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This annual report provides an update on the agency’s implementation of its Language Access Implementation Plan, as required by Local Law 30 (2017). The report covers activity during calendar year 2018. 
This report also addresses updates for agencies covered by Local Law 73 (2003).


Section 1: Agency Information 

	Agency name
	Department of Citywide Administrative Services
	Name of the agency’s Language Access Coordinator (LAC) and all office titles held by this individual.
	Latesha M. Parks, Director of Agency Support Services, Voting Coordinator and Language Access Coordinator
	Link to the agency’s Language Access Implementation Plan (LAIP) posted on the agency’s website.
	https://www1.nyc.gov/site/dcas/about/language-access-plan.page
	Year the LAIP was last updated
	2018



Section 2: Agency language access policy and goals
	Describe your agency’s language access policy and how it is communicated to staff. 

	 The goal of the Department of Citywide Administrative Services’ (DCAS) Language Access Plan is to ensure the public has access to our exams and services regardless of their English proficiency. In formulating the Language Access Implementation Plan (LAIP), DCAS established the following guiding principles for the plan to address the public’s needs, now and in the future: 1. Communicate effectively with all DCAS customers; 2. Ensure persons with LEPs are accommodated and respected; 3. Provide translation and interpretation services to the public seeking core DCAS services.


 DCAS Language Access Plan (LAP), addresses Local Law 30 and outlines how DCAS 
will accommodate persons with limited English proficiency (LEP). As the City’s population continues to 
evolve and diversify, DCAS will review its plan annually to ensure it supports the changing needs of the 
city.


Section 3: Provision of language services 
(Refer to Administrative Code §23-1102 a.; §23-1102 b. (2, 5, 6, 7, 11); §23-1102 c.)
1.- Subcategory: Translation 
(§23-1102 a.(1))
	Describe the progress that the agency has made in translating its most commonly distributed documents into the 10 designated languages. 
Identify any relevant goals from the agency’s most recent LAIP, progress toward those goals, and any related accomplishments. 

DCAS has determined that its most commonly distributed documents derive from the Civil Service 
Administraiton and its business transactions like real estate services.  These documents will not be
 translated as noted below:

	Civil Service Administration – civil service exams and their notifications will continue to be produced only in English, as the City requires job candidates hold a level of proficiency in the English language. DCAS will provide translated communications to inform LEPs of the English proficiency requirement. Legal and business Transactions – DCAS will continue to conduct all legal and business transactions with public and private entities in English. These transactions include, but are not limited to, the areas of procurement, real estate services, contracted services, and municipal publications such as the City Record and the Green Book.

2 - Subcategory: Telephonic Interpretation 
(§23-1102 a.(2) and §23-1102 c.)
	Describe the progress the agency has made providing telephonic interpretation during the previous calendar year. 
Identify any relevant goals from the agency’s most recent LAIP, progress toward those goals, and any related accomplishments.

	DCAS has not had to provide telephonic interpretation services during the reporting year. 

3 - Subcategory: In-Person Interpretation 
DCAS has not had to provide this service during the reporting year. 
	Describe the progress the agency has made providing in-person interpretation during the previous calendar year. 
Identify any relevant goals from the agency’s most recent LAIP, progress toward those goals, and any related accomplishments.

	None. 

4 - Subcategory: Posting of multilingual signage about the availability of free interpretation services 
(§23-1102 a.(3))
	Describe the progress the agency has made posting multilingual signage about free language services. 
Identify any relevant goals from the agency’s most recent LAIP, progress toward those goals, and any related accomplishments.

	During the reporting year DCAS updated the signage in all its public locations to reflect the additional languages offered under Local Law 30. These locations include our retail City Stores and our Computer Testing Application Centers located in each of the five boroughs. 

5 - Subcategory: Emergency Preparedness and Language Access
(§23-1102 b.(5))
	Describe the agency’s progress to ensure that language access services are provided during an emergency response. 
Identify any relevant goals from the agency’s most recent LAIP, progress toward those goals, and any related accomplishments.

	 DCAS has not had to address this issue, as all of our emergency communications are in English.  There has been no discussion surrounding translation of emeregency responses. 


6 - Subcategory: Language Access Considerations in Agency Communications 
(§23-1102 b.(6))
	Describe your agency’s progress toward making other types of agency communications (such as emergency notifications, public hearings and events, press releases, website content, social media, and other communications to the public) accessible to individuals and/or communities with Limited English Proficiency (LEP). 
Identify any relevant goals from the agency’s most recent LAIP, progress toward those goals, and any related accomplishments.



	 DCAS in accordance with New York City government web content practices is allowing agency communications like web content to be translated for the public using Google Translate. 


7 - Subcategory: Plain Language 
(§23-1102 b.(7))
	Describe the agency’s progress in ensuring that communications with the public are in plain language.
Identify any relevant goals from the agency’s most recent LAIP, progress toward those goals, and any related accomplishments.

	DCAS because of the nature of the services it provides through its examinations unit and the like has made a habit of communicating with the public in plain English.  This includes both verbal and written communicatons.   


