit, a Language Spe-
cialist for the FBI and a Translation Services Manager for a private firm in California. He has extensive experience as a freelance
Spanish translator and a language access consultant, and holds a BA in International Relations from the University of Southern Cali-
fornia and an MBA from California State University in Los Angeles.

FREE! Register online (only) by Friday, January 16, 201 by clicking here:

q ) https://uhmecam pusservices.wufoo.com/forms/translation-of-vital-documents-workshop/

This workshop will cover:

This workshop is limited to 100 participants; priority will be given to state,
county and non-profit agencies. It is free but participants have to register.

ACCESSIBILITY ASSISTANCE: If you require special
Complylng With |anguage access translation obliga- assistance or auxiliary aids and’or services to pariici-

tions pate in this conference (i.e., sign interpreter, interpreter
Jor language other than English; or wheelchair accessi-
Identifying, tracking, and prioritizing documents bility) please contact ihe Office of Language dccess

(OLA) at 586-8730 no later than January 16, 20135.
Contracting and procurement

The translation process—planning, content creation, workflow, final product, etc.

Panel of agencies - success stories Please share this information
Language access basics & more with your colleagues.

Questions on registration? Contact UH Conference & Event Services: (808) 956.8204

Questions on content? Contact: Office of Language Access 830 Punchbow! Street, Room 322
Honolulu, Hawaii 96813 Phone: (808) 586-8730 - Fax: (808) 586-8733. Contact email address: ola@doh.hawaii.gov
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The Office of
Language Access

Serafin Colmenares Ir., Ph D
Executive Director

Workshop an Transiation of Vital Documents
January 22-23, 2015
Kamghameha Auditorium
Queen’s Medical Center
Honolulu, Hawaii

Outline
. Hawaii's LEP Profile

Il. OLA's Functions, Goals and
Activities

lll. Translation of Documents

IV. Closing Thoughts

I. Hawaii's LEP Profile

+ Out of Hawaii's total population of 1,361,628,
maore than 24% or 329,827 speak a language
ather than English at home.

» Cut of those who speak a language other than
English at home, 151,187 or 46% are LEP.

+» Out of the total LEP population, 125,602 or
83% live on Oahu.

» Out of the total LEP population, 80% are Asian
language speakers while more than 13% are

Native Hawaiian and Pacific Island language
speakers.




Age

Age Group # LEP
15 years old and below 14,245
20 to 39 years old 35,239
40 to 59 years old 50,056
60 to 79 years old 39,207

{458% are llokano and Tagalog; 16%
Japanese; and 14% Chinese)

80 years old and above {12,440

{38% are Japanese; 38% are llokano
and Tagaiog; 11% Chinese)

Total LEP 151,187

Education

Less than high school

51,319| 34.0%

High school diploma

46,862 31.0%

Not beyond high school

98,181| 65.0%

No college deg—ree

(Associate or Bachelor's)

122,099 81.0%

v 75% earn less than
$35,000 annually
» 61% earn less than
§25,000 annually
» 43% earn less than
$£15,000 annually
» 32% earn less than
$10.000 annually

= 100and <= 150 %

> 150 and <= 100 %

= 200%




Top Hawaii LEP Languages

(1,000 or more speakers)

1. Tiokano

2. Tagalog

3. Japanese

4, Chinesa (Cantonese and Mandarin}
5. Korean

6. Vietnamese

7. Spanish

8. Hawalian

9. Samoan
10.Marshallese
11.Chuukese

12, Tongan

13.Bisaya (Cebuana)

Top 12 Encounterad Spoken Languages:
January-June 2014

[EEET R
1 Chuukese Samoan
2 llokano Chuukese
E] Mazshallese Cantonsese
4 Korean Karean
5 Spanish Vietnamese
& Tagalog Marshallese
7 Vietnamese Mandarin
[3 Japanese liokano
9 Samoan Tagaleg
10 Tongan Spanish
[} Mandarin Japanese
12 Cantorese Cebuano

T

Il. The Office of Language
Access (OLA)

» Established by law in 2007 as an
administratively attached agency.

» Purpose is to address the lfanguage access
needs of LEP persons and ensure meaningfu)
access to government services, programs
and activities.

» ransferred from the DLIR to DOH in 2012.

=
L i-h-




OLA’s Functions

»  Provide oversight, central coordination and technical assistance to
state agencies and covered entities in thelr implementation of the
requirements of Hawai'’s language access law;

+  review and monitor state agencies for compliance;

+  recelve, investigate and resolve complaints on Rnguage access
through Informal methods;

+  pperate 3 language access resource center and a multilingual
website,

- State agendes - exacutive, legislative and judiclal branches of
government

- Covered entities — agencles/entities raceiving furws from the state
{includes county agendes, nonprofits, etc.)

