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Final Guidance

Final Guidance to Federal Financial Assistance Recipients Regarding Title VI Prohibition
Against National Origin Discrimination Affecting Limited English Proficient Persons. (72 FR
2732)

“The Department of Housing and Urban Development (HUD) is publishing the final ‘Guidance to
Federal Financial Assistance Recipients Regarding Title VI Prohibition Against National Origin
Discrimination Affecting Limited English Proficient (LEP) Persons’ (Guidance) as required by
Executive Order (EQO) 13166. EO 13166 directs federal agencies that extend assistance, subject to
the requirements of Title VI, to publish Guidance to clarify recipients’ obligations to LEP persons.
This final Guidance follows publication of the proposed Guidance on December 19, 2003.””
Effective February 21, 2007 (72 FR 2731).

Introduction

As published in the Federal Register on January 22, 2007, “Most individuals living in the United
States read, write, speak and understand English. There are many individuals, however, for
whom English is not their primary language. For instance, based on the 2000 census, over 26
million individuals speak Spanish and almost 7 million individuals speak an Asian or Pacific
Island language at home. If these individuals have a limited ability to read, write, speak, or
understand English, they are limited English proficient, or ‘LEP.” According to the US Census
ACS, 25% of all Spanish and 39% Chinese speakers in Santa Clara County reported that they
spoke English ‘not well’ or ‘not at all’: over half of all Vietnamese-speakers said they speak
English ‘not well’ or ‘atall.’

HUD follows basic principles to ensure that LEP individuals have access to housing programs.
“First, HUD must ensure that federally assisted programs aimed at the American public do not
leave some behind simply because they face challenges communicating in English. This is of
importance because, in many cases, LEP individuals form a substantial portion of those
encountered in federally assisted programs. Second, HUD must achieve this goal while finding
constructive methods to reduce the costs of LEP requirements on small businesses, small local
governments, or small non-profit entities that receive federal financial assistance” (72 FR
2738).

This report outlines how the Santa Clara County Housing Authority (SCCHA) provides language
assistance to ensure that all persons have access to the agency’s programs and activities.

Definitions

Limited English Proficiency person: Any person who does not speak English as their primary
language and who has a limited ability to read, write, speak, or understand English. Such person
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or persons shall be entitled to language assistance at no cost to themselves with respect to a
particular type of service, benefit, or encounter. This is based on the client’s assessment.

Vital document: .Any document that contains information that is critical for obtaining or
maintaining the services or benefits that are supported by federal funds, or that are required by
law. Such documents may include, but are not limited to applications, consent forms, notices of
participant rights and responsibilities, disciplinary notices, letters or notices that require a
response from the participant or beneficiary, legal notices, and notices advising LEP persons of
the availability of free language services.

Interpretation: The act of listening to spoken words in one language (the source) and orally
translating it into another language (the target).

Translation: The transcription of a written text from one language into an equivalent written
text in another language. Note: Some LEP persons cannot read in their own language and oral
interpretation services may be needed for written documents.

Four-Factor Analysis: Housing authorities are required to take reasonable steps to ensure
meaningful access to LEP persons. This standard is intended to be flexible and fact-dependent.
It is also intended to balance meaningful access to critical services while not imposing undue
financial burdens on small businesses, small local governments, or small nonprofit
organizations.

HUD Recipient: Federally-assisted agencies receiving HUD funding. In this document,
“recipient” refers to SCCHA.

Legal Authority

“This HUD policy is thus published pursuant to Title VI, Title VI regulations, and Executive Order
13166. It is consistent with the final DOJ ‘Guidance to Federal Financial Recipients regarding
Title VI Prohibition Against National Origin Discrimination Affecting Limited English Proficient
Persons,”” published on June 18, 2002 (67 FR 4145).

Who is Covered?

“Pursuant to Executive Order 13166, the meaningful access requirement of the Title VI
regulations and the four-factor analysis set forth in the LEP Guidance are to additionally apply
to the programs and activities of federal agencies ... Recipients of HUD assistance include, for
example:

e State and local governments;
e Public housing agencies;
e Assisted housing providers” (72 FR 2739).
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Who is a Limited English Proficient Individual?

“Persons who do not speak English as their primary language and who have a limited ability to
read, write, speak, or understand English can be limited English proficient, or ‘LEP,” and may be
entitled to language assistance with respect to a particular type of service, benefit, or
encounter. Examples of populations likely to include LEP persons who are encountered and/or
serviced by HUD recipients and should be considered when planning language services, but are
not limited to:

Persons who are seeking housing assistance from a public housing agency or assisted
housing provider or are current tenants in such housing” (72 FR 2740).

Four-Factor Analysis

HUD provides a four-factor analysis as a framework to identify LEP persons who need language
services and to what extent. Data from this analysis enables SCCHA to evaluate which languages
require document translation services, in addition to interpretation services, and which
languages require only interpretation services, because they fall below the HUD threshold. With
this insight, this LAP explains SCCHA’s language assistance measures, staff training and agency
monitoring.

Factor 1:

“For most recipients, the target audience is defined in geographic rather than programmatic
terms. In many cases, even if the overall number or proportion of LEP persons in the local area
is low, the actual number of LEP persons served by the program may be high.

Recipients of HUD funds are required by existing regulations to outreach, educate, and
affirmatively market the availability of housing and housing-related services to eligible persons
in the geographic area that are least likely to apply for and/or receive the benefit of the
program without such outreach and education activities and/or affirmative marketing” (72 FR
2748).

Factor 2:

“Frequency of contact should be considered in light of the specific program or the geographic
area being served. Some education programs or complaint processing may only require a single
or limited interaction with each LEP individual served. In contrast, housing, counseling, and
housing supportive services programs require ongoing communication. In the former case, the
type and extent of LEP services may be of shorter duration, even for a greater number of LEP
persons, than in the latter case. Therefore, decisions must be made accordingly” (72 FR 2748).



Factor 3:

“Importance of Service/Information/Program/Activity. Given the critical role housing plays in
maintaining quality of life, housing and complementary housing services rank high on the
critical/non-critical continuum. However, this does not mean that all services and activities
provided by recipients of HUD must be equally accessible in languages other than English.
For example, while clearly important to the quality of life in the community, certain
recreational programs provided by a HUD-funded recipient may not require the same level
of interpretive services as does the recipient’s underlying housing service. Nevertheless, the
need for language services with respect to these programs should be considered in
applying the four-factor analysis” (FR 72 2748).

Factor 4:

“Costs vs. Resources and Benefit. The final factor that must be taken into account is the cost
of providing various services balanced against the resources available to the HUD-funded
recipient providing the service” (FR 72 2748). Financial considerations include the type of
program. “There are some programs for which translation and interpretations are such an
integral part of the funded program that services would be provided in some way to any
client that requires them. In important programs or activities (e.g., tenant selection and
assignment ... fair housing complaint intake, conflict resolution between tenants and
landlords, etc.) that require one-on- one contact, oral and written translations would be
provided consistent with the four-factor analysis used earlier. Recipients could have
competent bi-or multilingual employees, community translators, or interpreters to
communicate with LEP persons in languages prevalent in the community. In some
instances, a recipient may have to contract or negotiate with other agencies for language
services for LEP persons” (FR 72 2748).

LAP Elements
(Indicated by A)

A Identifying LEP Individuals Who Need Language Assistance

Santa Clara County is one of the most ethnically and linguistically diverse counties in the
United States. According to the 2014-2018 American Community Survey Five-Year
Estimates by the U.S. Census Bureau, 55.1% of residents between 18 and 64 years of age in
Santa Clara County speak a language other than English at home. SCCHA serves low-
income county residents with limited English proficiencies that require a translator to
utilize the agency’s services.

The Department of Housing and Urban Development (HUD) mandates the written
translation of all required forms for certain linguistic groups of clients, based on their
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demographic representation in the area being served. The criteria determining the need

for translated vital documents is as follows:

Table 1. Criteria determining the need for translated vital documents

Size of language group

Recommended provision of
written language assistance

1,000 or more in the eligible population in the
market area or among current beneficiaries

Translated vital documents

More than 5% of the eligible population or
beneficiaries and more than 50 in number

Translated vital documents

More than 5% of the eligible population or
beneficiaries and 50 or less in number

Translated written notice of right to receive free
oral interpretation of documents.

5% or less of the eligible population or
beneficiaries and less than 1,000 in number

No written translation is required.

Source: Federal Register, January 22, 2007 (2753)

SCCHA ANALYSIS:

There are 1,922,200 persons in Santa Clara County, according to the most current data
from the US Census American Community Survey (ACS). Many of these people come from
non-English speaking countries, or are descendants of people from such countries. As
Table 2 below indicates, at 132,669 persons, persons of Vietnamese descent comprise
almost 7% of Santa Clara County’s population. Persons of Chinese descent are 10% of the
County’s population, or 193,928 out of a total of 1,922,200 persons. While Hispanic\Latino
is an ethnicity and not a nationality, for purposes of comparison, we included this category

of persons in the table below:

Table 2. Persons by select nationalities with non-English languages,
including persons of Hispanic/Latino descent: Santa Clara County

Percentage of County
population when more than

Nationalities\Ethnicity Number one percent

Chinese 193,928 10.1%
Viethamese 132,669 6.9%
Hispanic/Latino 495,455 25.8%
Filipino 91,408 4.8%
Indian 175,335 9.1%
Korean 28,994 1.5%

Source: US Census ACS 5-Year 2014-2018 Annual Average, Tables B02015 (Asian alone By
Selected Groups) and DP0O5 (Demographic and Housing Estimates)

While the table above identified the total number of persons by select nationality\ethnicity,
the table below identifies how many persons in these categories speak English well or not
well. Thus, of the 132,669 persons of Vietnamese descent in Santa Clara County, 116,654
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are at least 5 years and, of these 72,173 do not speak English well. As a percent of the total,
54% of persons of Vietnamese descent in Santa Clara County do not speak English well or at

all.

