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Executive Order 13166 defined LEP people as those who speak a language other than 
English as their primary language, and have limited ability to read, speak, write or 
understand English, to the extent that these limitations would deny or limit their 
meaningful access to programs and services provided by an agency that receives 
federal funds, such as the City of Sunnyvale. 

To help agencies that receive federal funding comply with this Order, in 2007 the 
Department of Housing and Urban Development (HUD) issued Final Guidance 
describing the minimum Language Access Plan (LAP) requirements for HUD grantees.  
This guidance requires grantees to take “reasonable steps to ensure that LEP persons 
have meaningful access to their respective programs and services.” 

This LAP addresses the City’s obligations as a recipient of federal financial assistance 
related to the needs of LEP individuals.  The plan has been prepared in accordance with 
Title VI of the Civil Rights Act of 1964, 42 U.S.C 2000d, et seq., and its implementing 
regulations, which state that no person shall be subjected to discrimination on the basis 
of race, color or national origin. 
 
Recipients of Community Development Block Grant (CDBG) and HOME funds, including 
the City and its sub-recipients, are required to take reasonable steps to ensure 
meaningful access to federally funded programs and activities by LEP people.  The LAP 
addresses the following issues: 
 

• How to identify a person who may need language assistance;  
• The ways in which assistance may be provided; 
• Staff training that may be required; and  
• How to notify the public that language assistance is available if needed. 

 
COMPONENTS OF THE LAP  
 
A.  Conduct Four-Factor Analysis 
B.  Develop a Comprehensive Written Policy 
C.  Provide a Directory of Language Assistance Resources 
D.  Provide Outreach to Potential LEP Clientele  
E.  Conduct Annual Assessment 

In order to prepare this plan, the City of Sunnyvale followed the HUD guidance to 
address the components listed above. Staff conducted the four-factor LEP analysis 
described below to help determine when language services are needed: 
 

1. Estimate or quantify the number or percentage of clients served or encountered 
through City programs who require language assistance. 

2. Determine the frequency with which LEP people come into contact with City 
programs. 

3. Evaluate the nature and importance of the program, activity or service.  
4. Identify resources available and cost to the City to provide language assistance. 
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A. FOUR-FACTOR ANALYSIS 
 
FACTOR 1:  Number or proportion of LEP people served or encountered through 
City operations 
  
Staff determined the number of LEP people served, or likely to be served who need 
language assistance to access services, using the following sources or other relevant 
information:   
 

• Data from the U.S. Census American Community Survey (ACS) and other 
relevant Census data; 

• If detailed census data is not available, use the Safe Harbor numbers of 5% or 
1,000 residents of foreign national origin (by language spoken) to determine LEP 
needs; 

• Information in the City’s 2006 Analysis of Impediments (AI) (update currently in 
process); 

• “Outreach to Multi-Cultural Populations With Limited or No English Language 
Skills,” a study completed in September 2003 for the City by McNutt & Company, 
Inc.  

 
The Census Bureau’s 2009 American Community Survey identified the following 
languages as the most commonly spoken by LEP residents of California (listed in 
alphabetical order): 
 

• Cantonese  
• Korean 
• Mandarin 

• Spanish 
• Tagalog 
• Vietnamese 

 
Similar, recent data on individual languages spoken by LEP persons is not yet available 
at the City level, however the staff used this list as a starting point, as there are many 
residents speaking these languages within the City.  The City’s Advisory Committee on 
Human Relations and Cultural Diversity recommended adding Hindi to this list, in order 
to provide better outreach to the City’s sizeable South Asian community.  Staff has 
added Hindi to the list provided in the Language Access Procedures (Attachment E).  
 
Estimates from the 2000 Census indicated that 5,586 or 11% of the City’s 52,610 
households were “linguistically isolated” in 2000.  This number may have changed since 
2000, however more recent data is not yet available at this level of detail.  The Census 
defines linguistically isolated households as those in which no family member aged 14 or 
older speaks English “very well.”  The Census does not specify which languages are 
spoken by these households, however the primary groups of languages they speak are 
shown below:   
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Language Spoken  
(by major language group) 

Linguistically Isolated Households 

Spanish 1,081 
Asian and Pacific Island languages 3,514 
Other Indo-European languages 870 
All other languages 121 
Total 5,586 

 Source:  2000 Decennial Census, Summary File 3 - Sample Data, US Census Bureau   
 

 
FACTOR 2:  Frequency of contact with City programs 
 
Staff has made an initial assessment of the frequency with which LEP persons are 
contacted or encountered.  The more frequent the contact with a particular language 
group, the more likely that enhanced language services in that language are needed. 
 

• Staff has indicated that Spanish is the language spoken by those most frequently 
encountered with limited English proficiency, based on daily contact with LEP 
clients of the following federally-funded programs:  

 
o Housing Programs 
o Human Services Programs 
o Other community development programs  
 

• Staff requires the City’s HUD sub-recipients to provide annual client data on 
language access needs and agency capacity, and an LAP if one has been 
developed. 

 
FACTOR 3:  Importance of service, information, and program 
 
Staff has reviewed the importance of the services offered to determine if denial or delay 
of the services would jeopardize the LEP person’s “day-to-day existence” and has 
identified points of contact and the essential written documents to be translated. 
 

