LIMITED ENGLISH PROFICIENCY POLICY

The City of Vicksburg, Mississippi will take reasonable steps to ensure that persons with Limited
English Proficiency (LEP) have meaningful access and an equal opportunity to participate in our
services, activities, programs and other benefits. The policy also provides for communication of
information contained in documents provided by the City. All interpreters, translators and other
aids needed to comply with this policy shall be provided without cost to the person being served.

Language assistance will be provided through the use of contracts or formal arrangements with
organizations providing interpretation or translation services, technology and telephone
interpretation services and/or use of a family member or friend of the LEP.

Procedures:
1. IDENTIFYING LEP PERSONS AND THEIR LANGUAGE:

The City of Vicksburg will promptly identify the language and communication needs of the LEP
person. If necessary, staff will use a language identification card (or “I speak™ cards) or posters to

determine the language.
2. OBTAINING A QUALIFIED INTERPRETER:

Some LEP persons may prefer or request to use a family member or friend as an interpreter and
that is acceptable unless the situation requires sworn testimony or confidential information.

The City Clerk’s office will maintain an accurate and current list showing the name, language,
phone number and hours of availability of bilingual staff and contractors.

3. PROVIDING WRITTEN TRANSLATIONS:

When translation of documents is needed, each department of the City of Vicksburg will submit
documents for translation into frequently-encountered languages to the City Clerk. Original
documents being submitted for translation will be in final, approved form with updated and
accurate legal and medical information.

City Departments will provide translation of other written materials, if needed, as well as written
notice of the availability of translation, free of charge, for LEP individuals.

The City of Vicksburg will set benchmarks for translation of vital documents into additional
languages over time.

4. PROVIDING NOTICE TO LEP PERSONS

The City of Vicksburg will inform LEP persons of the availability of language assistance, free of
charge, by providing written notice in languages LEP persons will understand. At a minimum,



notices and signs will be posted in each public building. Notification will also be provided
through one or more of the following: outreach documents, telephone voice mail menus, local
newspapers, radio and television stations, and/or community-based organizations.

5. MONITORING LANGUAGE NEEDS AND IMPLEMENTATION

On an ongoing basis, the City of Vicksburg will assess changes in demographics, types of
services or other needs that may require reevaluation of this policy and its procedures. In
addition, the City of Vicksburg will periodically assess the efficacy of these procedures,

including but not limited to mechanisms for securing interpreter services, equipment used for the
delivery of language assistance, complaints filed by LEP persons, feedback from residents and

community organizations, etc.
Approved this the1 0 t Hay of May, 2017.

The Mayor and Aldermen of the City of Vicksburg, MS
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Translation Services

JSU Global provides fransiation and interpretation services to Jackson State University® students, faculty, staff, Mississippi and out-of-stale-based
businesses, and non-US citizens.

Translation services are provided for almost any document, including birth certificates, marriage licenses, high school certificates, high school transcripts,
collage/university transcripts, diplomas, divorce papers from court, and divorce certificates. These documents are usually translated within five days, but
upon raquest, birth certificates can be translated the same day. Additionally, JSU Global has the capacity to provide transiations to English from Spanish,
Chinese, French, German, Portuguese, Italian, Russian, Ukrainian, Byelorussian, Hungarian, Bulgarian, Vietnamese and Arabic.

Similarly, translations to English from Karean, Japanese, Turkish, Persian, Punjabi, Hindi, Bengali, Urdu, Nepalese, Gujarati, Indonssian, Malaysian,
Amenian, Greek, Hebrew, Romanian, and Polish are also done here.

In addition to the translation services, JSU Global assists the courts, lawyers, pollce, hospitals, service agencies, and other organizations and agencies with
interpretation services,

Contact:

Khalita S. Hicks

Translator & Credential Evaluator
601-979-0808

khalita.s.hicks @jsums.edu
translations@Jsums,edu

http:/Avww jsums.edu/global/outreach/
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