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I.

LIMITED ENGLISH PROFICIENCY (LEP) PLAN INTRODUCTION

INTRODUCTION
This Limited English Proficiency (LEP) Plan has been prepared to address the City’s responsibility as a subrecipient of federal financial assistance as it relates to meeting the needs of individuals with limited English
language skills. The plan has been prepared in accordance with Title VI of the Civil Rights Act of 1964,which
states that no person shall be subjected to discrimination on the basis of race, color, or national origin.
Executive Order 13166, titled Improving Access to Services for Persons with limited English proficiency,
indicates that differing treatment based upon a person’s inability to speak, read, write or understand English is
a type of national origin discrimination and directs each federal agency to publish guidance for its respective
recipients clarifying their obligation to ensure that such discrimination does not take place; this order applies to
all state and local agencies which receive federal funds.
This plan outlines: (a) how the City identifies person(s) who may need language assistance; (b) strategies to
provide language assistance; (c) employee training and resources utilized by the City to provide timely and
reasonable language assistance; and (d) how the City notifies LEP persons that language assistance is
available. In preparing this plan, the City employed the Four-Factor LEP analysis. A summary of the results is
described in the following section.

II.

FTA FOUR-FACTOR ANALYSIS

Factor One: The number or proportion of LEP persons eligible to be served or likely to be encountered by the
program or recipient.
OVERVIEW: LEP POPULATION
The City used formal data obtained from the 2010 U.S. Census and American Community Survey (ACS)1 to
ascertain the number or proportion of LEP persons who may come in contact with City of Ithaca Services.
The City’s 2010 U.S. Census population is 30,014. Of the overall population, 4,854 (16.2%) identify as Asian,
2,057 (6.9%) as Hispanic or Latino, 1,971 (6.6%) as African-American, 115 (0.4%) as American Indian/Alaska
Native, and 1,891 (6.3%) identify as being of “Some Other Race and/or Two or More Races”.
The City reviewed recent ACS data to obtain estimated percentages of the LEP population and corresponding
representative languages spoken at home within the City. As determined by the 2011-2015 ACS, the
percentage of individuals who speak a language other than English in the City is 19.9%.2 Among individuals
who speak English as a second language at home, the 2011-2015 ACS found that the following percentages
reflect the languages spoken by LEP individuals in Ithaca: Spanish (2.7%), Indo-European (5.9%), Asian and
Pacific Islander (10.7%) and other languages (0.6%). Out of these categories the percent that speaks English
less than “very well” is as follows: Spanish (8.8%), Asian and Pacific Islander (25.2%) and other languages is
11.6 %. The total LEP individuals in the city of Ithaca is 1,787 (5.95%). None of these categories meet the safe
harbor standards.
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American Community Survey, 2011-2015 Data Set
American Community Survey, 2011-2015 Data Set: LANGUAGE SPOKEN AT HOME–Universe: Population 5 years and over.