Table 3. Persons who speak English well and not well: persons by select nationalities with
non-English languages, including persons of Hispanic/Latino descent: Santa Clara County

Sub-Total: Does not
Nos. of speak
persons 5 Does not English well
year and Speaks speak as percent of
Total older English well | English well total
Chinese 193,928 158,894 83,191 75,703 39%
Vietnamese 132,669 116,654 44,481 72,173 54%
Hispanic/Latino 495,455 320,535 196,209 124,326 25%
Filipino 91,408 55,391 34,652 20,739 23%
Indian 175,335 120,939 95,621 25,318 14%
Korean 28,994 22,795 12,226 10,569 36%

Source: US Census ACS 5-Year 2014-2018 Tables B02015 (Asian alone By Selected Groups), DPO5 (Demographic
and Housing Estimates), and C16001 (Language Spoken At Home).

The following table includes data on the poverty status of persons who speak their native

language at home. In Santa Clara County, there are 320,535 persons five years and older

who speak Spanish in their homes, and, of these, 39,807 are in households with incomes

below the poverty line. At 12.4 %, the poverty rate of persons who speak Spanish at home

is four percentage points higher than the overall countywide poverty rate of 8.0%,

underscoring the point that limited English-speaking abilities affects this community

especially hard. In contrasts, the 8.4% poverty rate for persons who speak Asian\Pacific

Islander languages at home is similar to the overall countywide rate of 8.0%, suggesting

that, unlike the situation for Hispanics\Latinos in poverty, any number of factors including

limited English-speaking ability equally contribute to Asian\Pacific Islander poverty.

Table 4. Poverty Status of Persons who speak English well and not well: Santa Clara County

Distribution
Total of Persons in
Number of Poverty Who
Persons 5 Overall Distribution Speak
Total and Over: In | Poverty Rate of Total Language
Number of Poverty: By Language Number of Other Than
Persons 5 Speaks At Spoken At Persons 5 English at
and Over Home Home and Over Home
Santa Clara County 1,803,512 144,212 8.0%
Spanish 320,535 39,807 12.4% 17.8% 27.6%
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Asian and Pacific Island 441,188 36,897 8.4% 24.5% 25.6%
languages

her Indo-E
Other Indo-European 162,365 8,513 5.2% 9.0% 5.9%
languages
Other languages 24,086 1,788 7.4% 1.3% 1.2%

Source: US Census ACS 5-Year 2014-2018 Tables B02015 (Asian alone By Selected Groups), DPO5 (Demographic and
Housing Estimates), and C16001 (Language Spoken At Home).

The table above shows another way that Spanish-speaking persons are especially affected by
limited English-speaking abilities: while persons five years and above who primarily speak
Spanish at home are 17.8% of all persons five and over in the County, Spanish-speaking
persons in poverty are 27.6% of all persons (five and over) in poverty. In other words,
Spanish-speaking persons are a significantly larger share of the total number of persons in
poverty relative to their overall numbers across all income categories. Poverty level, as
defined by the census, is primarily below SCCHA’s income eligibility definition of “extremely
low” (30% of median household income).

If SCCHA considers the service area of Santa Clara County and the potential clients with
qualifying low incomes, it is clear from the tables above that translation services are needed
for all Spanish and Vietnamese language client vital documents. In SCCHA’s Elite database,
program participants are tracked by their language proficiencies. In a SCCHA report
generated from the database on August 4, 2020, 3,599 participants reported Vietnamese as
their primary language instead of English, and 532 reported Spanish as their primary
language. Therefore, vital Viethamese language client documents must also be translated.
Although current numbers of participants who speak Spanish as their primary language do
not trigger written translations of vital documents, SCCHA management has requested that
all vital client documents be translated into Spanish since 2005 when a four-factor analysis
completed at the time indicated that the number of Spanish-speaking program participants
was high enough to require vital document translation. And, the Agency wants to continue
to provide this service to Spanish-speaking participants.

Other language preferences captured in the database include Mandarin (231), Russian (193),
Farsi (65), and Korean (81). Mandarin, Russian, Farsi and Korean speakers each make up less
than 5% of HACSC’s total number of participants and are each less than 1,000 in number.
Therefore, these languages would not require vital document translations at this time. LEP
individuals would receive telephone or in-person interpretation services for these languages
for all vital written Agency documents, as well as for conversational communications
between Agency staff and participants.



Table 5. Language preferences > (Elite 8-4-20) but less than 5% of eligible population

No written translation is required phone/in-person interpretation available

Participant
Count
Cambodian 77
Cantonese 72
Farsi 65
Korean 81
Mandarin 231
Russian 193
Languages requiring translated vital documents
Spanish 532
Vietnamese 3,599
Total SCCHA participants tracked 17,452

Source: SCCHA, Excel Reports (8-4-2020)

Based on this data, SCCHA is required to have vital document translations for Spanish

(1,000 or more of the eligible population) and Vietnamese. Even though six of the language

preferences in the database have a count above 50, they do not meet the 5% threshold.

Therefore, SCCHA is only required to continue to provide vital document translations for

Spanish and Vietnamese.

By comparison, language preference demographics for CalWORKs is outlined below. The

primary languages spoken reflect the Census ACS 2014-2018 five-year annual average with

English, Spanish and Vietnamese representing the largest language groups. CalWORKs

demographics also mirror the translation requests at SCCHA. One notable difference is

that CalWORKs lists the Spanish language group as much greater than the Vietnamese

language group (Table 6). SCCHA has significantly more requests for Vietnamese

translations and interpretations than for Spanish. Regardless of this order, both languages

require translated vital documents for SCCHA participants and applicants.

Table 6. CalWORKS demographics countywide by language: 2019 Annual Average Participant

Count
English 8,412
Spanish 2,736
Vietnamese 279
Farsi 45
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Arabic 43
Other languages 136
Total participants tracked 11,650

Source: Santa Clara County DSS, "Quarterly Statistical Data of Public Assistance Families in Santa Clara County" (www.sccgov.org)

SCCHA ANALYSIS:

The Frequency with Which LEP Individuals Come in Contact With the Program

One way to determine frequency of contact is to look at the number of
interpretation/translation services that have been provided. During the six months from July 1

to December 31, 2019, SCCHA’s contracted language services company provided phone

interpretation services on 314 separate occasions (Table 7). The majority of these

interpretation requests (172) were in Vietnamese, with 69 in Spanish. On average, there are

29 requests per month for over-the-phone interpretation services involving the Vietnamese

language, with each call lasting approximately 16 minutes. Tenant training and outreach

programs are conducted in Spanish and Vietnamese, which are determined by language

preferences indicated on RSVPs from tenants.

Table 7. Distribution of Over-the-Phone Interpretation Calls By Language

Total Number of Calls and
Total Call Volume Over
First Six Months (July 1-

Dec. 31) of

Average Monthly Number of
Calls and Average Monthly
Call Volume Over First Six
Months (July 1 - Dec. 30) of

Distribution of Average
Monthly Number of Calls and
Average Monthly Call Volume
Over First Six Months (July 1 -

FY 2019-2020 FY 2019-2020 Dec. 30) of FY 2019-2020
Avg. Mos.
Total Avg. Mos. Avg. Mos. Avg. Mos. Minutes:
Total Calls Minutes Calls Minutes Calls: Distrib. Distrib.
Summary 314 4,728 52 788 100% 100%
Vietnamese 172 2,746 29 458 55% 58%
Spanish 69 832 12 139 22% 18%
Mandarin 20 381 3 64 6% 8%
Cantonese 9 155 2 26 3% 3%
Russian 11 140 2 23 4% 3%
Farsi 8 123 1 21 3% 3%
Arabic 5 87 1 15 2% 2%
Korean 7 81 1 14 2% 2%
Bosnian 5 53 1 9 2% 1%
Cambodian 3 52 1 9 1% 1%
Other 5 78 1 13 2% 2%

Source: SCCHA

While Vietnamese is the most-requested language when it comes to over-the-phone
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interpretative services, Chinese is the language into which most SCCHA documents are
translated (Table 8). Over the course of Fiscal Year 2018-2019, SCCHA received 91 document
translation requests, of which 23 were for translating documents in Chinese, 10 into Spanish,
and 8 into Vietnamese

Table 8. Document Translation Language Trends: FY 2018-2019

Distribution Distribution
of Translation of Word
Number of Tasks (only Count (only
Document for those Aggregate for those
Translation with known Word with known
Tasks languages) Count languages)
Summary 91 100% 107,709 100%
Chinese 23 37% 16,615 26%
Spanish 10 16% 12,920 20%
Viethamese 8 13% 13,065 20%
Russian 7 11% 11,031 17%
Chinese-to-English 4 6% 4,411 7%
Spanish-to-English 3 5% 3,000 5%
Russian-to-English 3 5% 1,323 2%
Bosnian-to-English 2 3% 750 1%
French-to-English 1 2% 441 1%
Korean 1 2% 375 1%
Language not identified 29 43,778

Source: SCCHA

Nature and Importance of Program or Service

Rental housing costs in Santa Clara County are among the highest in the nation. The
average four-year rent increase per unit in Santa Clara County is 44.6% according to
RealAnswers, an online housing data collection resource. In order to apply for or
participate in subsidized housing programs offered by SCCHA, LEP persons must fill out
multiple forms, understand and abide by numerous procedures and find scarce affordable

housing.

