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I. INTRODUCTION

INDOT is committed to ensuring that all persons having language barriers are made equal participants
early in the development stages and throughout the life of INDOT’s programs, projects, services, or
activities, and that the public and communities the department serve are allowed to provide input for those
projects or plans that may have an impact on their wellbeing. It is INDOT’s intent to ensure fairness,
equal opportunity, inclusion, and access by actively seeking input from persons who do not speak
English, or have difficulty communicating in English, regarding quality-of-life issues that directly affect

them.

This Limited English Proficiency (LEP) Plan, in keeping with Executive Order (EO) 13166,
has been designed to provide guidance to INDOT employees for meeting the needs of

individuals with limited English proficiency and all beneficiaries of transportation programs.

What does it mean to be Limited English Proficient (LEP)?

LEP individuals do not speak English as their primary language and therefore have a limited ability to
read, write, speak, or understand English. Many LEP persons are in the process of learning English and
may read, write, speak, and/or understand some English, but not proficiently. LEP status may be context-
specific — an individual may have sufficient English language skills to communicate basic information

(name, address etc.) but may not have sufficient skills to communicate detailed information in English.

Background

Title VI & Executive Order 13166
Title VI of the federal Civil Rights Act of 1964 (Title VI), which prohibits discrimination on the
basis of race, color, or national origin in any program or activity that receives Federal funds or
other Federal financial assistance. National origin discrimination includes discrimination based on a
person’s inability to speak, read, write, or understand English. Recipients of Federal funds must provide

meaningful access to LEP individuals.

Executive Order 13166
On August 11, 2000, President Bill Clinton signed Executive Order 13166, "Improving Access
to Services for Persons with Limited English Proficiency". The Executive Order requires federal
agencies to 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. It is expected that agency plans will
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provide for such meaningful access consistent with, and without unduly burdening, the
fundamental mission of the agency. The Executive Order also requires that the federal agencies
work to ensure that recipients of Federal financial assistance provide meaningful access to their

LEP applicants and beneficiaries

II. PURPOSE of the PLAN, EFFECTIVE STRATEGY
and POLICY

INDOT has developed its’ LEP Plan to eliminate or reduce barriers while providing guidance on how to
access and fulfill INDOT’s commitment to ensure Indiana citizens have safe, timely, and meaningful
access to its programs and services. For the purposes of this plan, only those individuals who were
identified in the 2021 U.S. Census American Community Survey, C16001 Language Spoken at Home for
the Population 5 Years and Over as having the ability to speak English less than “very well” are being
considered. INDOT’s LEP Plan addresses these elements to aid in identifying LEP persons so that they
are provided meaningful access to INDOT services and activities that may affect their quality of life.
These elements include the following.

1. Identifying LEP persons who need language assistance.
The State Transportation Improvement Plan (STIP) will provide the program and project-level basis for
determining the need for public involvement and public engagement. Impacts to communities should be
recognized early and monitored continually throughout the transportation decision-making process. One
method for this is through enhanced public outreach and participation methods at all points of the
statewide transportation planning process ensuring meaningful participation by citizens, including
traditionally underserved communities. The integration of environmental justice principles into the
transportation planning process is consistent across all areas of INDOT. INDOT has contracted with a
consulting firm, to develop an analysis used to target underserved communities and vulnerable

populations. INDOT intends to have its’ Project Equity Scoring Tool in place by year 2024. .

The analysis provides demographic and socioeconomic profiles of each INDOT district, subdistrict, and
metropolitan planning area that will be used to ensure targeted outreach opportunities to these identified
community areas. The analysis includes information on LEP areas, population demographics, education,

income, transportation access, and related information critical for targeted outreach.

2. Identify ways in which language assistance will be provided.

INDOT will provide oral and written translation, written interpretation, and translation, and
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sign language, if requested or as a result of an LEP analysis on any given project or projected program,
requiring translation or interpretation. In addition, video visualization techniques will be used to illustrate

INDOT projects as called for in INDOT’s Public Involvement Plan.

INDOT will evaluate its programs, services, and activities where LEP persons are likely to be
encountered or when projects may impact an LEP population. An annual survey of its employees will be

conducted to determine the frequency of contact with LEP persons.

3. Training staff and others.

All INDOT staff will receive training, especially those involved in public outreach and public

involvement, on identifying LEP populations and providing LEP translation and interpretation.

Sub-recipients and MPOs must provide LEP services to be in compliance with Title VI and EO 13166.
Sub-recipient reviews will be conducted to ensure compliance with EO 13166. Contractor compliance

reviews will include a provision to comply with the order.

4. Provide notice to LEP persons.

After LEP populations have been identified, strategies will be developed to provide notice of a program,
service, or activity, using appropriate media, including brochures (also in languages other than English).
Community groups serving LEP populations will be contacted, as well as schools, church groups,

chambers of commerce, and other relevant entities.