OLA’s Goals

1. Promote public awareness and ensure that the LEP
population is informed of and educated about thelr rights.

2 Ensure that all state agencies and covered entities ara in
compliance with language access requirements,

1. Assist in the development of an adequate pool of trained
and competent language access providers.,

1. Develop OLA staff expertise and resources.

1+ Ensure the timely resolution of complaints about language
aceess

6 Provide statew!de leadership in the area of language access

Projects and Activities

» Education, information and outreach
+» Technical assistance and training

» Coordination

» Compliance review and monitoring

+ Complaints resolution

» Research and reporting

» LARC and multilingual website




lI. Translation of Vital Documents

» Technical assistance - training and
conferences (2012 Language Access
Conference)

» Part of the language access plan

¢ LEP reporting

v Part of compliance review

» Vital documents survey

Language Access Plans

OLA recommends that agency language access
plans should:

Include a list of vital documents,

Identify which languages the vital documents have been or
will be translated into;

Identify how the documents are to be transtated; and

Pravide written notice In the LEP person's primary language of
the right to receive competent, free oral interpretation of
written materlals If their group meets the 5% threshold but
less than 50 persons.

LEP Reporting

» Semi-annual report to OLA
- January-June report due on August 31
- July-December report due March 1
+ Reporting tool includes:
- # of documents translated upon request
- # of vital documents translated
- translation service used
- languages transiated inte
- % spent on translation




Monitoring Instrument

Includes questions on:

v List of vital documents

+ List of translated vital documents

» Volunteer bilingual staff

v In-house translators

» Contracts with outside translation services

» Translated written notices of right to receive
oral interpretation of written materials

m

Vital Documents Survey

» Done in 2008 and 2012
+ For state agencies, to determirne:
- if they have identified their vital
documents
- if they have translated them and
into what languages
- who did the translation
- haw much they spent on or
budgeted for translation
- challenges

Survey Results

+ Few agencies responded to the surveys (7 in
2008 and 8 in 2012 - out of 26).

¢+ Mast of those who responded have identified
their vital documents but very few of the
documents have been translated.




Survey Results

» Documents translated into major LEP
languages (flokano, Tagalog, Japanese,
Cantonese, Korean, Samoan, Chuukese,
Marshallese, Spanish, etc.).

» Transiation done mostly by private
contractors; some by bilingual staff,

» Most agencies have notincluded translation
services in budget,

Survey Results

Challenges faced:

- Cost

- Lack of translators

- Lack of guidance on the transiation
process

- Identifying vital documents

- Simplifying documents

- Not a priority, apathy; no buy-in
from leadership

Survey Results

Other Comments

- Encountered popuiation less than 5%

- Health documents are challenging
due to medical, cultural and ethica!
considerations

- Most patients bring cwn translators

- Statewide assistance in translating
vital documents in certain languages

- Helpful to have a centralized state
contractor or vendor




IV. Closing Thoughts

+ Translation of vital documents remains a
major challenge in Hawaii due to cost, lack of
resources (funds, qualified translators), lack
of political will, and a lack of understanding
of the translation process,

» Need for training, inter-agency collaboration,
and a centralized translation contracting

system.

“Translation of vital documents is not an
unfunded mandate, Itis like water and
electricity - a necessity if you are going to
take federal funds.”

= Deeana Jang, Chief

Federal Coordination and Compllance
Section, Civil Rights Division
US Oepartment of Justice (2012)

OLA Contact Information

Offlce of Language Access

Depantment of Health

830 Punchbowl Street, Suite 322
Henolulu, HI 96813

Phone 80B-586-8730

emall serafin.colmenares®doh.hawail.goy

MAHALO!
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Language Access:

Our Duty to Commun:cate with the LEP Populatians \We Serve

Rebecca Gacdner, | D.
Senior Legal Analyst - Program Specialist, Office of Language Access

Transiation of Vital Docurrents Workshop

==Queens Medical Center—1301 Punchbawl St. Honoluly -~
King Kamehameha Wing Auditorium & Lounge
January 22, 2015

FOUNDATIONAL CONCEPT-
What is LEP under Hawaii Law?

A Limited English Proficient [LEP] individual"
is defined under Hawaii Law as:

‘an individual who, on account of pational
arigin, does not speak English as the
person’s primary language and self identifies
as having a limited ability to read, write,
speak or understand the English language.”
HRS sec. 321C-2

Our Audience’s Profile

+ Whao here speaks English as a second language?

Who here has a parent who is LEP?

+ Whao here has/had a grandparent wha is LEF?

Whao here works for a governmeant agency?

+ Whao here works for a non-profit that ceceives government tunding?

Who does not work far a government or government -funded
agency?

Who here speaks “legalese™ (A lawyer7)

{4 eross-sect.an of M b pasustanl




Language Access is a CIVIL RIGHT

Language access - is the provision of
language services {interpretation and
translation) to limited English proficient (LEP}
individuals to ensure meaningful access to
government services, programs and
activities.

Key Definitions

The faftowing definitions are from HRS Chapter 321C-2

+ *Access - be infarmed of, paitcipate in, and benefit from the
services, programs, and activities offered by the State and
covered entitles.”

v *Covered Entity - means a person or organization receiving

state financial assistance, cluding grants, purchase -of -
service contracts, or any other arrangement by which the State
provides or otherwise makes avallable assistance in the form of
funds to the person or organization for the purpose of
rendering services to the publie. it shalf retireluce
procuicinent contracts, stade Insurance or guArInty conieacts,
licenses, tax ciedits, or loan guarantees te privata businesses
f enet 2l concesin that do not tendar seces on behaf of thu
stare”

Why Language Access ?

