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Department of Housing

Language Access

Language Access: a practice for ensuring individuals with 
Limited English Proficiency (LEP) or who are Deaf or Hard of 
Hearing are provided reasonable access to the same 
services as English-speaking individuals

Federal Requirement: As a recipient of federal funds, the City 
of Pasadena and its sub-recipients are required to ensure 
meaningful access to services, programs, and activities for 
people with limited English proficiency. 
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Department of Housing

Contract Language

[Sub-Recipient] will provide necessary translation and 
interpretation services to non-English speakers and limited 
English proficient (“LEP”) persons. This includes translation of 
vital documents and access to interpreters for verbal 
communications in relevant languages. [Sub-Recipient] will 
maintain compliance with applicable laws, including Title VI 
of the Civil Rights Act of 1964 and the Americans with 
Disabilities Act, to ensure that LEP individuals can fully 
participate in the program’s services. These services include 
translation of vital documents and access to interpreters for 
verbal communications in relevant languages, as identified 
in the following website: 
https://www.cityofpasadena.net/housing/fair-housing/
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Department of Housing

Language Needs

• Initial Focus on Spanish
> To meet the needs of our largest LEP group, requirements for 

translation/interpretation into Spanish will go into effect first.

• Assessment of Language Needs
> The CoC's language usage/needs will be assessed 

throughout the year to identify additional language 
requirements, if any.

• Expansion to Additional Languages
> Based on the assessments, other languages may be added 

to ensure accessibility.
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Department of Housing

Providing Language Assistance

• Assessing need & identifying language
> Allow participant to identify their preferred language

 Don’t assume
> Communicated by participant
> “I speak” card

 Examples can be found at www.lep.gov/translation#toc-
language-identification-and-i-speak-cards

> Staff determination

• Utilize tools
> Existing bilingual staff and volunteers
> Language Access Line
> Family & friends-USE CAUTION
> Online translation/interpretation options (e.g., Google 

Translate)-USE CAUTION
5

https://www.fns.usda.gov/civil-rights/ispeak


Department of Housing

I Speak Card (example)
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Department of Housing

Notification of Language Services

• Signage in English and Spanish
> Post visible signs around service locations indicating the 

availability of Spanish language services.

• Website and Social Media
> Advertise information about the availability of Spanish 

language services.

• Outreach Materials
> Indicate the availability of Spanish language services on 

printed materials.

• Staff Communication
> Train staff to inform clients about the availability of Spanish 

language services.
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Department of Housing

Interpretation

• Interpretation
> Oral translation can be provided by:

 Oral interpretation services
 Bilingual staff
 Telephone interpreter service lines/Language Lines

> MUST be provided to all LEP speakers regardless of number of 
speakers

> Interpretation must always be available to LEP speakers
 Face-to-face meetings
 Phone calls, intake lines
 Recorded info lines

> Spanish interpretation is required
 Other languages optional for now
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Department of Housing

Interpretation

• Considerations for interpreters
> Do not rely on self-identification as bilingual

 Consider instituting a method for assessing proficiency

> Priority is the interpreter’s competence in light of the type of 
services provided

> Use of family members, children, friends, and untrained 
volunteers is discouraged
 LEP persons are permitted to use family members, children, 

friends, and untrained volunteers, if they elect to do so.

• Immediate availability of interpretation is required 
> In-person interpretation through bilingual staff or volunteers
> Telephone/video using contracted services (e.g., Language 

Line)



Department of Housing

Determining Needs - Translation

• Translation
> Written translation of vital documents
> Spanish translation is required

 Other languages optional for now 

• What is a ”vital document”?
> Vital Documents are any materials that are essential to an individual’s 

ability to access services provided by the organization or are required 
by law.

> Depends on 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

> Federal guidance encourages agencies to create a plan for 
consistently determining, over time and across its various activities, what 
documents are "vital" to the meaningful access of the LEP populations 
they serve.
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Department of Housing

Determining Needs - Translation
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Department of Housing

Sub-Recipient Documents

Types of Documents that may be considered "vital"*:
• Advertisement of Services, Flyers, Social Media Posts, etc.
• Application or Intake forms
• Complaint/Grievance forms
• Program Policies (Grievance, Termination)
• Signage at Service Locations
• Authorization to Release Information
• Service Plans
• Model Lease (actual lease must be in English)
• Notice of Rent Change 
• Notice of Annual Inspection 
• Other correspondence regarding changes to rental assistance 

including but not limited to recertification documents, proposed
termination, appointment letters, and overpayment related 
correspondence. 

12

*This list is not exhaustive. 
Sub-Recipients will need to 
review their own files and 
program-specific forms 
to determine what needs to 
be translated.



Department of Housing

Pasadena Partnership 
Documents

• Pasadena Partnership Forms:
• Homelessness Verification
• Income Verification
• Disability Verification
• Homelessness Prevention Eligibility Evaluation

• Will by be translated by June 30, 2025
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Department of Housing

LAHSA Documents

• LAHSA has already translated many forms that are 
used in Pasadena:
• Examples:

• HMIS Consent
• CES Survey
• Prevention Targeting Tool

• Multilingual System And Programmatic Documents
• https://bit.ly/3B0ISWC

• Document Library
• https://www.lahsa.org/documents
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Multilingual System And Programmatic 
Documents
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Department of Housing

Document Library
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Department of Housing

VAWA Documents

Required VAWA Documents are available on LAHSA 
and Pasadena Partnership website
• Notice of Occupancy Rights under VAWA (HUD Form 5380)

• Certification of Domestic Violence, Dating Violence, Sexual 
Assault, or Stalking, and Alternative Documentation (HUD Form 
5382)

If your agency has its own Emergency Transfer Plan, 
it must be translated into Spanish. 

17



Department of Housing

Funding

• Can use the funding already in your contracts!

• Do not need to use admin funds

• Translation/Interpretation costs can be billed to the 
line item associated with providing the services under 
that line item
> Ex: Supportive services- language line, translation of 

Grievance Policy
> Ex: Rental assistance- translation of annual certification 

paperwork
> Ex: Motel- translation of intake paperwork, interpretation 

serves
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Department of Housing

LEP Resources

Be resourceful in providing language assistance as long as the
quality and accuracy of language services are not compromised. 

The sub-recipient itself need not provide the assistance but may 
decide to partner with other organizations to provide the services.

Lists of  translation/interpretation services can be found at:

• American Translators Association 

• HUD’s official LEP website: 
> https://www.lep.gov/language-access-planning
> Scroll down to Procurement of Language Services
> Click Professional Services-Language Services, Translation 

and Interpretation Services
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Department of Housing

LEP Resources
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Department of Housing

Complaints

• Must provide participants with a method of 
submitting complaints regarding language access

• Must inform participants of how to submit a 
complaint (in English and Spanish)
> May be embedded within existing Grievance Policy 
> Can be communicated with language assistance services 

info

• Complaint/grievance forms may be used and must 
be translated but cannot be required
> Examples of complaint forms are available on Housing 

website: https://www.cityofpasadena.net/housing/fair-housing/
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Assessment & Planning

22



Department of Housing

Timeline

• January 31- Identify which documents are considered vital

• February 29 - Create notification of availability of Language 
Assistance Services

> Include how to submit a complaint

• April 30 - Translate all vital documents.
> Spanish required. Other languages optional for now.

• May 31 - Establish a protocol and resources for providing 
interpretation services

> Spanish required. Other languages optional for now.

• July 1 - Implementation
> Encouraged to implement translation/interpretation services as they 

become available.

Agencies will be provided with a SharePoint folder to upload the 
above documents.
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Q&A

Questions?
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