III. FOUR- FACTOR ANALYSIS

The Four Factor Analysis is a local assessment that considers:

1. The number or proportion of LEP persons eligible to be served or likely to be encountered by
INDOT;

2. The frequency with which LEP persons come into contact with INDOT services and

programs;

3. The nature and importance of INDOT’s services and programs in people’s lives; and

4. The resources available to INDOT for LEP outreach, as well as the costs associated with
that outreach.

Factor #1 — The number or portion of LEP Persons served or encountered in
the eligible service population.
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Based on data from the U.S. Census Bureau C16001 Language Spoken at Home for The Population 5

Years and Over, Indiana’s total estimated population is 6,335,798 of which 5,768,984 speak only English.

Other languages reported spoken in Indiana are as follows.

Language Spoken at Home Total Citizens Speak # Citizens Speak English # Citizens Speak English
Language other than Englis Very Well Less than Very Well
Spanish 295,350 185,627 109,723
French, Haitian, or Cajun 16,009 10,282 5,727
German or other West 63,094 47,353 15,741
Germanic languages
Russian, Polish, or other 17,277 12,212 5,065
Slavic languages:
Other Indo-European 44,111 33,015 11,096
languages:
Korean: 7,364 4,387 2,977
Chinese (incl. Mandarin, 25,529 14,039 11,490
Cantonese):
Vietnamese: 7,289 3,043 4,246
Tagalog (incl. Filipino): 9,420 6,810 2,610
Other Asian and Pacific 46,724 24,886 21,838
Island languages:
Arabic: 12,931 7,980 4,951
Other and unspecified 21,716 16,304 5,412
languages:

The U.S. Census data shows Indiana citizens that speak Spanish very well are 187,627, and less than very

well are 109,723 which totals 295,350. Spanish speakers comprise the largest non-English speaking

language group, which is 4.66% of Indiana’s total population. Spanish speakers less than very well

represented 1.73% of Indiana’s total population. The tables listed in the “Data by the Districts” section

herein shows a breakdown of Indiana’s population by language speaking ability and demonstrates the

need to ensure that LEP persons are included in the transportation public involvement process. INDOT

focused its analysis on Spanish Speaking group as Spanish Speakers represents the largest number of non-

English speaking language group. Please note however, INDOT makes language assistance available to

all LEP speaking individuals where the need is presented.

The Safe Harbor Provision

The U.S. Department of Transportation (U.S.DOT) has adopted the U.S. Department of Justice’s Safe

Harbor Provision. This provision outlines circumstances that can provide a “safe harbor” for U.S.DOT

recipients (and sub-recipients) regarding translation of vital documents. Specifically, if a recipient

provides written translation of vital documents for each LEP group that constitutes 1,000 persons or five

percent (5%) of the total population eligible to be served or likely to be affected or encountered, such

action is considered strong evidence of compliance with the recipient’s written translation obligations.
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The Safe Harbor Provision only applies to the translation of written documents. It does not affect
INDOT’s requirement to provide meaningful access to LEP individuals through oral language
services. 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. See FHWA guidance below:
Table 1

Size of Language Group Recommended Provision of Written Language Assistance
1,000 or more in the eligible population in the market area or among current
beneficiaries

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

Translated vital documents

Translated vital documents

Translated written notice of right to receive free oral interpretation of

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

5% or less of the eligible population or beneficiaries and less than 1,000 in

- - .
number Mo written translation is required.

https://www.thwa.dot.gov/civilrights/programs/title_vi/lep_fourfactor.cfm

Data by the Districts

INDOT has six districts for the purpose of organizing and managing highway construction, maintenance,
traffic, development, and testing. The six districts are Crawfordsville, Fort Wayne, Greenfield, LaPorte,
Seymour, and Vincennes. Indiana has 92 counties which are divided amongst the six districts.
Crawfordsville District: Countains 14 counties (Benton, Boone, Clay, Clinton, Fountain, Hendricks,
Montgomery, Owen, Parke, Putnam, Tippecanoe, Vermillion, Vigo and Warren)

Fort Wayne District: Contains 14 counties (Adams, Allen, DeKalb, Elkhart, Grant, Huntington,
Kosciusko, LaGrange, Miami, Noble, Steuben, Wabash, Wells, Whitley.

Greenfield District: Contains 16 counties (Blackford, Delaware, Fayette, Hamilton, Hancock, Henry,
Howard, Jay, Madison, Marion, Randolph, Rush, Shelby, Tipton, Union and Wayne)

LaPorte District: Contains 13 counties (Carroll, Cass, Fulton, Jasper, Lake, LaPorte, Marshall, Newton,
Porter, Pulaski, St. Joseph, Starke and White) in this northwest Indiana district.