After reviewing the 2010 U.S. Census, ACS data, and additional community sources3, the City determined that
LEP persons who may utilize City services and speak English less than “very well”, are likely to speak one the
following languages: Mandarin, Korean, Spanish, and Russian.
Factor Two: The frequency with which LEP persons come in contact with City of Ithaca programs, activities,
or services.
The City of Ithaca assessed the frequency with which staff have and may have contact with LEP individuals.
City Senior Staff and supervisors were asked the following questions:
1. On a monthly basis, how often do you interact with a customer/citizen that has limited English language
proficiency in speaking, reading, and writing skill-sets?
2. How do you handle the situation?
3. How many times per month does your department use interpreter services? Which language interpreters
were utilized?
4. What language services do you utilize?
5. Do LEP individuals bring a friend or family member to assist versus use an interpreter?
6. Would you like more information on language assistance services?
Nine out of fourteen departments responded to the survey. Based upon the responses it was clear that
departments that have more interface with the public (City Clerk’s Office, Ithaca Police Department, Youth
Services, City Chamberlain’s Office) interacted with individuals that had limited English proficiency. The
highest frequency reported was approximately 6 - 10 times a month. Use of interpreter services was smaller
with the highest frequency about once per month. Staff used various services including the Cornell Public
Service, BOCES, and Empire Interpreter Services. It was reported that generally, the citizen would bring a
family member or friend along to help with interpretation. Representative languages of LEP individuals were
identified as Burmese, Mandarin, and Spanish.
Upon our evaluation of past service requests by LEP persons for language assistance, the City anticipates
that, if there is contact with LEP persons, the most frequent contact would be with the Department of Public
Works, City of Ithaca Police Department, Clerk’s Office, and City Chamberlain’s Office.
Most departments that responded to the internal survey were interested in learning about additional language
assistance services.
Factor Three: The nature and importance of the program, activity, or service provided by the program to
people’s lives.
Ithaca is a City in the Southern Tier-Finger Lakes region of New York. It is seat of Tompkins County, as well as
the largest community in the Ithaca-Tompkins County metropolitan area. Ithaca is home to Cornell University,
an Ivy League school of over 20,000 students, most of whom study at its local campus. The area colleges
bring tens of thousands of students who increase Ithaca's seasonal population during the school year. Some
students settle in the area after graduation. As of 2010, the city’s population is approximately 30,000.
The City of Ithaca has a mayor-council government. Since 1983, the City has been divided into five wards.
Each elects two representatives to the City Council, known as the Common Council. The City of Ithaca is a
local municipality provides Public Safety, Youth Development/ Recreational, Employment, Public Information,
Legislation and Department of Public Works services to its citizens.
The following departments have the potential for high interface with the public: City Hall Services
(Chamberlains Office, Clerks office, Human Resources, Building Department, Mayors office), Youth Services
(GIAC and Youth Bureau), Public Safety (IFD and IPD) and Department of Public Works (Water and Streets
Division).
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Tompkins County Sources: Ithaca City School District, Tompkins County Planning Department, Tompkins County Human Rights Commission, Ithaca
Asian American Association, Cornell University Public Service Center Translator Interpreter Program, BOCES ESOL program, Finger Lakes
Independent Center, and City of Ithaca.

The central business district for the City and Tompkins County is known as the Ithaca Commons, a two-block
pedestrian mall in downtown Ithaca. Its boundaries are Green Street to the south, Cayuga Street to the west,
Seneca Street to the north, and Aurora Street to the east. The Commons sits at the intersection of Tioga and
State Streets.
The Commons is considered the center of Ithaca and Tompkins County civic life. The City and Town of Ithaca
government buildings border the Commons, and many legislators have their offices either on the Commons or
near it. Trees, flowers, restaurants, movie theaters, galleries, shops, apartments, and a multitude of artworks
line the Common’s two-block radius. Ithaca is home to several annual festivals and many musical, theater,
and street entertainment events which take place in the three pavilions on the Commons.
The Tompkins Consolidated Area Transit, or TCAT, bus network's main hub is located just off the south-west
corner of The Commons on Green Street near the Tompkins County Library. With some exceptions, most
routes originate, terminate, or stop at Green Street, and the Green Street bus stop is also a frequent
connection point between the various routes.
Factor Four: The resources available to the recipient for LEP outreach, as well as the costs associated with
that outreach.
The following services and resources are available for LEP outreach:
1. Translator Interpreter Services: City staff can request services on behalf of LEP persons from the Cornell
University Public Service Translator Interpreter Program (TIP). Historically, the City uses interpreters for the
following languages: Mandarin, Spanish, Russian, Burmese, Cantonese and Vietnamese. Accordingly, the
City shall continue to utilize Cornell University TIP services, and additionally, post its Title VI statement in
English, Burmese, French, Korean, Japanese, Mandarin, Russian, and Spanish at various physical locations.
In addition, the City of Ithaca’s Clerk’s Office, Human Resources and Civil Service Department, Department of
Public Works, and Ithaca Police Department, and line staff will be oriented to use the LanguageLine Solutions
Interpreter Services.
2. City of Ithaca Website - Google Translator: The City’s website www.cityofithaca.org page can be
translated via Google Translator. Accordingly, Title VI Notice to the Public will be electronically translated in
English, Mandarin, Burmese, Korean, Spanish, and Russian.
3. LEP Persons with Special Needs: The Finger Lakes Independence Center is a not-for profit Ithaca agency
which assists community members and organizations in accessing resources for individuals with special
needs. In an effort to capture all LEP persons in need of services, the City is committed to providing enlarged
documents and a list of available magnification and speech software programs for LEP persons with visual and
hearing impairments. The Finger Lakes Independence Center identified approximately 500 individuals within
Tompkins County who require reasonable accommodations, of which, 300 individuals utilize services through
outside agencies to assist with daily living activities. The exact number of LEP persons with special needs has
yet to be identified; however, the City of Ithaca is committed to providing an inclusive program for all of its
citizens.