8 - Subcategory: Licenses, Permits, and Registrations 
(§23-1102 b.(12))
*Note: The deadline for this section of Local Law 30 is June 30, 2020. Provide updates as applicable.
	If your agency issues licenses, permits, and registrations, describe its progress toward providing language access when issuing licenses, permits, and registrations. 
Identify any relevant goals from the agency’s most recent LAIP, progress toward those goals, and any related accomplishments.

	Not applicable. 




Section 4: Training
(Refer to §23-1102 b.(8))
	Describe the agency’s progress in developing training on laws and agency policies and protocols on language access, and in training staff. 
Identify any relevant goals from the agency’s most recent LAIP, progress toward those goals, and any related accomplishments.

	 DCAS in its LAC plan indicated language access training will be given to frontline staff who interact with the public. DCAS will conduct the training, based on Citywide training models developed by the Mayor’s Office, which will include the following topics: overview of the plan, how to identify a client’s primary language, how to access tools for interpretation/translation services (VLB and OTP), how to work with interpreters, cultural sensitivity, and how to track and report language access interactions.


DCAS is still determining the best way to meet this goal.  We have decided that because there is not a 
tool to assess one’s ability or level of comfortability with another language, we will not establish a 
[bookmark: _Hlk5182031]volunteer language bank.  We did establish a way to track and report language access interactions, 
which has proven successful.  This was done by identifying liiasions in each of our public interacting 
locations.  These liaisons provide language accountability for their respective location and report any 
interactions to the language access coordinator on a monthly basis. 


Section 5: Record keeping and evaluation
(Refer to §23-1102 b.(3) and §23-1102 b.(4))
	[bookmark: _GoBack]Describe the progress your agency has made in record keeping of language services and monitoring the delivery and quality of language services. Include any considerations that may influence the agency’s “four-factor analysis.”
Identify any relevant goals from the agency’s most recent LAIP, progress toward those goals, and any related accomplishments. 

	[bookmark: _Hlk5184506] DCAS has improved  its processes to ensure we capture and maintain detailed information about persons with LEP seeking assistance in our customer service areas. This was achieved by establishing a liaison in DCAS point of contact areas, who report back to the Language Access Coordinator (LAC), on a monthly basis with relevant data and information.




Section 6: Resource analysis and planning
(Refer to §23-1102 b.(11)
	Describe the progress your agency has made in managing its language access resources (including staff and contracted services) to facilitate and/or improve language access. Include any considerations that may influence the agency’s “four-factor analysis.”
Identify any relevant goals from the agency’s most recent LAIP, progress toward those goals, and any related accomplishments. 

	DCAS utilized translation services of Language Line Solutions to provide immediate translation services for customers in its City Stores.  The service is quick, accurate and cost effective and will be utilized in our public facing areas should the need arise.  




Section 7: Outreach and public awareness of language access services
(Refer to §23-1102 b.(9)) 
	Describe the progress your agency has made in implementing strategies and outreach activities that will create public awareness of your agency’s language assistance services. Include any updates regarding public awareness of the 311 Language Access complaint system. 
Identify any relevant goals from the agency’s most recent LAIP, progress toward those goals, and any related accomplishments.

	 Any complaints regarding DCAS and Language Access via the 311 complaint system will be immediately addressed.  In 2018, DCAS has not had any 311 complaints. 




Section 8: Language Access complaints
(Refer to §23-301 and §23-1102 b.(10))
	1 - Describe how members of the public can submit language access complaints, questions and requests to the agency.

	Contact information for the language access coordinatior is listed on DCAS.nyc.gov, our public site.

	2 - How many language access complaints did the agency receive via 311 during the previous calendar year? How were they handled?

	None.

	3 - How many requests for language access services* did the agency receive through 311 during the previous calendar year? How were they handled?

	None.

	*NOTE: “Requests for additional language services” refers to new ways in which the agency can make its services or information available to those who do not read or speak English well – e.g., translating a specific brochure into additional languages, or providing bilingual staff at a particular service facility. It does NOT refer to individual requests for interpretation.





Section 9: Language Access Goals
	List your agency’s language access goals for Calendar Year 2019.

	In FY19 DCAS has the following Language Access Goals:  1) Work with our training center to develop a course that addresses cultural awareness and 2)  Review and analyze our language access plans to make needed adjustments.




Addendum: Reporting questions for Local Law 73
(Refer to §8-1007 and §8-1008 d. of the Administrative Code)
*Note: This section applies only to those agencies covered under Local Law 73: ACS, DHS/HRA, DOHMH.  
	1 - Record the number of LEP individuals served during Calendar Year 2018, disaggregated by primary language; agency contractor, contractor, or agency office [HRA only]; and assistance type required. [Add rows as needed]


		Language
	Agency contractor, contractor or agency office [HRA only]
	Type of assistance required (translation; telephonic interpretation; onsite interpretation)
	2018 Language Services instances (number)

	French
	Language Line Solutions
	Onsite translation
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2 - Record the number of bilingual and interpreter personnel employed by the agency, broken down by language translated or interpreted. [Add rows as needed]

	Language
	Number of staff

	N/A
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	




	
3 – How does the agency assess whether primary language determinations are properly recorded? 

	We poll our public facing areas on a monthly basis. 

	
4 – How does the agency assess whether documents are translated accurately and disseminated properly? 

	Most of our documents are in English.  When the public would like to read information about DCAS via its website, they can use the Google Translate button to change the page to their desired language. 
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