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Connecting Talent with Opportunity

LIMITED ENGLISH PROFICIENCY SERVICE PLAN

List Bi-Lingual In-House Staff at each Career Resource Center

Notify In-House staff first when customers report into Career Resource Center for service

and need assistance in languages which staff can translate.

Language Identification Chart available at reception desk for language identification by

customers.

ARC/Workforce Solutions web site can be translated. Scroll to bottom and select language.

Babel Notice included with vital documents.

Forms translated into most frequently used languages are accessible from GDL

GDL web site can be translated into 10 languages.

All required EEO signs and posters are displayed in English/Spanish/Chinese/Arabic

Reception desk staff and others may access telephonic, oral and online translation

resources in order to provide information to customers as needed. The online translation

services provide both “chat” interpretation of two languages and full document transiations

8. CRC staff provide schedule for local ESL classes. The Technical College System of Georgia
has awarded ESL grants to Adult Literacy providers. ESL classes are available in churches
and other venues, and where possible space in Career Resource Centers may be available.

9 Language ldentification Charts at reception desks in all Career Resource Centers.

10. Directions with telephone number and account “pin” are in the LEP Service Handbook in
each Career Resource Center.

1. Ensure http://us.jobs is on the desktop of all computers in computer lab. Web site
translated into many languages for unemployment insurance information as well as job
search.

12. Use BEST Literacy (Basic English Skills Test) for literacy assessment. - Assessment
Specialist scheduled by appointment at either Clayton or Gwinnett Career Resource Center
for literacy assessment.

13. Use Educational Functioning Level Descriptors English-As-A-Second Language Levels chart
for crosswalk to make referral decisions - i.e. whether to recommend additional ESL
training or whether the customer is program ready for occupational skills training.

14. Career Advisors Use Language ldentification Chart to identify customer’s language, and use
telephonic, oral interpretation services or online translation websites to meet the specific
customer’s needs.

15. Procedures are updated as needed and scheduled for review and update annually.
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Dos and Don’ts for Assisting LEP Customers

. Do provide translation services using one of the resources in the LEP
Resource Guide.

. Do use the Language Identification Flashcards if you cannot determine
the language to be translated.

. Don’t ask the customer to bring a friend or relative with them to help
translate.

. Don’t ask the customer to come back when someone is available to
translate.

. Do offer to schedule appointment for translation if you are unable to
assist the customer with translation using the resources at your
center.

. Do (if helpful) Use one of the Translation web sites to translate:

WIOA Customer Application
Commonly Asked Questions



English Courses Learn English in Your Language Games/Quizzes

Additional Resources Articles Contact Us

WELCOME T0 1-LANGUAGE.COM

Learn English for free, with

1-language.com'’s ONLINE ENGLISH COURSES

CONTENTS - tist of urits T
|
Course 1 - Starter Course 2 - Elementary
Unit 1 - Present Simple "to be" - Subject Pronouns Unit 15 - Quantiflers: Some / Any
nit 2 - Present Simple "to be": Neqgatives and Questions nit 16 - Quantifiers: Much / Many / A Lot of
Unit 3 - Contractions nit 17 - Quantifiers: A Few / A Little
Unit 4 - Present Simple Unit 18 - Possessives
Bglt 5- P_lfesent_: Simg’?le: Negatives and Questions Elt 19 -"Modal Vert3§ - Can/ Can't
Unit 6 - Prepgsitions of Place Unit 20 - Have / Have got
Unit 7 - Prepositions of Time (Qn_it 21 - Conjunctions
nit 8 - Question Wor Unit 22 - Imperatives

Unit 23 - Present Continuous
Unit 24 - Adverbs of Frequency

le Noun Unit 25 - ¢ v uperlativ

Unit 13 - Plural Nouns

Unit 14 - Demonstratives - this / that / these / those

Course 3 - Pre-Intermediate Course 4 - Upper Intermediate

Unit 26 - Past Simple - Verb "to be" nit 48 - Preposition and Conjunctions of Time - by / from

Unit 27 - Past Simple until
nit 28 - Past Continuou Unit 49 - Preposition and Conjunctions of Time 2- before /
nit 29 - Fyture - Will / Shall after / as / as soon as

Unit 30 - Future - Going to Unit 50 - Adverbs of Dedree - enough / too / very

Unit 31 - Future - Present Simple / Present Continuous Unit 51 - Present Perfect 1 - Form and Usage

Unit 32 - Adiectives and Adverbs Unit 52 - Present Perfect 2 - Have vou ever...? / ever / never

Unit 33 - Ad]:gg_g'iv-e';- : '-gd,{-ing forms Unit 53 - Present Perfect 3 - for / since

Unit 34 - Adiective Qrder Unit 54 - Present Perfect 4 - Past Simple or Present Perfect?
At 35 - Comparatives - as... Unit 55 - Adverbs of Time - already / fust / vet / still / ago /
ni - Comparatives - nti M-QLQ_ =
nit 37 - Gerunds and Infinitives - Verb + Gerund / Verb + ni - miners: v

Infinitive Unit 57 - Questions Tags

Unit 38 - Gerunds and Infinitives - Verb + Gerund or Unit 58 - Passive Voice

Infinitive 1 Unit 59 - Reported Speech 1

Unit 39 - Gerunds and Infinitives - Verb + Gerund or Unit 60 - Used to_

Infinitive 2 Unit 61 - Get / Be used to

Unit 40 - Conditionals - Zero Unit 62 - Wish

Unit 41 - Conditionals - One Unit 63 - Preposition and Conjunctions - like / as

Indefinite Pronouns Unit 64 - Adverbs - Comparative

3 - Modal Verbs - Must / Have to Unit 65 - Relative Clauses 1
Unit 44 - Modal Verbs - Should / Qught to Unit 66 - Indirect Ouestions
Unit 45 - Modal Verbs - Would 1 Unit 67 - Past Perfect
Unit 46 - Modal Verbs - Would 2 Unit 68 - Future Continuous

Unit 47 - Preposition and Conjunctions of Time - for / during / Unit 69 - Future Perfect
while / when Unit 70 - Causative Verbs - get / have / let / make




Language Line Personal Interpreter

Jelcome to Languagel.ine

Congratulations on selecting LanguageLine Personal Interpreter to enable you to cross the language
barrier. Where ever and whenever you need to communicate in-language we are here for you 24/7 in over
200 languages.

FOLLOW THESE THREE EASY STEPS TO CONNECT TO A PROFESSIONAL INTERPRETER

1. Dial 1-888-808-9008
NOTE: if you are calling from outside of North America dial +1 (831) 242-8842.

2. Enter your 8-digit PIN Number 14211773 at the prompt, then clearly state the name of the language
you need (for example Spanish).

3. You'll be asked if you need us to dial a third party number for you (either international or domestic at no
additional charge). Say yes to be connected to our agent who will dial the number for you. Say no and
you'll go straight to a professional interpreter.

HELPFUL TIPS
1. Click here to view a short video on how Personal Interpreter works

2. Click here to download “11 Helpful Tips for Working with an Over-the-Phone Interpreter”

3. Click here to download “Language |dentification Desktop Display Poster’which lists the Top 20
Languages.

4. Click here to go to your “Self Service Portal"where you can view and print usage reports, call history,
and even charges. You can also retrieve a lost PINnumberand download additional free training tools.

You’ll be happy to know that as long as your account remains active and your credit card information is
current, you'll be able to use your 8-digit PIN Number 14211773 at any time to access an interpreter. If
you wish to update your account information, address, credit card expiration date, or if you have any
questions just call our Customer Service Team at 1-800-752-6096.

We thank you selecting LanguageLine Personal Interpreter and we sincerely appreciate the
opportunity to partner with you.



Language Lists

LanguagelLine
Solutionsid

( Phone Interpreting Languages

Some languages may not be available at the time of your call. Not all languages are available in all regions. Additional languages and
dialects may be available. Rare languages may require additional interpreter connect time or may require an appointment. If you have a
question regarding language availability, please contact your Account Executive or Customer Care.

Acholi Dinka Jakartanese Mbay Shona
Afar Duala Jamaican Patois Mien Sichuan Yi
Afrikaans Dutch Japanese Mirpuri Sicilian
Akan Dzongkha Javanese Mixteco Sinhala
Akateko Edo Jingpho Mizo Slovak
Albanian English Jinyu Mnong Slovene
Amharic Estonian Juba Arabic Mongolian Soga
Anuak Ewe Jula Moroccan Arabic Somali
Apache Farsi Mortiockese Soninke
Arabic Fijian Kamba Napoletano Sorani
Armenian Fijian Hindi Kanjobal Navajo Spanish
Assyrian Finnish Kannada Nepali Sudanese Arabic
Azerbaijani Flemish Karen Ngambay Sunda
Bahasa French Kashmiri Nigerian Pidgin Susu
Bahdini French Canadian Kayah Norwegian Swahili
Bahnar Fukienese Kazakh Nuer Swedish
Bajuni Fulani Kham Nupe Sylhetti
Bambara Fuzhou Khana Nyanja Tagalog
Bantu Ga Khmer Nyoro Talwanese
Barese Gaddang K'iché Ojibway Tajik
Basque Gaelic-Irish Kikuyu Oromo Tamil
Bassa Gaelic-Scottish Kimiiru Palauan Telugu
Belorussian Garre Koho Pampangan Thai
Bemba Gen Korean Papiamento Tibetan
Benaadir Georgian Kpelle Pashto Tigre
Bengali German Krahn Plautdietsch Tigrigna
Berber Gheg Krio Pohnpeian Toishanese
Bosnian Gokana Kunama Polish Tongan
Bravanese Greek Kurmanji Portuguese Tooro
Bulgarian Gujarati Laotian Portuguese Brazilian Turkish
Burmese Gulay Latvian Portuguese Cape Verdean  Turkmen
Cantonese Gurani Liberian Pidgin Pugliese Tzotzil
Catalan Haitian Creole English Pulaar Ukrainian
Cebuano Hakka China Lingala Punjabi Urdu
Chaldean Hakka Taiwan Lithuanian Putian Uyghur
Chamorro Hassaniyya Luba-Kasai Quechua Uzbek
Chaochow Hausa Luganda Quichua Vietnamese
Chin Falam Hebrew Luo Rade Visayan
Chin Hakha Hiligaynon Maay Rakhine Welsh
Chin Mara Hindi Macedonian Rohingya Wodaabe
Chin Matu Hindko Malay Romanian Wolof
Chin Senthang Hmong Malayalam Rundi Wuzhou
Chin Tedim Hunanese Maltese Russian Yemeni Arabic
Chipewyan Hungarian Mam Rwanda Yiddish
Chuukese Ibanag Mandarin Samoan Yoruba
Cree Icelandic Mandinka Seraiki Yunnanese
Croatian Igbo Maninka Serbian Zapoteco
Czech llocano Manobo Shanghainese Zarma
Danish Indonesian Marathi Zyphe
Dari Inuktitut Marka

Dewoin talian Marshallese FOR MORE INFORMATION

quagetine Solutions® [ Al ughts reserved. / 06.23.16 / www Languageline . com

Enabling Communication in Any Situation.5"

www.Languageline.com / 1-800-752-6096

www.Languagel.ine.com
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Language Lists

Languageline
Solutions }d

( Translation and Localization Top Requested Languages
More than 200 languages and dialects are available.