Seymour District: Contains 19 counties (Bartholomew, Brown, Clark, Dearborn, Decatur, Floyd,
Franklin, Harrison, Jackson, Jefferson, Jennings, Johnson, Monroe, Morgan, Ohio, Ripley, Scott,
Switzerland and Washington

Vincennes District: Contains 16 counties (Crawford, Daviess, Dubois, Gibson, Greene, Knox, Lawrence,

Martin, Orange, Perry, Pike, Posey, Spencer, Sullivan, Vanderburgh and Warrick)
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Data from US Census Bureau C16001 Language Spoken at Home for the Population 5 years and Over are
depicted in the following Charts which shows the LEP breakdown of Spanish Speaking population per

county, per each district.
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CRAWFORDSVILLE DISTRICT

Crawfordsville District, Estimate Spanish
Speak English "very well"

Benton H Fountain H Clinton B Warren Tippecanoe
/ Boone Park Hendricks Putnam

Clay H Vigo

Crawfordsville District, Estimate Spanish
Speak English "less than very well"

m Warren
Montgomery
Boone
Park
Hendricks

Putnam

County Total Residents Percentage
“less than very well”
Benton 8,115 1.35%
Boone 65,326 .64%
Clay 24,794 .30%
Clinton 30,730 6.59%
Fountain 15,464 29%
Hendricks 162,483 .84%
Montgomery 35,673 1.61%
Owen 20,098 13%
Parke 15,354 .62%
Putnam 35,043 53%
Tippecanoe 175,399 2.01%
Vigo 100,614 49%
Vermillion 14,699 46%
Warren 8,003 10%

American Community Survey C16001
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Elkhart
Dekalb

Miami

FORTWAYNE DISTRICT

Fort Wayne District Spanish Speak English
W"very well"

M LaGrange M Steuben M Kosciusko
Whitley Allen WELES
Huntington Wells M Grant

Noble
Adams

Fort Wayne District Spanish Speak English

Elkhart

Allen

"less than very well"

117 _‘258 -173 14{}’_232
a3 oy ‘

5,522

163 442

®laGrange M Steuben W Kosciusko Noble m Dekalb Whitley

Wabash Adams Miami Huntington ® Wells M Grant

American Community Survey C16001

County Total Residents Percentage
“less than very well”

Adams 32,427 36%
Allen 355,363 1.56%
Dekalb 40,303 26%
Elkhart 40,594 2.94%
Grant 63,061 37%
Huntington 34,520 50%
Kosciusko 75,111 2.54%
LaGrange 36,483 1.21%
Miami 34,162 76%
Noble 44,260 3.40%
Steuben 32,550 50%
Wabash 29,509 .16%
Wells 26,366 53%
Whitley 31,898 10%



https://data.census.gov/table?q=C16001:+LANGUAGE+SPOKEN+AT+HOME+FOR+THE+POPULATION+5+YEARS+AND+OVER&g=040XX00US18,18$0500000&y=2021&tid=ACSDT5Y2021.C16001&moe=false

GREENFIELD DISTRICT

Greenfield District Spanish "very well"

Howard m Blackford m Delaware m Madison m Hamilton mRandolph ~ Hancock

Henry Wayne Marion Rush Union Fayette M Shelby

Greenfield District Spanish "less than very
well"

a0 218562377 32 211

7 — |

\

Howard m Blackford m Delaware m Madison m Hamilton mRandolph ~ Hancock

Henry Wayne Marion Rush Union Fayette ™ Shelby

County Total Residents Percentage
“less than very well”

Blackford 11,520 .26%
Delaware 106,993 20%
Fayette 22,140 98%
Hamilton 320,238 96%
Hancock 74,072 5%
Henry 46,403 30%
Howard 78,350 S1%
Jay 19,171 31%
Madison 122,926 1.10%
Marion 900,462 3.63%
Randolph 23,168 90%
Rush 15,779 49%
Shelby 42,292 1.33%
Tipton 14,438 13%
Union 6,654 .60%
Wayne 62,719 88%

American Community Survey C16001
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LAPORTE DISTRICT

LaPorte District Estimate Spanish Speak
"very well"

St Joseph m LaPorte ®mPorter mMarshall = Starke Newton

Pulaski Fulton Jasper White Cass Carroll

LaPorte District Estimate Spanish Speak
"less than very well"

83

Stloseph mLaPorte mPorter mMarshall m Starke Newton
Pulaski Fulton Jasper White Cass Carroll
County Total Residents Percentage “less than
very well”

Carroll 19,185 43%
Cass 35,714 6.21%
Fulton 19,178 2.18%
Jasper 31,163 1.26%
Lake 466,670 3.36%
LaPorte 105,750 1.25%
Marshall 43,279 2.62%
Newton 13,104 1.62%
Porter 163,259 99%
Pulaski 11,835 .68%
St. Joesph 254,803 1.93%
Starke 21,817 49%
White 23,116 2.71%

American Community Survey C16001

12| Page


https://data.census.gov/table?q=C16001:+LANGUAGE+SPOKEN+AT+HOME+FOR+THE+POPULATION+5+YEARS+AND+OVER&g=040XX00US18,18$0500000&y=2021&tid=ACSDT5Y2021.C16001&moe=false