A Language Assistance Measures

At this time, SCCHA is able to provide document translation services for all languages that
meet HUD quantitative guidelines. Interpretation will be available, as needed for LEP
persons, through designated staff and a contracted language services provider.

Type of Program: “There are some programs for which translation and interpretation are an

integral part of the funded program such that services should be provided in some way to

any client that requires them. In important programs or activities (i.e., tenant selection and
12



assignment, homeownership counseling, fair housing complaint intake, conflict resolution
between tenant and landlords, etc.) that require one-on-one contact with clients, written
translation and verbal interpretation services should be provided consistent with the four-
factor analysis used earlier. Recipients could have competent bi-or multilingual employees
or community translators, or interpreters to communicate with LEP persons in languages
prevalent in the community. In some instances, a recipient may have to contract or
negotiate with other agencies for language services for LEP persons” (FR 72 2748).

A Summarization of SCCHA’s LAP Process
Written Translations

1. SCCHA will provide translations of its vital documents into Spanish and Vietnamese.
2. SCCHA will obtain translations of documents submitted by a client for any
language other than English.
Oral Interpretation Services
1. All non-English speaking participants and applicants are entitled to and will be

offered oral interpretation either by the in-house translator of the day or by phone
through the contracted agency.

A Training Staff
SCCHA staff training will include the following:

SCCHA’s LEP policies.
Proper noticing requirements for LEP persons, including posting of signs in common
areas, translations of outreach documents and stating that interpretations are
available by phone.
3. Thetypes of language services available:
a. In-house interpreters/translators
b. Written translations of documents
c. Interpretation by telephone
d. Vendor-provided on-site interpretation for spoken and American Sign
Language (ASL)
How to obtain in-house interpretation/translation services.

v ok

How to access language interpretation services by phone and translation of
documents by email from contracted interpretation/translation service providers.
How to respond to LEP callers.

How to use the HUD Language-ldentification “l Speak” cards.

How to respond to written communication from LEP persons.

0 0 N o

How to work with LEP clients in person and with phone interpreters.
10. How to document the use of translations/interpretations.
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SCCHA will distribute the LAP and provide training to staff annually on how to assist a
person with limited English proficiency. Additionally, the LEP plan will be part of the new
staff orientation binder.

Interpretation Process

SCCHA'’s protocol for accessing language services is as follows:

1. The Agency will utilize certified bilingual staff to assist persons with limited
English proficiency.

2. When walk-in clients cannot communicate their language preference, staff will use
the “I Speak” language identification flashcards (Exhibit 2) developed by the U.S.
Census Bureau. With the language identified, staff will either utilize an in-house
interpreter or call its contracted interpretation agency to request an interpreter in
the designated language.

3. When extensive interpretation is required for appointments, SCCHA advises
applicants and participants to request the free language interpretation service at
least three days in advance of the meeting. This would allow time to schedule in-
house interpreters to meet with the client during their scheduled appointment.

4. When bilingual employees are not available to assist with language needs, staff
may access the contracted language interpretation agency to provide phone
interpretation for clients.

5. If the oral interpretation is for an informal hearing, the caller must inform
the contracted agency that the interpretation will be for an informal
hearing.

6. The participant or applicant may choose to refuse SCCHA -provided interpretation
and provide their own interpreter, with the exception of an informal hearing. An
agency- provided interpreter must be provided for informal hearings.

7. Staff must never require, suggest, or encourage a person with limited English
proficiency to use family members or friends as interpreters. At no time will
persons under the age of 18 (if their age is known) be utilized to provide
interpretive services.

8. Staff must note in Elite notes any time they offered and provided a
participant or applicant interpretation services.

9. If a person has refused interpretation services, SCCHA employees need to note in
Elite that the participant/applicant was offered interpretation services and note
that they refused the service or provided their own interpreter, if this occurs.

Interpreters are available for Informal Hearings
1. For Limited English Proficiency (LEP) persons, interpretation will be available during
14



informal hearings at SCCHA. The Housing Specialist assigned to the participant or
applicant is responsible for determining that interpretation is required based on the
language preference indicated in Elite, or the written or verbal request from the
client.

2. SCCHA must provide a certified interpreter even though the participant or
applicant wishes to bring someone, over 18 years old, to interpret for them.

3. The Housing Specialist will schedule the interpreter to attend the hearing.
The determination letter written by the Hearing Officer will be translated into the
appropriate language and provided to the participant or applicant.

Translation Process

The Housing Authority will translate vital written documents into the language of each
qualifying LEP group eligible to be served and/or likely to be affected by the program. Vital
documents are written materials that contain awareness of rights or services to the
programs that are translated to assist a person with LEP.

1. If an employee believes that a SCCHA letter or form needs to be translated, they
must request a translation from their immediate supervisor. The supervisor will
forward the document to Policy Unit, who will determine if the document is vital,
thus requiring translation into Spanish and Vietnamese. The designated Policy
employee would order the translation from its the contracted translator. The
translated documents shall be ordered to be translated using the same format as
the English version.

2. Once the translated document has been reviewed and approved internally by the
designated staff for Spanish and Vietnamese translations, the designated Policy
employee will upload the final translated make the translated form available for
use by staff. to F:\Current SCCHA Forms, then stored in either “In- House
Spanish” or “In-House Vietnamese” or uploaded as a multi-lingual letter into Elite.

An all-staff email will then be sent out notifying staff of the uploaded translated
documents.

3. If a household has identified that their language preference is Spanish or
Vietnamese and a Spanish/Vietnamese version of a letter or form is available, the
family must be sent both the English and alternative language version of the
letter/form and both versions must be included in the file for scanning to
demonstrate that the family received both versions. For documents requiring
signature, it is preferable to have both English and alternative language form
signed; however, it will not be an audit finding if only the English form is signed.

4. If aclient writes a letter or sends a document to the Housing Authority in a
language other than English, the employee who receives the letter will attempt to
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use in-house translators to provide an English translation of the letter, if possible.
If SCCHA does not have a translator in the written language, the employee-will
submit the document to the agency’s contracted translator for translation.

A Providing Notice to LEP Persons
SCCHA will take the following steps to educate the LEP group of the free language services

1. Use of the “I Speak” language identification flashcards, when necessary.

Notify applicants and participants of the availability of free language services
on the website.

3. Include notice of free language services in public notices published in area
newspapers in Spanish and Vietnamese.

Posting signs outlining translation/interpretation services in lobby area.

5. If aclient feels that they have been denied proper language
interpretation/translations, they may request these services from their Housing
Specialist. If they are not satisfied with the solution offered by the Housing
Specialist, they may contact the assigned Supervisor. If the Supervisor does not
provide satisfactory results, they may contact the assigned Manager. The
assigned Assistant Director may be contacted if all of the previously mentioned
staff members have not resolved this issue with the LEP person.

A Monitoring and Updating the LAP
SCCHA will conduct a needs assessment every three years to determine whether changes
to the LAP are required. The following methodology will be utilized to measure the needs

of people with limited English proficiency.

1.

Review and evaluate the translation invoices from the contracted language service
contractor to determine if interpretation and translation requests are made for
languages other than the Vietnamese and Spanish, numbering more than 5% of
the eligible population (800) and more than 50 in number. If this occurs, the
languages meeting these criteria would require translated vital documents.

Staff interpreters will keep track of categorized language interpretations requested.

Incorporate “language spoken” on the interest list form, personal declaration and
continued eligibility forms to identify the language preferences of LEP groups.

Obtain and review an annual report of requested translated and interpreted languages
from the designated language services contractor.

Have SCCHA’s internal translators review all vital forms in their assigned language for
accuracy and to ensure that the latest version is currently in use. These documents

will be updated with review approval dates in the document footers.

Maintain digital folders, organized by language, for all vital documents in a shared drive.
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7. Check with Managers and Supervisors biannually to receive recommendations for
additional forms that require translation. (See Exhibit 1 for a list of current and planned
translated documents.)
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Exhibit 1: Translated Documents

Vital Documents

The following list of documents are currently available to LEP participants in Spanish and
Vietnamese as of Quarter 3 (July to September) of 2021.

