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Limited English Proficiency (LEP) Plan 
City of Pasadena Transit Division 
 
Introduction/Overview 
Per the Title VI of the Civil Rights Act of 1964 (Title VI), the U.S. Department of Transportation (DOT) 
implementing regulations, and Executive Order 13166 “Improving Access to Services for Persons with 
Limited English Proficiency (65 FR 50121, Aug. 11, 2000)”, the City of Pasadena Transit Division (City) is 
federally mandated to develop and implement a Language Assistance Plan (Plan) by which Limited 
English Proficiency (LEP) persons can meaningfully access translations of written and oral information. 
As the City is a Federal Transit Administration (FTA) recipient receiving federal financial assistance, the 
City must take reasonable steps to ensure meaningful access to the benefits, services, information, and 
other important portions of their programs and activities for LEP persons. 

 
Four-Factor Analysis 
In compliance with C 4702.1B guidance, the City conducted a “Four Factor Analysis to determine the 
specific language services that are appropriate to provide.” Below are the results of the analysis 
conducted by the City in June-July 2013: 
 
Factor 1: The number or proportion of LEP persons eligible to be served or likely to be encountered by 
the program or recipient. 
 
To determine this number, the City referred to demographic information provided by the U.S. Census 
Bureau. Data from the Census Bureau’s American Community Survey (2007-11) indicates that the 
population of the City of Pasadena above 5 years of age is 128,701. From this total, residents were 
divided by language into those who can speak English “very well” or “less than very well.” For the 
purposes of determining the number of LEP persons eligible to be served by Pasadena Transit Division 
services, this analysis focuses on those who speak English “less than very well,” in accordance with the 
formal definition of LEP persons from the FTA. The analysis results showed that of the various languages 
spoken in Pasadena, three languages had over 1,000 speakers who could speak English “less than very 
well,” thus falling under the FTA’s “Safe Harbor Provision” threshold. Based on the results from the 
American Community Survey, the languages of Spanish, Armenian, and Chinese meet the LEP “Safe 
Harbor” Threshold, as shown in the table below: 
 

Total City Population 5 yrs. and Older 128,701 

LEP “Safe Harbor” 
Threshold Languages Total 

Speak English “Less 
Than Very Well” 

Pct. of Total 
Population 

Spanish 36,627 16,330 12.7% 

Chinese 4,250 1,816 1.4% 

Armenian 4,378 1,347 1.0% 

 
The City then determined, based on the numbers provided by the Census, the appropriate level of 
language assistance needed for each safe harbor group. A higher number of LEP persons per language 
generally means a higher level of assistance needs to be provided. City staff will work with other City 
departments, as well as agencies that often come into direct contact with these populations, in order to 
ascertain the appropriate level of language assistance needed. 
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Factor 2: The frequency with which LEP persons come into contact with the program. 
 
At this time, the City Transit Division tracks calls and customer comments by language, with English 
(standard) and Spanish as options. The percentage of calls fielded in Spanish for the past three fiscal 
years are listed below: 
 

 
 

The City recognizes that additional LEP groups require a unique mix of communication, both written and 
oral, in order to be effectively informed of service changes and other customer information. As required, 
the City has and/or will conduct a language assessment based on the following methods: 

1. Analyze updated census data to identify the percentage of LEP persons in the service area. 
2. Utilize ridership surveys from transit planning or marketing studies to identify the percent of 

transit users that are LEP persons. 
3. Survey staff members who interact with the public, such as drivers and workers at the transit 

counter, about their experience concerning any contacts with LEP persons during the previous 
year. 

 
Factor 3: The nature and importance of the program, activity, or service provided by the program to 
people’s lives. 
 
Transit services operated by the City play a vital role in the lives of many residents of the service area. 
City transit services include connections to the Los Angeles regional transit network via service to Metro 
Gold Line stations, Metro bus lines, and Foothill Transit bus lines. These services reach most major job 
centers in Southern California. Buses operated by the City of Pasadena serve major local commercial, 
employment, and civic areas. They also provide convenient and nearby connections to colleges such as 
Pasadena City College, Art Center College of Design, and the California Institute of Technology, as well as 
elementary, intermediate, and high schools. In addition, seniors rely on transit services for trips to 
shopping areas, doctor appointments, and many other destinations in the City. 
 
Factor 4: The resources available to the recipient for LEP outreach, as well as the costs associated with 
that outreach. 
 