13 |Page

SEYMOUR DISTRICT

Seymour District Spanish Speak English

Harrison

land

Brown

= Monroe

"very well"

174 13 303

.
949

~—

378
92 343 _/ 4
21
298 242

m Floyd m Washington m Clark W Scott

Jennings Jackson Ohio Ripley

H Johnson M Decatur H Frankl

78

m Jefferson
Dearborn

lin

Seymour District Spanish Speak English "less

erland

Brown

= Monroe

than very Well"

5575165 3444,

® Floyd m Washington m Clark W Scott

Jennings Jackson Ohio Ripley

H Johnson W Decatur ® Frankl

1 Jefferson
Dearborn

in

County Total Residents Percentage “less than
very well”
Bartholomew 14,830 .20%
Brown 14,830 .20%
Clark 112,898 1.78%
Dearborn 47,863 27%
Decatur 24,771 22%
Franklin 21,448 35%
Floyd 75,057 4.59%
Harrison 37,371 4.42%
Jackson 42,764 2.82%
Jefferson 31,198 54%
Jennings 25,958 99%
Johnson 149,796 .66%
Monroe 134,208 .58%
Morgan 67,470 28%
Ohio 5,617 20%
Ripley 27,185 .69%
Scott 22,893 03%
Switzerland 9,311 48%
Washington 26,440 31%

American Community Survey C16001
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VINCENNES DISTRICT

Vincennes District Spanish Speak English
"very well"

812
294 189 1254981271 g4

133
s\ 478 W 4

Posey W Spencer W Perry m Warrick Vanderburgh m Dubois
Gibson Pike Crawford Orange Daviess Martin

M Lawrence M Greene u Sullivan

Vincennes District Spanish Speak English
"less than very well"

208__ 139 188 11274177 _9

"

1,060

Posey m Spencer m Perry m Warrick Vanderburgh m Dubois
Gibson Pike Crawford Orange Daviess Martin

Knox M Lawrence B Greene B Sullivan

County Total Residents Percentage “less than
very well”

Crawford 9,898 .58%
Daviess 30,595 2.16%
Dubois 40,592 5.10%
Gibson 30,968 A42%
Greene 29,245 .64%
Knox 34,355 61%
Lawrence 42,584 33%
Martin 9,294 .03%
Orange 18,568 46%
Perry 18,084 05%
Pike 11,547 .09%
Posey 23,945 31%
Spencer 18,908 94%
Sullivan 19,598 S7%
Vanderburgh 169,189 .63%
Warrick 59,914 62%

American Community Survey C16001
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Summary of Factor One
Spanish speakers are by far the most LEP populous and widespread throughout the state, with Spanish
being the only language that meets the safe harbor threshold in Indiana districts. The district-level data

assists INDOT in giving guidance on language access to its recipients throughout the state.

Factor #2: The frequency with which LEP individuals come in contact with
the program

The program/project must be evaluated in relationship to the number of persons who are within the
program/project area, and the number of times they have frequented the program or activity. For public
meetings, a sign-in sheet or survey is utilized to capture the demographic data of the participants. Planners
and project managers must provide notice to LEP persons within the project/program area so that they are
aware of any programs/projects that may affect their quality of life. Programs, services, and activities that
have potential impact for LEP persons include but are not limited to:

*Public involvement and public engagement meetings/hearings for construction projects affecting

LEP communities or individuals

*Welcome Centers and rest areas

*Roadside assistance drivers

*Transportation maintenance workers

*Transit

*Sub-recipients

*Requests for permits

*Real estate transactions/condemnation

*Payment of tolls at Indiana Toll Roads

eInternet access: INDOT websites must be accessible to LEP persons

*Requests for certifications, licenses

*Phone communications: notices/greetings in languages other than English

Factor #3: The Importance of INDOT’s Service to People’s Lives

INDOT’s services affect every community member. INDOT produces and distributes public safety and
public service announcements for estimated travel times, notices for road closures to make construction
zones safer; to reduce distracted and intoxicated driving; and to increase pedestrian, bicycle, and
motorcycle safety. It is essential that INDOT effectively communicate its safety and public service
announcements to the entire community, including non-English speakers. Further, INDOT is a large

employer, and spends millions of dollars annually contracting work from DBEs. INDOT’s planning
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process relies on input from the public. INDOT’s services are therefore important to every citizen

including LEP person’s lives, and must be accessible to everyone, regardless of ability to speak English.

Factor #4: The resources available to INDOT for LEP outreach, as well as the

costs associated with that outreach.