Afrikaans Farsi Khmer Serbian
Albanian Finnish Korean Sinhalese
Amharic French (Belgian) Laotian Slovak
Arabic French (Canadian) Latvian Somali
Bahasa French (Euro) Lithuanian Spanish (Iberian)
Bengali German Macedonian Spanish (Latin)
Bosnian Greek Malay Sudanese Arabic
Bravanese Guijarati Malayalam Swedish
Bulgarian Haitian Creole Mandinka Tagalog
Catalan Hebrew Marathi Tamit
Chinese (Simplified) Hindi Norwegian Telegu
Chinese (Trad-HK) Hmong Oromo Thai
Chinese (Traditional) Hungarian Polish Turkish
Croatian Icelandic Portuguese Ukrainian
Czech ltalian Punjabi Urdu
Danish Japanese Romanian Vietnamese
Dutch Javanese Russian
Estonian Kashmiri
Euro English Kazakh FOR MORE INFORMATION

( www.LanguageLine.com / 1-888-763-3364

InSight™Video Interpreting Languages

Video interpreting is offered in the top 34 most requested languages and American Sign Language.
Audio-only interpreting is also available in 240 languages.

Albanian Greek Korean Romanian
American Sign Language Haitian Creole Laotian Russian
Arabic Hebrew Lithuanian Somali
Armenian Hindi Malay Spanish
Bengali Hmong Mandarin Tagalog
Burmese italian Nepali Thai
Cantonese Japanese Polish Turkish
French Karen Portuguese Vietnamese
German Khmer Punjabi

FOR MORE INFORMATION
www.Languagel.ine.com / 1-800-752-6096

6 LanguageLine Solutions® / All ughts 1eserved. / 06.23.16 / www LanquageLine. com

Enabling Communication in Any Situation.sM www.l.anguagel.ine.com




Albanian Shqip <&y

”...m.:_,onm - continued

Icelandic islenska &g

1 vmn_m.n Islands

Fijian Vosa Vakaviti =3

Tregoni me gisht gjuhén tuaj. Do té thérrasim Bentu a bitt tungumal. bad verdur hringt { tulk. Dusia na nomu vosa. Ni na Vakarautaki mai e dua na dau
njé pérkthyes. Pérkthyesi ofrohet falas pér ju. Tulkurinn er pér ad kostnaBarlausu. vakadewa vosa. Na dau vakadewa vosa e sega ni saumi.
Armenian wybintt &g ltalian ltaliano <=3 llocano llokano &3

Ugbp. Bh np (] bp fununul: Pungduldy Yulybhe:

Pupgilulnl dwnunfyndibdpp pdesd bl sy

Indicare la propia lingua. Un interprete sara chiamato.
Il servizio & gratuito.

Itudo yo ti sao yo. Ag awag da ti maysa nga mangipat-

- patarus nga tumulong kadakayo nga awan ti bayad na.

Basque Euskara &3
Zure hizkuntza aukeratu. Jarraian interprete
bati deituko diogu. Zerbitzu hau doakoa da.

Lithuanian Lietuviy <=3
Nurodykite savo kalbg. Bus pakviestas vertéjas.
Vertéjas jums bus suteiktas nemokamai.

Indonesian Bahasa Indonesia &3
Tunjukkan bahasa Anda. Penerjemah akan dihubungi.
Penerjemah disediakan gratis tanpa dikenakan biaya.

Malay Bahasa Melayu &g
Tunjukkan bahasa anda. Jurubahasa akan dihubungi.
Jurubahasa akan disediakan tanpa anda dikenakan bayaran.

Bosnian Bosanski <z Macedonian MakenoHckn <573
PokaZite svoj jezik. Pozvat cemo tumada. Usluge NokaxeTe Ha JaaukoT Ha Koj 36opysarte. Ke nosukame
tumaca su besplatne za vas. npeeeflysay. Yoyrvte Ha npesefiyBador ce Gecnnathu,
Bulgarian Bbarapcku &g Norwegian Norsk <=3

Mocouete sawmn e3uk. Lie 6bae u3suKaH npesogay.
Mpesopaubt e ocurypeH 6e3nnatHo 3a Bac.

Pek pa spraket dit. En tolk vil bli tilkalt.
Tolken tilbys kostnadsfritt for deg.

Marshallese Kajin Majol <=3
Kelet kajin eo am. im renaaj kur juon am Ri-Ukok.
Ri-Ukok eo enaaj jibaf eok ilo ejjelok woneen.

Croatian Hrvatski <=3
Pokazite svoj jezik. Prevoditelj ¢e biti pozvan.
Prevoditelja cete dobiti besplatno.

Polish Polski <z
Prosze wskaza¢ swoj jezyk i wezwlemy tlumacza.
Usluga ta zapewniana jest bezplatnie.

Samoan Fa'asamoa gy
Fa'asino lau gagana. Ole a vala'au se fa'amatata’upu. Ua
saunia se fa'amatala'upu e aunoa ma se tau e te totogiina.

Czech Ceitina <&
Ukazte na va3 jazyk. Bude zavolan tumocnik.
Tiumodeni je pro vas bezpiatné.

Portuguese Portugués <1
Indique o seu idioma. Um intérprete serd chamado. A
interpretagao ¢ fornecida sem qualquer custo para voce.

Tagalog Tagalog &1
Ituro po ang inyong wika. Isang tagasalin ang
ipagkakaloob nang libre sa inyo.

Danish Dansk <&y
Peg pa dit sprog. En tolk vil blive tilkaldt. Tolken
tilbydes uden omkostninger for dig.

Romanian Romana <gq
Indicati limba pe care o vorbiti. Vi se va face legatura
cu un interpret caare va este asigurat gratuit.

Tongan Lea Faka-Tonga <27
Tuhu'l mai ho'o lea fakafonua. °E ui ha fakatonulea.
“Oki ta'etotongi kia "a e fakatonulea.

Dutch Nederlands <z
Wijs uw taal aan. Er zal contact worden opgenomen
met een tolk. De service van de tolk is geheel gratis.

Russian Pyccknin <z
Yraxire AabiK, Ha KOTOPOM Bbi FoBopisTe. Bam BbiosyT
TepescMUKa. YOTyTV Nepesoumka NpenocTaBRAITGH becrnatHo.

Estonian Eesti keel &1
Osutage oma keelel. Vastava tolgiga voetakse
ihendust. Tolketeenus on teie jaoks tasuta.

Serbian Cpnickn &3
Nokaxute caoj jeauk. Mpesopuna) fie 61Ty nossaH.
Mpesogunay je 3a Bac obesbehen 6ecnnatio.

Finnish Suomi &

Osoita maasi kieltd. Kutsumme tulkin paikalle.
Tulkin kaytto on sinulle ilmaista.

Slovak Slovencina g3

Ukézte na svoj jazyk. Zavolame timo¢nika.
Timodenie je pre vds bezplatné.

“North America, South America,

" and Caribbean v -

French Frangais &g

Indiquez votre langue et nous appellerons un
interpréte. Le service est gratuit.

French Frangais <z

Indiquez votre langue et nous appellerons un
interpréte. Le service est gratuit.

Spanish Espanol =g
Senale su idioma y llamaremos a un intérprete.
El servicio es gratuito.

Haitian Creole Kreydl zn
Lonje dwét ou sou lang ou pale a epi n ap rele yon
entéprét pou ou. Nou ba ou sévis entéprét la gratis.

German Deutsch &3
Zeigen Sie auf lhre Sprache. Ein Dolmetscher wird
angefordert. Der Dolmetscher ist fiir Sie kostenlos.

Swedish Svenska &1
Peka pa ditt sprak. En totk kommer att tillkallas.
Tolken erbjuds utan kostnad for dig.

Navajo Diné k'ehji <=a
Nezaad bikagi bich' dah dillnifh, Ata’ haineé la” higo bi‘di‘dooni. Ata’
halne'é & doo haida yit'éego bik’é ni'diléel da, T'd4gik'e na ata’ hodoolnih,

Greek EXnmvika &1
Acigte ™ yAwooa dag kat 8a kahécovpe Eva
Bieppnvia. O Sieppnviag oag napéxetar Swpeav.

Ukranian YkpaiHcoka 1
Braxits Balwy mosy. Bam suknnuyTb nepexnagava.
Tocnyru nepeknagaua HagalTLCA 6€3KOWTOBHO.

Portuguese Portugués &1
Indique o seu idioma, Um intérprete serd chamado. A
interpretagao é fornecida sem qualquer custo para vocé.

Hungarian Magyar &3

Vélassza ki a nyelvet. Tolmécsot fogunk hivni.
A tolmacs az On szdméra dijtalan.

Yiddish v B1

OWYBTIWAR [X (917 OV YD IR TNOOW WK I |R 0T

ANYYTIWAN WT IND {7 0173 09INT R

Spanish Espanol &1
Senale su idioma y llamaremos a un intérprete.
El servicio es gratuito.

© 2014 Languageline Solutions

Languageline
Solutionsd

Language
Identification
Guide

As a LanguageLine Solutions” client you have access to over-
the-phone interpreting 24 hours a day, 7 days a week. Offer
this guide in face-to-face situations to determine which
language a person speaks. The most frequently encountered
languages in North America are grouped by the geographical
region where they are commonly spoken.

Locate the geographical region where you believe the
speaker may be from. {Pacific Islands, Europe, etc.)
Show the person the languages listed for that region.
Underneath each language is the translation of the
statement below:

English English <3
Point to your language. An interpreter will be called.
The interpreter is provided at no cost to you.

We offer interpreting from English into more than 200
languages. If you are unabie to identify the language,
our call representative will help you.

To access an interpreter:

Please visit www.LanguageLine.com for information on all
our language access solutions:
Over-the-Phone, Video Remote, and Onsite Interpreting
Bilingual and Interpreter Staff Testing and Training
Translation and Localization

CustomerCare@Languageline.com
1-800-752-6096

(w] £Fllinfis



India, Pakistan, and Southwest Asia

Africa - continued

Bengali AT & Dinka Thok monyjang =1
A SR fFrT e 391 9TE (TSRS O R | Weet ten thoungdie. Raan weetgeryic a col.

s et Frasm oEe Agerwelyic ku a cin aroop biyik yen.