• Key HUD-funded programs providing essential assistance:    
 

o Home Improvement Program 
o CDBG-funded Human Services 
o First Time Homebuyer Program 
o Tenant-Based Rental Assistance 
o Fair Housing Information 
 

FACTOR 4:  Resources available and cost to the City 
 

The City currently makes the following resources available at no cost to LEP individuals 
and families in order to provide meaningful access to the City’s federally-funded 
programs and services: 
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Oral Interpretation: 
Assistance may take the form of bilingual staff interpreters, volunteers, and 
telephone/electronic language assistance services: 

 
• The City maintains a current list of bilingual staff who can provide 

interpretation and/or translation services in a variety of languages upon 
request. (Attachment A) 

• AT&T Toll Free Language Translation Service. (Attachment B) 
• Telephone Interpretation Service Agencies. (Attachment C) 

 
Written Translation:   
 

• Key program documents (brochures, application forms) shall be translated by 
bilingual staff and/or outside translators as needed (see Attachment D for 
Safe Harbors for Written Interpretation). 

• All City and sub-recipient website content may be translated at internet user’s 
option using free online tools such as “Google Translate” (available at:   
http://translate.google.com/#) or similar translation services. 

 
Cost 
CDBG administrative and/or activity delivery funds can pay for written translations of vital 
documents when needed.   
 

• Vital documents are documents that convey information that critically affects 
the ability of the program recipient to make decisions about his or her 
participation in the program.  Examples of vital documents include 
applications, public notices, letters containing important information regarding 
participation in a program, eligibility rules, and key information brochures.   

• Qualified bilingual City staff may translate such documents to the extent 
possible, while outside contractors can be used if needed, within funding 
limitations.    

 
C. PROVIDE A DIRECTORY OF LANGUAGE ASSISTANCE RESOURCES 
 
The City’s existing language assistance directory will be circulated annually for review to 
ensure that the most up-to-date information is provided.  Any new information will be 
added and made available to all city departments and to the City’s sub-recipients.   
Resources will include:  bilingual staff, community volunteers, commercial interpretation 
and translation services, and telephone or internet translation services. 
 
D. CONDUCT EDUCATION OUTREACH  
 
LEP Population 
The City and its sub-recipients shall make reasonable efforts to notify the LEP 
population of affirmative efforts it will make to bridge any language barriers.  Such efforts 
may include written notices, radio and cable TV public service announcements, 
presentations, flyers, websites, and/or brochures in the identified languages.  At a 
minimum, written notices of the availability of language access assistance shall be 
provided in Cantonese, Hindi, Korean, Mandarin, Spanish, Tagalog, and Vietnamese at 
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facilities where the City’s and its sub-recipients’ HUD-funded programs operate, and on 
program-related websites. 
 
City Staff Training 
 
The following training will be provided to appropriate City staff: 

• Information on the Title VI Policy and LEP responsibilities 
• Description of language assistance services offered to the public 
• Use of the “I Speak” cards (Attachment F) 
• Documentation of language assistance requests 
• How to handle a potential Title VI/LEP complaint 

 
E. CONDUCT ANNUAL ASSESSMENT 
 
The LAP will be monitored annually.  The review will consist of at least the following 
steps: 
 

• Identification of any significant changes in the composition or language needs of 
the population using relevant new data from the U.S. Census or other 
appropriate sources; 

• A review to determine if additional vital documents require translation; 
• A review of any issues or problems related to serving LEP people which may 

have emerged during the past year; and  
• Identification of any recommended actions to provide more responsive and 

effective language services; 
• The number of documented LEP person contacts encountered annually; 
• Determination as to whether the need for translation services has changed; 
• Determine whether local language assistance programs have been effective and 

sufficient to meet the need; 
• Determine whether the City’s financial resources are sufficient to fund language 

assistance resources needed; 
• Determine whether the City fully complies with the goals of this LAP; and 
• Determine whether complaints have been received concerning the City’s failure 

to meet the needs of LEP individuals. 
 
F. COMPLETION AND DISSEMINATION OF THE CITY OF SUNNYVALE LAP 
 

Initial Review: 
• Administrative review and comment on Preliminary Draft by the Staff Advisory 

Committee on Human Relations and Cultural Diversity (HRCD).  
• Complete analysis, incorporate HRCD comments and draft written policies and 

final LAP as described above. 
• Public review and comment on Final Draft by the Housing and Human Services 

Commission and the public. 
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Following Completion of LAP: 
• Post signs at City Hall notifying the public of the LAP and how to access 

language assistance services. 
• State on Housing Division public notices and meeting agendas related to 

federally-funded activities that language assistance is available upon request. 
• Implement Plan and any additional outreach measures determined necessary by 

the City. 
 
 

G.   ATTACHMENTS 
  

Attachment A – Directory of Bilingual Staff 
Attachment B – AT&T Toll Free Language Translation Service 
Attachment C – Telephone Interpretation Services Agencies 
Attachment D – Safe Harbors for Written Interpretation 
Attachment E – Language Assistance Procedures  
Attachment F – “I Speak” Cards 
 

H.   ADDITIONAL DOCUMENTS 
  
 Appendix I – Documenting LEP Interaction 
 Appendix II – Vital Forms and Documents 

 






























































