The Promise of ‘Amerlca’

» Historically, our diversity has defined American society.
Qur country has expressly opened its arms to
immigrants - the “huddled masses”.




Why Language Access?
It's Better for Saciety

+ After several generations, most Individuals living In the
United States now speak, read, write and understand English.
But there are many who are limited English proficient {LEP).

{Remember, English is nat the “Native® language of our land |

+ Language for LEP persons can be a barrlef ta accessing
Important benefits or services, understanding and exerclsing
Important tights, complying with appiicable responsibl .
or understanding other informatian provided by government
and government-funded programs and actlvities,

+ Denlal of Language Access can be costly in lost oppoartunity,
lost human capital, and Increased damage control,

Why Language Access?

Because it is Justice .

b+ “The protection of the Constitutien extends to all, to those wha
speak other languages as well as to those born with English on the
tongue.”
Justice McReynelds « Meyer v _Nehraska. 262 US 190, 401 (1923)

“Simple justice requires that public funds, to which a#f taxpayers of
a/fraces contribute, not be spent in any lashion which encourages,
entrenches, subsidizes, or resulls in racial discrimination ”

Justice Douglas in - Lau v, Nichals, 414 U5, 563, 469 {1 974) qucting
President John F Kennedy's message 10 Cangress, June 19, 1853,

+ “Lamguage Access is NOT an unfunded mandate. It I3 like water and
electricity--a necessity if you are going to take federal funds ~ -

Drrtd jang. JO = Chef of the Fodersi Coordination and COmpiant o Sectian of ife Sl Bipdiy
Dvision of Lintted $tares Geparmment ol Mestcw

*hk

Federal and State Mandates & Case Law

- Title VI, Civil Rights Act of 1964
- Lau v. Nichols, 414 U.S, 563 (1974)

- Executive Order 13166 (2000) &
Related Regulations /Guidance

- Hawaii's Language Access Law (2006),
Chapter 321¢, Hawaii Revised Statutes




Title VI - Civil Rights Act of 1964

Title Vi - Civil Rights Act of 1964

+ Sec. 601 of Title VI of the Civil Rights Act of
1964 provides that:

No person in the United States shall, on the
ground of race, color, or national origin, be
excluded from participation in, be denied the
benefits of, or be subjected to discrimination
under any program or activity receiving
Federal financial assistance.

Lau v. Nichols (1974)

This case involved a federally-funded school district and
approximately 1,800 public schooi students of Chinese ancestry in
the San Franciscn area who did not speak English, and to whom
the schaol system provided the same services - an education solely
In Engtish = that it provided to students who spokeﬁEng:ish.
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Lau v. Nichols

The US Supreéme Court concluded that the school viclated Titke VI by
failing to provide LEF students with any language assistanca senaces (a.g.
bilingual education or other language instruction); tating ™ seems
cbvious that the Chinese-spesiang minanty receve fewer benelits than the
English-speaiong majonty from raspondénts’ school system which denles
them & meaninglid opportundy 2 paricpate in the educational program =
af earmarks of the discrinunations banmad” by Title VI and s implemerrting
reguiations,

The Court hekd that Tie VI requires
faderally funded entities to provids

Executlve Order 13166 (2000)

4o 2est O
+ Purpose was to improve access to federal government

services far persons with limited English proficiency
{LEP).

Required each federal agency to prepare a

to improve access to its federally conducted
programs and activities by eligible LEP persons,
consistent with the compliance standards set forth by
the LEP guidance issued by the D0)- released on same
date.

Required each federal agency to draft its own guidance,

-i reflective of principles in DQJ guidance,

LCC. qav
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4 Factor Analysis in Do) Guidance

Alsareflacted in other Federal Agency -issued geadance

+ (1) Number or proportion of LEP persons
served or encountered in the eligible service
population

» (2) Frequency of LEPs' contact with services,
programs or activities

» {3) Nature and importance of services,
programs or activities

» {4) Resources available and the costs




Do) Guidance on Translation

“In balancing the factors discussed above to
determine what reasonable steps must be
taken by recipients to provide meaningful
access to each LEP individual, agencies
should particularly address the appropriate
mix of written and oral language assistance.
Which documents must be translated, when
oral translation is necessary, and whether
such services must be immediately available
will depend upon the factors previously
mentioned.”

Do) Guidance on Translation

*Under the four-part analysis, for instance, Title VI
would not require recipients to transate documents
requested under a state equivalent of the Freedom of
Information Act or Privacy Act, or to translate all
state statutes or notices of rulemaking made
generally available to the public. The focus of the
analysis is the nature of the information being
communicated, the intended or expected audlence,
and the cost of providing translations. In virtually all
instances, one or more of these criteria would lead 1o
the canclusion that recipients need not translate
these type of documents.”

Do} Guidance on Translation

“In some cases, "meaningful opportunity” to benefit
from the program requires the recipient to take steps
to assure that translation services are promptly
available. In some circumstances, instead of
translating all of its written materials, a recipient
may meet its obligation by making avaifable oral
assistance, or by commissioning written translations
on reascnable request. It is the responsibility of
federal assistance-granting agencies, in conducting
thelr Title VI compliance activities, to make more
specific judgments by applying their program
expertise to concrete cases.”