Gujarati avadt =g French Frangais &1

Al etruell GeAut 53, geufana dleudl wsidL
g detaau daud wal wud «3 .

Hindi # =3
STt T T % P st s P
FAVIT Frn s A g At P e S wit

Malayalam 2exwdgo =
meng}es edsflenied A} e, 80) (yseIIBIle]
sauQImo Rigjmaaale. 0 NG cruUmo
mlanuded ruoRmynaen) madayome.

Nepali e =g
e fen 5t , T SN 39 TRIZS
Punjabi Ut &3

R I I8 femgr 72 fam yIrER fa gy geienr
A¢ar 3Urd B8 gEE @ yes feEn dg A

Sinhalese o =1

200 625 0ob®, BB COBCHENG Moo .
00 CODOREE BD 6O caPegd MOoD) Gim.

Tamil s E1
& s Qurfaud siyisrl Qs

Guon L QLW Crani 9@l S0y EELURNTT.
QurfCuuiluTmpiars fasda Qevn QriusSsmanfdama.

Telugu oV |
b3 &0 /0800, B or XRITEDOR HOdSEND.
5 Jendod ndy Lo rRWTEDOK PDREPGBHCGD.

Urdu i El
1 iy S e B Sl 0t S 0 A3 g (o Y
A e LS S S sy g il pLH S 3

Africa

Acholi Acoli &1
Siem thok ma iyae. Ja loko ibiro luongi.
Jaloko no ochiuni ma onge chudo.

Amharic MY E
RIRPTY PorpANhs AACAL BME-A
AOHCATLE N1 LPCNALATAs

Arabic W E
WS 15 50 po iy o gy ctlind 0
Mo (gl g ik feat i

O Prvted on tocyched paper W/t

Indiquez votre langue et nous appelierons un
interpréte. Le service est gratuit.

Asia- continued

Hausa Hausa &1
Nuna zuwa ga yarenka. Za a kira tafinta. An samar
maka da tafintan ne ba tare da sai an biya kudiba.

Arabic = Z=l Burmese B Za
LS 5550 o gias sV pipony il N 520 fmraromnmy iy cor{s} eundkals
Blaa (g0 pn it jdmal o fmoed ooy} 3300 cundec
Armenian Jwbptd <=7 Hmong Hmoob %1

Vgbp, fib np by bp fununul: Fupgduddy Hutpble:
Pupgliinh dwnwpninibbpp wpudumudond bb wisffup:

Taw rau koj hom lus. Yuav hu rau ib tug neeg txhais lus.
Yuav muaj neeg txhats lus yam uas koj tsis tau them dab tsi.

Azerbaijani Azorbaycan dili &3
Danigdiginz difi bildirin. Sizin Geiin tarcimagi davat
olunacaq. Tarcima xidmati Geiin 6danis telab olunmur.

Indonesian Bahasa Indonesia €1
Tunjukkan bahasa Anda. Penerjemah akan dihubungi.
Penerjemah disediakan gratis tanpa dikenakan biaya.

Italian italiano &1
indicare la propia lingua. Un interprete sara chiamato.
Il servizio & gratuito.

Dari S Ea
FEE LR DRG T R S PR T RYOR 15
SSaiha Al i g2 g3 4l A plaS Lk (g) p b (25 Al

Japanese HAEE &3
SO STMRIEL TR
R Tl — AR RMELET.

Nuer Z_..m.m.wmm lugddda =g

Ku tilmdén lugaddaada. Turjubaan ayaa looyeeri-doonai.
Turjubaénka lagugu yeerayo waa bilaash.

Oromo Oromo &j
Gara afaan keetti eeri. Turjumaanni ni waamama.
Turjumaanni beesee takka malee siif qophaawa.

Portuguese Portugués <&
Indique o seu idioma. Um intérprete sera chamado. A
interpretacao é fornecida sem qualquer custo para vocé.

Portuguese Creole Crioulo Portugues &1
Nho ponta pa lingu qui nho ta papia. No ta arranja um interprete
pa nho. No ta rranje um interprete e nho ca ta paga nada pa el.

Farsi N =g
ol gt o Ll 5l o i S 0 padite 5 Hlia e i)
8 e AAGE ) 3 O O g g e 25 1S

Hebrew M3y E1
Joaanb Swpm unK 1P fdwn Fapb paxn
.obwn x5S 1 pamnnn bw e

Kurdish 3,88 27
2280 Sl S ey A 4y 0SS
3333805 5 54 Shp g b Sy 0 S0l o

Karen mSafs Tl
}pchimsnd.oimadqaihodedt.
q,-f o 28 . L 1] (o

arttd r ki r
Khmer {Cambodian) E::mn_. =1
Vo6 LAl Pt g ‘r =3
yrunipmangusmynstwistnig 1
Korean o] <z

AsAM ALge Aol APHAA 4D
Aol ¥4 Muj2g FEE AFH =3,

Somali Af-Soomali &1
Farta ku fiiglugadaada. .. Waxa laguugu yeeri doonaa
turjubaan. Turjubaanka wax lacagi kaaga bixi mayso.

Pashto S Bl
s Sl ) Sy a5 5 S e A ) s
S A8 L gy 4g pUaT (S L5 S ek A i

Laotian wBR0 =l

I3 AR K\ o 3 -
guanwagatitIndato wonSarsdotumuwnanls

2 U - - e
vwudegmeGuanculficnuivcuaaan

Swabhili Kiswahili <53
Onyesha lugha yako. Mkalimani ataitwa.
Utapewa mkalimani bila gharama yoyote.

Tigrinya +7¢y =0
T hoedhk:: k1C3%% haPh LTikd hes:
WHCAL APhEAP WBY heAT e

Turkish Turkge &1
Konustugunuz dili gosterin. Sizin igin bir cevirmen
aranacaktir. Bu gevirmen size (icretsiz saglanr.

Malay Bahasa Melayu &3
Tunjukkan bahasa anda. Jurubahasa akan dihubungi.
Jurubahasa akan disediakan tanpa anda dikenakan bayaran.

Wolof Wolof &1
Taannal sa lakk ngir fiou bolela ak kou degg sa lakk
mou dimbeuli leu. Ndimbeul bi do ci fey dara.

China S4#iu565s 2@l  HHAEes, ey
SREERGOFRE « HREXFHOFRS

Mien Mein <gg
Nugv meih nyei waac fingx. Ninh mbuo porv waac mienh oix zuqc
heuc daaih lorx mesh. Nirh mbuo porv waac mienh tengx nyel jiauy louc
yaac baeqc thenx maiv zuge cuotv zinh nyaanh faan-fiuc,

Mongolian Mowron &3
TaHai xan33 3aa. Opuyynary gyygargaHa.
OpuyynaryuitH TyCnamx TaHg YHaryi 6avx 6onHo.

Yoruba Yoruba 1
Toka si édé re. A 6 pe ogbufd kan.
0fé ni a 6 pe 0gbufd yii fun o.

Thai no E1

55;3!;&:..:49 uFnrTamdwvvinu
mslddwlidiasndudlddo

Vietnamese Tiéng Viét &1

Hay chi vao ngdn ngif clia quy vi. M6t thong dich vién sé duoc
goi d&n, quy vi s& khdng phai trd tién cho théng dich vién.

Cantonese MR IR 2|
Chaochow ##l M &1
Fukienese iz Wik 1
Mandarin BiE HimisE B
Shanghai Lz LA <1
Taiwanese &% %4 %1
Toishanese 4.3z &k &1
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Partnering with Your Interpreter

| Languagel.ine
Solutions}d

Partnering with Your LanguageLine Solutions® Interpreter
to Ensure Effective Communication

STARTING THE SESSION

= Allow the interpreter to start the session by giving you their name and Interpreter ID.
Document this information for reference.
Introduce yourself to the interpreter.
Brief the interpreter and state the goal of the session and provide any specific
instructions.
Introduce yourself and the interpreter to the limited English proficient, Deaf, or Hard-
of-Hearing individual.

DURING THE SESSION
Address the limited English proficient, Deaf, or Hard-of-Hearing individual, not the
interpreter. The interpreter will be your voice. Keep in mind that everything stated
will be interpreted.
State information in short, concise sentences. When stating complicated or detailed
information, speak at a slow pace and pause often. This allows the interpreter

_ to note, retain, and relay the information. The interpreter may sometimes ask for

( repetitions or clarification.

Avoid technical jargon and try to explain specialized terms or concepts.

Avoid interrupting the interpreter or talking at the same time.

Do not ask interpreters for their opinion.

ENDING THE SESSION
Ask the limited English proficient, Deaf or Hard-of-Hearing individual if they
understood, or if they have any questions or concerns.
Allow the interpreter to interpret everything before ending the session.

FOR MORE INFORMATION
www.Languageline.com / 1-800-752-6096

Onsite Interpreters Over-the-Phone Interpreters Video Remote Interpreters

© 2015 Languageline Solutions®™ / All ights 1eserved. / 11.18.15 / www.LanguageLine.com

Enabling Communication in Any Situation.®M www.L.anguageline.com vl § i'n_:'U'




Materials Reference Guide

Languageline

Solutionskd

Training Materials and Support Tools

LANGUAGE IDENTIFICATION AND AWARENESS TOOLS

“I Language ID Guide - This is a brochure that contains the translation
into 99 languages of the statement, “Point to your language. An
interpreter will be called. The interpreter is provided at no cost
to you.” Also available as a flat laminated card, this tool aids end
users in identifying the preferred language of the limited English
proficient individuals they are assisting. The languages are grouped
by geographical region of the world where they are most commonly
spoken. The English equivalent is also listed so that staff can identify
the correct language.

I Language ID Poster and Desktop Display - These tools are
available as an 18" x 24" poster and an 8 12" x 11" self-standing
display. They contain the translation into 20 languages of the
statement, "Point to your language. An interpreter will be called. The
interpreter is provided at no cost to you.” The purpose of both of these
tools is to alert limited English proficient individuals about the availability

of Interpreter Services at your organization and to aid end users in e S

identifying the preferred language of the limited English proficient | e

individuals they are assisting. l:—:m Pl ot )
( INTERPRETER ACCESS TOOLS

Quick Reference Guides (QRG) — A variety of tools for easy reference which
contain instructions specific to your organization on how to access an
interpreter.

' QRG Postcard - A 4" x 6" card. You can keep the postcard near your
phone or computer, post it on a bulletin board or in other key areas.
QRG Wallet Card - Business card size. You can keep this in your
wallet or slip it inside an ID pouch.