As the state transportation agency responsible for coordinating the statewide transportation planning
process, INDOT must make sure that all segments of the population, including LEP persons, have been
involved or have had the opportunity to be involved with the planning process. The impact of proposed
transportation investments on underserved and underrepresented population groups and communities of
concerns, are part of the evaluation process. INDOT provides oversight and helps ensure that LEP and
other protected classes of persons are not overlooked in the transportation planning process. In doing so,
INDOT’s FY 2024-2028 Statewide Transportation Improvement Program (STIP) is a key document in
the Federal transportation planning and programming process. Impacts to communities are recognized
early and monitored continually throughout the transportation decision-making process. One method for
this is through enhanced public outreach and participation methods at all points of the statewide

transportation planning process ensuring meaningful participation by citizens, including LEP populations.

Additionally, INDOT continues to strive to improve its data collection efforts to better track the actual
number of LEP individuals encountered in the delivery of services so that INDOT may continue to
evaluate the effectiveness of its LEP Implementation Plan. Training provided to INDOT employees in
person or via the online module contains information about LEP requirements and tools INDOT uses to

gather information on an ongoing basis about LEP needs.

INDOT’s LEP information gathering tools include the use of the following:
* Internal LEP Report Form
* “I Speak” Cards
* Ability of the public to request language services and translation services
* Use of demographic information, not limited to but including census information to
determine whether LEP resources and / or alternative advertising measures should be
considered as part of public involvement activities.

* Employee language questionnaires

16 |Page



5. INDOT’S FIVE-POINT LEP PLAN

1. Provide Notice to LEP Persons using all means reasonably calculated to

provide meaningful access

USDOT LEP guidance says:
“Once an agency has decided, based on the four factors, that it will provide
language service, it is important that the recipient notify LEP persons of
services available free of charge. Recipients should provide this notice in
languages LEP persons would understand.”
As a recipient of Federal Funds, INDOT must make reasonable efforts to notify the public of its
eligibility for benefits, programs, and services in a language they understand. Methods used to inform
LEP individuals about language assistance services may include translating outreach materials into other
languages, updating non-English content in key languages on the main page of the program website and
providing public service messages in non-English media describing INDOT’s programs.
Some notification actions include:
* Posting signs in areas where the public is likely to read them.
« Stating in outreach documents (brochures, booklets, pamphlets, flyers) that
language services are available.
* Working with community-based organizations to inform LEP persons of the
language assistance available.
» Using a telephone voice mail menu in the most common languages encountered.
* Including notices in local newspapers in languages other than English for important
events.
* Providing notices on non-English language radio and television stations about the
availability of language assistance services for important events.
* Providing presentations and notices at schools and religious organizations for
important events or where community involvement is critical.
* Providing a document translation (and/or interpretation services) request
form/notice translated into other languages when INDOT is aware that significant
number of persons will be impacted by INDOT programs or activities who speak
a language other than English, regardless of county- wide census data.
* Publish the LEP Plan on the INDOT’s website to ensure public accessibility.
* Provide LEP translation services on INDOT’s website.

» With advance notice, provide interpreter services at any meeting or public hearing.
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* Interpreter to include foreign language and signs for the hearing impaired.
2. Translate Vital Documents
A document is considered vital if it contains critical information for obtaining services or
benefit or is required by law. To further assist INDOT employees in determining whether
a document should be considered vital INDOT employees should consider whether the
document’s core purpose is related public engagement activities. Public engagement
activities may include:

* Solicitation of public comments

* Circulation of document for public inspection and feedback before translating it

* Circulation of public notices

Public information related to key INDOT procedures, projects, or activities which may be
reasonably likely to have a significant impact on an LEP population. INDOT program areas
requiring interaction with the public as a daily part of their delivery of services should

assess the LEP population and the frequency and importance of contact with LEP persons

to ascertain the necessity for translating vital documents. Examples of vital documents that
require consideration for translation into Spanish (Indiana’s largest LEP population) include the
following:

* Notices of proposed public hearings regarding proposed transportation
plans, projects, or changes.

* Emergency transportation information, such as road closures.

* Notices of reduction, denial or termination of services or benefits.

« Signs in reception areas and other points of initial entry.

* Notices advising LEP persons of free language assistance.

* Statements about the services available and the right to free language assistance
services in brochures, booklets, outreach, and recruitment information, and other
materials routinely disseminated to the public.

* Applications or instructions regarding participating in a program or activity or to
receive benefits or services.

* Consent forms.

The determination whether a document (or the information it solicits) is “vital” will depend

on the importance of the program, information, encounter, or service involved, and the
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consequence to the LEP person if the information in question is not accurate or received
in a timely manner. Where appropriate, program managers are encouraged to create a plan for
consistently determining what documents are “vital” to the meaningful access of the LEP

populations they serve.

Where program managers are engaged in community outreach efforts as part of the division’s
programs and activities, they should regularly assess the needs of the populations frequently
encountered or affected by the program to determine whether certain critical outreach materials

should be translated.