WO NOU A WNRE

W W W WWNNINNNNNNMNNNRRPRRPRPRRPRRLRPR
B W NRFRPR O OOWMNOUDNWNRPOOLOKNOOUDNWNIERO

Reexamination Instruction Flyer for Families and Elderly/Disabled
Reexamination Process Flyer

Required Documents Flyer

Reexamination for Continued Assistance Personal Declaration

Initial Eligibility Personal Declaration

Adult and Minor Income & Asset Form

MTW Release of Information/Privacy Act Notice Form

Declaration of Citizenship/Legal Immigration Status Forms for Adults and Minors
Statement of Non-Contention of Legal Immigration Status

. Consent Form for Release of Sex Offender Registry and Criminal Background
. Continued Eligibility Criminal and Sex Offender Status

. Application of Addition of Adult/Minor Household Member

. Application of Addition of Live In Aide

. Income Change Request Form

. Request to Add or Delete Household Member(s)

. Authorization for Release of Information from Third Parties Form

. Non-Discrimination/Reasonable Accommodation Information Form
. Reasonable Accommodation Request Form

. Release of Information Authorization Form

. Family Obligations Form

. HUD-52675, Debts Owed

. HUD- 9886, Privacy Act Notice

. HUD-92006, Supplement to Application for Federally Assisted Housing
. HUD-5380, Notice of Occupancy Rights

. HUD-5382, VAWA Certification Form

. Receipt of Voucher and Notice of Investigation

. Waiting List Update

. Zero Income Statement of Fact

. Zero Income Checklist

. 40% Rule Flyer

. 40% Rule Flyer- Mixed Family

. Voucher Expiration Reminder Flyer

. Briefing Presentation Power Point

. Housing Choice Voucher Family Handbook
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35. Interest List Enrollment and Update Form

36. Interest List Enrollment Denial Letter

37. Confirmation of Interest List Enrollment and Update
38. Project Based Voucher Family Handbook

39. Notice to Request Minimum Rent Hardship Exemption

Elite Letters

The following list of Elite letters are currently available to LEP participants in Spanish and
Vietnamese as of Quarter 3 (July to September) of 2021.

EHV Pending Info- Missing Tenant Docs

End of Participation (EOP)- Absent from Unit for 180 Days
EOP- Cancellation of HAP Contract Termination

EOP- Deceased Participant

EOP- Did Not Attend Hearing

EOP- Leaving Program Voluntarily

EOP- Letter to Owner Eviction

EOP- Missed Inspection Appointments

© 00N UhEWDNRE

EOP- Missed Reexamination Appointments

[EEN
o

. EOP- Non-Compliance with VASH Program

=
=

. EOP- Term Limited Assistance

. EOP- Vacation without Notice

. EOP- Voucher Expired

. Informal Hearing Appeal Period Lapsed

[ T O =Y
ubh W N

. Informal Hearing Appointment

[EEN
[<)]

. Informal Hearing Appointment- Final

=
~N

. Informal Hearing- Suspend Contract Termination

[EEN
o]

. Informal Review- Acknowledgement

[EEN
No)

. Minimum Rent Hardship Exemption- Approval

N
o

. Minimum Rent Hardship Exemption- Denial

N
=

. Notice of Unlawful Detainer

N
N

. Reasonable Accommodation Denial or Closure

N
w

. Rent Calculation Explanation- Mixed Family

N
N

. Rent Portion Letter

N
U

. Rent Portion Letter- Retro Rent Adjustment

N
[e)}

. Rent Portion Letter- Shared Housing

N
N

. Reexamination by Mail

N
(0]

. Reexamination by Mail- Final
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29. Reexamination Office Appointment
30. Reexamination Office Appointment - Final
31. Term Limited Assistance Expiration Notice
32. UNIT- Rent or Lease Change Denial

List of Non-Vital Documents

In accordance with factor 3 of the four-factor analysis, non-vital documents shall be translated

when they affect “the recipient’s underlying housing service.” The following documents,

translated into Vietnamese and Spanish, fall into this category.

uhwWwnN e

Extended Voucher Housing Search Action Plan
Housing Search Guide Brochure

Housing Voucher Search Form

Family Self-Sufficiency Flyer

Fraud Allegation Form

List of Documents Scheduled for Translation and Outreach Efforts

1.

3.

All Elite letters/forms that are not currently translated will be translated within one year
of the Language Access Plan publication date. Following that, when the Elite letters are
updated in English, they will also be translated into Spanish and Vietnamese.
Advertising will be available in the Spanish and Vietnamese newspapers and/or radio
stations regarding the following occurrences:

a. Marketing the Section 8 interest lists

b. Public hearings for the Moving to Work annual plans and reports

c. Tenant outreach events such as a Tenant Resource Fair
The website will include translated documents and web pages for important
information.
SCCHA’s main phone line provides messages in English, Spanish and Vietnamese. If
other languages become LAP-designated languages, this phone message will be updated
accordingly.
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Exhibit 2: ‘I Speak’ Cards

United States

Census

2010

LANGUAGE IDENTIFICATION FLASHCARD

Lol a5 eak13) el lia 3 Lode g

ll"uerul' h‘hg wyprul lluunm[lll,g s ju _gulnlullm.um_lr,

Iy @ Qe ofGd < Qe © e a8 IIH Wi e |

nsoIMARHsHEGis: ibynMms vSunwmea igi
g " C} L= o b

Motka i kahhon ya yangin tntiingnu' manaitai pat intingnu' kumentos Chamorro.

ARPRBER H SCERU S, RIERRIAR.

WIRARBER T SCEGE TS FERRIAE o

Oznacite ovaj kvadrati¢ ako Citate ili govorite hrvatski jezik.

Zagkrtnéte tuto kolonku, pokud &tete a hovofite Cesky.

Kruis dit vakje aan als u Nederlands kunt lezen of spreken.

Mark this box if you read or speak English.

[

w1 e 1 s 0 bt My g0 (25 4 5 kil g5 S

DB-3309

U.S. DEPARTMENT OF COMMERCE

and Statistics

U.S. CENSUS BUREAU
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1. Arabic

2. Armenian

3. Bengali

4, Cambodian

5. Chamorro

6. Simplified
Chinese

7 Traditional
Chinese

8.Croatian

9. Czech

10. Dutch

11. English

12. Farsi



Cocher ici si vous lisez ou parlez le frangais.

Kreuzen Sie dieses Kistchen an, wenn Sie Deutsch lesen oder sprechen.

Enuewvote avto To Thaiglo av SaPalete 1) wAdre EAAnvikd.

Make kazye sa a si ou li oswa ou pale kreyol ayisyen.

STTTT o0 fE=8Y Ao OT Ug §a &Y af 59 a9y Ut f¥g S |

Kos lub voj no yog koj paub twm thiab hais lus Hmoob.

Jelolje meg ezt a kockét, ha megérti vagy beszéli a magyar nyelvet.

Markaam daytoy nga kahon no makabasa wenno makasaoka iti Ilocano.

Marchi questa casella se legge o parla italiano.

BFBEHRAEY., SEEDIBRSHEELMENTTIESLY,

FZE ALY TF F 1o o] gl EAFAAIL.

Liounulagend fivinueuuanuagnano .

[

Prosimy o zaznaczenie tego kwadratu, jezeli postuguje si¢ Pan/Pani
jezykiem polskim.

DB-3309

U.S. DEPARTMENT OF COMMERCE

and Statistics

U.S. CENSUS BUREAU
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13.

14.

15.

16.

French

German

Greek

Haitian
Creole

17. Hindi

18.

19.

20.

21.

22.

23.

24,

25.

Hmong

Hungarian

llocano

Italian

Japanese

Korean

Laotian

Polish



Assinale este quadrado se vocé 1€ ou fala portugués.

fnsemnati aceasti cisutd daci cititi sau vorbiti roméanegte.

TlomeTtkre 3TOT KBATPaTHK, €CJIM Bbl HMTACTE WM "OBOPUTE IIO-PYCCKU.

O6enexure 0Baj KBagpatuh YKOIMKO YITATE MM TOBOPUTE CPIICKM jE3NK,

Oznacte tento Stvorcek, ak viete ¢itat’alebo hovorit' po slovensky.

Marque esta casilla si lee o habla espaiiol.

Markahan itong kuwadrado kung kayo ay marunong magbasa o magsalita ng Tagalog.

Tinuataamunaaduioadninudmviogaseing,

Maaka 'i he puha ni kapau 'oku ke lau pe lea fakatonga.

BigmiTETe [F0 KIITHHKY, SKINO BY HHTacTe a00 roBOpHTe YKPAiHCHKOI MOBOIO.

Lo i Lz g

Xin danh diu vao 6 ndy néu quy vi biét doc va néi dudc Viét Ngit.

AR OTYY IWIN DD PN ININ DODYP OYT LIININI

DB-3309

U.S. DEPARTMENT OF COMMERGE

and Statistics A

U.S. CENSUS BUREAU

23

26. Portuguese

27. Romanian

28. Russian

29. Serbian

30. Slovak

31. Spanish

32.Tagalog

33.Thai

34. Tongan

35, Ukranian

36. Urdu

37 Vietnamese

38.Yiddish



SCCHA Translations of Common Terms

it3

Exhi

Term HUD/SCCHA use of term Preferred term (Viethamese) Preferred term (Spanish)
Ley de Vivienda de Estados
1937 Act The Housing Act of 1937 C 42 U.S.C. 1437 et seq. DPao luat Gia cw Hoa Ky nam 1937 Unidos de 1937
For HAP/TRO, the Housing Authority will absorb, or pay, any increases in the
family's TRO for which the family was not provided at least 30-days notice. In
portability, a receiving HA absorbs a family when they stops billing the initial
Absorb HA for assistance on behalf of that portability family. tiép nhan absorbida
the facility or portion of the facility can be approached, entered, and used by
Accessible individuals with physical handicaps (see Persons with Disabilities). Xe lan cé thé vao duoc accesible

Adjusted Income

gross income minus allowable HUD (see Housing and Urban Development)
deductions for purposes of calculating the applicant or participant’s rent.

istrative Assistant

Thu nhap d4 diéu chinh

ingreso ajustado

SCCHA staff member who provides administrative support to the Housing
Department

Tro Ly Hanh Chinh

Asistente administrativo

a description of HA policies for administration of the tenant-based and project-
based programs. The Administrative Plan and any revisions must be approved
by the HA Board and included as a supporting document to the HA Annual
MTW Plan.