" QRG Flyer - An 8 2" x 11" sheet. Available electronically so it can
be distributed via e-mail to end users or as a hard copy which can be
posted on bulletin boards or in other key areas.

" QRG Badge - A 3 3/8" x 2 1/8" durable plastic card with a slot that

Quich Rafetenca Guide
[ —.=%

« Chatommer N =

can be attached to your ID badge so it's always handy. It can hang o
vertically or horizontally N
I QRG Label - A 11/4" x 2 5/8" vinyl label. Place it on or near phones, Lm———

on the back of your ID Badge or in other key areas.

e 1o e e S s S0 | 30
AMEALLATY s T ) ety

FOR MORE INFORMATION OR TO ORDER: L -

B o g e

bt T

www.LanguageLine.com or 1-800-752-6096 ioaguis

© 2015 Languageline Solutons® / All rights teserved. / 04.30.15 / www.Languageline com

Enabling Communication in Any Situation.SM www.Languageline.com L4 f' i
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http://us.jobs

List of Languages Customer May Choose to Translate the Web Site for

Job Search and Career Resources

&3 USjobs - National Labor % " i , )
€ - € D usjobs/indexasp ]

i Apps [ Suggested Sites

Actossibiity : Suptry Dbl AX apd DHMIL) [Deable vyl ders] [Reove aecrptiog) et See 3AAA =
» Select Language  Bulgari Esp Haltian Crecle liatian Latvian Myanmar {Burmese} Scats Gaelic Swahill Welsh
Alfrikaans Catalan Estonlan Hausa Japanese Lithuanian Nepalt Serbian Swedish  Xhosa 1
Albenian Cebuano Filipino  Hawail J L bourgish Nonvegi Sesothe Tajik Yiddish !
Amharic Chichewa Finnish ~ Hebrew Kannada Macedonian  Pashlo Shana Tamil Yoruba
Arabic Chinese (Simplified) French  Hindi Kazakh Malagasy Persian Sindhi Telugu 2uly |
Amendan Chinese (Traditional} Frisian Hmang Khimer Malay Palish Sinhala Thai
Azerbaijani Corsican Galician  Hungarian Korean Malayalam Portuguese Slovak Turkish
Basque Croatlan Georglan  {celandic Kurdish (Kurmanfi) Maltese Punjabi Slovenlan  Ukrainian
Belarusian Czech Getman  igho Kyrgyz Maori Romanian Somall Urdu
Bengalt Danish Greek Indonesian  Lao Marathi Russian Spanish Uzbek |
Bosnlan Dutch Gujarati  lrish Latin Mongollan Samoan Sundanese  Vietnamese

All Categories | ¥

Job Seckers Employers
’ ( : :“ +
o ; 2]
Crute Ac:onm Vetersns Browse Jobs Sean:h Jobs Post Jobs DFCCP Post Cereer Member Include
Job Search Rmumﬂ by Member by State omplisnce Events Pipetine My Jobe
cmpany
Q <
% Add:tional Tools % Additionsl Toofs
About Areas of Interest
DirgctEmployers Disabity 3
NASWA Diversity Gmer
State Job Banks | Velerans
State Worklorce Agencies Senlors mts
DirectEmployers | NASWA Alfiance | Youth Coreers
Additional Partnerships & Alliances Veterans Job Bank

I\arwdb policies and procedures\limited english proficiency\us.jobs web page.docx
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Anna ThomEson

‘om: Anna Thompson
sent: Monday, November 7, 2016 10:04 AM
To: Haydn Brathwaite
Subject: Agreement with Language Line Interpreters
Attachments: Agreement with Language Line Interpreters.docx

Here is language for the Language Line Agreement — feel free to change.

Anna Thompson
WIOA EO Officer/Special Projects
Workforce Solutions

WORK
¥V SOURCE

L

CEURGIA

|
A proxs] parimer of the AnteyidandobiCenier patwark

40 Courtland Street, NE
Atlanta, Georgia 30303-2538

P | 404.463.3331
F | 770.344.5988



Agreement with Language Line Interpreters @ $3.95 per minute for telephone interpreting services.

The signature below indicates that;

Robert LeBeau,

Manager, Workforce Solutions and

Director, Atlanta Regional Workforce Development Board
Atlanta Regional Commission

has reviewed and will follow the Rates and Policies of Language Line Interpreters., attached, and agrees to
submit payment for services rendered within 15 days of invoice receipt via the credit card on record.

Language Line Interpreters - is hereby authorized to accept requests for interpreting services placed by any
requester of and for this entity. Any exceptions or restrictions to this statement are listed here:

November 7, 2016
Signature of Authorized Agent Date Signed

Telephone # 404-463-3326
Fax # 404-463-3110
Email: rlebeau@atlantaregional.com

Atlanta Regional Commission
Complete Billing Address:

40 Courtland Street, NE
Atlanta, GA 30303
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GEORGIA DEPARTMENT OF LABOR
WEB SITE CAN BE TRANSLATED INTO
WWW.GDL.GA.GOV

CHINESE (SIMPLIFIED),
HAITIAN CREOLE,
KOREAN,
PORTUGUESE,
RUSSIAN,

SPANISH,
VIETNAMESE

CLIcK ON TRANSLATE IN UPPER RIGHT CORNER

0B SEARCH
JNEMPLOYMENT INSURANCE INFORMATION



YA WORK N
AV SOURCE Jobs and Job Training Resources
GEORGIA Career Resource Centers, Career

Connecting Tal.ent with 0.pportunl-£y Centers! Metro Centers

A proud partner of the Amerlu;}obCenter network

Georgia Department of Labor Career Centers

Job listings, resume and interview workshops (former “unemployment office”)

Atlanta North Metro — (relocated) 774 Jordan Lane, Bldg. #4, Decatur, GA 30033, 404-679-5200
Atlanta South Metro, 2636-14 Martin Luther King Jr Drive, Atlanta 30311 404-699-6900
Clayton County, 1630 Phoenix Blvd., Suite 200, College Park, GA 30349 678-284-0200
Cobb-Cherokee, 465 Big Shanty Rd., Marietta 30066 770-528-6103

Covington, 7249 Industrial Blvd., NE, Covington GA 30014 770-784-2455

Gwinnett County, 2211 Beaver Ruin Rd., Suite 160, Norcross, GA 30071 770-840-2200

WorkSource Atlanta Regional Career Resource Centers Skills Training and Job Search Resources for residents of
Clayton, Cherokee, Douglas, Fayette, Gwinnett, Henry and Rockdale counties. Computer lab for resume preparation,
interviewing practice, and job listings

CRC, Cherokee, 203 Oakside Lane, Suite E, Canton, GA 30114, 770-800-2593

Representative at the Cobb-Cherokee GA Dept. of Labor on Wednesday, 465 Big Shanty Road, Marietta, GA 30066
770-528-6103

CRC, Clayton, 3000 Corporate Center Dr, Suite 350, Morrow, GA 30236 770-960-2172

CRC, Douglas, 8595 Club Drive, Douglasville GA 30134 770-920-4104

CRC, Fayette, Magnolia Office/Warehouse Condo Park, 500 West Lanier Avenue, Suite 707,

‘ayetteville, GA 30214, 770-599-2449

CRC, Henry, Heritage Square Business Center, 1950 Pennsylvania Avenue, McDonough, GA 30253, 770-847-9082
CRC, Gwinnett, 3885 Crestwood Parkway NW, Suite 200, Duluth, GA 30096 770-806-2020

CRC, Gwinnett Tech, 5150 Sugarloaf Parkway, Bldg. 100, Lawrenceville, GA 30043 678-226-6664

CRC, Rockdale, 1400 Parker Rd, Conyers, GA 30094-5953 404-484-5400

Area Workforce Board Career Centers

Skills Training and Job Search Resources for Residents of:

WorkSource Atlanta Regional (ARC) 229 Peachtree St., NE, Suite 100, Atlanta, GA 30303
WorkSource Atlanta (City) Workforce Development Agency, 818 Pollard St., SW, Atlanta, 404-546-
WorkSource Cobb 463 Commerce Park, Suite 100, Marietta, 770-528-4300

WorkSource DeKalb 774 Jordan Lane, Building #4, Decatur, GA 30033, 404-687-3400

WorkSoource Fulton County office Workforce Development, 3700 Martin Luther King Jr. Dr., SW, 2™ Floor, Atlanta, GA
404-613-6381

North Fulton Career Center, 7741 Roswell Rd., Suite 205, Atlanta, 404-613-4480
South Fulton Career Center, 5710 Stonewall Tell Rd., Suite 160, College Park, 770-306-5202

July 2017
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ASSESSMENT PROCEDURES
ENGLISH-AS-A- SECOND LANGUAGE CUSTOMERS

The number of ESL customers seeking services at Career Resource Centers is increasing.
The goal is to effectively assess the client to be sure that an overall evaluation of his/her
skill set is accurate and valid in reference to their career services request. The following
steps are intended to assist career advisors in assessing

GOAL: Ensure both English first and second-language speakers have basic language,
math and workplace skills equivalent to 9" U. S. grade or level specified for entry into

training.

Steps For ESL Assessment:

>

Y V V

If Customer requires Language Line Interpretation Services they should be
referred to English As a Second Language Instruction Offerings

o Refer client to free Learning English website:
http://www.1-language.com/

GED on www.free-ed.net and www.pbs.org/literacy

The customer can also be offered an opportunity to take the BEST Literacy.
Peer Specialists in Career Resource Centers can schedule the BEST Literacy if it is
requested by a customer.

Scoring Criteria:

There are six English Educational Functioning Level Descriptors where BEST
Literacy Scores place a customer. These are listed in the BEST Administration
Handbook, and they are in the WorkSource Atlanta Regional LEP Handbook.
The highest ESL Language Level is lower than Beginning ABE Literacy — the
lowest Adult Basic Education Level which is TABE Form 9 — 10, Level D grade
equivalent 0-1.9.

Assessment Following Remediation:

o Client may return to continue the WIOA application process following
remediation. No documentation of attendance at remediation is
required.

o The Outcome Measure Definitions — Educational Functioning Level
Descriptors — English-As-A-Second Language Levels are the source
document for determining Speaking and Listening, Basic Reading and
Writing and Functional and Workplace Skills.

o If customer presents copy of assessment results from remediation
showing they scored in the range that fits the General Educational
Development (GED) requirements for their career choice, they can be
approved for training, and they will not need to take the BEST or TABE

I:\arwdb policies and procedures\limited english proficiency and disability resources\one stop manual 2018\assessment procedures for
esl customers.doc



again. The GED requirements are in the Dictionary of Occupational
Titles.

o If customer has no score after attending remediation 60 to 90 days,
administer BEST.

