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Introduction

I SPEAK…

The Limited English Proficiency Plan
addresses Title VI of the Civil Rights Act
of 1964 and other nondiscrimination
authorities, which prohibit
discrimination based on national origin.
In 1974, the U.S. Supreme Court
affirmed that the failure to ensure a
meaningful opportunity for national
origin minorities, with limited-English
proficiency, to participate in a federally
funded program violates Title VI
regulations. Additionally, requirements are outlined in Executive Order 13166 and directives from
the U.S. Department of Justice and U.S. Department of Transportation.
Executive Order 13166, signed in 2000, further required federal agencies to: (1) examine services
provided, (2) identify specific needs necessary to provide meaningful access for Limited English
Proficiency (LEP) persons, and (3) implement a system to provide meaningful access to such
services. The Executive Order also requires that federal agencies work to ensure that recipients of
federal financial assistance provide meaningful access to their LEP applicants and beneficiaries.
The final Limited English Proficiency Plan should be consistent with the fundamental mission of
the organization, though not unduly burdening the organization.
In order to ensure individuals with limited English proficiency have meaningful access to the
transportation planning process, MetroPlan Orlando conducts a self-assessment in areas relevant
to the development of an effective Limited English Proficiency Plan.
This assessment, which is detailed in Part A, includes:
•

Relevant demographic information for Central Florida,

•

Frequency of contact that the organization has with limited English proficiency persons,

•

Nature or importance of programs or services deemed vital, and

•

Resources and associated costs

The second portion of the plan, Part B, documents the organization’s Language Assistance Plan.
This implementation plan uses results from the organization’s self-assessment to identify potential
needs in the three-county area and resources available to provide meaningful access to the
organization’s programs, services, and activities.
The Limited English Proficiency Plan works in concert with the organization’s overall Public
Involvement Plan, which identifies specific tactics for outreach and involvement (i.e. notification,
information, and activities in alternate languages), and the MetroPlan Orlando Title VI
Nondiscrimination Plan.
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MetroPlan Orlando Policy: Limited English Proficiency Assistance
It is the policy of MetroPlan Orlando to ensure that persons with limited English proficiency are
neither discriminated against nor denied meaningful access to and participation in the
organization’s programs and services. It is the intent of the organization that in providing
language services to persons with limited English proficiency, the process achieves a balance that
ensures meaningful access to programs and services while not incurring undue burdens on
resources of the organization.
MetroPlan Orlando will respond to requests for language assistance in the manner described in this
plan, which includes:
•

•
•
•
•

•

A mechanism to provide ongoing assessment of needs, programs, and activities of target
audiences, along with the organization’s capacity to meet these needs using the Limited
English Proficiency Plan
Translation of vital written materials in languages other than English where there is a
significant number or percentage of persons with limited English proficiency
Oral language assistance to Limited English Proficiency (LEP) persons for programs, where
such assistance is requested and/or anticipated
Identified procedures and a designated representative from MetroPlan Orlando responsible
for implementing activities related to the Limited English Proficiency Plan
Notification of the availability of free language services to those persons in the target
audience, through oral and written notice in the relevant primary language assistance
activities
Staff training on policies and procedures of the organization’s language assistance
activities

Understanding the Scope of the Limited English Proficiency Plan
The Limited English Proficiency Plan applies to individuals who do not speak English as their
primary language and who have a limited ability to read, speak, write, or understand English. For
example, the scope of the plan would not extend to the following:
•

Hearing or visual impairments – Sign language interpretation and Braille text are
accommodations provided under the Americans with Disabilities Act.

•

Illiteracy, generally – The inability to speak, read, or write English and conditions that may
trigger language assistance under Title VI are distinguished with a key factor. A Limited
English Proficiency (LEP) person cannot speak, read, or write English – but primarily
speaks, reads, or writes in a language other than English.