3. Interpretation Services

INDOT recognizes the need for greater oral and written communication with limited and non-English
speaking persons located within the state. Central Office and each District office attempt to identify the
language needs within its jurisdiction and current bilingual staff resources to meet those needs. Where
communication of key or vital information is involved, INDOT employs the use of interpretation and

translation services to ensure effective communication can be achieved. Best practices suggest that:

* INDOT should develop a listing of local Community-Based Organizations (CBO’s)
and other stakeholders that includes the specific language skills available among
each CBO's staff and volunteers. This often occurs as part of our EJ analysis during

the environmental stage of project planning.

* When INDOT bilingual staff resources are insufficient to meet language assistance
needs, INDOT staff should assist LEP persons in securing volunteer interpretive
services from advocacy groups. In addition, INDOT employs the use of interpretation

services when a request is made or when the threshold is met for the safe harbor

requirement.

* Translations of commonly requested documents, bilingual staff and telephone
interpreter services should be made available at locations that are readily accessible
to the public, such as information desks, security checkpoints, and on public

information telephone lines.
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* Programs should not rely on family members or friends to translate or interpret for
LEP persons. If the LEP customer insists upon using a friend or family member, it
should be allowed only after language services have been offered and refused. Minor
children should not be used to interpret, except in emergencies. Our LEP report

form tracks whether or not this practice is occurring, when and how often.

* Each INDOT component, program or activity identified as warranting language
assistance measures should budget for language services to ensure that adequate
resources exist for interpreters, translation and review of documents, and outreach.
Notwithstanding any limitations of the current budget, programs should include
language assistance resources as items in their future budget requests. Programs
should be prepared to justify any failure to request funding for language assistance

where the data indicates a need for such assistance.

4. Staff Training

INDOT staff should be properly trained so they know and understand their obligations to provide
meaningful access to information and services for LEP persons. INDOT’s current in-person and online
training materials for employees include LEP requirements and policies. Training will be updated as these
policies change. INDOT will review the necessity for additional training. This training must be mandatory
for staff who have the potential to interact or communicate with LEP individuals, staff whose job it is to
arrange for language assistance services and managers. Training shall explain how staff can identify the
language needs of an LEP individual, access and provide the necessary language assistance services, work
with interpreters, request document translations and track the use of language assistance services.
Bilingual staff members who communicate “in-language” to LEP individuals or who serve as interpreters
or translators, should be assessed and receive regular training on proper interpreting

and translation techniques, ethics, specialized terminology and topics as needed

5. Multilingual Staffing

In-house multilingual staffing is a cost-effective way to provide language services to LEP individuals.
When needs dictate, bilingual ability should be considered. The challenge with this approach is that very
few individuals self-identify as both bilingual and willing to provide translation services. Best practices
suggest that:

* INDOT create a directory of multilingual staff willing to volunteer their language

20| Page



skills on an as needed basis.
* Bilingual staff should be trained and versed in the standards of the interpreting

profession.
Bilingual staff or contractors should be assessed for bilingual proficiency, interpretation skills and
sensitivity to the special confidentiality issues raised by interpreting for others. Individuals providing
interpretative services should possess a level of fluency and comprehension appropriate to the specific
nature, type, and purpose of information at issue. Bilingual staff should be encouraged and enabled to
access interpreter and translation training. The list of INDOT’s LEP Staff volunteers are found in the

appendices herein.

6. LEP MONITORING AND UPDATING

INDOT’s Title VI Manager is responsible for monitoring and implementation of the Limited
English Proficiency Plan. The Plan will be reviewed annually to determine whether updates are
needed. The Title VI Manager will:
1. Coordinate identification of language service needs and strategies so that INDOT
employees will have access to appropriate language services in their interactions with
LEP individuals.
2. Ensure the agency’s compliance with the LEP Policy and Plan.
3. Provide notice of the language assistance services in the following areas:
a) Posters in public areas.
b) “I Speak” language identification cards at reception area.
c) INDOT Website.
4. Conduct an annual review analyzing changes in:
a) Census data.
b) Current LEP populations affected or encountered.
c) Frequency of encounters with LEP language groups.
d) The nature and importance of activities to LEP individuals.
e) The availability of resources, including technological advances, sources of
additional resources, and the cost incurred.
f) Whether the existing LEP Plan is meeting the needs of LEP individuals.
g) Whether INDOT employees understand the LEP Plan, and how to implement.
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h) Whether identified sources for assistance are still available.

INDOT’s Title VI Program Manager is:

Taffanee Keys
Civil Rights Counsel
100 N. Senate Ave. Room N758-PQ
Indianapolis, IN 46204
tkeys@indot.in.gov

7. LEP COMPLAINT PROCEDURE

The Title VI regulations provide that INDOT must investigate whenever it receives a complaint,
report, or other information that alleges or indicates possible noncompliance with Title VI or its

regulations which are inclusive of LEP.