Ké Hoach Hanh Chanh

Plan de administracion de
Cupones para Eleccion de
Viviendas

Admission

the point when the applicant family becomes a participant family in the
program. The date used for this purpose is the effective date of the first
housing assistance Payment (HAP) contract (see Housing Assistance
Payment) for a participant family (first day of initial lease term) in the program.

Sy Nhan Vao

Admision

Annual Income

the anticipated total income of an eligible family from all sources for the 12-
month period following the date of determination of income, computed in
accordance with the regulations.

Thu nhap Hang ndm

ingreso anual

Applicant (or applicant family)

a family that has applied for admission to a program but is not yet a participant
in the program.

Nguwoi Lam don Xin Thué nha

Solicitantes

Area Median Income (AMI)

Department of Housing and Urban Development (HUD) programs use “area
median incomes” calculated on the basis of local family incomes, with
adjustments for household size to determine eligbility for affordable housing
programs.

* Extremely low-income households: those with incomes below 30% AMI

* Very low-income households: those with incomes below 50% AMI

* Low-income households: those with incomes below 80% AMI

Thu nhap trung binh ctia ho gia dinh
tai dia phwong (AMI)
——i

Ingreso de valor medio del
area (AMI)

assistance terminated

tro cap bi cat

asistencia terminada

Assistant Director (or Assistant Director of Housing)

SCCHA staff member who directly supervises three Housing Programs
Managers, the Housing Programs Supervisor in charge of inspections, and the
Administrative Assistant for the Department

Phé Giam Béc (hay Phé Giam Bbc
Quan Ly Nha O)

Subdirector de Vivienda

attachment

Tai liéu dinh kém

adjunto

Briefing

when an applicant family is accepted by the HA (see Housing Authority) into
the HCV Program (see Housing Choice Voucher), the family must attend a
meeting explaining how the Program works, family responsibilities, and where
the family may lease a unit.

Budi chi dan

sesion de informacion

business days

not including Saturdays, Sundays, and holidays; SCCHA is also closed every
other Friday, and these days may also be excluded from our count of business

days

ngay lam viéc

dias habiles

calendar days ngay dias naturales
a process completed by the Housing Authority to notify HUD of changes in the
household's income, composition, housing situation, or program participation

certification (see also Interim and Reexamination; both are types of certifications) chirng nhan certificacion
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Child care expenses

reasonable child care expenses for the care of a child age 12 or under may be
deducted from "annual (gross) income" if the expenses enable an adult family
member to seek employment actively, be gainfully employed, or further his/her
education, and if the expenses are not reimbursed.

Chi phi chadm séc tré em

gastos de cuidado infantil

Chronically Homeless

A homeless individual or family that has been continually homeless for one
year or more or that has had at least four episodes of homelessness during the
past three years.

Nguwoi vo gia cw lau nam

personas con falta de hogar
cronico

Citizen

a citizen or national of the United States.

Cong dan

Ciudadano Americano

Code of Federal Regulations (CFR)

an annual publication which contains the cumulative executive agency
regulations. The CFR is the compilation of Federal rules which are first
published in the Federal Register (see Federal Register) and define and
implement a statute.

B6 luat quy dinh lién bang

Cadigo de Regulaciones
Federales o CFR, por sus
siglas en inglés)

Co-head

an individual in the household who is equally responsible for the lease and
compliance with the family obligations, with the head-of-household (see Head-
of-Household). A family may have a co-head or spouse, but not both. A co-
head never qualifies as a dependent. The co-head must have legal capacity to
enter into a lease.

Pdng chd ho

co-cabeza de hogar

computer matching programs

systems like the Enterprise Income Verification (EIV) system that use Social
Security Numbers or other common data points to cross-check information
related to SCCHA customers with other government agencies

Céc chwong trinh déi chiéu théng tin

programas de verificacion
computarizados

Confidentiality

Bao mat

Confidencialidad

consecutive

in a row (SCCHA typically requires four consecutive paycheck stubs to
establish average income)

lién tuc

consecutivos

Consent form

any consent form approved by HUD (see Housing and Urban Development) or
the Housing Authority to be signed by adult applicant family members and
ipant family members. This authorization allows the HA to obtain
wage and income information, including accessing information through the
EIV/UIV database (see Enterprise Income Verification/Upfront Income
Verification

ban thda thuan

formulario de consentimiento

Continuously assisted

assistance under another 1937 Housing Act housing assistance program when
the family is admitted to the HCV program (see Housing Choice Voucher)

Puoc tro cap lién tuc

bajo asistencia continua

Contract

(See Housing Assistance Payments Contract).

Hop Déng

Contrato

Contract rent (CR)

(See Rent, Contract Rent (CR), rent to owner)

Tién thué nha theo hop ddng (CR)

renta bajo contrato

Contract unit

Don vi gia cw thué theo hop dong

Unidad bajo contrato

Criminal activity

Cac hoat ddng téi pham/pham phap

actividad criminal

Dependent

a member of the family (except foster children and foster adults) other than the
family head-of-household (see head-of-household) or spouse, who is under 18
years of age (except for emancipated minor), or is a person with a disability, or
is a full-time student.

Nguwoi phu thudgc

dependiente

Direct referral

admission of an ap
considering the applicant's w:
awards’ funding tha

u truec tiep

referencia directa

use same term as in phrase Persons with Disabilities.

Tinh :m.:@ khuyét tat

Disability assistance expenses

reasonable expenses that are anticipated, during the period for which annual
income is computed, for attendant care and auxiliary apparatus for a disabled
family member, and that are necessary to enable a family member (including
the disabled member) to be employed, provided that the expenses are neither

paid to a member of the family nor reimbursed by an outside source.

Céc chi phi trg cap cho tinh trang

khuyét tat

gastos de asistencia para

incapacidad
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Disabled family

a family whose head-of-household, spouse, or sole member is a person with
disabilities, or two or more persons with disabilities living together, or one or
more persons with disabilities living with one or more live-in aides, is qualified
as disabled family.

Gia dinh ctia nguoi khuyét tat

familia con incapacidades

Disabled person

see Persons with Disabilities.

Ngudi khuyét tat

persona incapacitada

Drug-related criminal activity

the illegal manufacture, sale, distribution, or use of a drug, or the possession of
a drug with intent to manufacture, sell, distribute or use the drug.

hoat dong pham phap lién quan dén
ma tuy

actividad criminal relacionada
con drogas

Effective date

the date upon which a contract, decision, or payment amount will begin.

Ngay c6 hiéu lyc

fecha de vigencia

Elderly family

a family whose head-of-household, spouse, or sole member is a person who is
at least 62 years of age, or two or more persons who are at least 62 years of
age living together, or one or more persons who are at least 62 years of age
living with one or more live-in aides.

H gia dinh c6 ngwdi cao tudi

familia de la tercera edad

eligibility

du diéu kién

elegibilidad

Eligible Family (Family)

a family that is income qualified and meets the other requirements of the Act
and Part 5 of 24 CFR, for participation in housing assistance programs.

Gia dinh du didu kién

familia elegible

Eligible immigration status

the official documents which must be submitted to evidence eligible
immigration status.

dién nhap cw da diéu kién

estado de inmigracién elegible

Enterprise Income Verification, (EIV)
Upfront Income Verification (UIV)

computerized access to wage and other income information; is the highest
form of income verification, when available.

Xac Minh Thu Nhap Doanh Nghiép

Verificacién de ingresos
Derivados de actividades
Empresariales (EIV por sus
siglas en inglés)

Evidence of citizenship

the official documents which must be submitted to evidence citizenship.

bang chirng vé qudc
tich

evidencia de ciudadania

Excepted Units

any units in a multifamily building providing project-based vouchers that are
specifically made available for elderly or disabled families, or families receiving
supportive services.

Céac nha & dac biét

unidades con excepcién

Exception Payment Standard

payment standards outside the “basic range” of 90 to 110 percent of the Fair
Market Rent (FMR) typically used as a reasonable accommodation to enable a
person with a disability to rent housing that is affordable and adequate to meet
their disability-related needs.

Tiéu chun thanh toan ngoai &

n del estandar de

the last date on which a voucher, contract, document, etc. is considered active

Expiration date or valid Ngay hét han fecha de vencimiento
Expires hét han se vence
extension Gia han extension
consideration and compliance under Title VIII of the Civil Rights Act of 1968,
Fair Housing as amended by the Fair Housing Amendments Act of 1988. Nha & binh ddng Vivienda justa
the rent, including the cost of the utilities (except telephone and cable), as
established by HUD (see Housing and Urban Development) for units of varying
sizes (by number of bedrooms), that must be paid in the housing market area
to rent privately owned, existing, decent, safe and sanitary rental housing of
modest (non-luxury) nature with suitable amenities. See periodic publications in
the Federal Register in accordance with 24 CFR part 888. (See Federal s tién Thué nha Hop ly trén Thj alquiler de mercado justo
Fair market rent (FMR) Register). truwdng (FMR, por sus siglas en inglés)
a family may be a single person or a group of persons. The family includes but
is not limited to a family with or without children, an elderly family or a near-
elderly family, a displaced family, a single person who is not an elderly or
displaced person, or a person with disabilities, or the remaining member of a
Family participant family. gia dinh

family obligations

rules of the program as established in the Code of Federal Regulations that all
household members must follow; SCCHA applicants and participants sign to

acknowledge their awareness of their family obligations at each reexamination

céc bon phan clia gia dinh

obligaciones de la familia
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the program established by a Public Housing Authority (PHA) to promote self-

Family Self Sufficiency Program (FSS)

sufficiency of d families, including the provision of supportive services.