III.

Components of the Plan

1) Identifying LEP Individuals
The City of Ithaca will use a multipurpose approach to identifying individuals that may need language
assistance.

Outreach
City departments will reach out to not for profit and local agencies for assistance in identifying individuals that
may need language assistance. Departments need to have a system in place that proactively and regularly
assess this need based on services and projects provided.
Onsite
The City will provide departments with Language Identification Cards that can be used at service counters and
at City venues and public meetings. The tool would be used to identify language needs for future activities and
meetings.
City Departments will track service interactions requiring language assistance. These tracking forms will be
tallied and reviewed on a biannual basis. See appendix for Tracking Form
2) Language Assistance Measures
The City is committed to providing language assistance services to provide meaningful access to City
activities, programs and services to LEP individuals.
The City will take reasonable steps to ensure that interpretation and translation services are provided by
competent and proficient individuals at a level of fluency, comprehension, and confidentiality appropriate to the
specific nature, type and purpose of the information required. Based on this criteria, family members may not
be best option and should only be used in an emergency or as a back-up.
3) Language Assistance Plan
The Language Assistance Plan for the City of Ithaca includes department oversight/responsibilities,
interpretation /translation services for LEP; training of staff; providing notice to LEP individuals, instituting a
complaint process, customer feedback process, monitoring and updating the plan and strategies to
communicate the language assistance plan.
4) Responsibilities
Human Resources Department-As the compliance office the Human Resources Department will investigate
all complaints, monitor the tracking form, training records, and language assistance plan on a bi annual basis
to ensure compliance and continuous improvement. Every three years the Human Resources Department and
the Workforce Diversity Advisory committee will obtain community feedback.
Clerk’s Office/Public Information- Will post and translate LEP-LAP services notification and the City’s LEPLAP plan on the web, obtain LAP postings for City buildings, coordinate translators for Common Council
meetings if needed, and have vital documents translated per Safe Harbors criteria.
The City’s complaint process is initiated at the Clerk’s Office. The process is provided on the City’s website.
Departments- City Departments will reach out to not for profit and local agencies for assistance in identifying
individuals that may need language assistance. Departments need to have a tracking system in place that
proactively and regularly assesses this need based on services and projects provided. Departments will also
be responsible for posting informational notices regarding language assistance services and for obtaining
translation services for individuals in need.
Workforce Diversity Advisory Committee- will provide input into citizen feedback plan and will serve as
advisers on annual LEP-LAP plan.

