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Purpose:  

This policy provides the guidance and establishes the procedures regarding the prohibition against national origin 
discrimination as it affects persons with Limited English Proficiency (LEP). This policy also acts as notice to staff 
of the requirement to provide reasonable steps to eliminate LEP as a barrier to accessing services and programs. 
 
References:  

WIOA (Public Law 113-125) Section 188  
Title 29 Code of Federal Regulations (CFR) Part 38  
Department of Labor (DOL) Training and Employment Notice (TEN) 28-16, Subject: Best Practices, Partnership 
Models, and Resources Available for Serving English Language Learners, Immigrants, Refugees, and New 
Americans (January 9, 2017)  
 
Policy: 

In regards to Equal Opportunity, the Western Virginia Workforce Development Board (WVWDB) acknowledges 
that national origin discrimination now includes LEP under 29 CFR Section 38.9 and specifically states that in 
providing any aid, benefit, service, or training under a WIOA Title I-financially assisted program or activity, a 
recipient must not, directly or through contractual, licensing, or other arrangements, discriminate on the basis of 
national origin, including LEP. Additionally, 29 CFR Section 38.41 added “LEP and preferred language” to the list 
of categories of information that each recipient must record about each applicant, registrant, eligible 
applicant/registrant, and participant. It is the policy of the WVWDB to take reasonable action to eliminate LEP as 
a barrier to accessing or receiving services and programs. 
 
Definitions: 
 
Babel Notice – a short notice included in a document or electronic medium (e.g. web site, ‘‘app,’’ email) in 
multiple languages informing the reader that the communication contains vital information and explaining how to 
access language services to have the contents of the communication provided in other languages. 
 
Employment-related training – training that allows or enables an individual to obtain skills, abilities and/or 
knowledge that are designed to lead to employment.  
 
LEP individual – an individual whose primary language for communication is not English and who has a limited 
ability to read, speak, write, and/or understand English. An LEP individual may be competent in English for 
certain types of communication (e.g., speaking or understanding), but still be LEP for other purposes (e.g., 
reading or writing).  
 
Meaningful Access – Language assistance that results in accurate, timely, and effective communication at no cost 
to the LEP individual. For LEP individuals, meaningful access denotes access that is not significantly restricted, 
delayed, or inferior as compared to programs or activities provided to English proficient individuals.  
 
Primary language – An individual’s primary language is the language in which an individual most effectively 
communicates, as identified by the individual. 

Language Assistance Services - Oral and written language services needed to assist LEP individuals to 
communicate effectively with staff, and to provide LEP individuals with meaningful access to, and an equal 
opportunity to participate fully in, the services, activities, or other programs. 
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Effective Communication - Communication sufficient to provide the LEP individual with substantially the same 
level of access to services received by individuals who are not LEP. For example, staff must take reasonable steps 
to ensure communication with an LEP individual is as effective as communications with others when providing 
similar programs and services. 

Interpretation – The act of listening to a communication in one language (source language) and orally converting 
it to another language (target language) while retaining the same meaning. 

Qualified Interpreter or Translator – An in-house or contracted translator or interpreter who has demonstrated 
his or her competence to interpret or translate through court certification or is authorized to do so by contract 
with the Department or by approval of his or her component. 

Vital Documents - Paper or electronic written material that contains information that is critical for accessing a 
component’s program or activities or is required by law. 

 
Procedures and Requirements: 

Reasonable Steps 
WVWDB program operators are required to take reasonable steps to ensure that LEP individuals have meaningful 
access to their programs and activities. Reasonable steps may include, but are not limited to, the following:  

• Conducting an assessment of an LEP individual to determine their language assistance needs.  
• Providing oral interpretation or written translation of both hard-copy and electronic materials, in the 

appropriate non-English languages, to LEP individuals.  
• Conducting outreach to LEP communities to improve service delivery in needed languages.  

 
Reasonable steps for providing meaningful access to training programs may include, but are not limited to the 
following:  

• Written training materials in appropriate non-English languages by written translation, or by oral 
interpretation, or summarization.  

• Oral training content in appropriate non-English languages through in-person or telephone translation.  
 
Furthermore, Title I Staff should ensure that that every program delivery method, whether it be in person, 
electronic, or by phone, conveys in the appropriate language how an LEP individual may effectively learn about, 
participate in, and/or access any aid, benefit, service, or training available to them. It should also be noted that as 
new methods for the delivery of information or assistance are developed, WVWDB will take reasonable steps to 
ensure that LEP individuals remain able to learn about, participate in, and/or access any aid, benefit, service, or 
training available to them.  
 
National Prominent LanguagesLanguage assistance generally comes in two forms: oral interpretation or written 
translation. Virginia Career Works Center staff must ensure that above all, these services are free of charge and 
provided in a timely manner. An LEP individual must be given adequate notice about the existence of 
interpretation and translation services and that they are available free of charge. Language assistance will be 
considered timely when it is provided at a place and time that ensures equal access and avoids the delay or denial 
of any aid, benefit, service, or training.  
 
Virginia Career Works Center staff shall not require an LEP individual to provide their own interpreter. 
Furthermore, staff shall not rely on an LEP individual’s minor child or adult family or friend to interpret or 
facilitate communication, except for the following circumstances:  

• In emergency situations while awaiting a qualified interpreter.  
• When the information conveyed is of minimal importance to the services to be provided.  
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For languages spoken by a significant portion of the population eligible to be served or likely to be encountered, 
vital information in written materials must be translated into these languages. These translations must in turn be 
readily available upon request in hard copy or electronically. Written training materials offered or used within 
employment-related training programs (see definitions section) are excluded from these translation requirements. 
However, in all cases, Center staff must take reasonable steps to ensure meaningful access for LEP individuals.  
 
