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References:
ACA Standards 2-CO-3C-01 (Administration of Correctional Agencies); 4-JCF-3A-03, 4-
JCF-3A-16, 4-JCF-3B-01, 4-JCF-3D-02, 4-JCF-4C-05, 4-JCF-4C-44, 4-JCF-5A-03, and 4-
JCF-5D-01 (Performance-based Standards for Juvenile Correctional Facilities); Exec Order
No. 13166, 65 Fed. Reg. 159 (August 16, 2000)(Improving Access to Services for Persons
with Limited English Proficiency); YS Policies B.7.1 "Education”, B.7.2 "Programs for Post-
Secondary Education — Secure Care", C.2.8 "Youth Visitation in Secure Facilities" and]
C.2.11 “Prison Rape Elimination Act (PREA)”

STATUS: Approved
Approved by: Otha “Curtis” Nelson, Jr., Deputy Secretary Date of Approval: 05/04/2023

AUTHORITY:

Deputy Secretary of Youth Services (YS) as contained in La. R.S. 36:405. Deviation
from this policy must be approved by the Deputy Secretary.

IIl.  PURPOSE:

To ensure effective communication with all youth at all points of contact and provide
meaningful access to all programs and services, language assistance services shall be
provided to youth with limited English proficiency.

lll.  APPLICABILITY:

Deputy Secretary, Assistant Secretary, Undersecretary, Chief of Operations, Probation
and Parole Director - Juvenile, Youth Facilities Director - Statewide, Language
Assistance Coordinator, Executive Management Advisor, Regional Directors, Regional
Managers and Facility Directors.

IV. DEFINITIONS:

Bilingual Person — A person who is bilingual is fluent in two languages and is able to
conduct the business of the workplace in either of those languages.
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VI.

Interpretation and Translation — Interpretation involves oral communication.
Translation involves written communication. Successful interpretation and translation
involves faithfully and accurately conveying the meaning of the source message into
another language (spoken or written) without omission, addition, or embellishment.

Language Assistance Coordinator — The OJJ employee responsible for linking youth
to oral, written, and sign language services needed to enable LEP individuals to
communicate effectively with staff through a translator or Translation Contractor.

Language Assistance Services — Oral, written, and sign language services needed
to enable LEP individuals to communicate effectively with staff and to gain access to,
and an equal opportunity to participate fully in the services, activities or other programs
administered by OJJ.

Limited English Proficient (LEP) Person — A person who does not speak English as
their primary language and who has a limited ability to read, speak, write or understand
English. LEP individuals 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).

Primary Language — The language in which a person communicates most effectively.

Translation Contractor — A contracted firm with OJJ that shall provide in-person,
telephonic, video or online interpretation services to limited English proficient persons
who are in OJJ custody and in need of those services. The services of the translation
contractor shall be arranged/scheduled by the Language Assistance Coordinator.

POLICY:

Itis the Deputy Secretary's policy that all limited English proficient (LEP) youth be given
access to language assistance services at no cost to the youth.

The Language Assistance Coordinator shall be responsible for supporting and
strengthening limited English proficient youth’s access to language assistance services
statewide.

PROCEDURES:

A. As needed, documentation intended for youth (e.g. youth handbooks, help
request forms, grievance form, LAMOD documentation, etc.) will have a Spanish
language translation. Other translations may be developed as needed.

B. Each secure facility will provide youth with LEP the “I Speak” Form [Attachment
B.8.5 (a)] at intake to identify the youth’s language needs. The youth’s identified
language of proficiency should be documented in the Juvenile Electronic Tracking
Systems (JETS).
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C.

Oral communication with LEP youth will be provided by bilingual staff or through
an interpreter. Interpreter services shall be provided through the translation
contractor. Staff shall contact the Language Assistance Coordinator at least forty-
eight hours before translation services are needed by email to set up an
appointment with the interpreter. If interpreter services will no longer be needed
for a youth, staff shall advise the Language Assistance Coordinator at least forty-
eight hours before the services are no longer needed, if possible. Staff or youth
may not solicit the interpreter for additional sessions or additional translation
services. Staff must coordinate through the Language Assistance Coordinator for
all translation services.

For additional language resources or written translation services, staff must
arrange with the Language Assistance Coordinator.

Interpretation services may be provided in person, over the internet or telephone
through video conferencing, through social media, email or testing using only OJJ
approved electronic communications devices that ensure confidentiality, or other
appropriate technology.

Family members, children, friends and untrained volunteers will not be used as
interpreters, unless specifically requested by the youth or youth’s parent or legal
representative, and upon approval of the Language Assistance Coordinator.

Youth shall never be used in a facility to provide interpreter or translation services
except in exigent circumstances. If an exigent circumstance should occur, the
incident shall be documented on a UOR and a copy sent to the Language
Assistance Coordinator. All such episodes shall be reviewed by the Language
Assistance Coordinator to determine the resources or procedures needed to
prevent their reoccurrence.

When requesting services include the following information:
Type of Service

Language needed

Date & Time service is needed

Name of staff requesting service

Youth name with JETS#

Facility name

oOUhsWNE

Previous Regulation/Policy Number: N/A
Previous Effective Date: N/A
Attachments/References: B.8.5 (a) | Speak Language ldentification Guide

B.8.5 (b) Language Assistance Coordinator Contact Information May 2023
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I Speak is provided by the Department of Homeland Security Office for Civil Rights and Civil Liberties (CRCL). Other resources are available at www.lep.gov. Special thanks to the Department of Justice Bureau of Justice Assistance and the Ohio Office of
Criminal Justice Services for inspiration and permission to use their I §peak guide. Permission may be required for the use of Ohio Office of Criminal Justice Services information other than as included in this booklet.
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B.8.5 (b)

Language Assistance Coordinator Contact Information

Name: Patsy Adams
Title: Probation/Parole Program Specialist-Juvenile/Language Assistance Coordinator
Email: Patsy. Adams@LA.GOV

Cell Phone:  (225) 218-3872

May 2023
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