Resources on Language Access

Compliance:
Check your federal agency counterpart for LEP
Cuidance. hitto:! v, lep.gov )
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ne; Hawaii'c Languange Access Law

Hawaii’'s Language Access Law was
passed in 2006 under Act 290.

.
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round: Hawaii's  aqguar Acre  Law

The purpose of Act 290 was to:

“affirmatively address, on
account of national origin, the
language access needs of
limited English proficient
persons [LEP].”




tackground: Hawail's Language Access Lav

Under Act 290:

~Each sﬁte agency and all covered e|n ittes shiall take
reasonable staps to ensure meaningful accessto
services, programs, and activities by [LEP| persansf.]

“Each state age nd covered entity® shall
estn‘i) ishap gn gvr fangu:uge :n:u:ess.ty

.The Office of Language Access was established.
-The L: ngttllage Access Advisory Council was
established.

l"l'.‘;g:m:td wntity” (revited) ks delined a3 'R.wf#o-oanluﬂnn receiving stat
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Rackground: Hawa!i’s LanqQuage Access Law

Act 290 added a new part to
Chapter 371 of the Hawaii Revised
Statutes (HRS). :

The HRS are laws of the State of Hawaii
that are of a "general and permanent
nature.”

~~The real deal.

Background: Hawai's Lo je Accass baw

A drafting/statutory/erganizational anomaly?

Chapter 371 Is within Title 21 of HRS; and both
ae arld Hawaii's Department of Labor & Industrial
elations.

However, the state's language access law appligd to
all state agencies and state-funded agencies.

Act 290 placed the Office of Language Access and
the Language Access Advisory Council within the
De‘)(. of Labor “for administrative purpases only”,
which explains why it is in this part of HRS.




Bar  roun H3 taguage Ac | v

" 2009-2012 - BUDGET CRISIS
~x* POLITICAL AND PRIORITY SHIFTS

Loak at Chapter 371 Part Il in the latest edition of HRS,
and you’ll see that . ..
el byl Y e
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HAWAI'S LANGUAGE ACCESS LAW was
REPEALED [N 2012!

wl: Havsi's Lanquar Accass iy,

BV E
@~ W

R[CT 201 Scssion Laws Hawali 2012 - Purposa Statamant:
“to improve access lo government services and programs for
[LEP] individuals by the Office of Language
Access, al u‘l_:; of the office,
fram the department of labor and industrial relatigns to the
department of health.”

The Office of Language Accass and the Language Access
Advisary Council are now within the Department of Health
for administeative purposes only,

o ke ol Alt's Languange A

Az 201 Signing on July 3, 2012




Background: Hawii's .= juage * o 55 Law
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HRS Chapter 321C

Withiin Title 19 relating to Health - for administrative purposes.

Please correct your citations in your
pamphlets, rules, policy memos,
contracts, etc. because if you are referring
to chapter 371, you are citing to a REPEALED
...DEAD... law. Zfurd

Nowd xRS ()uﬁgée/r

X \-Mﬁ} e Lda

Requirements

State agencies and covered entities are fequired to:

+ Assess the need for providing language services
and take “reasonable steps® to ensure “meaningful”
access to state services, programs and activities

+ Provide oral language services in a “tlmely” and
“campetent” manner

» ‘Provide writien translations of “vital” documents

+ Establish a “language access plan”

State agencies are also required to designate a
language access coordinator and hire bilingual
personnel for existing, budgeted, vacant public
contact positions

> DN D W e )(.\(cms

Your Obligation to Translate Vital Documents

What is a “VITAL DOCUMENT™?
HRS 321C-2 defines “Vital Documents” as:

“printed documents that provide important
information necessary to access or participate in
services, programs, and activities of a state agency
or covered entity, including but not limited to
ipplications, outreach materials, and written notices
of rights. denials, Josses, or decreases |n benefits or
services.”

pbk
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Your Obligation to Translate Vital Documents

HRS 321C-3 provides:

“each state agency and covered entity shall provide written
translations of vital documents to [LEP] persons who seek to
access services, programs, or activities, as follows:

(1) Written translations of yital documents for sach
eliglble [LEP] group that constitutes fiye percent or gng
thausand, whichever Is less, of the population cf persons
eligible 10 be served or likely to be affested or encountered, or

{2} If there are fewer than fifty persons in a [LEP] group
that reaches the five percent threshold in paragraph (1), written
notice In the primary language to the [LEPLianguage group of
the right to receive competent gral Interpragation of those

ritter; materials, fres of cost.®
k-
= -
"
o

1

Ted sizmdovel 1

How do you make these determinations?
st Four Factor “Reasonable Steps™ Test

» (1} Number or. preportion of LEP persons served or
encountered In the eligible service populatfon

» {2).Frequency of contact with sesvices, programs or
activities

» {3) Nature and impontance of services, programs or
activities

» (4} Resources® available and the costs

Note. Agencies must consider the totality of
circumstances; no one factor is determinative,

*DiJ Guidance. Claims of limited resources need to be twelf
stantiatad”

K vae maek e .'ancal.\olaQ:

Take-Home message:

Language Access Compliance Enforcement is

on tha horizon.