Complaint Procedure
For persons included in a regularly encountered Limited English Proficiency (LEP) group, written
notification of the opportunity to file a discrimination complaint in accordance with federal
regulations shall be provided. For infrequently encountered groups, Limited English Proficiency
persons may be advised orally of the opportunity to file a discrimination complaint pursuant to
federal regulations. See the Appendix (page 13) to view the complaint form in English and Spanish.
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Staff Designation
MetroPlan Orlando designates Cynthia Lambert, public information manager, as the individual
responsible for oversight and implementation of the Limited English Proficiency Plan.
Responsibilities include coordinating and facilitating delivery of related services, staff training on
the plan’s policies and procedures, and ongoing monitoring and assessment of the plan’s
effectiveness. Cynthia Lambert can be reached at (407) 481-5672 ext. 320 or
clambert@metroplanorlando.com
Definitions
•

•
•

Limited English Proficiency Persons: Individuals who do not speak English as their primary
language and who have a limited ability to read, speak, write, or understand English are
considered Low-Literacy or Limited English Proficient “LEP.” These individuals may be
entitled to language assistance with respect to a particular type of service, benefit, or
encounter.
Recipient of Federal Financial Assistance: Includes grants, training, use of equipment,
donations of surplus property, and other assistance. Sub-recipients are also covered, when
federal funds are passed from one recipient to a sub-recipient.
Vital Communication: Any document or spoken work that contains information critical to
benefits that are supported by federal funds or required by law. Guidance by the U.S.
Department of Justice provides:
A document will be considered vital if it contains information that is critical for
obtaining the federal services and/or benefits, or is required by law. Vital documents
include, for example: applications; consent and complaint forms; notices of rights and
disciplinary action; and notices advising LEP persons of the availability of free language
assistance…
Vital documents must be translated when a significant number or percentage of the
population eligible to be served, or likely to be directly affected by the
program/activity, needs services or information in a language other than English to
communicate effectively. For many larger documents, translation of vital information
contained within the document will suffice and the documents need not be translated
in their entirety.
It may sometimes be difficult to draw a distinction between vital and non-vital
documents, particularly when considering outreach or other documents designed to
raise awareness of rights or services. Though meaningful access to a program requires
an awareness of the program’s existence, we recognize that it would be impossible,
from a practical and cost-based perspective, to translate every piece of outreach
material into every language. Title VI does not require this of recipients of federal
financial assistance, and EO 13166 does not require it of federal agencies. Nevertheless,
because in some circumstances lack of awareness of the existence of a particular
program may effectively deny LEP individuals meaningful access, it is important for
federal agencies to continually survey/assess the needs of eligible service populations
in order to determine whether certain critical outreach materials should be translated
into other languages.

•

•

Interpretation: The act of listening to spoken words in one language (the source) and
orally translating it into another language (the target).
Translation: The replacement of a written text from one language into an equivalent written
text in another language.
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Part A: Self-Assessment
Factor One: Demography
The first part of the organization’s self-assessment involves data on the number of Limited English
Proficiency (LEP) persons eligible to be served, likely to be served, or likely to be encountered by
the organization through programs, services, or activities.
MetroPlan Orlando collects data related to language from several sources. The broadest data
available to the organization is compiled by the U.S. Census Bureau in the American Community
Survey.
U.S. Census Bureau: 2013 American Community Survey
Of persons who speak a language other than English, data on the percentage of those individuals
who also reported they speak English “less than very well” is of particular importance in
identifying those likely to be encountered by the organization or eligible for language assistance.
A map of limited English proficiency populations is included on the next page.
PERSONS SPEAKING ENGLISH “LESS THAN VERY WELL” (AGE 5+)
ORANGE COUNTY

OSCEOLA COUNTY

SEMINOLE COUNTY

3-COUNTY TOTAL

12.8%

16.9%

6.0%

11.9%

Source: 2013 American Community Survey, Selected Social Characteristics in the United States (Table DP02);
Geographic Boundaries: Orange, Osceola, Seminole counties

The community profile further identifies the most common languages spoken at home for
respondents who reported they speak English “less than very well.”
ENGLISH LANGUAGE PROFICIENCY FOR METRO AREA RESIDENTS
Language Spoken

Spanish
French Creole
Vietnamese
Portuguese
Chinese
Other - Various
TOTAL

Persons Speaking
English Less Than Very
Well
174,934
16,087
7,958
5,881
5,633
20,376
230,869

% of LEP Population

% of Metro Area
Population

75.77%
6.97%
3.45%
2.55%
2.44%
8.82%
100.00%

8.20%
0.75%
0.37%
0.28%
0.26%
0.96%
10.82%

Source: 2013 American Community Survey, Language Spoken at Home by Ability to Speak English for the Population
5 Years and Up (Table B16001); Geographic Boundary: Orlando-Kissimmee-Sanford Metro Area

Based on the above analysis, MetroPlan Orlando provides select materials in Spanish on a regular
basis. Translation into other languages is provided by request.
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Note: Map created with data from the 2012 American Community Survey, the last
year for which complete GIS files were available at the creation of this report.
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Additional Data
MetroPlan Orlando collects additional data to track limited English proficiency needs. Though
results are not a formal survey, the data does provide a timely snapshot of current requests and
activities related to language assistance. Given the time between U.S. Census Bureau reports, this
information can provide a timelier indication of shifts in the community’s demographic makeup.