Interpretation/Translation Services
The City will provide free interpretation/translation services to individuals inquiring or requiring use of City
Services. This can include public meetings if warranted. The City will translate LEP notices and will translate
vital documents which are in high demand that meet the Safe Harbor thresholds upon request for free. Vital
documents are any documents that ensure residents can access services. See appendix for Safe Harbor
Thresholds and Language Services contact information.
Training Staff
The City participates in a continuous-learning training process from onboarding through annual learning and
refresher programs.
Employees will be provided information on the LEP-LAP plan. The training includes employee roles,
responsibilities and expectations, internal procedures and processes; how to access language services and
cultural implications. Staff who work directly with the public will receive initial information and refresher training
on language assistance services offered to the public, how to access Cornell University Public Service Center
Translator Interpreter Program, and LanguageLine Solutions services. Additionally, it is strongly
recommended that staff that frequently interact with LEP individuals will receive customer service training and
cultural competency training.
Providing Notice to LEP Individuals
The City will also post informational notices regarding language assistance services in city facilities frequented
by the public and will also post this notice on the City’s website. When warranted the City will utilize multiple
communication channels to communicate with LEP individuals (print, radio, TV.) website, community liaisons,
and community forums). See appendix -sample notice
Customer Feedback Plan
The City will engage the LEP community and its partner associations by instituting a customer feedback
process.
Monitoring and Updating the Plan
The City will review the tracking form, training records, and language assistance plan on a bi annual basis to
ensure compliance and continuous improvement. The following should be reviewed:
•
•
•
•
•
•
•

How many LEP persons were encountered?
Is the existing language assistance meeting the needs of LEP persons?
What is the current LEP population in City of Ithaca?
Has there been a change in the types of languages where services are needed?
Have available resources, such as technology, staff and finances changed?
Were any Title VI or LEP complaints received?
Do new staff members understand the LEP plan policies and procedures?

Program Costs
The translation services provided by Cornell and Google translator services are available free of charge. If
notices or other documents require a paid translation service the cost per language is approximately fifty to one
hundred dollars. Other anticipated costs include the printing of the notices, costs related to training and
contracted costs with language interpreter services.

APPENDIX

I.

Sample LEP – LAP Notice

II.

Safe Harbor Threshold Criteria

III.

Tracking Form A

IV.

Waiver Form B

V.

Resources

City of Ithaca Notice of Language Assistance

English
If you require interpretation services, ask a City of Ithaca
employee for the Language Identification Card.

Spanish
Si usted necesita servicios de interpretación, favor de pedir
una Tarjeta de Identificación de Idioma a un empleado de la
ciudad de Ithaca.

Mandarin
如果您
如果您需要翻译的服务，您会从一位伊萨卡市的员工得到一个语言
身份卡片
份卡片

Russian
Если вы нуждаетесь в услугах переводчика, попросите карточку
идентификации языка у работника города Итаки.

Safe Harbor Threshold Criteria

Size of Language Group

Recommended Provision of Written Language
Assistance

1,000 or more in the eligible population in the
Translated vital documents
market area or among current beneficiaries
More than 5% of the eligible population or
beneficiaries and more than 50 in number

Translated vital documents

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

Translated written notice of right to receive free oral
interpretation of documents.

5% or less of the eligible population or
No written translation is required.
beneficiaries and less than 1,000 in number
*Currently there are no groups in Ithaca that speak English less than very well that meet the Safe Harbors
thresholds per the ACS survey.
A vital document is any document that is critical for ensuring meaningful access to the recipients' major
activities and programs by beneficiaries generally and LEP persons specifically. Whether or not a document (or
the information it solicits) is "vital" may depend upon the importance of the program, information, encounter, or
service involved, and the consequence to the LEP person if the information in question is not provided
accurately or in a timely manner.

Appendix
LEP Tracking Form A: Offer of Free Interpreter/Translator Services
All Limited English Proficiency clients must be informed of their right to free language assistance including interpreter services
and translated documents. This form can be kept in the client’s records for future reference. City staff should not suggest or
require a Limited English Proficiency client to use friends or family as interpreters unless it is an emergency. At no time will
anyone 18 years of age or younger be utilized to provide interpreter services.
Department or Area:

Name of Staff Person:

Name of Client(s):

Date of Visit:

Reason for Visit:

In which town/village/city does the client live?
 City of Ithaca
 T/Caroline
 V/Dryden
 T/Groton
 V/Lansing
 V/Trumansburg

Is language assistance necessary? (please circle)

Y

 T/Ithaca
 T/Danby
 V/Freeville
 V/Groton
 T/Newfield

 V/Cayuga Hgts
 T/Dryden
 T/Enfield
 T/Lansing
 T/Ulysses

N

If the client does not need language assistance because they have brought their own interpreter or feel they do not
need one, please have them fill out the Waiver of Right to Free Interpreter Services. If the client needs language
assistance continue below.
Language assistance needed (please circle):
Spanish
American Sign