+ Write your Language Access Plan (LAP).

+ Educate your staff about it.

» File it with OLA.

+ Review, revise, revisit your LAP frequently.

+ Do the 4 - Factor Analysis. Show your work,

+ Make Best Efforts and Document.

» Train staff to treat LEP clients with respect and
courtesy, lest it become evidence of intentional
discrimination.

11



OLA Contact Information

Office of Language Access
Department of Health

830 Punchbowl Street, Suite 322
Honolulu, HE 896813

Phone: 80B-586-8730

website: hitp./ hualth hawaiigov ofa’

Serafin P.Colmenares, Executive Director
serafin calmrnarss fdeh hawaii.gay

Becky Gardner, Senfor Legal Analyst
tebeega ygrednerdah hawaligoy

If time, some relevant comic relief.

v harn 2 werey doilymorion com fvirleq, whr7nk_s
yntory ume_shorthim:

12
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Language Access &
Data

e o ———

Objectives

» Understand the .mpartarce of Janguage data caflezton
- identfy tne sorrest data e collect

= identify best avenues t2 collest data

= UinZerstand kew 5 use the data

= loent:fy data that measures successful implementation of language
atiess

This is a
“must do”
item, not a

“wish list”
item,

Federal & Local Mandates

Title Viot Lagcutive
the O Order
Rights At 11166 Acl 190 [ i
1 L L [l L%
T T ] T -
19 o HOE ft
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Guidance from the
Department of Justice

= The numbes or propertion of LEP [Umited English Proficlent) persons
served af encountered in the eligible service population

» The lrequency with which LEF {Umited Engish Fasfioent indeaduali came in contact
with the program

# Fhr 2ature and imporkancs ol The program, ach viy, of scrvice provided by Wie program

= Thedesources d=alable to the reapent and £8414

Strategic

~ Defines the needs of entire servive populatica
= Number ¢f langusges
= Translation vs inlespreldhion
= Serves at a building Block fer future language access decisions
« Budget
= Coardination

# Helps advocare for greater language aceess uppion/fresourses

1/20/2015

Makes
business
sense

Census,
agency
specific,
home
language,
etc?
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Census data is good...

» Appros mateiy 35°% of the pepulatian steaks alarguage cther thar
Erg sh at heme
= Tep non-Erginn languages
= Tagaleg
= lapdnete
= Hatan
= Lhinesws
= Spansh
= Hawandi
¢ Kitean

(:-}' @méL_\ﬂw i A s e (AN
ebkt\nr( L.'VJL(\JBC‘_/_ nley vyevm

(VT8 (.V\'WL;IL\ WA c\-, el Ve b
T bl e € sl . Y
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...but not the best

» Certus sntera intludes data for “retsors 5 years and over’
= Fange may be oo large

= Cens2s asky what “lang.rage ciher than Erglish 1t spaken at nome”
= sgeniinng language prefetence may be more usefi!

= May nct be able 10 correet Censut data to nternai systems
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Agency-specific Data

» apeniy-spes:lic data provides a clear picture of your service ysers

= Lok 13 needed thar smply kiow:fg whal & spoiken at home
= Cral poderente [Mardore o Contonesy ne! it Chiete)
= Jintien preference (Tzd tor orSimplled 2ot st Chirese
= Nandata may, be spoier 4% horme, but English o prederred method of
omrwricaton

= Liore accurate oata may create real stz goals under the federa
requirement of “reascriable steps ta ensure mearungful access

= Corsider coliesting data cn a senod ¢ bass { Q;\n v "'ﬂdl)

b cas s Bias o i SRR
Ditn Ynt phdne = Sm' pop Ly

v

"

Agency-specific Data

- Datato co'lect, oral or wimen preference. may depend on the type of
n1eraition w.th LEP servce users

- Cra preference cata apghes 10 agenties that
= HZt oy LENG S Uiers
= Vis service users hausehelds
= Hi'd pubht meet.ng, feums

» Arteen preference Sata acclies 1o agencies thal E
= Send out genetd’ of personalied communicat ong  ce=——— C&k_ 'r"‘""'
= Requie forms Lo be completed Sy sonice usen

e s i Wit
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| know why
and what |
need, what
are the next
steps?

Storing Data

# Ensting database of service users
- HNew helds
~ Astesement al who (an hawe atress 19 dats
L annestioty 10 sther internal systems (e g | cieation of form letters)

= Il ng database exist, It's never (9o late to come up with systems
= Language prefercnce database
- fiuniber of intera ions with 1P servce wiers and/ar level of satitlacton

e o e P

Collection of Data

» At entry pount of a service uset
# Antialregisteation
= Furst cantact

» Distribiution of tanguage preferamte survey
# Hard copy
# Elertiomc

= Colectian of data will, inherently, require translaton

# Questions may include-
= tnwhat fanguage do you preler 1O recenve winlten jommunications?
~ in what 1anguage oo you prefer 10 tave aral fommunics4ions?