Year

Category

Results

2013 & 2014

Website: Views on Spanish pages

14

2013 & 2014

Community Surveys: Spanish surveys completed

11 individual surveys

2013 & 2014

Community Events: Participation in events where staff
contacted a large number of limited English proficiency persons

7 events

2013 & 2014

Speakers Bureau: Requests for presentations in another
language

0

2013 & 2014

Public Hearings: Requests for translation

0

2013 & 2014

Public Hearings: Comments submitted in Spanish

2

2013 & 2014

General Inquiries: Requests for information in another language

3 (2 Spanish & 1
Portuguese)

As noted in the U.S. Census Bureau report and supported by data collected by the organization,
Spanish is the most common language encountered at MetroPlan Orlando programs, services, and
activities in the three-county area. This is especially true in Osceola County.

Factor Two: Frequency of Contact
Though MetroPlan Orlando has regular
public hearings, board meetings and
committee meetings throughout the year,
community outreach is the main source of
contact (or potential contact) between the
organization and Limited English Proficiency
(LEP) persons. As a result, the frequency of
contact is difficult to anticipate.
The organization’s Public Involvement Plan
notes the special emphasis on community
outreach opportunities that engage
traditionally underserved populations.
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Contact Initiated/Administered by MetroPlan Orlando

Program/Activity

Frequency

Resources Available

Board Meeting

Monthly

Bilingual employees, special assistance notice in
newspaper, LEP-specific notice on all agendas, caseby-case response

Committee Meeting

Monthly

Bilingual employees, LEP-specific notice on all board
agendas, case-by-case response

Speakers Bureau

As Requested

Bilingual employees, Spanish language brochures,
Spanish language surveys

Community Events

Unpredictable

Bilingual employees, Spanish language brochures,
Spanish language surveys, “I Speak” cards

Program/Activity

Frequency

Resources Available

Website

Unpredictable

Spanish language portal featuring important
information and contact information, LEP plan, forms

Public Hearing

Annually

Bilingual employees, Spanish language brochures,
Spanish language forms, notice in Spanish newspaper,
“I Speak” cards

Factor Three: Importance of Program
Metropolitan planning organizations receive federal funds to develop transportation plans for a
designated urban area. The planning process is guided by federal and state law, including public
involvement requirements to ensure diverse public outreach, notice, and opportunities for input.
The planning process does not include any direct service or program that requires vital, immediate
or emergency assistance, such as medical treatment or services for basic needs (like food or
shelter). Additionally, MetroPlan Orlando does not require documents, such as completed
applications, for participation. However, when determining whether materials, information,
and/or notification related to an action is “vital,” the absence of direct services or application
requirements is not the only consideration.

…in some circumstances lack of awareness of the existence of a particular
program may effectively deny LEP individuals meaningful access, it is
important for federal agencies to continually survey/assess the needs of
eligible service populations in order to determine whether certain critical
outreach materials should be translated into other languages.
U.S. Department of Justice
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Future transportation projects and investments are shaped by three distinct plans developed by
MetroPlan Orlando:
•
•
•

Transportation Improvement Program
Long Range Transportation Plan
Unified Planning Work Program

