Langley Research Center

Language Assistance Plan to Accommodate the Needs of Limited English Proficient People for NASA Langley Research Center 

Based on the requirements of Executive Order 13166 dated August 11, 2000, this Language Assistance Plan (LAP) is prepared for NASA Langley Research Center (LaRC).

Goal

NASA LaRC shall provide quality language assistance to limited-English-proficient (LEP) people, as appropriate in its respective programs and activities.

Objective 1

NASA LaRC shall develop a language assistance plan (LAP) for LEP people.

Responsible Officials 

Center Director; Associate Director for Business Management; Head, Office of Equal Opportunity Programs; Head, Office of External Affairs; Head, Office of Education; and Head, Office of the Chief Information Officer

Target date 

June 30, 2001

Elements

Element 1.  Assessment of Needs and Capacity

NASA LaRC shall have in place mechanisms to assess, on an ongoing basis, the LEP status and language assistance needs of their target audiences(s) in their respective conducted programs and activities, as well as mechanisms to asses their capacity to meet these needs according to the elements of this plan.

1.1.1. Define a reporting system that tracks requests to Office of Equal Opportunity Programs, Office of External Affairs, Office of Education, and others for language assistance. Track requests for language and information requested. Monitor Census Bureau language proficiency data. Based on the information received, make modifications as needed in the LAP.

Responsible Officials 

Head, Office of Equal Opportunity Programs; staff of Office of External Affairs; staff of Office of Education; staff of Office of Chief Information Officer, and others

Target date 

January 2002

1.1.2. Present the LAP to the Director and Senior Staff, and after their approval, use various media to notify LaRC employees of the purpose and mechanics of the LAP.  Ensure that those who have responsibility for executing the LAP are clearly defined and notified so they will understand their accountability.

Responsible Officials 

Center Director; Associate Director for Business Management; Head, Office of Equal Opportunity Programs; Head, Office of External Affairs; Head, Office of Education; and Head, Office of Chief Information Officer

Target date 

September 30, 2001

1.1.3. Post a statement about the LAP on the LaRC, Office of External Affairs, Office of Equal Opportunity Programs, Office of Education, and Office of Chief Information Officer home pages and use news releases and other outlets to our customers to increase awareness of the LAP. Advertisements for specific events will also have a statement concerning the availability of assistance for LEP people, if applicable.

Responsible Officials 

Head, Office of Equal Opportunity Programs; Head, Office of External Affairs; Head, Office of Education, and Head, Office of Chief Information Officer 

Target date 

January 2002

Element 2. Oral Language Assistance

NASA LaRC will arrange for the provision of oral language assistance to LEP people in both face-to-face and telephone encounters in conducted programs and activities where such assistance is requested or anticipated.

1.2.1. Identify and publish process for obtaining face-to-face and telephone oral language assistance through existing contract for language assistance services administered by the Office of the Chief Information Officer.

Responsible Officials

Head, Office of Equal Opportunity Programs to identify and publish the process.  Once informed, it will be the responsibility of individual organizations to obtain assistance upon request. Office of the Chief Information Officer will monitor language assistance contract.

Target date 

January 2002

Element 3. Translation of Written Materials

NASA LaRC will produce vital documents in languages other than English as appropriate where there is a significant number or percentage of LEP persons in the target audience(s) of the respective conducted programs and activities.  These written materials may include, but not be limited to, paper and electronic documents such as program or activity announcements, notices, web sites, and correspondence.

1.3.1.  Identify and publish criteria and process for choosing written materials to be translated through existing contract for language assistance services.

Responsible Officials

Head, Office of Equal Opportunity Programs will meet with appropriate organizations to identify materials for translation. Head, Office of Equal Opportunity Programs to identify and publish the process.  Once informed, it will be the responsibility of individual organizations to obtain assistance upon request. Office of the Chief Information Officer will monitor language assistance contract.

Target date 

January 2002

Element 4. Procedures

NASA LaRC shall have in place specific procedures related to each of the plan elements and designate staff who will be responsible for implementing activities relating to their respective LAP.

1.4.1.  The LaRC LAP will focus on the population of the U.S. as a whole because LaRC is the lead Center for distance learning, the LaRC home page on the World Wide Web is among the top 30 most visited NASA sites, and LaRC has contacts with media outlets throughout the United States.  Services for translation and interpretation will be obtained as needed through an existing contract for language assistance services that is administered by the Office of the Chief Information Officer.  Appropriate selection criteria will be established and could include considerations such as number of requests for a document, type of information (i.e., general), and resources available. Initially information such as a general overview of LaRC, overviews of LaRC research areas, educational materials, and commercialization efforts will be translated into Spanish. This effort will benefit the highest number of limited English proficient people. The Office of External Affairs will be responsible for selecting and translating material for the Langley home web page, news releases and videos, and fact sheets. The Office of External Affairs will also be responsible for obtaining interpretation services for telephone inquiries that it receives from limited-English proficient people.  The Office of Education will be responsible for selecting and translating distance learning programs and educational material. The Office of Education will be responsible for contracting for translation services for video products. The Office of Education will explore partnering possibilities with Spanish broadcast networks for producing educational programs in Spanish. The OEd will also be responsible for obtaining interpretation services for telephone inquiries that it receives from limited English proficient people.

Responsible Officials

Head, Office of Equal Opportunity Programs in conjunction with the Office of External Affairs, Office of Education, and Office of the Chief Information Officer will develop and maintain written procedures, provide annual review, and any updates as necessary.

Office of the Chief Information Officer will monitor language assistance contract.

Target date 

January 2002

Element 5.  Notification of Availability of Free Language Services

NASA LaRC shall target audiences of its conducted programs and activities, through oral or written notice in the relevant primary language, that language assistance is available.

1.5.1. Based on LEP target audiences already defined, post a statement about the LAP on the LaRC, Office of External Affairs, Office of Equal Opportunity Programs, Office of Education, and Office of Chief Information Officer home pages. Use news releases and other outlets to our customers to increase awareness of the LAP. Advertisements for specific events will also have a statement concerning the availability of assistance for LEP people, if applicable.

Responsible Officials 

Head, Office of Equal Opportunity Programs; Head, Office of External Affairs; Head, Office of Education; and Head, Office of Chief Information Officer

Target date

January 2002 

Element 6.  Staff Training

NASA LaRC will provide training to appropriate program staff on the policies and procedures of its respective language assistance activities.

1.6.1. Provide overview briefings to members of senior staff. Provide in-depth briefings to those with responsibilities tied to the LAP. Provide overview briefings to interested LaRC. Post announcement in LaRC in house electronic newsletter. Post procedures in the Langley Management System (LMS).

Responsible Officials 

Initially, Office of External Affairs and development Head, Office of Equal Opportunity Programs

Target date

January 2002

Element 7.  Monitoring Accessibility and Quality

NASA LaRC will institute procedures to monitor the accessibility and quality of language assistance activities for LEP persons in its conducted programs and activities.

1.7.1. Accessibility will be determined by collecting audience numbers for television broadcasts, circulation numbers for publications, number of visits to web sites, and number of requests for information. Quality will be ensured by obtaining professional services and review by knowledgeable staff members, if available.

Responsible Officials 

Head, Office of Equal Opportunity Programs and Head, Office of Chief Information Officer

Target date

January 2002