Chuwong trinh hd tro kha nang tw
Iwc clia hd gia dinh (FSS)

programa de autosuficiencia
de familia (FSS, por sus siglas
en inglés)

Family share

the amount calculated by subtracting the housing assistance payment from the
gross rent; the portion of rent and utilities paid by the family. For calculation of
family share, see 24 CFR 982.515(a).

Phén gia dinh thanh toan

porcién de la familia

Family unit size

the appropriate number of subsidized bedrooms for a family, as determined by
the HA under the HA subsidy standards.

Kich c& nha & gia dinh

tamafio de la unidad familiar

family/household composition

or more members with the following roles: Head (in a one-person household,
the sole member is Head of Household), Co-Head, Spouse, Other Adult, Full-

co céu gia dinh

Federal Register (FR)

is the official journal of the United States Government that contains most
routine publications and public notices of government agencies. It is a daily
(except holidays) publication.

Sb Dang Ky Lién Bang (FR)

Registro Federal (FR)

Foster Child/Foster Adult

a minor who has been removed from parental care and placed under the
jurisdiction of the Dependency System or an adult, usually a person with
disabilities, unable to live alone and placed under the jurisdiction of the
Dependency System. The foster family has been approved by the County
Department of Family and Children Services. Appointed agencies administer
payments to families who care for foster children/foster adults until final
disposition of the placement is decided. (Not included as income when
calculating participant's share of the rent).

Tré Buwoc Nhan Nudi/Ngwdi Lon
Duwoc Nhan Nudi

menor de crianza/adulto de
crianza

fraud

gian lan

fraude

Full-time Student

a person who is attending school or vocational training on a full-time basis. Full-
time status is determined by the educational institution. (CFR 5.603)

Hoc Sinh/Sinh Vién toan thoi gian

Estudiante de tiempo completo

grievance, grievance procedure

a complaint, or the process of complaint resolution followed if a participant
believes the Housing Authority did not act it accordance with regulations,
policies or procedures

khiéu nai

gueja

Gross annual income

the total income, before taxes and other deductions, received by all members
of the tenant’s household. There shall be included in this total income all
wages, social security payments, retirement benefits, military and veteran's
disability payments, unemployment benefits, welfare benefits, interest and
dividend payments and such other income items as the Secretary considers
appropriate.

Téng thu nhap trwéc thué hang ndm

ingreso anual en bruto

Gross rent the contract rent plus any utility allowance. Tong tién thué nha alquiler bruto
a person temporarily staying in the assisted unit, with the consent of the
Guest participant family, for no more than 30 cumulative days in any one year. Khéach Huésped
pago de asistencia para
HAP Housing Assistance Payments. Tién Tro Cép Nha O vivienda

Head-of-household

the adult member of the family who is the head of the household for purposes
of determining income eligibility and rent. The head-of-household is
responsible for ensuring that all adult family members are compliant to each
item on the Family Obligations form. This form is signed by all adult family
members at intake and each regularly scheduled reexamination.

Chu gia HO

cabeza de hogar

Hierarchy of Verification

Confirmation of applicant or participant information must be verified by the
Housing Authority, and is accessed in order from the most reliable to the least
reliable sources.

Cép Do Xac Nhan

Jerarquia de verificacién

Household

any person authorized by the HA to live in the assisted unit, including foster
children, adults, and/or live-in aide. These individuals are not members of the
family. (See foster children, adults and/or live-in aide).

HO

household member

thanh vién trong gia dinh
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Housing Assistance Payment (HAP) Contract

a written contract established between the HA and an owner of the
complex/unit for the purpose of providing HAP to the owner on behalf of an
eligible family, which could include:

« A payment to the owner for rent to the owner under the family's lease; and
« An additional payment to the family if the total assistance payment exceeds
the rent to owner.

Hop Bong Tra Tién Tro Cap Gia
Cu (goi tét |a hop déng HAP)

Contrato de pagos para
asistencia de vivienda
(contrato HAP, por sus siglas
en inglés)

Housing assistance; Housing Assitance Payment (HAP)

the portion of the contract rent and utility allowance paid by the Housing
Authority

tro cp gia cw

asistencia de vivienda

Housing Assistant

SCCHA staff member who assists primarily with inspection scheduling, HQS
deficiencies (alphabetically by tenant last name) and rent adjustments (by zip
code); 10 employees total

Nhan Vién H6 Tro Nha &

Asistente de programa de
viviendas

Housing Authority (HA)

a State, county, municipality or other governmental entity or public body (or
agency or instrumentality thereof) authorized to engage in or assist in the
development or operation of low-income housing. For purposes of this
glossary, the “HA” is the Santa Clara County Housing Authority (SCCHA).

S& Quan Ly Gia Cw

Autoridad de Vivienda (HA, por
sus siglas en inglés)

Santa Clara County Housing Authority (SCCHA)

Co Quan Quan Ly Nha O
Quan Santa Clara

IAutoridad de nda del
Condado de Santa Clara

Housing Choice Voucher Program (HCV; also known as Section 8)

a government subsidized housing program administered by local public
housing agencies through which income-qualified participants can use

s to reside at any project which meets certain

d households pay 30% of adjusted income or 10% of
gross income, whichever is greater. Government subsidies pay the housing
unit owner the difference between what the qualified household pays and the
established Payment Standard. (See Payment Standard)

Chuwong Trinh Phiéu Chon Gia
Cw (HCV) Phan 8,

Programa de Vales para
eleccion de vivienda

Housing Programs Manager

SCCHA staff member who directly supervises two Housing Programs
Supervisors

Nguwdi Quan Ly Chuong Trinh Nha &

Gerente de programas de
vivienda

Housing Programs Specialist (or Housing Specialist; or Specialist)

SCCHA staff member who is the primary contact for tenants and owners,
conducting intakes, issuing vouchers, processing annual and interim
reexaminations, processing moves to new units, and terminating participants
from the program; 43 employees total (assigned alphabetically by tenant last
name)

(hodc Chuyén Vién Nha O'; hoic
Chuyén Vién)

Chuyén Vién Chuong Trinh Nha ¢

Especialista de programas de
vivienda (o Especialista de
vivienda; o Especialista)

Housing Programs Supervisor

SCCHA staff member who directly supervises one Housing Assistant and
seven Housing Programs Specialists

o

ZQQQ_ Giam Sat Chwong Trinh Nha

Supervisor de programas de
vivienda

Housing Quality Standards (HQS)

minimum quality standards for housing assisted under the HCV
Program.HUD’s performance and acceptability criteria for HCV assisted
housing are provided in 24 CFR 982.401.

(goi tét la HQS)

Céc tiéu chuan vé chat lvong nha &

normas de calidad de la
vivienda (HQS, por sus siglas
en inglés)

HUD Veterans Affairs Supportive Housing (VASH) program

a joint program between HUD and the U.S. Department of Veterans Affairs
(VA). HUD provides housing choice vouchers and VA provides case
management and outreach. This program targets veterans who are currently
homeless.

Chuwong trinh Nha &' HE Tro
Cuu Chién Binh (VASH) clia HUD

Programa de Viviendas con
Apoyo del Departamento de
Asuntos de Veteranos del HUD

Imputed Asset Income

cash value of potential income from assets in excess of $50,000, calculated
using the HUD passbook variable interest rate.

Thu Nhap Uéc Tinh T Tai San

ingresos imputados de bienes

Imputed Welfare Income

this income is not actually received by a family as a result of a specified
welfare benefit reduction, but is included in the family's annual income and
therefore reflected in the calculation to determine the family's rental
contribution.

Thu Nhap U'éc Tinh Tt Phic Loi

Ingresos imputados del Welfare

the applicant family’s total household income must not exceed income limits
established by HUD.

didu kién hoi da vé thu nhap

Elegibilidad de ingresos

initial Housing Authority

S& Quan LyGia Cw ban dau

autoridad de vivienda inicial

inspection

a visual review of whether or not a unit meets Housing Quality Standards;
generally conducted before a HAP Contract is executed and every two years

thereafter

thanh tra

inspeccion

28



a certification processed in between reexaminations (which only occur every 12
- 36 months) to adjust household income or composition, or apply changes in

interim the payment standard tam thoi certificacion de cambio
issuance quyét dinh emision
item muc articulo

the area in which the HA has authority under State and local law to administer

the program. (Authorized areas for purposes of this Plan are Santa Clara
Jurisdiction County and the City of San Jose). pham vi/khu vuc jurisdiccion

California payment program designed to support foster children who have been

placed in long-term foster-care with a relative caregiver. The program provides

relative caregivers who are either unable or unwilling to adopt the child with

another option for caring for the child in a permanent placement in the

relative’s home. Children in foster care are eligible for monthly foster care

maintenance payments, as well as other social support services. These KinGAP (cuidados de crianza
KinGAP payments are not included when calculating a family’s income. KinGAP con familiares)

knowledgeable professional

a person who has knowledge of the disability-related needs of a person with
disabilities because of being involved in that person's disability treatments

chuyén gia c6 kién thirc

profesional con conocimiento

Landlord

either the owner of the property or his/her representative, or the managing
agent or his/her representative, as shall be designated by the owner.

Lease

chu nha

Propietario

a written agreement between an owner and a participant family for the leasing
of a dwelling unit.