Stress to customer we are eager to assist the customer to be successful in
training.

March 2018

I\arwdb policies and procedures\limited english proficiency and disability resources\one stop manual 2018\assessment procedures for
esl customers.doc



MATHEMATICS TRAINING CODES

SCHOOL
GRADE

TRAINING
LEVEL

DEVELOPMENT

College

Advanced calculus: Work with limits, continuity, real number systems,
mean value theorems, and implicit function theorems.

Modem algebra: Apply fundamental concepts of theories of groups, rings,
and fields. Work with differential equations, linear algebra, infinite series,
advanced operations methods, and functions of real and complex variables.

Statistics: Work with mathematical statistics, mathematical probability and
applications, experimental design, statistical inferences and econometrics.

12

Algebra: Work with exponents and logarithms, linear equations, quadratic
equations, mathematical induction and binomial theorems, and permutations.

Calculus: Apply concepts of analytical geometry, differentiations and
integration of algebraic functions with applications.

Statistics: Apply mathematical operations to frequency distributions,
reliability and validity of tests, normal curve, analysis of variance,
correlation techniques, chi-square applications and sampling theory, and
factor analysis.

S 10-11

Algebra: Deal with system of real numbers, linear, quadratic, rational,
exponential, logarithmic, angle, and circular functions, and inverse
functions, related algebraic solution of equations and inequities, limits and
continuity, and probability and statistical inference.

Geometry: Deductive axiomatic geometry, plane and solid rectangular
coordinates.

Shop math: Practical application of fractions, percentages, ratio and
proportion, mensuration, logarithms, slide rule, practical algebra, geometric
construction, and essentials of trigonometry.

Compute discount, interest, profit and loss: commission, markup and selling
price: ratio and proportion, and percentages. Calculate surfaces, volumes,
weights and measures.

Algebra: Calculate variables and formulas, monomials and polynomials;
ratio and proportion variables, and square roots and radicals.

Geometry: Calculate plane and solid figures, circumference, area, and
volume. Understand kinds of angles and properties of pairs and angles.

Add, subtract, multiply and divide all units of measure. Perform the four
operations with like common and decimal fractions. Compute ratio, rate and
percent. Draw and interpret bar graphs. Perform arithmetic operations
involving all American monetary units.

Add and subtract two digit numbers. Multiply and divide 10’s and 100’s by
2,3,4,and 5. Perform the four basic arithmetic operations with coins as part
of a dollar. Perform operations with units such as cup, pint, and quart, inch,
foot, and yard; and ounce and pound.

*Grade level cross-walk provided by Georgia Department of Education.

I:\wioa services\basic\trainingcodesmath.doc




LANGUAGE/READING TRAINING CODES

SCHOOL
GRADE

TRAINING
LEVEL

DEVELOPMENT

9-12

6

Reading: Read literature, book and play reviews, scientific and technical
journals, abstracts, financial reports and legal documents.

Writing: Write novels, plays editorials, journals, speeches, manuals, critiques,
poetry, and songs.

Speaking: Conversant in the theory, principles, and methods of effective and
persuasive speaking, voice and diction, phonetics, and discussion and debate.

Same as Level 6.

Reading: Read novels, poems, newspapers, periodicals, journals, manuals,
dictionaries, thesauruses, and encyclopedias.

Writing: Prepare business letters, expositions, summaries and reports, using
prescribed format and conforming to all rules of punctuation, grammar, diction
and style.

Speaking: Participate in panel discussions, dramatization, and debates. Speak
extemporaneously on a variety of subjects.

Reading: Read a variety of novels, magazines , atlases and encyclopedias. Read
safety rules, instructions in the use and maintenance of shop tools and
equipment, and methods and procedures in mechanical drawing and layout work.

Writing: Write reports and essays with proper format, punctuation, spelling and
grammar, using all parts of speech.

Speaking: Speak before an audience with poise, voice control, and confidence,
using correct English and well-modulated voice.

Reading: Passive vocabulary of 5000-6000 words. Read at a rate of 195-215
words per minute. Read adventure stories and comic books, look up familiar
words in dictionary for meaning, spelling, and pronunciation. Read instructions
for assembling model cars and airplanes.

Writing: Write compound and complex sentences, using cursive style, proper
end pronunciation, and employing adjectives and adverbs.

Speaking: Speak clearly and distinctly with appropriate pauses and emphasis,
correct pronunciation, variations in word order, using present, perfect and future
tenses.

Reading: Recognize meaning of 2,500 words. Read at a rate of 95-120 words
per minute. Compare similarities and differences between words and between
series of numbers.

Writing: Print simple sentences containing subject, verb and object, and series
of numbers, names, and addresses.

Speaking: Speak simple sentences, using normal word order and present and
past tenses.

* Grade level cross-walk provided by Georgia Department of Education.
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CONVERSION CHART FOR ESL LEVELS

Functional Area Test Type Scale Score ESL Level Grade Equivalent
Range Range
0-400 1 N/A
401-417 2 N/A
Oral/Listening BEST Plus | 418-438 3 N/A
439-472 4 N/A
473-506 5 N/A
507-540 6 N/A
541-999 7 N/A
0-7 1 N/A
Reading, Writing 8-35 2 N/A
BEST 36-46 3 N/A
Literacy [ 47.53 4 N/A
54-65 5 N/A
66-999 7 N/A




ADULT ENGLISH
PROFICIENCY ASSESSMENTS

SR BEST
WP Plus

L. BEST

BEST Plus
BEST Literacy

Resources

Current Users

BEST Literacy
Technical Report

b,
e

Technical Report

This report provides
technical data and results
concerning the validity,
reliability, and measurement
precision of BEST Literacy

. BEST BEST Literacy is a combined test of reading and |

|LGo |

Literacy” writing skills using authentic situations as the

basis for test questions. Specifically developed
and designed for adult English language learners in the United
States, BEST Literacy can be administered to groups or individuais in
one hour or less. BEST Literacy is aligned with the ESL descriptors of
the National Reporting System and the Student Performance levels.

Reading tasks include reading dates on a
calendar, labels on food and clothing, bulletin
announcements, and newspaper want ads.

Writing tasks include addressing an envelope,
writing a rent check, filling out a personal

CAL's ESL
Assessments
Demonstration

View a 3-minute Flash
video presentation

background form, and writing personal notes.

The BEST Literacy Test Manual is designed to provide all the
information needed to administer and score the test, including a
rubric with clear benchmarks for scoring the note-writing tasks as well
as many student samples with scoring explanations and justifications.
BEST Literacy is available in three parallel, consumable forms (B, C
and D) for pre- and post-testing. Learn more about how to
administer BEST Literacy.

To learn about the appropriate uses of BEST Liferacy, read the
BEST Literacy Test Usage Policy.

Contact Us
Place orders online through the CAL Store.

For questions regarding orders placed through the CAL Store,
Email: calstor rightk

Telephone: 1-855.543.9461 (toil-free)

Monday-Friday 8:30 am — 5:00 pm ET

CAL’s adult ESL assessments staff are available to answer
questions about your assessments

BEST Literacy
Frequently Asked
Questions

Click here to get your
questions answered

How to administer
BEST Literacy

fRREST
@t

Order the BEST Literacy
Manual to get started

Email: aea@cal.org
Telephone: 1-866-845-2378, option 1 (toll free)
Monday-Friday 10 am - 6 pm ET

A5, OO0

GENTOR
o0 ARSI
uNOUIBTICE

p—

Home | Contact Us | Privacy | Copyright © 2016 Center for Applied Linguistics




ADULT ENGLISH @B BEST
PROFICIENCY ASSESSMENTS WP Plus

I BEST
Literacy

BEST Plus N
Frequently Asked Questions
BEST Literacy ® What is BEST Literacy used to measure?
Resources * What types of questions are on BEST Literacy?
* What proficiency levels does BEST Literacy assess?
Current Users

* |s training required to administer BEST Literacy?

* What technology do | need to use BEST Literac
* How do | get started using BEST Literacy?
* Do the students write in the BEST Literacy test booklets?

* Where do | find the BEST Literacy score sheets?

What is BEST Literacy used to measure?

Learn more about how to

administer BEST BEST Literacy tests reading and writing skills in authentic situations
Literacy specifically geared for adult English language learners in the United
States.
back to top

What types of questions are on BEST Literacy?
Test items include reading dates on a calendar, addressing an
envelope,writing a check, reading a schedule, writing personal

information, reading articles and other documents, and writing a short

personal note.

back to top

What proficiency levels does BEST Literacy assess?

BEST Literacy measures reading and writing skills and correlates to
Student Performance Levels (SPL) O to 8 and the National
Reporting System (NRS) Educational Function Levels from
Beginning ESL Literacy to Advanced ESL.

back to top

Is training required to administer BEST Literacy?

CAL does not require BEST Literacy training however BEST Literacy

test administrators and scorers must read and review the BEST
Literacy Test Manual before and after administering the test. In
addition, individual states and programs may have their own training
requirements in order to administer BEST Literacy.

back to top

What technology do | need to use BEST Literacy?
BEST Literacy does not require the use of computers.

back to t

|[Go |

Order Online

Order BEST Literacy.

Contact Us

Contact the BEST
Literacy Team

Phone: 866-845-BEST
(2378)

Email: aea@cal.org




CAL

How do | get started using BEST Literacy?

To get started using BEST Literacy, you will need to know how many
students you will be pre- and posttesting to determine the number of
test packets to order. Test booklets and corresponding scoring sheets
are sold in packets of 20 per form (B, C, and D). You will also need to
order enough copies of the Test Manual for your test administrators
and scorers to read and review before and after testing. Next, you will
want to contact your state’s professional development office or
coordinator to find out if the state requires BEST Literacy training.

BEST Literacy test booklets and test manual can be purchased online
through the CAL. Store using a credit card.

For purchase orders, you can download an order form on the CAL
Store and include with a purchase order or check and mail to CAL
following the instructions on the order form. Please allow two
business days for processing. Signed copies of purchase orders must
be received before products can be shipped.

back to top

Do the students write in the BEST Literacy test booklets?
Yes. The students will write their answers in the test booklets. Test
booklets are consumable and cannot be photocopied or reused.

back to top

Where do | find the BEST Literacy score sheets?
A total of 20 corresponding score sheets are included with each
shrink-wrapped packet of 20 test booklets.

back to t

GRENTER
rOA ARPLILG
LINOUINTICD

Home | Contact Us | Privacy | Copyright © 2016 Center for Applied Linguistics




ADULT ENGLISH
PROFICIENCY ASSESSMENTS

B BEST
W Plus

o

BEST Plus
BEST Literacy

Resocurces

Current Users

BEST Literacy
Technical Report

|Bist

Lizimay

Technical Report

This report provides
technical data and results
concerning the validity,
reliability, and measurement
precision of BEST Literacy

. BEST BEST Literacy is a combined test of reading
th and writing skills using authentic situations as

the basis for test questions. Specifically
developed and designed for adult English language learners in the
United States, BEST Literacy can be administered to groups or
individuals in one hour or less. BEST Literacy is aligned with the ESL
descriptors of the National Reporting System and the Student
Performance levels.