Complaints of discrimination involving LEP, Title VI, and related nondiscrimination statutes
will be investigated using the INDOT Title VI complaint procedures included in INDOT’s Title
VI Implementation Plan. INDOT’s Title VI Implementation Plan can be found at:

https://www.in.gov/indot/accessibility-and-non-discrimination/nondiscrimination-at-indot/

Questions or comments regarding this LEP Plan or questions related to Title VI should be

directed to:

Taffanee Keys
Attorney Senior (Civil Rights Counsel)
Prequalification — Policy & Compliance
Indiana Government Center North
100 N. Senate Ave., Room N758-PQ
Indianapolis, IN 46204
1-855-INDOT4U (463-6848)
tkeys@indot.in.gov
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LIMITED ENGLISH PROFICIENCY (LEP) REPORT

USE OF FORM: This form should be used to record and report communications with or requests for services from
individuals and / or entities in need of language services. If there is a language barrier between an
INDOT employee in an individual or group interaction, please provide as much information
regarding the interaction as possible on this form.

TRANSMITTAL.: Please complete this form and deliver it by mail, facsimile, or e-mail to:
Taffanee Keys
Attorney Senior (Civil Rights Counsel)
Prequalification — Policy & Compliance
Indiana Government Center North
100 N. Senate Ave., Room N758-PQ
Indianapolis, IN 46204

Email: tkeys@indot.in.gov

Date of Form INDOT Employee Completing INDOT Employee Job Title | INDOT Employee
Completion: Form: / Role: Work Phone:
Date of LEP Issue: Was there a request for language | If requested, by whom: INDOT Employee
services? E-mail:
[TYES[]NO
Contact Type: Level of Language Barrier:
[ ] Individual face-to-face [ ] Communication was not possible
[ ] Individual by phone [ ] Communication was significantly impaired.
[ ]Individual in writing [ ] Communication was partially possible
[ 1Agency-sponsored Public Meeting [ 1 Communication was possible due to
[ 1Event (describe below) interpretation provided by a non-INDOT sponsored
[ 1 Contact by outside organization interpreter.
[ ] Other (please describe below) Was this interpreter a minor [ 1 YES [ ]| NO
[ ] Communication was possible due to language
services provided by interpreter or translator
Number of people requiring language services: retained by INDOT or the forum in which the
services were required.
Language for which LEP | How was this determined: Type of services needed: (check all that apply)
services were required: [ 11 Speak Cards [ ] In person interpretation
[ 1 Self-identified [ ] Telephone interpretation
[ ] Other (describe) [ ] Written material translation
[ ] Other

Please use the back of this form if additional information is required. Contact Taffanee Keys with any questions.

www.in.gov/dot/ .
An Equal Opportunity Employer Indiana

AState that Works

LIMITED ENGLISH-PROFICIENCY REPORT FORM
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Language Questionnaire

Your assistance is needed! As a recipient of federal funds, the Indiana Department of
Transportation (INDOT) is required to evaluate its programs and activities for language
accessibility, and to develop a procedure for gathering statistical data regarding
participants and beneficiaries of its federal-aid highway programs and activities (23 CFR
§200.9(b)(4)). INDOT distributes this voluntary survey to fulfill that requirement.

You are not required to complete this questionnaire. Submittal of this information is
voluntary; however, we ask you to complete the questionnaire as you may be able to
assist others by translating important information if needed. INDOT will use the survey
responses to monitor its programs and activities for compliance with Title VI of the Civil
Rights Act of 1964, as amended (Title VI) and its related statutes and regulations. If you
have any questions regarding INDOT’s responsibilities under Title VI, please contact
INDOT’s Title VI/ADA Program Manager, Taffanee Keys at 100 N Senate N758-PQ,
Indianapolis, IN 46204, e-mail: tkeys@indot.in.gov .

Please submit the completed survey to your Human Resources Manager.

Employee Contact Information

Employee Name:

Work Division/District:

Work Phone Number:

Work Email Address:

Survey Completion Date:

Questions

1. Do you speak, write, and/or read another language in additon [ | Yes [ ] No
to English?

2. If you speak more than one language, would you be willing to

volunteer to provide language assistance as needed, if thereis [ ] Yes [ | No
a need for translation or interpreter assistance?

If you answered yes to questions 1 and 2, please proceed to question 3; however,
if you answered no to either question, you have completed the questionnaire.
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MULTI-LINGUAL EMPLOYEE VOLUNTEER LIST
Native Native Native Native Input
Last Name | FirstName | Phane Email District language 1 | Speaker | Language 2 | Speaker | Language3 | Speaker | Languaged | Speaker |  Proficiency Notes Date
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OME Mao. 0507-100¢: Approval Expines 11730/3021

Hoited Btates™
Cms Language ldentification Card

| work for the U5, Census Bureau. Is someone here now who speaks English and can help us?
If not, someone may contact you who speaks

Espanol |spanish 02)

Trabajo para la Ofidina del Censo de los EE. UL, iSe encuentra alguien gue hable inglés y pueda
ayudarnos? 5i no, alguien que habla espanol podria comunicarse con usted.