Given the impact of these plans on Central Florida’s future transportation system, MetroPlan
Orlando places a special emphasis on language assistance for educational materials and public
input tools related to the Transportation Improvement Program, the Long Range Transportation
Plan, and the Unified Planning Work Program. These tools are often helpful with outreach related
to other MetroPlan Orlando programs and studies.
While meaningful access for all participants and Limited English Proficiency (LEP) persons is the
intent behind services identified in Part B of this plan (Language Assistance Plan), the availability
of resources may limit the language services in some areas. Additionally, services provided one
year may not be possible in a future year because of available resources.
Language assistance involving notification of services, translation of public input forms and/or
surveys related to a formal public hearings, and maintenance of the Spanish language portal on
www.metroplanorlando.com have high priority. Other activities, such as community events,
optional meetings, and specialized speakers bureau programs have a lower priority if/when
resources preclude the organization from executing all language assistance options.
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Factor Four: Resources
In developing the Limited English Proficiency Plan, MetroPlan Orlando identified resources for
potential recipients and associated costs for services. The organization maintains a file with
specific contact information for service providers and volunteer-based programs, allowing timely
updates. Costs are often determined by the type and scope of services provided. As a result, some
resources list “indeterminable” as an associated cost until a specific project is identified.
Resources and Associated Costs

Resource

Associated Cost

Translation
(Spanish)

$75.00 per page
*estimate

Application
Spanish translation services for standard MetroPlan
Orlando forms and documents
Inhouse bilingual staff members for basic translation

Translation
(General)
Interpretation
Services

$0.25 and up/word
*industry average
$50-$75 per hour
*minimum 2 hours

Translation of standard MetroPlan Orlando forms and
documents for other languages
Services for interpretation at MetroPlan Orlando public
hearings
Inhouse bilingual staff members for basic interpretation

Website Portal

Notice

Indeterminable

Indeterminable

Current Spanish language website portal on
www.metroplanorlando.com is incorporated in current
website maintenance and design management
Notification of the availability of free language services
to LEP persons is included within meeting notices
advertised in the newspaper. Additionally, when the
organization provides notice in the community
newspaper, efforts are made to also ensure
advertisement is included in Spanish language
newspaper. Notice is provided on the organization’s
website and on appropriate materials developed for
meetings, events, and public hearings.

“I Speak” Cards

Printing costs,
variable

“I Speak” language cards are available at MetroPlan
Orlando meetings, hearings and events to identify
individuals with limited English proficiency who are
unknown to the organization. This identification
provides a means to monitor changing demographics
better anticipate future needs.

Phone System

Indeterminable

Currently, the MetroPlan Orlando phone recording
includes an option for information in Spanish.
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Part B: Language Assistance Plan
The Language Assistance Plan provides an implementation process to address appropriate language
needs identified in the organization’s self-assessment, completed in Part A of the plan.
Goals
•

Provide meaningful access to vital MetroPlan Orlando programs and services for Limited
English Proficiency (LEP) persons identified using the four-factor analysis presented in Part
A of the Limited English Proficiency Plan.

•

Identify various resources, with or without associated costs, to ensure the organization can
balance meaningful access to programs and services, while not incurring undue burdens on
financial resources.

•

Complete plan updates every three years and staff reviews annually to ensure resources
identified remain consistent with identified needs.

Language Services Provided

Current Services
Area

Service

Description

Print Publication

Special assistance notice in newspaper, LEP-specific notice
on all agendas, targeted ads in Spanish publications (when
vital)

Website

LEP-related notification available in Spanish via the
organization’s website

Internal/Partners

Access to notification resources of all members of the
MetroPlan Orlando partnership

Direct Mail

On request, ability to customize direct mail by requested
language

General Brochure

General information brochure available in Spanish

Community
Survey

Customized Spanish-language surveys available

Notification

Outreach Materials

Targeted Forms

Complaint form available in Spanish, “I Speak” cards
available to identify additional language needs
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Area

Service

Description

Website

Spanish Section

Spanish language portal featuring important information
and contact information, LEP plan, forms

Phone Message

Option for
Spanish

Callers provided the opportunity to speak to a Spanishspeaking staff member

Public Hearing

Overview Material

Bilingual employees, Spanish language brochures, Spanish
language forms, notice in Spanish newspaper, “I Speak”
cards

Bilingual
Employees

Miscellaneous

Currently, MetroPlan Orlando has two bilingual employees
on staff who communicate in English and Spanish

Local Translation Services
As previously noted, for-cost translation and interpretation services are stored in an independent
file. These services and associated costs change frequently, requiring a more flexible mechanism
for tracking.
Community Partners
MetroPlan Orlando is a regional transportation partnership. The organization’s local funding
partners also provide language assistance services. Additionally, the organization’s consultant
teams often have bilingual staff available for translation and interpretation. In an effort to
provide meaningful access to the broadest population of those with limited English proficiency,
the organization will seek assistance from local funding partners and community partners for
notification and access to translation and interpretation resources that already exist. Examples of
partner resources include:
•
•
•