Hop ddng cho thué

contrato de alquiler

lease terms, terms of your lease

The lease establishes the conditions for occupancy of the dwelling unit by a
participant family with establishment of a HAP contract between the owner and
the HA.

diéu khoan cho thué

términos del alquiler

lease violation

vi pham hop dong thué

violacion al contrato de alquiler

Limited English Proficiency (LEP)

a person, who, as a result of national origin, does not speak, read or write
English as their primary language. The HA must take reasonable steps to meet
their regulatory and statutory obligations to ensure that LEP persons have
meaningful access to HUD programs and activities.

Trinh Do Théng Thao Tiéng Anh
Han Ché (LEP)

Competencia limitada de ingles

a person who resides with one or more elderly persons, or near-elderly
persons, or persons with disabilities, and who:

« Is determined to be essential to the care and well-being of the persons;

« This person is not a member of the family, and is not subject to income
verification.

Is not obligated for the financial support of the persons; and

» Would not be living in the unit except to provide the necessary supportive

Live-in aide services. Ngu®i chdm séc sdng ciing nha residente de cuidado personal
a family whose income does not exceed 80% of the median income for the
area as determined by HUD with adjustments for smaller or larger families,
except that HUD may establish income limits higher or lower than 80% for

Low Income areas with unusually high or low incomes. Thu Nhap Thap bajos ingresos

Manufactured home

a manufactured structure that is built on a permanent chassis, is designed for
use as a principal place of residence, and meets the HQS. (Considered a
special housing type).

Nha I4p rép sén

casa prefabricada

Manufactured home space

space leased by an owner to a family for location of a manufactured home
owned and occupied by the family

Khong gian cho thué danh cho nha
18p rap sén

espacio para casa prefabricada

Medical expenses

any medical expenses incurred by elderly or disabled families in excess of 3%
of income calculated for regularly scheduled reexamination purposes, which
are not reimbursable from any other source.

Chi phi y khoa

Gastos médicos

Member of your household

mot ngwoi trong hd gia dinh

miembro de su hogar

Minimum Rent

the minimum rent a tenant must pay under a HUD-subsidized housing
program; the HA has set the minimum rent amount at $50.00.

Tién thué nha t6i thiéu

renta minima
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a member of the family household other than the family head-of-household or
spouse, who is under 18 years of age. (An emancipated minor is an exception

Minor to the under 18 years of age rule). Tré em menor de edad
a family with citizens and eligible immigration status and without citizens and B
Mixed Family eligible immigration status as defined in 24 CFR 5.504(b) (3). Gia Binh Hon Hop familia de elegibilidad mixta

Moderate Rehabilitation Program (or Mod Rehab)

The moderate rehabilitation program provides project-based rental assistance
for low income families. The program was repealed in 1991 and no new
projects are authorized for development.

Chwong Trinh Phuc Hdi Vira Phai

rehabilitacion moderada

Monthly adjusted income

amount of income that may be used in determining applicant or participant’s
portion of the rent.

Thu nhap da diéu chinh hang thang

ingreso mensual ajustado de
la familia

Moving to Work (MTW)

is a demonstration program for public housing authorities (PHAs) that provides
them the opportunity to design and test innovative, locally designed strategies
that use Federal dollars more efficiently, help residents find employment and
become self-sufficient, and increase housing choices for low-income families.

HG Tro Tim Kiém Viéc Lam (MTW)

Moving to Work (MTW)

Plan adopted by the HA and approved by HUD regarding the strategies that
will be employed in the coming year for implementation and monitoring of

MTW Plan innovative strategies for program administration. (See Moving to Work) Ké Hoach Chuyén Sang Bi Lam Plan MTW
a person who owes permanent allegiance to the United States, for example, as .
National a result of birth in a United States territory or po ion. Kiéu bao Hoa Ky nacional americano

Near-elderly family

a family whose head, spouse, or sole member is a person who is at least 50
years of age but below the age of 62, or two or more persons who are at least
50 years of age but below the age of 62 living together, or one or more
persons who are at least 50 years of age but below the age of 62, living with
one or more live-in aides. (See live-in aide)

Gia dinh c6 thanh vién c6 do tudi
gan cao tudi (50t-62t)

familia cercana a la tercera
edad

Non-citizen

a person who is neither a citizen nor national of the United States. (See Citizen)

Ngudi khong cé quyén cong dan

no ciudadano

non-compliance

failure to follow the rules established in the Family Obligations / Code of
Federal Regulations

khong tuan tha

incumplimiento

occupancy

Cuw ngu

tenencia

other adult

an adult household member other than the head, co-head, or spouse who is
not a full-time student

ngudi trwdng thanh khac

otro miembro adulto

Other criminal activity

criminal activity which may threaten the health or safety of the owner, property
management staff, any HA employee, residents of the complex, or person
residing in the immediate vicinity of the premises.

Hoat dong pham téi khac

otras actividades criminales

any person or entity with the legal right to lease or sublease a unit to a

Owner participant family. Chuinha proprietario
the adult person or persons who execute the lease as lessee of the dwelling
unit. The family becomes a participant on the effective date of the first HAP
(see housing assistance payment) contract executed by the HA for the

Participant (participant family) participant family (first day of initial lease term Nguoi tham gia (gia dinh tham gia) Participante

Payee

the entity that receives the Housing Assistance Payment (HAP); may be the
owner or landlord, or may be a separate entity

Ngudi nhan tién

receptor del pago

Payment standard (PS)

a guide to set the rent portion for participant families in the Section 8 HCV

Program and certain other programs; published annually in October.

tiéu chuan thanh toan

estandar de pago
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Persons with Disabilities

HUD’s definition of a person with disabilities is a “Person [who] meets the
Social Security Administration definition of a person with disabilities. Person
has a physical, mental or emotional impairment that is expected to be of long-
continued and indefinite duration, subsequently impedes their ability to live
independently, and is of such a nature that the ability to live independently
could be improved with more suitable housing conditions.

For purposes of reasonable accommodation (see reasonable accommodation)
and program accessibility for persons with disabilities, means an “individual
with handicaps” as defined in 24 CFR 8.3. Definition does not exclude persons
who have AIDS or conditions arising from AIDS, but does not include a person
whose disability is based solely on drug or alcohol dependence (for low-income
housing eligibility purposes).

Ngudi c6 Tinh Trang Khuyét Tat

Personas con incapacidades

the process of renting of a dwelling unit with Section 8 HCV outside the

Portability, Port jurisdiction of the initial HA. chuyén giao portabilidad
the building or complex in which the dwelling unit is located, including common
Premises areas and grounds. khu vic nha local

Preponderance of evidence

that degree of evidence that is of greater weight or more convincing than the
evidence which is offered in opposition to it, or evidence which as a whole
shows the fact to be proved to be more probable than not.

Uu thé cua bang ching

preponderancia de evidencia

Privacy Rights: the Privacy Act of 1974 (5 U.S.C.A. 552a)

is a federal law that places restrictions on the federal government's collection,
use, and dissemination of personal information.

program participants

Pao luat Bdo vé Quyén Riéng tw
nam 1974

Ley de Privacidad de 1974

nguwoi tham gia chwong trinh

participantes del programa

Project owner

the person or entity that owns the housing project containing the assisted
dwelling unit(s).

Cht sé hiru dw an

Propietario del proyecto

Project-Based Voucher (PBV)

the PBV program attaches rental assistance to a particular unit rather than to a
family.

Phiéu thué nha theo dy an

Programa de Vales en Funcién
de Proyectos (PBV, por sus
siglas en inglés)

Public Housing Agency (PHA)

housing that is built, operated, and owned by a government and that is typically
provided at nominal rent to the low-income and very low-income members of a
community.

Co Quan Gia Cw Cong Céng (PHA)

agencia de vivienda pu
(PHA, por sus siglas en inglés)

reasonable

hop ly

razonable

Reasonable Accommodation

a reasonable accommodation is any modification or adjustment to housing
rules, policies, practices, or services that will enable a qualified applicant or
participant family with a disability to participate in the application process and
to be provided the ability to use and enjoy a dwelling unit. Reasonable
accommodation also includes adjustments to assure that qualified persons
with a disability has rights and privileges in housing equal to persons without
disabilities.

bién phap diéu chinh hop Iy

adaptacion razonable

Reasonable rent

a rent to owner that is not more than rent charged:
+ Comparable units in the private unassisted market; and
+ Comparable ur d units in the premises.

Tién thué hop Iy

renta razonable

Receiving HA (Port-in)

the HA that receives a family selected for participation in the tenant-based
program from another HA outside Santa Clara County. The receiving HA
issues a voucher and provides program assistance to the family.

S& Quan Ly Gia Cw nhan

autoridad de vivienda receptora

Recertification

See reexamination

Tai chirng nhan

Recertificacion

Recertification process

Quy trinh tai chirng nhan

Proceso de recertificacion

Reexamination

the process of securing documentation of total family income used to
determine the rent the tenant will pay for the next 12 month for non-MTW
families, or 24 or 36 months for MTW families (based on MTW Plan

established criteria), if there are no additional changes to be reported.

t4i danh gia
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Registered Domestic Partner

legally recognized partner of the Head of Household as filed with the State of
California, Secretary of State Domestic Partners Registry, and in accordance
with State of California Family Code section 297 or other states recognizing a
similar partnership status.