For languages not spoken by a significant portion of the population eligible to be served or likely to be 
encountered, staff must take reasonable steps to meet the particular language needs of LEP individuals who seek 
to learn about, participate in, and/or access the aid, benefit, service or training that is available to them. Vital 
information may be conveyed orally if not translated.  
 
Staff must also be sure to include a Babel Notice, indicating that language assistance is available in all 
communications of vital information. This includes letters or decisions in hard-copy or electronic formats.  
 
Finally, to the extent otherwise required by 29 CFR Part 38, once a recipient becomes aware of the non-English 
preferred language of an LEP beneficiary, participant, or applicant for aid, benefit, service, or training, the 
recipient must convey vital information in that language.  
 

General Babel Notice: 

Find below the General Babel Notice that is required to be provided: 

IMPORTANT!  This document contains important information about your rights, responsibilities and/or 
benefits.  It is critical that you understand the information in this document, and we will provide the information in 
your preferred language at no cost to you.  Call (540) 613-8220 for assistance in the translation and 
understanding of the information in this document. 
 
Spanish  
¡IMPORTANTE!  Este documento contiene información importante sobre sus derechos, responsabilidades 
y/o beneficios.  Es importante que usted entienda la información en este documento.  Nosotros le podemos ofrecer 
la información en el idioma de su preferencia sin costo alguno para usted.  Llame al (540) 613-8220 para pedir 
asistencia en traducir y entender la información en este documento. 
 
Chinese – Traditional 
重要須知！本文件包含重要資訊，事關您的權利、責任，和／或福利。請您務必理解本文件所含資訊，而我們也將

使用您偏好的語言，無償為您提供資訊。請致電 (540) 613-8220 洽詢翻譯及理解本文件資訊方面的協助。 
 
Vietnamese 
LƯU Ý QUAN TRỌNG! Tài liệu này chứa thông tin quan trọng về quyền hạn, trách nhiệm và/hoặc quyền lợi 
của quý vị. Việc hiểu rõ thông tin trong tài liệu này là rất quan trọng, và chúng tôi sẽ cung cấp miễn phí cho quý vị 
thông tin này bằng ngôn ngữ mà quý vị ưa dùng. Hãy gọi (540) 613-8220 để được hỗ trợ về việc thông dịch và 
hiểu thông tin trong tài liệu này. 
 
Tagalog 
MAHALAGA!  Naglalaman ang dokumentong ito ng mahalagang impormasyon tungkol sa iyong mga 
karapatan, responsibilidad at/o benepisyo.  Napakahalaga na nauunawaan mo ang impormasyong nakapaloob sa 
dokumentong ito, at ibibigay namin nang libre ang impormasyon sa pinili mong wika.  Tumawag sa (540) 613-
8220 upang humingi ng tulong sa pagsasaling-wika at pag-unawa sa impormasyong nasa dokumentong ito. 
 
French 
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IMPORTANT!  Le présent document contient des informations importantes sur vos droits, vos 
responsabilités et/ou vos avantages.  Il est essentiel que vous compreniez les informations figurant dans ce 
document, et nous vous fournirons gratuitement les informations dans la langue de votre choix.  Appelez au 
(540) 613-8220 pour obtenir de l'aide pour la traduction et la compréhension des informations contenues dans 
le présent document. 
 
Haitian Creole 
ENPÒTAN!  Dokiman sa a gen enfòmasyon enpòtan ladan konsènan dwa, responsablite ak/oswa avantaj ou 
yo.  Li ap vrèman enpòtan pou ou konprann enfòmasyon yo ki nan dokiman sa a, epi n ap ba ou enfòmasyon sa yo 
nan lang ou prefere a gratis.  Rele (540) 613-8220 pou jwenn asistans pou tradui ak pou konprann enfòmasyon 
ki nan dokiman sa a. 
 
Portuguese 
IMPORTANTE! Este documento contém informações importantes sobre os seus direitos, responsabilidades 
e/ou benefícios. É essencial que compreenda as informações constantes neste documento, as quais 
disponibilizaremos, gratuitamente, na língua à sua escolha. Contacte o número (540) 613-8220 para solicitar 
ajuda para traduzir e compreender as informações contidas neste documento. 
 
Arabic 

  وسنوفر المستند،   ھذا في الواردة المعلومات فھم بمكان األھمیة من  .فوائدك أو /و ومسؤولیاتك حقوقك حول مھمة معلومات على المستند  ھذا یحتوي  !مھم
   المستند ھذا في الواردة المعلومات ترجمة في مساعدة على للحصول 613 (540)-8220 الرقم على اتصل  .تكلفة أي تحملك دون المفضلة بلغتك المعلومات

 .وفھمھا
Russian 
ВАЖНО!  В настоящем документе содержится важная информация о ваших правах, обязанностях 
и/или преимуществах.  Крайне важно, чтобы вы поняли информацию, содержащуюся в данном 
документе, а мы бесплатно предоставим вам эту информацию на выбранном вами языке.  Позвоните по 
телефону (540) 613-8220 для получения помощи в переводе и понимании информации, содержащейся 
в данном документе. 
 
Korean 
중요!   본 문서는 귀하의 권리, 책임 및/또는 이익에 관한 중요한 정보를 포함하고 있습니다.   귀하가 본 문서에 있는 
정보를 이해하는 것은 대단히 중요하며, 귀하가 원하는 언어로 정보를 제공받으실 수 있습니다.   (540) 613-8220 
로 전화하여 본 문서에 있는 정보의 번역 및 이해를 위해 도움받으시길 바랍니다.  
 

 