Reading tasks include reading dates on a
calendar, labels on food and clothing, bulletin
announcements, and newspaper want ads.

Writing tasks include addressing an envelope,
writing a rent check, filling out a personal
background form, and writing personal notes.

The BEST Literacy Test Manual is designed to provide all the
information needed to administer and score the test, including a
rubric with clear benchmarks for scoring the note-writing tasks as well
as many student samples with scoring explanations and justifications.
BEST Literacy is available in three parallel, consumable forms (B, C
and D) for pre- and post-testing. Learn more about how to

administer BEST Literacy.

To learn about the appropriate uses of BEST Literacy, read the
BEST Literacy Test Usage Policy.

Contact Us
Place orders online through the CAL Store.

N

| o]

CAL's ESL
Assessments
Demonstration

-
=

View a 3-minute Flash
video presentation

BEST Literacy
Frequently Asked
Questions

Click here to get your
questions answered

How to administer
BEST Literacy

il



Home | My Account | Shopping Cart

Billing Address:

Anna Thompson

The Atlanta Regional Commission
40 Courtland Street NE

Atlanta, GA 30303

Anna Thompson Logout

Resourges to meet

and cultural
educarion needs

Thank You! | OrderNumber: 1000027612

Order Summary:
Order Number:
Printable View | Emajl to Another Address
BEST Literacy Test Manual Quantity Unit Total
Price
1 $28.00 $28.00
usb usp

SubTotal: $28.00 USD
Tax: $0.00 USD
Shipping: $8.00 USD

Order Total: $36.00 USD

Balance: $0.00 UsDPaId an 05/03/16 with VISA ending in 0075 for $36.00 USD

Amount Due: $0.00 USD

Center for Applied Linquistics | Order/Request for Quote Form | CAL Return Policy | CAL Store Quick Reference Guide | Contact Us



Anna Thomeson

‘om: calstore@brightkey.net
sent: Tuesday, May 17, 2016 1:13 PM
To: Anna Thompson
Subject: Thank you for your web order
5

Dear Anna Thompson,

Thank you for placing your order with the CAL Store. Your reference number, which can be used when
contacting the CAL Store regarding this order, is 1000027769 . Below is a summary of your order:

... Product Line Unit| Unit i X
Quantity Description | Status Price Discount flax Shining ey
BEST Literacy
Test Packets -
Form C (20 .
3 Booklets & 20 Available $50.00 $0.00 $O’.OO $2e.23 $e7e.23
Scoring
Sheets)
3 BESTLiteracy ) iable $28.00  $0.0080.00 S$ee.89 $95.89
Test Manual
3  BESTLiteracy , o iable $28.00  $0.00$0.00 $ee.88 $95.88
Test Manual
Order Total:
$363.00
The billing address we have on record is: _
Anna Thompson &
The Atlanta Regional Commission
40 Courtland Street NE
Atlanta, GA 30303

United States
(404)463-333¢
athompson@atlantaregional.com

Your product will be shipped to:
Anna Thompson
The Atlanta Regional Commission
40Courtland Street NE
Atlanta, GA 9090

nited States



Anna Thompson

‘om: calstore@brightkey.net
went: Tuesday, May 3, 2016 2:33 PM
To: Anna Thompson
Subject: Thank you for your web order

EE

Dear Anna Thompson,

Thank you for placing your order with the CAL Store. Your reference number, which can be used when
contacting the CAL Store regarding this order, is 1000027612 . Below is a summary of your order:

... Product Line Unit Unit eyl | S
Queesitiyy Description  Status Price Discount Eax ShippingPhiice
j BESTLiteracy , . bie $28.00  $0.00$0.00  $8.00 $36.00
Test Manual
Order Total:
$36.00
(e billing address we have on record is:
Anna Thompson
The Atlanta Regional Commission
40 Courtland Street NE

Atlanta, GA 30303

United States

(404)463-3331
athompson@atlantaregional.com

Your product will be shipped to:
Anna Thompson

The Atlanta Regional Commission
40 Courtland Street NE

Atlanta, GA 30303

United States

Your order is being processed and will be shipped shortly. Please note that Back Ordered items are unavailable
at this time and will ship as soon as they become available. In the meantime, please visit us
at _http://www.cal.org and learn more about our products and services.

Thank You,

AL Store Customer Support



Anna Thompson

TR R |
‘om: calstore@brightkey.net
-ent: Tuesday, May 3, 2016 2:33 PM
To: Anna Thompson
Subject: Thank you for your web order

:
Dear Anna Thompson,

Thank you for placing your order with the CAL Store. Your reference number, which can be used when
contacting the CAL Store regarding this order, is 1000027612 . Below is a summary of your order:

... Product Line Unit Unit a4 ;
ety Description | Status Price/ Discount [ Shuppins Rrics
BEST Literacy ) iiable $28.00  $0.00$0.00  $8.00 $36.00
Test Manual
Order Total:
$36.00

he billing address we have on record is:
Anna Thompson
The Atlanta Regional Commission
40 Courtland Street NE
Atlanta, GA 30303
United States
(404)463-3331
athompson@atlantaregional.com

Your product will be shipped to:
Anna Thompson

The Atlanta Regional Commission
40 Courtland Street NE

Atlanta, GA 30303

United States

Your order is being processed and will be shipped shortly. Please note that Back Ordered items are unavailable
at this time and will ship as soon as they become available. In the meantime, please visit us
at _http://www.cal.org and learn more about our products and services.

Thank You,

‘AL Store Customer Support
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Georgia’

Workforce Development

WORKFORCE IMPLEMENTATION GUIDANCE (WIG) LETTER

DATE: November 7, 2016
NO: WIG LS-16-002
TO: LOCAL WORKFORCE SYSTEM STAKEHOLDERS

FROM: DAVID DIETRICHS, Deputy Counsel WFD

SUBJECT: GUIDANCE REGARDING TRAINING SITE ACCESSIBILITY

1'

Purpose. To ensure LWDAs are providing federal financial assistance to entities which
satisfy programmatic and physical accessibility requirements.

. References. Workforce Innovation and Opportunity Act

Regulations Implementing Section 188 of WIOA
Section 504 of the Rehabilitation Act

Regulations Implementing Section 504 of the Rehabilitation Act

. Definitions. (Please note, definitions are directly from the federal regulations.)

ETPL - Eligible Training Provider List

LWDA -~ Local Workforce Development Area

WFD - Georgia Department of Economic Development’s Workforce Division
WIOA — Workforce Innovation and Opportunity Act

Background. Federal regulations implementing the nondiscrimination and equal
opportunity provisions in Section 188 of WIOA set forth requirements for recipients of
federal funding. Part 38 of Title 29 defines recipient to include “service providers,
including eligible training providers.”* Accordingly, all training providers must meet
applicable accessibility requirements. In addition to the regulations set forth in Part 38 of
Title 29, recipients are required to comply with additional regulations referenced in Part
38. Special attention should be given to the regulations found in Part 32 of Title 29,
subparts B and C, and appendix A, which implement Section 504 of the Rehabilitation Act.

. Training Providers Subject to Section 504 of the Rehabilitation Act. Training

providers also fall under the definition of “recipient” under 29 C.F.R. § 32.3, which
implements Section 504 of the Rehabilitation Act.? Subpart C of Part 32 sets forth the
accessibility requirements:

129 C.F.R. §38.4

_229 C.F.R §32.

Georgia .gié_pértment of Economic Development, Workforce bi&fs’ion 75 Fifth Street, NW, Suite 845 Atlanta, Georgia 30308 - USA  (+1) 404.962.4005




“A recipient shall operate each program or activity to which this part applies so
that when each part is viewed in its entirety it is readily accessible to qualified
handicapped individuals. This paragraph does not require a recipient to make
each of its existing facilities or every part of a facility accessible to and usable
by qualified handicapped individuals. However, if a particular aid,
benefit, service, or training is available in only one location, that
site must be made accessible or the aid, benefit, service, or training
must be made available at an alternative accessible site or sites.
Accessibility requires nonpersonal aids to make the program or activity
accessible to mobility impaired persons. Reasonable accommodations, as
defined in §32.3, are required for particular handicapped individuals in
response to the specific limitations of their handicaps.”(emphasis added)3

In addition, TEGL 41-14, issued June 26, 2015, states that training providers may be
removed from the ETPL for “substantially violating a provision of Title I of WIOA or its
implementing regulations” and reiterates that “eligible training providers are subject to
the equal opportunity and nondiscrimination requirements [in] WIOA Section 188.74
WPEFD treats an intentional failure to comply with the accessibility requirements of Section
188 as a substantial violation. Therefore, training providers who provide services at only
one physical site which does not satisfy the regulations implementing Section 188 of WIOA
will be removed from the ETPL.

6. Action Requested.

1. LWDAs shall ensure training providers’ services are made available in accessible
facilities and that required accommodations are made available.

2. WFD recommends LWDAs perform periodic onsite reviews of training sites to ensure
accessibility requirements are satisfied, especially for new training provider programs
seeking to be included on the ETPL. Furthermore, WFD recommends that LWDAs
develop policy outlining how this process will occur.

7. Inquiries. Inquiries regarding this guidance should be directed to the WIOA Title I Equal
Opportunity Officer, Deputy Counsel David Dietrichs.

8. Expiration. Continuing.

329 C.F.R. § 32.27(a)
4TEGL 41-14(11)

: ?gié-bebéitiﬁeht of Economic De_i_rélbbmer_st, Wor_}ifdréé' Division! 75 Fifth Street, NW, Suite 845 Atlanta,



Atlanta Regional

WORK
SOURCE

GEORGIA

Connecting Talent with Opportunity
A proud partner of the Amenc/an;ochmer network

ADA RESOURCES

e EEOC

WWWw.eeoC.gov

« ADA National Network

www.ada.gov

« ADA Basics

www.jan.org

« Job Accommodation Network

www.jan.org

e Disability

www.disability.gov

Customers interested in training may be referred to One Stop partner
Rehabilitation Services for evaluation and career exploration, and WIOA Funds can
be used for training.