LYNX: Bilingual customer service representatives
City of Orlando: Bilingual staff in Office of Multicultural Affairs and Hispanic Office for
Local Assistance
Osceola County: Bilingual public information officer available for translation assistance and
Hispanic media interviews

Additional Resources
National Virtual Translation Center (http://www.nvtc.gov/)
As a staff resource, the National Virtual Translation Center maintains a comprehensive database of
international and national translation associations that extend to languages not commonly
encountered in Central Florida.
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American Translators Association (http://www.atanet.org/)
This professional association offers a nationwide directory of translators and interpreters who
work in more than 80 languages.
Notification Procedure
MetroPlan Orlando will publicize the availability of Spanish interpreter services, free of charge,
prior to board and committee meetings, workshops, and public hearings. Notification will be
provided on the organization’s website, within meeting notices, and on each agenda.
When appropriate, additional notification will be provided using the following outreach tools:
•

Signage

•

Public outreach materials

•

Partner outreach materials

•

Via community‐based organizations

•

Local Spanish newspapers/publications

The need for additional notification will be determined, in part, by the nature of the meeting or
event and the degree in which such assistance is anticipated.
Standard notification regarding language assistance will read:
…Persons who require translation services, which are provided at no cost, should contact
MetroPlan Orlando at (407) 481-5672 or by email at ltolliver@metroplanorlando.com at least
three business days prior to the event.
Plan Review
This plan will be updated every three years to: (1) ensure compliance with federal and state law,
(2) update demographic statistics to accurately track Central Florida’s population and language
needs, (3) confirm the MetroPlan Orlando Board’s commitment to providing services for persons
with limited English proficiency, and (4) provide an assessment of the plan’s effectiveness in
addressing nondiscrimination objectives. The plan will be reviewed annually by staff to ensure
effectiveness.
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Appendix
i.

MetroPlan Orlando Title VI Complaint Form (English & Spanish)

ii.

“I Speak” Public Outreach Tool
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MetroPlan Orlando Title VI Complaint Form
Name

Daytime Phone (if
available)

Address (Street, P.O. Box, etc.)

Evening Phone (if
available)

City, State, Zip Code

Name of person(s) who discriminated against you, position (if known):

Please describe the event, occasion, place, etc. where the discrimination took place:

Date of alleged incident:

Discrimination on the basis of (please check):
Race
Color

Retaliation

Sex

Familial Status

National Origin

Age

Disability

Religion

Please briefly explain the incident that triggered a Title VI violation, including the nature of the
event, who was involved and any other details necessary for an investigation. (NOTE: You may
use the other side of this paper and/or attach a separate document.)

Signature

Date

Mail to: Cynthia Lambert, MetroPlan Orlando, 315 E. Robinson Street, Suite 355, Orlando, Fl., 32801
Email: clambert@metroplanorlando.com

Fax: (407) 481-5680

MetroPlan Orlando Título VI
Forma de Reclamo
Nombre de la persona discriminada

Número de teléfono diurno
(si disponible)

Dirección de residencia (número y calle, número de
departamento)

Número de teléfono
nocturne (si disponible)

Ciudad, estado, y código postal de
residencia

Nombre de la persona que discriminó contra usted, y la posición de trabajo (si conocido):

Describa por favor el acontecimiento, la ocasión, el lugar, etc. donde la discriminación sucedió:

Fecha del incidente discriminatorio:
Causa de la discriminación (marque por favor):
Raza

Retaliación

Sexo

Estado Civil

Religión

Color de Piel

Nacionalidad

Edad

Impedimento Físico o Mental

Por favor explique brevemente el incidente que provocó una infracción de Título VI, incluyendo
quienes participaron y cualquier otros detalles necesarios para una investigación. (Puede utilizar el
otro lado de este papel y/o conectar un documento adicional.)

Firma

Fecha

Envíe por correo a: Cynthia Lambert, MetroPlan Orlando, 315 E. Robinson Street, Suite 355, Orlando, Fl.,
32801

Correo Electrónico: clambert@metroplanorlando.com

Fax: (407) 481-5680

“I Speak” Public Outreach Tool

“I Speak” Public Outreach Tool (cont.)

“I Speak” Public Outreach Tool (cont.)

