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  Purpose:

The Purpose of this Administrative Policy is to set forth guidelines for providing multilingual assistance to individuals accessing City programs and services.

 Authority:
This Administrative Policy was adopted by action of the City Council on December 17, 2003 and originates from a report on the City’s outreach to non-English speaking residents, submitted to the Monterey Park City Council August 20, 2003 as prepared by the multi-lingual task force, a sub-committee of the Monterey Park Community Relations Commission.

  Provisions:
The City of Monterey Park is remarkably diverse, and the recently released Census 2000 figures illustrate the degree to which multiple languages play a role in the day-to-day life of the city.  Not only does the city possess one of the few Asian majorities in the United States, but also that Asian majority itself reflects incredible diversity. And even though there are many opportunities available for both young and old residents to learn English, information obtained from the Census 2000 indicates that nearly a third of our homes speak English as a second language and not as the primary language of communication.

The City of Monterey Park is committed to ensuring that residents and others who work in the City and access City services are able to better participate in the governance of the community and have access to City programs and services, regardless of their proficiency in English.  

The following sets forth the City’s guidelines for providing multilingual access to services to City customers with limited English speaking ability. 

Translation of Documents and Correspondence

· A Volunteer Translators and Interpreters Program will be maintained to assist with the translation of various city brochures, applications, and press releases into appropriate languages. This program will consist of residents, business operators and other interested individuals who are certified as bilingual to ensure their competency in translating complex documents.

· Depending on the timing, complexity and availability of the Volunteer Translator and Interpreters Program volunteers, the City shall contract for services of local businesses that provide translation and typesetting services in languages other than English for use in translating and printing City materials, press releases and brochures that will supplement the effort to communicate governmental services and programs.

· Agencies that partner with the City, or which are under contract with the City (e.g. Housing Rights Center, YWCA WINGS, Asian Youth Center) will be actively encouraged by City staff to publish and provide materials in more than one language and City staff will ensure that these materials are available to the public.

· The City Departments shall make every reasonable effort when working with other governmental entities, semi quasi-governmental entities or private entities providing services to obtain material on services, programs, or events in multilanguages for distribution and display.

· Promotional flyers and other written materials for Recreation & Parks programs will clearly indicate what languages the offered classes are taught in.  Classes that are available only in English will be clearly identified to avoid any confusion. 
Press Releases

· All press releases will be transmitted to non-English media outlets, including newspapers and broadcast entities specializing in Spanish, Chinese and Japanese, and confirmation of receipt will be verified.

· Wherever possible and whenever time allows, press releases related to public safety issues shall be issued in Chinese and Spanish, in addition to English.  Non-public safety press releases will be translated based on determination of staff.  

Web Site

· The City’s Web Site will contain bilingual information to assist the user in navigating the site and accessing assistance.

Cable Access “Channel 55”

· Channel 55 public announcements of City programs and services shall, when practical, be provided in Mandarin, Cantonese and Spanish. 

Language Identification Cards

· A Language Identification Card that allows individuals to rapidly identify their native tongue as depicted in Exhibit A of this Policy will be available at all Public Counters and issued to all Field personnel.

· The Language Identification Cards are to be distributed to each City household as an insert in the water bill on a biennial basis, included in the new resident packages and available for the public at all customer service counters.

Public Building Signage

· International symbols will be placed on all restrooms at City Hall, parks, community centers, and other municipal buildings to equalize access opportunities. 

· Signs in City Hall (e.g. those labeling City departments over counters, such as Building, Human Resources, etc.) will be in Chinese and Spanish in addition to English.  
Bilingual Directory:

· A directory of bilingual employees—covering Mandarin, Cantonese, Japanese, Spanish, Korean, Vietnamese, Armenian and Thai, will be maintained and distributed to every employee (through their department directors) and to the information desk, so that prompt assistance can be provided to non-English speaking visitors to City Hall.  

· Certified bilingual employees will wear badges indicating which additional languages they speak so visitors can easily identify them and seek them out.  

Human Resources

· The City will continue to aggressively recruit potential employees, especially Firefighters and Police Officers, who are bilingual, particularly in Asian languages.   To accomplish this goal, the City will:

· Advertise vacant positions in publication such as Asian Pacific Careers and Hispanic Careers to attract applicants with multilingual skills. 

· Maintain an Employee Recruitment Incentive Program to provides a signing bonus, in addition to regular recruitment incentives, to new employees if they are bilingual. These bilingual signing bonuses range from $500 to $1,000 (or as may be amended from time to time by the City Council), depending on job classification. 

· Maintain a “reward program” that provides current employees, who refer a successful candidate for identified vacant positions, a monetary bonus of up to $1,500 and a paid shift off if the referred candidate is bilingual (or as may be amended from time to time by the City Council).  

· Maintain bilingual incentive pay for employees who are certified as bilingual speaking.  Also maintain bilingual incentive pay for those employees who are certified as able to transcribe routine City documents.  

· Provide tuition reimbursement for City employees who participate in classes that teach them basic phrases in Mandarin, Cantonese and Spanish and identify community resources to provide basic classes in conversational Spanish, Mandarin and Cantonese. 

· In conjunction with the City’s Volunteer Translators and Interpreters, Customer Service classes will be conducted to provide City employees training on basic greetings and other phrases in the various languages utilized by individuals accessing City services.

· Employees with bilingual skills will be solicited to volunteer at public events such as the annual open house festivities, Harmony Month activities and during City elections to staff voting places.  Any such volunteer activity shall not create a liability under the Fair Labor Standards Act (F.L.S.A.).

Library Services

· In recognition that in today’s environment the need for basic English skills is very critical, the Library will continue to provide for English as a Second Language classes conducted by the Library’s LAMP Literacy Program or other entities that currently provide this service For example, the ability to understand prescriptions, directions, simple contracts such as for phone service, cable TV, etc. is critical. This literacy effort, along with improved multilingual communication, will only serve to make the overall community more healthy and prosperous.  

· Bruggemeyer Memorial Library will maintain an aggressive multi-lingual outreach program that provides written and other material in Chinese, Spanish and Vietnamese as well as English.

Internal Program Review and Communication
· The City Manager will meet with all Department Directors on a regular basis to discuss the City’s Multilingual Outreach Program and exchange solutions and share resources.  This is the forum for additional discussion of innovations related to multi-lingual outreach.  

· The Community Relations Commission shall annually review the City efforts in the multilingual communication outreach program and make a report to the City Council on those efforts and recommendations on changes, as appropriate.