November, 2016



Atlanta Regional

WORK
SOURCE

GEORGIA

Connecting Talent with Opportunity
A proud partner of the Amer lcqﬁobCenter network

ADAPTIVE TECHNOLOGY AND RESOURCES FOR
INDIVIDUALS WITH DISABILITIES

An accessible workstation has been created to assist clients with disabilities in
their utilization of services at the Worksource Atlanta Regional Career
Resource Centers. Assistive technology is available upon request at the
reception desk and can be used at accessible workstations.

Available at Work Station

Adjustable Table or Articulating Keyboard Tray

Large Screen Monitor

Track Ball

Large Key Keyboard

Computer with Ease of Access - Narrator, Magnifier, On Screen
Keyboard and High Contrast

Copy Stand

Word Prediction Software (www.etype.com)

NO oA wN

Available upon request at reception desk

1. Digital Recorder for recording conversations regarding eligibility and
WIOA career and training services. Sound Organizer software may be
used to convert to MP3 and email to customer or burn a disk.

Headset

Scanner on copy machine

Instructions for using Georgia Relay

One Stop Centers: Service Accessibility Checklist

Contact and appointment schedule for Sign Language Interpreter

O UTAWN

Disabilities Services Advocate

Each Career Resource Center has a designated Disability Services Advocate
to assist with resources and to coordinate activities with other agencies.

November, 2016
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National Center on Workforee and Disability/Adull

NCWD

www.onestops.info

Home : Disability basics : Facts & figures :

One-Stop Centers: Service Accessibility
Checklist

Discussions about accessibility frequently emphasize facilities and equipment - the physical
factors that make a One-Stop usable. The U.S. Department of Labor has issued several
checklists that the One-Stop system can use to assess their compliance with legal
requirements for structures and devices. Accessibility of services is less concrete and readily
visible but equally important. Service accessibility means that, for example, staff can use
TTY machines or request interpreters; that information for customers with disabilities is
available in a variety of formats and presented in a clear, understandable fashion; that
emergency procedures take account of customers with disabilities; and that in general,
customers with disabilities are able to equally benefit from the services of the One-Stop
system as all other customers.

Under the law, it is not sufficient that the One-Stop system simply respond to requests for
assistance and accommodations from people with disabilities. When local One-Stop systems
design services, they are required to proactively anticipate the needs of people with various
physical, mental, and sensory disabilities. This checklist provides guidelines for service

accessibility as well as a summary of the most important equipment that customers need to
access One-Stop resources.

Through the use of this checklist, local One-Stop systems and One-Stop Centers can help
ensure they

* comply with the law (Section 504 of the Rehabilitation Act, Title II of the Americans
with Disabilities Act, and the Nondiscrimination and Equal Opportunity Provisions of
the Workforce Investment Act)

* create an environment that makes people with disabilities feel welcome; and
* design services so that people with disabilities can fully benefit.

For information on Nondiscrimination and Equal Opportunity, see Section 2.

Staff Knowledge

* Staff recognize the importance of making people with disabilities feel welcome

» Staff have had basic awareness training on how to meet the needs of customers with
disabilities

« Staff understand that they are required to provide reasonable accommodations to
customers or potential customers with disabilities, unless senior staff determine that
providing such an accommodation would cause an undue hardship



OneStops.info Page 2 of 7

Staff understand the obligations of the One-Stop Center under the Americans with
Disabilities Act, the Rehabilitation Act, and the Nondiscrimination and Equal
Opportumty Regulations for WIA, including:
» people with disabilities have the same rights as anyone else to use the services of
the One-Stop system

o services and facilities must be readily accessible

° services must be delivered in a setting that is fully integrated as possible
(meaning that customers with disabilities receive services alongside customers
who are not disabled)

o Staff understand that they must make reasonable modifications in service
delivery to avoid discrimination against people with disabilities, unless senior
staff determine that making these modifications would fundamentally alter the
nature of the service

Staff understand that the Center is required to provide appropriate auxiliary aids and
services to ensure that communication with customers and potential customers with
disabilities is as effective as communication with other individuals, unless this would
result in a fundamental alteration in the nature of the service or activity

Staff are aware that they cannot decide that an action which would allow program
access by a person with a disability is unfeasible. Such decisions must be made by the
designated senior staff member.

Staff have been trained in emergency evacuation procedures for people with
disabilities, including the evacuation of persons with mobility impairments

Staff know how to procure and use various equipment and materials for assisting
people with disabilities, including the Centers telecommunications device for the deaf
(TT/TTY/TDD), accessible work stations, accessible materials, etc.

Disclosure of Disability

When working with customers with disabilities, staff discuss disability only as it
pertains to the customers need to access employment and training services

Staff who are working with a customer with a disability get permission from the
customer before discussing information about the individuals disability with other
One-Stop staff or external individuals (e.g., other agencies)

When working with customers with disabilities, staff provide information to other
One-Stop staff about a customers disability only as needed

Private office space is available for discussion of disability-related issues

All discussions with customers and other individuals about a customers disability take
place in private; if discussions are by phone, calls are made in an area where the caller
cannot be overheard

Policies and procedures are in place to ensure that staff do not disclose information
about a persons disability to other customers

Staff understand that under the ADA, the One-Stop Center may ask whether a
customer has a disability (under Title II), but that employers are prohibited from doing
so during the job application process (under Title I). As a result, staff also understand
that they may not disclose the fact that an individual has a disability to an employer
without the customers permission.

Staff educate employers about the limits of inquiry under the ADA

Staff discuss with customers with disabilities the issue and implications of disclosure
of disability to employers and potential employers

« o~ LI . "~ LA . - - Nnimtrne 7
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* The management information systems for the One-Stop have been reviewed to ensure
that access to information concerning a customers disability status, and information
about their disability, is limited only to staff who require such information to
effectively deliver services to the individual

Accommodation Requests

* The One-Stop Center has procedures and guidelines for handling requests for
reasonable accommodations and reasonable modifications in policies, practices, or
procedures.

* A senior management person has been designated to make determinations that a
reasonable accommodation or modification is unfeasible, because it would result in a
fundamental alteration in the nature of the program or pose undue financial or
administrative burdens

* The One-Stop Center posts clear procedures for requesting reasonable
accommodations and modifications in waiting areas, the resource library, and other
public areas, and includes them in writing in outreach materials.

Registration and Orientation

* Staff offer every customer assistance with filling out forms and application materials

* When signing up for orientation, everyone is asked whether they will need assistance
or accommodations to participate

* Ifa person needs assistance in filling out registration or intake forms, this is done one-
on-one in a private room, where the individuals responses will not be overheard

» If customers are asked whether they have a disability, this is asked of every customer,
and asked in writing, not verbally

* If the One-Stop Center has special programs for people with disabilities, this
information is given in writing, so that people with disabilities dont have to
inadvertently disclose by writing down information that is given orally

* Information in orientation sessions is explained slowly and clearly, with plenty of time
and opportunities for questions

* Asrequired by WIA regulations, every orientation session includes a presentation of
customers rights to nondiscrimination and equal opportunity, including the right to file
a complaint,

* Clearly understood procedures for requesting reasonable accommodations and
modifications are included in writing and reviewed verbally during orientation

* A list of the One-Stops auxiliary aids and services for communication, assistive
technology devices, and material in accessible formats is provided in writing and
reviewed verbally during orientation

Service Delivery

* People with disabilities are served in integrated settings; people with disabilities
participate in the programs and services of the One-Stop Center alongside people
without disabilities

* If people with disabilities are served separately from other customers, doing so meets
the legal requirement that this be necessary in order for people with disabilities to have
opportunities as effective as those provided to other customers

L B n . LI A | . ., L] ~ PLI LI I niMmians 7~
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If permissible separate programs exist at the One-Stop Center, people with disabilities
are not required to participate in such programs

People with disabilities have the access to the full range of core, intensive, and training
services available to all customers, and are not served exclusively via services from
Vocational Rehabilitation

The eligibility criteria for intensive and training services do not discriminate against
people with disabilities, either overtly or inadvertently [by design or in effect]

All customers are routinely asked if they will need some type of accommodations or
special assistance to take full advantage of One-Stop services

All customers are routinely offered the option of meeting with staff in private offices
Information is presented in a way that is understandable to people who have limited or
no reading skills

Information that is presented orally is also available in writing for people who are deaf
or hard of hearing, and for people whose learning style requires reinforcement of items
in writing

Services are designed so that individuals who are not knowledgeable, comfortable
with, or able to use electronic technology (i.e., computers) can fully benefit from One-
Stop services

Quiet work space is available for people with Attention Deficit Disorder and hearing
impairments to thoroughly read and comprehend materials

General Communication Requirements

The One-Stop Center has taken appropriate steps to ensure that communication with
customers and potential customers with disabilities is as effective as communication
with other customers

One-Stop staff regularly ask all customers if they need information in alternative
formats, or need help understanding information

One-Stop staff regularly inform all customers that communications aids and services
are provided upon request

The One-Stop Center has a procedure for responding to requests for auxiliary aids and
services. This procedure includes a mechanism for determining that if an aid or service
must be substituted for one that was requested, the aid used was equally effective

The One-Stop Center has identified a source for sign language interpreters, and can
respond quickly to interpreter requests

Work Stations and Equipment

Accessible work station: At least one computer work station for customers has been
designed to be as universally accessible as possible for customers with disabilities.
[See guidelines and examples of accessible electronic work stations elsewhere in this
section].

Large monitor: For people with low vision, the center has a 19" - 21" monitor with a
moveable mounting arm that provides increased character size and a clearer, sharper
image

Screen enlargement capability: The center has computers that allow users with low
vision to enlarge the print on the monitors screen

Voice output capability: For people with visual disabilities and reading limitations, the
center has a work station that can read text on the screen and convert the text into voice
output; computer has a headphone jack and headphones

LI | * a1 N v L B B Nniminny r
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* Flatbed scanner: The center has a scanner that can convert a paper document into
electronic format [useful for people who access information through voice output
and/or need documents converted to Braille]

* Trackball: The center has a work station with a trackball as an alternative to a mouse.
[This is useful for customers who have gross motor skills but lack fine motor skills]

* Alternative keyboard: For people with a variety of disabilities, including those with
limited use of their hands and those who tire easily, the center has a modified version
of the standard keyboard that allows key selection by variable hand and finger motion

* Word prediction software: The center has word prediction software that enables the
user to reduce the number of keystrokes used in typing

* Large keyboard caps and keyboard orientation aides: For customers with low vision,
the center has a work station with key markings that enlarge letters and numbers on the
keyboard

* Braille printer: The center has a Braille printer for use by customers and staff

* Height adjustable table: Work stations and work tables include height-adjustable tables
for use by wheelchair users

* Tape recorder: A tape recorder is available for customers who have difficulty taking
notes to tape presentations and discussions, and for staff to make audio recordings of
written material

* Portable Assistive Listening Device: The center has a portable assistive listening
device available for individuals with mild to severe hearing loss. [These devices
increase the loudness of the speaker while reducing background noise.] [Information
on work station requirements are based in part on information from Assuring Access to
Job Seekers with Disabilities in Missouris One-Stops, which is incorporated into
Missouris state workforce plan, This information was furnished by Missouri Assistive
Technology. Guidelines and examples of accessible work stations and assistive
technology are contained elsewhere in this section.]