8. %1% (chinese simplified)
BREELOEERNTELA. #AEEEREESRERNATTEIFRRL?
[Mandarin 03): R EHE . FTRESHSWHEREIMA SERE.
[cantonese oa): MR EE, AHESHSW RENASERE.
METAERYECLY  #AEMEIE (ZEFESRTER ) (Oires traditional an pg 2|
Tiéng Viét (vietnamese 0s)
Tii lam viéc cho Cyc Thing K& Dén 56 Hoa Ky. Hién cd ai & déy biét ndi tiéng Anh vé cd thé giip quy vi
va i khdng? Méu khdng, mdt nhan vién ndi fidng Viét cd the =& i&n lac vl quy vi.
=0 (koreanos)
He 02 UxzA=0M gsin Sguct o] HlM 2 S04, 208 &l 5 2o HEg =otFa
e o BA Hixar Zoad #2208 slMs 20| ¥EtE =8 = Qlgyd.
PyCCHMM |Russian 07)
A npepcraena Bopo nepenvcy Hacenedna CLUA. MpuoyToreyeT 3geck KTo-HUGYAE, KTD roBopHT
No-aHIMMACKK | Mor Gkl NoMoYe Ham? ECiM HET, To Torga Bo3MOHO, C BaMW CBAMETCA HawW

COTPYOHHE, FOBOPALLMH No-PYCOCKM.
du =)l (arabic 08)
T baslaay 51 425g 3 & puloa¥ alSn Ly amss Jou . Fasad elian ¥l CaSL sl U]
Ayl Bl IS0y e & o8y Loy 038 Y 13
Tagalog (Tagalog 09)

Nagtatrabaho ako para sa Kawanihan ng Senso ng U.5. Mayroon ba rito ngayong nagsasalita ng Ingles at
maaaring tumulong sa amin? Kung wala, maaaring may kumontak sa inyo na nagsasalita ng Tagalog.

Polski (polish 10)

lestern pracownikiem Urzedu Spisu Ludnosd USA. Czy w tej chwili jest tu ktos, kto mowi po angielsku
i moze nam pomoc? Jezeli nie, moze skontaktowac sie z Panstwem ktos, kto mowi po polsku.

Francais [French 11)

Je travaille pour le Bureau de recensement des Etats-Unis. ¥ a-til quelgqu’un ici qui parle anglais et qui
pourrait nous aider? Sinon, quelqu'un qui parle francais pourrait vous contacter.

Kreyol Ayisyen [Haitian Creole 12)

Mwen travay pou Biwo Resansman Etazini. Eske gen yon moun la ki pale anglé ki ka ede nou?
Si pa genyen, yon moun isit la ki pale kreyol ka rele ou.

Portugués (Portuguese 13)

Trabalho para a Agéncia do Censo dos EUA. Ha alguém aqui, agora, que fale inglés e que possa nos
gjudar? Caso ndo haja, uma pessoa que fala portugués podera entrar em contato com voce.

B#3H [1apanese 14)

REFAHESREERREROEATT. CELILEEETEET & COEEcCBOL L itias
HFLSoLalET 5B LNEMESE. B Ed T REF S I L ERE T AL YET.

D-ID jos-13-13)
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Demographics Form

Thank you for taking a few minutes to complete this survey. Answering the following questions is optional but your response
will be extremely helpful in ensuring the fairness and equity of INDOT’s public involvement process. Submissions will be kept
confidential and separate from any personally identifiable information so that respondents will remain anonymous. These
questions are not listed in any particular order.

What is your race?
o Black or African American O American Indian or Alaskan Native o Asian o Hispanic or Latino

0 White o Native Hawaiian or Other Pacific Islander o Prefer to self-describe:

What is the primary language spoken in your home?

d English 0 Spanish O Other (Please specify):

Was the project information translated into other languages appropriately?

O Yes O No o Not Applicable

How many people live in your household?

01-2 03-5 06+

What are the age ranges of those living in your household? (Check all that apply.)

O Under 18 019-44 045-64 065+

What is your annual household income?
O Less than $10,000 0 $10,000 - $24,999 0 $25,000 - $49,999 0 $50,000 - $74,999
0 $75,000 - $99,999 0 $100,000 - $149,999 0 $150,000 +

What is the highest level of education completed by members of your household?
ONone O Elementary school 0 Middle school O High school O College/university

O Graduate degree O Other (Please specify):

Do any individuals living in your home have a physical or mental impairment which substantially limits one or more major
life activities?

O Yes O No O Prefer not to answer

Please suggest additional ways you think INDOT can improve inclusiveness of our public outreach efforts:

Please submit this page only:

Email [Insert email@indot.IN.gov] or mail to:

Thank you for helping INDOT improve its Attn: Public Involvement

nithlir invAlhiamant nracticacl

Indiana Department of Transportation
100 N Senate Ave.

Indianapolis, IN 46204
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