The City Transit Division currently provides resources to each LEP group while maintaining cost 
efficiency for taxpayers. Resources may include, but are not limited to: 

1. Bilingual or multi-lingual staff members (the City’s Transit Division currently has staff members 
who are fluent in Spanish) 

2. Professional translation services (can be implemented quickly with minimal cost) 
3. On-call translation services (can be implemented quickly) 
4. Input by various community organizations that regularly interact with LEP populations (ongoing 

basis) 
5. Printing services for vital documents, brochures, and other media. Essential documents such as 

Title VI forms, Dial-a-Ride applications, proposed service/fare changes, and certain scheduling 
information will be made available in the identified languages per the LEP analysis. The City will 

Pct. Spanish

FY 2011 1.42%

FY 2012 1.49%

FY 2013 1.30%

Three Year Total 1.38%
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attempt to use universal symbols such as pictures, maps, and diagrams when feasible to 
streamline communication among all language groups. (will be implemented quickly upon 
approval of Title VI program by City Council) 

6. Documents, brochures, and other media of less-essential importance shall be translated into the 
identified languages per the LEP analysis upon request. (available upon request) 

7. Multi-lingual services and resources offered and utilized by other City departments (available 
upon request) 

 
Methods of Outreach 
 
For the languages identified in the Four Factor Analysis, the City will implement the following: 

1. Vital documents including, but not limited to, Title VI Notice to Beneficiaries, Title VI Complaint, 
Form, and Title VI Complaint Procedures will be translated into Spanish, Chinese, and Armenian. 

2. Instructional and informational rider materials and passenger notices shall be available in 
English and Spanish on vehicles and brochures, and available for translation into other 
languages covered by the Safe Harbor provision by request with advanced notice. Such 
documentation may include, but not be limited to, Dial-A-Ride applications, service brochures, 
and public meeting minutes and agendas upon request. 

3. Service alerts shall be posted in English and Spanish, as speakers of these languages most often 
come into contact with Pasadena ARTS and Dial-A-Ride service. Alerts shall be available for 
translation into other LEP Plan identified languages by request with advanced notice. 

4. All public meeting notices shall be published using the City's standard English language public 
notice resources and the LEP Plan identified language resources, if available, which may include 
a variety of media outlets, including the City’s website, newspapers, Twitter, community 
outreach flyers or newsletters, etc. 

5. All public meeting notices shall contain the following verbiage in English and the LEP Plan 
identified languages: 

a. Comments regarding the [proposal, change, service, etc.] may be submitted by phone at 
(626) 744-4055, online at www.cityofpasadena.net/transit, or via standard mail to City 
of Pasadena Transit Division, 221 E. Walnut St. Suite 199, Pasadena, CA 91101. 

6. Pictographs shall be provided whenever possible to instruct and depict necessary information 
and procedures. 

7. Information displays at community events where it is likely that significant numbers of LEP 
persons will attend shall be staffed by at least one person fluent in the identified languages, if 
feasible. 

8. Printed information at an event shall be available in English and Spanish, and available for 
translation into other languages covered by the Safe Harbor provision by request with advanced 
notice. 

9. All customer surveys shall be available in English and Spanish, and in the other languages per the 
LEP analysis upon request with advanced notice. 

10. Oral translation services shall be provided upon request. 
11. Any other translation request provided it does not create an undue financial or administrative 

burden. 
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Notices of Availability 
 
The availability of language assistance for LEP persons shall be posted in the following locations on 
applicable materials, as noted above, by or before July 1, 2014 (printed bus schedules will include this 
information beginning with the first reprinting that occurs subsequent to approval of this document): 

1. Transit vehicles 
2. Transit counter at 221 E. Walnut St., Suite 199, Pasadena, CA 91101 
3. Transit Division website at http://www.cityofpasadena.net/Transportation/Public_Transit  
4. Public meeting agendas created by the Transit Division 

 
Procedures for Timely and Reasonable Language Assistance 
 
The City recognizes that implementing the LEP Plan will require City staff to be prepared and well-versed 
in identifying the specific needs of the LEP community.  To accomplish this task, the following training 
shall be provided to both Transit Division and transit services contractor staff: 

1. Information on the City Title VI Policy and LEP Plan responsibilities. 
2. Information on the Title VI complaint forms and procedures. 
3. Description of language assistance services offered to the public. 
4. Documentation of language assistance requests. 
5. Use of interpretative services. 
6. How to handle a potential Title VI/LEP Plan complaint 

 
Implementation of this training will take place upon approval of the City’s Title VI program by City 
Council. 
 
Evaluation, Updating, and Monitoring 
 
In order to better serve LEP populations within the service area, staff will utilize the following policies in 
monitoring and evaluating the effectiveness of the LEP Plan: 

1. The City shall regularly analyze Census data as it becomes available to monitor demographic 
trends regarding LEP persons. Staff will add translation or other language services to affected 
populations as needed. 

2. The City shall engage with community organizations serving LEP populations to jointly engage in 
outreach efforts to LEP populations, when applicable. 

3. The City shall monitor instances on vehicles, at the transit counter, and through the customer 
comment phone and e-mail system, to determine which LEP populations are most frequently 
interacting with transit services. 

4. The City shall update the LEP Plan every three years in accordance with FTA regulations. 
5. The City shall update and revise the LEP Plan based on any other changes in guidance or 

regulations at the federal, state, or local level. 
 
All LEP Plan changes are subject to approval by Pasadena City Council. 
 
Availability of this Plan 
 
This Plan shall be made available to the public at the following locations 

1. Transit Division Counter at 221 E. Walnut St., Suite 199, Pasadena, CA 91101 
2. Online at http://www.cityofpasadena.net/Transportation/Public_Transit/. 

http://www.cityofpasadena.net/Transportation/Public_Transit
http://www.cityofpasadena.net/Transportation/Public_Transit/