Ban Doi Séng Chung B3 Déng Ky

Pareja domestica registrada

Register

erb: to apply for; to sign up for

: Ghi danh

: Registrarse

Release of Information (ROI)

form signed by household members to give SCCHA permission to share their
personally identifiable information to be shared with other entities

tiét 16 thong tin

Divulgacidn de informacién

Rent

the total monthly rent payable to the owner under the lease for the unit (also
known as contract rent). Rent-to-owner covers payment for any housing
services, maintenance and utilities that the owner is required to provide and
pay for.

N: Tién thué nha
V: Cho thué

N: renta
V: alquiler

Rent to owner

Tién thué trd cho chd nha

pago de renta al proprietario

Rental assistance

See Housing assistance

ho6 tro' tién thué nha

asistencia para alquiler

Renting to a Relative

according to HUD regulations, a Section 8 tenant may not be related to the
owner of their selected unit. A relative is classified by HUD as a person who is
related by family bloodline or through marriage to the owner of the unit.

Thué Nha Cho Ngwoi Than

alquilar a un pariente

repairs

corrections required to return the unit to compliance with Housing Quality
Standards

stra chra

reparaciones

Request for Tenancy Approval (RFTA or RTA)

es submit information to the HA when applying for housing
assistance under Section 8 of the U.S. Housing Act of 1937 (42 U.S.C. 1437
(f)). The HA uses the information on the RTA form to determine if the family is
eligible, if the unit is eligible, and if the lease complies with program and
statutory requirements.

yéu cau phé duyét hé tro thué nha

Solicitud de autorizacion del
arrendamiento

Responsible entity

for the PHA and the Section 8 HCV, Project-based Certificate assistance, and
Moderate Rehabilitation programs, the responsible entity means the HA
administering the program under an ACC with HUD. For all other Section 8
programs, the responsible entity means the Section 8 owner.

Thuwce thé chiu trach nhiém

Entidad responsible

Santa Clara County Housing Authority (SCCHA)

Co Quan Quan Ly Nha O’ Quan Santal
Clara

La Autoridad de Vivienda del
Condado de Santa Clara

Section 504 Coordinator

Designated SCCHA staff member who oversees the agency's compliance with
the Americans with Disabilities Act (ADA), Sections 501 and 504 of the
Rehabilitation Act of 1973, and other federal, state, and local regulations
protecting the access and rights of persons with disabilities

Diéu Phéi Vién Phan 504

Coordinador del Capitulo 504

The section of the Housing and Community Development Act of 1978 that
established programs to provide assistance to eligible low- and moderate-

Section 8 income families to rent housing in the private market. Phan 8 Articulo 8

a unit that is occupied by two or more families consists of both common space

for shared use by the occupants of the unit and separate private space for

each assisted family; this is a special housing type. (24 CFR 982.615 &
Shared housing 982.618). Nha & chung Vivienda compartida
Single Person a person living alone or intending to live alone. Ngwoi Boc Than persona soltera

Single room occupancy housing (SRO)

the SRO Program provides rental assistance for homeless persons in
connection with the moderate rehabilitation of SRO dwellings. SRO housing
contains units for occupancy by one person. These units may contain food
preparation or sanitary facilities, or both. (Considered a special housing type).

Nha cw ngu cé phong don (SRO)

Vivienda de Tenencia de Gnica
habitacion (SRO, por sus
siglas en inglés)

Social Security (SS)

the Social Security Administration assigns a nine-digit number that to a person
by hat identifies the record of the person's earnings reported to the Social
Security Administration. This Administration also assigns social security
disability benefits.

Administration acronyms are:

* SSN: Social Security Number

« SSI: Supplemental Security Income

» SSDI: Supplemental Security Disability Income

An Sinh X& Hoi

Seguro social

Social Security Number (SSN)

S6 an sinh x& hoi

Numero de Seguro Social
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Special housing types

the following special housing types in accordance with requirements of the
program: single room occupancy (SRO) housing, congregate housing, group
home, shared housing, manufactured home when the family owns the home
and leases the manufactured home space, cooperative housing or
homeownership option.

Nhirng loai nha & dac biét

Viviendas de tipos especiales

Spouse the marriage partner of the head-of-household. Vo/chdng Cdényuge
the HA determines the appropriate number of bedrooms under the HA subsidy
standards. The guidelines used by the HA to determine bedroom size are Kich Thuwéc Phong Ngu Buoc Tro
Subsidy Size found in the Administrative Plan. Cép Tamario del subsidio
standards established by a HA to determine the appropriate number of
bedrooms and amount of subsidy for families of different sizes and Tiéu chuén vé sb phong nga dwoc
Subsidy standards compositions. tro cép Estandares del subsidio

stopping the clock on the term of a family's voucher after the family submits a
request for approval of the tenancy. If the HA decides to allow extensions or
suspensions of the voucher term, the HA Administrative Plan must describe
how the HA determines whether to grant extensions or suspensions, and how

Suspension/Tolling the HA determines the length of any extension or suspension. BDinh Chi/Dirng Suspension
tenancy thué nha alquiler

the language that must be included in the lease between the participant family Anexo al contrato sobre las
Tenancy Addendum and the owner for units assisted by the HCV program Phy Lyc V& Viéc Thué Nha condiciones del arrendamiento

Tenant Rent to Owner (TRO)

the tenant's share of the contract rent; the contract rent (CR) minus applicable
payment standard (PS) plus the total tenant payment (TTP);
CR-PS+TTP=TRO

Tién Thué Nha Do Nguoi Thué Tra
Cho Chi S& Hiru (TRO)

Renta del inquilino al
propietario (TRO, por sus
siglas en inglés)

Tenants Nguwoi Thué nha Inquilinos
end; generally used in reference to ending leases/tenancy, program
Terminate participation, or contracts; may be punitive or non-punitive Chém Dut terminar
terminating your assistance Cham Dt Sy Tro Gitip Cho Ban Terminara su asistencia
termination cham dut terminacion

Total Tenant Payment (TTP)

the amount the participant family must pay toward rent and ut
their income.

es based upon

Téng tién thanh toan clia ngudi thué
nha

Pago total del inquilino

U.S. Department of Housing and Urban Development (HUD)

the United States Department of Housing and Urban Development. The
primary agency for sponsoring subsidized housing in the United States,
particularly in urban areas.

BO Gia cw va Phét trién D6 thj Hoa
Ky (HUD)

Departamento de Vivienda y
Desarrollo Urbano de los
Estados Unidos (HUD, por sus
siglas en inglés)

Under penalty of perjury

hinh phat néu khai man

bajo pena de perjurio

the residential space for the private use of a family. The size of a unit is based
on the number of bedrooms contained within the unit and generally ranges

Unit from zero (0) bedrooms to six (6) bedrooms. don vi unidad
water, electricity, gas, other heating, refrigerator, cooking fuels, trash collection
and sewage services. Telephone and cable service are not included as a utility.  |cac tién ich

Utility allowance

reasonable estimate of utility bills to be paid by the tenant based on utility type,
unit type, and unit size; utility allowances are based on a survey of local utility
expenses and a matrix of allowances by utility type, unit type, and unit size is
maintained by the HA for consistent application.

Tro cép cho héa don dich vy tién ich

Asignacion de utilidades

Violence Against Women Act (VAWA)

a 2005 Federal Act aiming to reduce domestic violence and to protect, or
increase the protection of, the safety and confidentiality of victims of abuse.

VAWA protections are applied regardless of age or gender.

Pao luat Chéng Bao Hanh Phu niv

(VAWA)

Ley de violencia contra las
mujeres (VAWA, por sus

siglas en inglés)
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Violent criminal activity

any illegal criminal activity that has as one of its elements, the use, attempted
use, or threatened use of physical force substantial enough to cause, or be
reasonably likely to cause serious bodily injury or property damage.

hoat dong tdi pham c6 tinh cach bao
dong

Actividad delictiva violenta

Vital Documents

Any document that is critical for ensuring meaningful access to the recipients’
major activities and programs by beneficiaries generally and LEP persons
specifically. Whether or not a document is “vital” may depend upon the
importance of the program, information, encounter, or service involved, the
consequence to the LEP person if the information in question is not provided
accurately or in a timely manner.

Tai Liéu Quan Trong

Documentos vitales

Voucher

a document issued by the HA to a family selected for admission to the HCV
Program. This document describes the program and the procedures for HA
approval of a unit selected by the family. The voucher also states the
obligations of the family under the Program.

Phiéu chon nha

Vale

Voucher holder

a family holding a voucher with an unexpired term.

Nguwoi s& hiru phiéu chon nha

poseedor del Vale

voucher issuance

the point in time when an applicant's eligibility determination is finalized, and a
paper voucher is given to the family

cap phiéu chon nha

Emision de Vale

Voucher program

the HCV Program; also known as Section 8.

Chuwong trinh phiéu tra tién

Programa de Distribucién de
Vale

Waiting List

The list maintained by the HA of families interested in receiving housing
assistance through the HCV, PBV and Mod Rehab programs. Families signed
up for SCCHA's current waiting list in 2006 and were given a position number
by lottery. The HA selects applicants from the 2006 Waiting List based on their
position number. The SCCHA Waiting List is closed.

Danh S&ch Cho

Lista de espera

Waiting List Preferences

a system of local priorities for selection of families admitted to the Program.

Uu Tién Trong Danh S&ch Che

Preferencias en la lista de
espera

Welfare assistance

income assistance from federal or State welfare programs, including
assistance provided under Temporary Assistance to Needy Families (TANF)
and general assistance (cash aid). Does not include assistance directed solely
to meeting housing expenses, nor programs that provide health care, child

care or other services for working families.

tro' c&p phuc loi

Asistencia publica
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