X
©)
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O

O
(9)
D
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Data to measure success

» Kenter number chintersctizns w.th LEP te-vica ysers
= Change could be due torormal or uneapetted TRtIp:aten patterns
# Charge could be due to ogency § froarlore promctar gf larpesge aucess

Language Access &
= Gauge leve! cf san.efacton of LEP servize users
= Foil LF¥ seraite usen D a ta
L e e Tl T L UPERELY WL 19T 28 R e b
» d
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& GEvge 1t Afa Lo welt langaage sendces Biovcded
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Assessing Translation
Options

Kleber Palma
January 23, 2015

Objectives

v Identify current method used to obtain
transiations

+ Discuss pros and cons of all options

.

Translation Options

+ Bilingual staff

» On-staff translators
» Contracted vendor
+ Volunteers

» Machine translation

-

Bilingual Staff

Advantages:
» Easy access
v Superior knowledge of content

v Allows for continuity of translations
+ No “translation” cost

l_-| Crrst - Dv< st imin

.Gerc'LA-\N-\Lg <,
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Bilingual Staff

Disadvantages:

v+ Lack of availability dpyeck

» Has effects on other workflows —7 ¥+ g3
» Quality may be suspect d doalt

v+ Difficult to quantify effort/costs

» Potential for l[abor concerns

L cr pod bieat b oo
fhnay | G w2t
q- Uy '

- ot X A0

On-staff Translators

Advantages:

» Easy access

» Superior knowledge of content

» Allows for continuity of translations
» Work done by professionals

+ No effects on internal workflows

v Known costs

-

[
\B Ok - 30 on sled (
N "‘ 'WE-MSL"{H"""\
[2=2!
LA st Sfs i

On-staff Translators

Disadvantages:

+ Only languages staffed can be supported

+ Limited resources causes bottleneck of work

» Potential for down time for salaried staff

+ Reguires budget for personnel and non-
personnel expenses

-

Contracted Vendor

Advantages:

+ One-stop shop for all needs

» Work done by professionals

+ No effects on internal workflows
+ Known costs

| —
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Contracted Vendor

Disadvantages:
+ Knowledge of content may vary
+ Style and continuity of translations may vary

Gotting the mogt from your vendor

¢ Lstablish clear expectations

I for services, tumaround
time, outpuls and pricing

+ Require the identification of

soliware
+ Estahhish customer senoce

¢+ Require the use of 1A
translation memon 4

et

ﬂ-f\ltr\"

oy end

v Quality levels may vary the poul of patential and billing requircments il A=
+ Availability of services may be limited translators ¢ Eswblisha celavonshipwith | Fe~
+ Procurement processes may cause delays v Address quality control AL ErRen i
» H'gh cost L'XpL'CIﬂll(ll’lS ¢ . L_” s {
(r ol A # Share glossaries, style '6
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Volunteers

+ YOU are assured that the volunteer is
proficient in the second language,
understands and correctly applies its
grammatical rules, and has knowledge and
experience transiating your agency’s content.

» Volunteer is responsive and responsible

» Volunteer has access ta necessary
software/hardware

+ Volunteer loves working hard for free

|-

Machine Translation

Not recommended.

é,b_- bu. -C\ram.- 'xlu-/a‘

Machine Translation

Unless. ..
dty ot Comgh ot (o Vet
I:Lu\ vy devle

WS A

Machine Translation

» YOU are assured that the translation output is
of high quality; or

+ Don’t worry, high quality translation output:
or

+ You, it is assured converted output is high
quality; or

+ This ensures that you convert the output of
high quality

|-
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Translation Options

» Bilingual staff

+ On-staff translators
+ Contracted vendor
+ Volunteers

+ Machine translation

| —-—

Assessing Translation
Options

Kleber Palma
January 23, 2015
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Objectives
D rea m » Review cf the imit.al plarnuirg stages
. » Dptmle cantent creaticn
MO.F a Tra n S I a te d = Address layout considerations
= Becore familiar with the translatran process

D O C u I l I e nt # Erture a quality and effect ve end product
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Raise the Translation Flag Engage Translation Provider

= Start the translation 2 scuision eatly and 3ften » Frovide 2raft to estimate nmelines
= Incarparate in planners, sob trackers calendars etz ~ Recuest add ticnal input
= Allccate Lme for translation prozess - omman umeline factors
- tength of document =————t C?\{-‘k AT (l. CO\-"‘\"”
~ Formatting ‘ A 3 ce gl (
[4 r . ] 1S
» Number of languages V\Lt ? ';'3'

- Availabiity of :esources
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Content Creation

= Use plain language
= Avowd butiwords, idionslic espressions, elc

» Ensure docurment is “language access” ready
= Instructsons to visit Euph\h wehsiles ate addressed *
= Inclusion of metpretation seevices o= dotumerts promoling evenls *r"'

» Assess how document will be used
= Forms
= Surweys

# Ensure document i3 final and approved by all
- Updnesfrevisions cause delays and cavld be rastty

vy Aww?‘/“- y*“‘j}c,w Ao -
\f-‘)d‘{\ UP < 0\4 h
do oY -
o~ @A‘“‘o No,.\

(M

Content Creation

~ inclizde a mutt ingual grict on the English version
= Helpy promate The ewstence of avaldable translationg

Layout Considerations

= Consider uniqueness of languages involved
= Enparwion of banguapet (v g, Spanssh}

= Cortraction ¢d languages (e g . Chinese)
= tncreased leading of language {e g . Urdu)
» fght to laft languages (v g Atabic) (MC’

@w\:

# Refrain from the ovaruse ol teat boxes ")C.

4\0.)1{5

= Use mainstream word precessors ar desktop publishing sohwase
= hlicrosoRt Word
= Adzbe InDesign
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Translation
Process 101
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Pre-flight Process

Ctjectve Monmize future delays/cuest.ors

= Inspect for file abnormaines
# dddress graphics with test
= Confirm trangiation do not already enst

= Confirm coment 15 FiNAL!