Arabic
Russian

French
Burmese

Chinese
Swahili

Korean
Vietnamese

Japanese
Other___________

Who did you contact (please circle):
Bilingual Staff Member

Contracted Interpreter

Other_____

Remote Interpreter Agency

______

Name of Bilingual Staff Member if used:
Name of Contracted Agency if used:

Name of Contracted Interpreter:

Name of Remote Agency if used:

Name of Remote Interpreter:

Duration of Interpreted Session:

Appendix
LEP Tracking Form B: Waiver of Right to Free Interpreter/Translator Services

I,

(Client’s Name) have been informed of my right to receive free

interpretive services from

(Department Name). I understand that

I am entitled to these services at no cost to myself or other family members.

I am choosing to provide my own interpreter at this time.
Acting as Interpreter) will act as my interpreter from
/_

/

(Name of Person
/_ __ /

(Start Date) to

(End Date). I understand I can withdraw this waiver at any time and request the services of an

interpreter, which will be paid for by the City of Ithaca. To the best of my knowledge, the person I am using to act as my
own interpreter is not 18 years of age or younger.

I also understand that this waiver pertains to interpreter services only and does not entitle my interpreter to act as my
Authorized Representative.

My signature below verifies that I waive my rights to an interpreter and I understand this waiver will be effective until
such time as I revoke it in writing or one (1) year from the date signed.

This form was translated to me orally by the interpreter indicated below:
Signature

Date

Name of Interpreter (print)

Signature of Interpreter

Date

Signature of Staff Person

Date

LANGUAGE SERVICES

Language Interpreter Service

•
Empire Interpreting Service (Language and Sign)
Is a language service provider headquartered in New York State. We provide professional Sign Language and
Spoken Language Interpreting services in legal, educational, medical, mental health, platform and religious
settings. This list of venues is continually expanding to meet the increasing need for professional Interpreters in
a myriad of settings.
Our Interpreters are state or nationally certified, possessing the years of experience, knowledge and
credentials required to fulfill your particular interpreting needs. We carefully match the strengths of our
Interpreters to each assignment, keeping in mind ADA and Title VI requirements.
(844)-620-8594
http://www.empireinterpreting.com/

•

LanguageLine Solutions

LanguageLine Solutions® is the global leader in innovative language access solutions. We provide the highest
quality phone, video, and onsite interpreting, translation and localization, as well as bilingual staff and
interpreter testing and training. Trusted by more than 25,000 clients, we deliver the industry’s fastest and most
dependable access to highly trained and professional linguists in more than 240 languages 24/7/365.
https://www.languageline.com/
1-800-752-6096

•
Cornell
Translator Interpreter Program
Cornell Public Service Center
(607) 255-1148
Email: translator@cornell.edu
http://orgsync.rso.cornell.edu/org/translatorinterpreterprogram72139

•
Sign Language Services
Finger Lakes Independence Center
Social Services Organization
215 5th St
(607) 272-2433
Open until 5:00 P
•
Relay Services
New York Relay Service is a statewide service that connects standard (voice) telephone users with deaf, hardof-hearing, deaf-blind, speech-disabled, or late-deafened people who use text telephones (TTYs) or voice
carry-over (VCO) phones.

This service allows TTY or VCO users to communicate with standard telephone users through specially trained
Relay Operators. Calls can be made to anywhere in the world, 24 hours a day, 365 days a year with no
restrictions on the number, length, or type of calls.
All calls are strictly confidential and no records of any conversations are maintained. Anyone wishing to use
New York Relay simply dials the relay number to connect with a relay operator. The Relay Operator will dial
the requested number and relay the conversation between the two callers.
Dial the TTY number, 7-1-1 or 800-662-1220.
http://www.nyrelay.com/tty.html
Users who need accessibility assistance can also contact us by phone through the Federal Information Relay
Service at 1-800-877-8339 for TTY/Voice communication.