Materials

* The One-Stop Center has basic orientation materials in alternate formats (large print,
Braille, audio-tape, text on computer disk, etc.) and has also identified resources to
quickly obtain other materials in alternate formats upon request

* Materials are available in formats that account for a variety of learning styles, and are
also accessible to people who have limited or no reading skills (e.g., pictures, videos,
audio-tapes)

* Paper materials are presented in contrasting colors (e.g., black and white)

* Videos for customers are closed-captioned

* The One-Stops website is fully accessible to people with disabilities and Bobby
approved. [A free service that analyzes web pages for their accessibility to people with

disabilities www.cast.org/bobby]

Evacuation Procedures

* There is a mechanism for ensuring that people who are deaf or hard of hearing are
aware of an activated fire or smoke alarm

* There is an established emergency evacuation procedure that addresses the needs of
people with disabilities, including persons with mobility impairments

Marketing Materials and QOutreach

o T i LI R TR T S R . nimtnns -
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* Marketing materials mention people with disabilities as one of the groups that One-
Stop Centers serve
* Pictures and graphics in marketing materials include positive images of people with
disabilities receiving services with other customers
* The One-Stop Center indicates that it is an equal opportunity employer/program and
that auxiliary aids and services are available upon request to individuals with
disabilities in recruitment brochures and other materials. These materials also indicate
the telephone number of the centers TDD/TTY or relay service
* A list of the One-Stops auxiliary aids and services for communication, assistive
technology, and material in accessible formats is provided as part of outreach materials
* As part of its efforts to provide universal accessibility, the One-Stop Center does
outreach to people with disabilities, as required by WIA regulations. This includes
such activities as:
° Advertising in media that targets people with disabilities
¢ Sending notices about One-Stop activities to community groups, organizations
and associations that people with disabilities participate in
* Consulting with community groups, organizations, and associations about ways
in which the One-Stop Center can improve its outreach and services to people
with disabilities
° Off-site presentations to the general public by One-Stop staff are held in
locations that are fully accessible for people with disabilities
> Presentations to the general public include a discussion of customers rights

concerning nondiscrimination and equal opportunity, as required by WIA
regulations

Access to Transportation

* If the service delivery area has public transportation, the One-Stop Center is ina
location that provides optimal public transportation access so that people with
disabilities and others who do not drive can easily reach the center

* Any One-Stop materials that contain driving directions, also include public
transportation directions, and/or other transportation options for individuals who do not
drive. This includes directions contained on the One-Stop web site.

» If the service delivery area is not served by public transportation, the One-Stop Center
has taken steps to ensure that individuals who do not drive, including people with
disabilities, have access to the full range of One-Stop services. This can include
developing transportation options and resources, delivering services in satellite
locations, etc. See section 12 on Transportation for suggestions

Notice on Equal Opportunity and Nondiscrimination

* The One-Stop Center posts notices in the waiting area, resource library, and other
public areas that outline rights and protections for people with disabilities and other
individuals, including the right to equal opportunity, accessible services, and complaint
procedures. These posters comply with the required wording in the nondiscrimination
and equal opportunity regulations, and include the contact information of the Equal
Opportunity Officer

* The required notice about nondiscrimination and equal opportunity is :

* Included in orientation materials made available to every customer
e Included in handbooks and manuals

¥oaa it " LA - S | LENF I B L | L R Nniminne r
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° Included in marketing materials

° Disseminated in internal communications

o Placed in each customers file

* Provided in accessible formats

° Provided to applicants for employment and employees

° Provided to unions or professional organizations that hold collective bargaining
or professional agreements with the One-Stop

= Provided to sub-recipients or subcontractors that receive WIA Title I funds from
the One-Stop

Equal Opportunity and Nondiscrimination Regulations

* The One-Stop Center has an Equal Opportunity Officer, who is a senior level
employee, as required by WIA regulations
* The Equal Opportunity Officer fulfills all the requirements of this position including:
° Serving as the liaison with the U.S. Department of Labor Civil Rights Center
° Monitoring the One-Stop Centers activities and written policies to ensure
compliance with all applicable laws pertaining to nondiscrimination and equal
opportunity
> Receiving and investigating any complaints concerning possible discrimination
by the One-Stop Center
° Reporting directly to appropriate officials (including the state WIA director and
Governors WIA liaison) about equal opportunity matters
* Participating in ongoing training concerning nondiscrimination and equal
opportunity
* One-Stop management and staff are aware of and follow the requirements contained in
the states Methods of Administration (MOA) for Nondiscrimination and Equal
Opportunity under WIA
* Services, programs, and facilities are reviewed at least annually to ensure that the One-
Stop and its services are nondiscriminatory and provide equal opportunity for
customers with disabilities

Record Keeping Requirements

* Logs of complaints alleging discrimination are kept by the One-Stop Center, as
required by law

* The disability status (when known) of all customers and applicants for services is
recorded. This information is stored in a way that ensures confidentiality.
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Sign Language Interpreter Reference Card

WorkSource Atlanta Regional provides certified sign language interpreters through
Interpretek Atlanta. This service is available to workforce customers who need
assistance and use signing. Managers or their authorized designees may call to schedule

a sign language interpreter.

Interpretek Atlanta 770-531-0700

2451 Cumberland Parkway, Suite 3738
Atlanta, GA 30339

Fax 770-947-0894

www.interpretek.com

atl.office@interpretek.com

Agreement with Rates Attached.



Interpretek_

American Sign Language Interprating Services

FEI # 81-4634581
INTERPRETEK ATLANTA - RATES AND BILLING POLICIES

Definitions and Policies
1. Hourly rates for assignments are charged on a portal-to-portal basis- maximum of one hour travel each way within

metro Atlanta- plus mileage at the IRS established rate, in place when the request is accepted, with a two-hour
minimum/assignment that includes travel.

2. Forassignments over two hours in length, or of an extremely difficult nature, for depositions, witness testimony, and
for Deaf-Blind-related assignments, at least two interpreters are required. For all-day assignments, lunchtime is a
working lunch. For luncheons or banquets, the interpreter(s) will also be served.

3. Incases where a language specialist is also required for effective communication, a team/teams of specially trained
Deaf and hearing interpreters will be scheduled.

4. Cancellation policy: if all or part of the assignment is cancelled with less than 24 hours’ notice, the full scheduled
interpreting hours are charged. If cancelled upon arrival, travel time one-way and mileage round trip are also
charged. If the assignment is more than one consecutive day in length and cancelled with less than 24 hours’ notice,
the total of scheduled hours with less than 24 hours’ notice is charged, the scheduled hours with 24-48 hours’ notice
are charged at 50%, and the scheduled hours with more than 48 hours’ notice are not charged. Medical assignments
scheduled with 24/7 coverage are scheduled until discharge, at which time billing ends.

5. General Assignments involve a person and/or their immediate family members in employment, academic, political,
religious, community, cultural, and other settings. Medical or Mental Health Related Assignments involve any
medical or mental health patient and /or their immediate family members with their medical or mental health care
provider(s), taking place in a hospital, doctor’s office, hospice, residential or day treatment or rehabilitation center,
etc. Legal Related Assignments involve any person and/or their immediate family members participating in a legal
or court-related procedure as a defendant, witness, suspect, litigant, etc. with legal counsel, police, district attorney,
judge, etc. taking place in a courtroom, lawyer's office, police station, jail, etc.

Rates
Regular Business Hours Assignments
Are scheduled to occur more than 24 hours in advance of request, between 8 am and 6 pm, Monday through Friday.

GENETAL wovvreririitiveerererensssesnssnsssrosesarsssasasssassssssesnssass ssssnsersones csresesnsnsssnensennenn . 365 /HOUP
Medical- or Mental Health-Related ...... s smasnnssnasssssnansnne e 3 70/ hOUT

LEGAI-REIBLEM .......ovvvrrvrrerrnritrsirs s s sasssssnessnssss s mmassssssosmansens e sens S 75/ hOUT

Differentials
After-Hours Assignments:
Occur between 6 pm and 8 am, Monday through Thursday, or 6 pm Friday to 8 am Monday, or on a state or national holiday.
Emergency Assignments:

All assignments, including general, medical, mental health, legal, as well as any after-hours assignments, which are scheduled to occur in less than 24
hours of the time of the request.

After-Hours and Emergency:
When both criteria above apply to any assignment category, both differentials are added to the hourly rate.

After-Hours............ ceesersiesssnernans rerssernnens weenensadd $5/ hour to hourly rate above
Emergency....... RN cessesasssessnenansnnsenns woere@dd $10/ hour to hourly rate above
After-Hours Emergency........cveuveenne rerveraeeees add $15/ hour to hourly rate above

Effective 01/01/17. Rates are subject to annual increases. Late fee of 1.5%, compounded monthly, is applied to due balance.

2451 Cumberland Parkway, Suite 3738 ° Atlanta, GA 30339 p: 770.531.0700 f: 770.947.0894 www.interpretek.com




Interpretek

FEI # 81-4634581

INTERPRETEK ATLANTA
AGREEMENT TO PAY FOR INTERPRETING SERVICES PROVIDED

The signature below indicates that __Robert LeBeau, Manager Workforce Solutions Group
Printed name and title of authorized individual

for Atlanta Regional Commission
Name of entity

Policies of Interpretek and agrees to submit payment for services rendered within 15 days of invoice receipt.

, has reviewed and will follow the attached Rates and

Interpretek is hereby authorized to accept requests for interpreting services placed by any requester of and

for this entity. Any exceptions or restrictions to this statement are listed here:

£/18/1t

Date Signed’ [

Sigﬁture of Adthorized Agent

Atlanta Regional Commission
Name of Entity

229 Peeachtree St, N. E., Suite 100

Complete billing street address

Ste. or office number

Atlanta, Georgia 30303
City State Zip
404-463-3327  fax-to-email 4702192704 rlebeau@atlantaregional.org
Telephane Fax Email

Please complete and return by fax to 770.947.0894 or by email to atl.office@interpretek.com.
Effective 01/01/17. Rates are subject to annual increases. Late fee of 1.5%, compounded monthly, is applied to due balance.

2451 Cumberland Parkway, Suite 3738 * Atlanta, GA 30339 p: 770.531.0700 F:. 770.947.0894 www.interpretek.com
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