'ﬁ— raalie bt P cC

fropclee

= Review source document to ensure content s clear lree of errors

e Ve = (i W v st L

Involve Linguists

Objective ‘ders fy best gualfied and available team for zb

= Agdress trarsiatars familanty with content, translaton memary et
e e

= Finalize umelines with translaton

= Inzfude proofreade:s |f app'icable)  — .‘l'\Jbl"..ul ol -
e e \-

= Allaw{exgect translators to troubleshact content
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Quality Checks

Chjectie Mirumze margn fer errae

~ Can be cane by anyzre

~ Nen-language checks

- rompletengsy check

= Engith words anc numbers
= Address, webstes emails

~ Comganiscn between ditfgrent languages
= Transtatnrs approach translatians challenges d Herently

Exdianis Mobi
=g [Lw5 R Al
At
G TV e Y
3
datk

Desktop Publishing

Objective Awareress of this ¢r.hizal componert

= Highly formatted documerts require adciticnai tme
= Translatoss ace not formatters
= Faregn languages may push Mioroselt Word toits bmits
= Use of deskiep puthshirg scftware ie g . Adcbe InCesign
= Fani matching n hughly designed datizments may ke needed

» Review cf layout

= Ensuce trans.ater CORIeNT marthes sages grac®as o corumest

ompleteness check lagaint

Blegh- 1’7_;/\\/t @ et of \’*\3”‘ -ﬁWL cols v

=< \:as\}'(/ o ‘{;-l- 3§

\m)-/v/k &vju—'l---;( e N
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Project Wrap-up

Maintaining Quality

Dedver transiations as PDF {non-editable} files

» Pros
= Helps maintan the integnty of the cantent
= Embedsthe foreign langoage lont s the Ele

= Cons

runther)
¢« tak

wrtainr ooy (G oblzn

for transtations that will be professicnally printed

# Ensure print proofs are part of the process

o 2 R

- Does net allow for guick edits or updating of varable der [ g telephone

Aim for maximum
dissemination

For translations that wall be made available as hard copy

« Ensurefiecommend that all bront-line staffers are aware af haw 1o
aceess translated copras

= Ensuwrefrecommend that sufficient copies are made avalable at eniry
points for service users

= Ensurefrecommend that diect mailing elforts cross refesence
language data [if avalable)

» Ensurefiecommend that tronslations are alse posted ontine

Aim for maximum
dissemination

For translaticns that will be disseminated electronically

« Ensurefrecommend that the translations accompany the Enghish
communication, not follow it
= A attached PDFs
= Via 4 hink 10 & wle hosting the tiamilatony

# Epsure/recommend that the site that hosts the Uanstana i
propetly and continuously promoted

& wu.lfl ovt
<

G

v
“h e
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A happy translated document

Dream

i€ of a Translated
Document

v ares e e s ]
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A Trip through
the Universe...
of Document

Kleber Paima @
January 22 2015

Objectives

+ ldenlify universe of documents

- Categorize and pricntize documenis

» Track and archive transialed documenis

« Make documenls “language access” ready
« Disseminale transialed documenls

How big is the universe?

» Poll all divisions within agency 1o at a minimum, identify:
» Documents that are maant for service usery

» This exercise will also yield content owners/authors helpful for
« Location of files
= \ersion canirof

+ To further assess translations needs. also «dentify
» Length of documents {pagas and words)
+ Whather transiabons exist
= Whaether scft copies are available and  s0 1n which fila farmat

L

Vital Documents

vi-tal

Al fadjectivef absolutely necessary or importanl essential

doc-u-ment

/0d ky ment/ [noun] an official paper that gives information about
something

= mae a (=Y
.D\.L: l\,\/?\(‘l‘ &
Corpesh -
‘(Mq‘d -
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Vital Documents

vi-tal doc-u-ment

Aidf @i kydt ment/ [noun] something thal brings chaas and
disruption to an olherwise calm environmeni

What gets translated
first?

+ Consider the frequency document comes in contact with LEP

service users

= Forms .

= Flyars i

= Information brochures NG‘\L.Q)
« Documents used on a calendar basis

» Penodic or seasonal communications

+ Communications connected 1o calendared avents §— 3¥

What gets translated
first?

» Policy documents
+ Mangates regulabons that deta policy affecting service users
= Agency signage
+ Welcome of dreclional signage al sites that service users may
frequnnt

= Agency webzite

Guidance from the
Department of Justice

Tee sumbar of proporbon of LEP {Lunded Engheh Proficant) pacacns ssrvad o
ancountered m B shpbie serace populatan

- Tha lreguency with which LEP [Lonted Engsh Profitient) mowdos’s coma in [ontact wih
e pegram

= Tha natyie snd mportance of fe progiam acivly o senice prowided By the pragiam

» The resources available to the racipient and costs

N decadh Wb o> @Mawsq\bkye CV - Y SNGPNE I
SE W%L Sl b
00 5w Im‘\ M,LQ( A M e n
oc s pwene Aoll A o STV
%Q’V\M/‘bﬂ—.

S'\ C-‘,,/-(

- \\ ol .
SO é{v‘./w\b”-%m— 70\3 (’"](.L('
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Now you have
@ your universe
in order...

..prepating for the translation process is next.

Track & Archive

= Why?
+ Budlds a kst of the agency's translated documents
- 'dentdies whare the document come from intarnally
+ [dentfies who did the translatien
* Allows for quick ratneval of transtated documents
= Expedites the delivery of documents that have been updateg
» Reduces transtaton costs

5 g chond s A o

wih b=

Shalf At e )

\0,21--.'\(*- A(g-, ’E\,u U(’L{ﬁ‘l\f
ot Vo &8 qeele He vt ’

Track & Archive

= How?

+ Atracking (ool or mechamsm Is required
» Database (o g Microsoft Aecess)
+ Spreadshest (2 g Microsol Excel}

+ Required fields should include at @ menimum
» Contact inlormatien (e 0 name office number email)
» Dacument infermation (6 g name lengih)
» Provider of setvices {8 g . memaligxiemal costh
+ Tragiung or job member

» Arthuving simply requires a file naming convenuon and lbcaton
» Example 201_inwie for Winter Meatng_SP_1 22 15

@

Track & Archive

* Wha?

+ Anyone or all invalved in the coordination of gettng documents
trans:ated for the agency

= If your agency doesn't yat transiate documents  this is a good place
12 stant
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Making documents
language access ready

Flyer vs. Translation

ready ﬂyer

= This requires
+ Acknowledging that getting dems translated is only the first slep
+ Speing things from tha lens of a LEP service user

- A g p ized comm ions

(}.us. v nds g \&'m {0+ &3—0”«&\9'\/

0
not @vmony b
Jﬁd\’mk_w en 1 "’\,«Jﬂd’r
wation 13 @w’«tc_,\ SV @ eaen b
v A Es‘f‘b\‘s(" Mbi" Lo Sll.r':"'\..(;,Q “D l
Q_,SGJJ& S A f‘_.\_“JI - L{.-r)(? e
o Jéf (oo Cnd il ¥ o
(IOHOWL% L‘Or\nmn \"'\95 0-?‘3 e N ot

gn»\_yf.-Se -
Letter vs. Translation
ready Letter

<January 22, 2015> | [Jonuary 2015 Sta“ d by- LT i}
“translation” is

Denr <lane Smith=, Daar Parunl
-
This Is regarding your child, Thls Is mgnrdmg your child h
S | now na enin
Please contact us of 111 FEPE
Pleu.sc mnwd us at 111-222- 3333, interpratation sarvices
3333 will be availably.
Thank you. | Thank you.




1/20/2015

i Dissemination of
Getting the word out! translated documents

+ lfems complete

« Mard copy delivery (ie . print version)
identify universe of documents + Send ail language versions of tha communicaton alang with the
Categarze and prontze documents English
Track and archive ranstated documents + Senit English only with foreign-language referance (o whareiwhan
i N translaton can be oblainad
Make documenis ‘language access’ ready .
= Use data (if available} to pre-identdy nesd and send appropnate
= Final step. Ensuring thal all of this work reaps benefits language

+ If applicable post oning

@

—

}‘h ih‘)’( DL)‘Ll \"‘t"\-—»l.. &~ ("\’( [ sz/(.___.
Lg-\_v\,-b el .G{\'—r} L,‘ Vv .
L;j(’j Moo O - t,/\_,_.) ¥ 2 SRR NN U e W, j

e Om U‘tﬂ"-a‘:-h' AL -

Dissemination of
translated documents

» Soft copy delivery {ie email) —~ 1A el Lw"‘f

« Send Enghsh commuecation aleiig wih translated versions as ]
atlachments

Dissemination of
translated documents

+ Online access lo translations (l.e , website}
« Consider developing two interfaces onling

= Pyblic facing inertace
« Send Enghsh commuricanon. wih a rafarence 1o when or where \j.J » Inlemal nterface
ohline Yransiabon can be oblained

» One-stop shops fer actessmg translabons
+ Post online ‘I\UV
h!

}.bt Q—:/\V"
L

!
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A Trip through
the Universe...
of Documents

®

Kieber Palma
January 22 2015
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Common
translation
topics...

Kleber Palma ‘“’
January 23 2015

I need this
document in
standard Spanish.
rr) AL —— { o 340,
PP~
AT I T s~
S - 3 @ -

T\(Zuv-—akvch" wwls (Vs caqn T

-

D\(-\\LC‘C’ - T s

-

Translations are so
expensive. '

Just use Google
Translate.
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That translation is ® We should translate
so bad/too formal! our website.
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You speak that

Language access sy
requires a lawsuit. @ ""{'}3,‘,':.3‘:;‘{{’_“

Oy 4 v un AL Yo s
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The presenter >
@ should start Thank you!
wrapping this up.
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