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The Cabinet must ensure all individuals with Limited English Proficiency (LEP) have access to all programs and services administered by the Cabinet.  LEP individuals are those who do not speak English as their primary language and who have a limited ability to read, speak, write, or understand English.  Each local office must post notices in multiple languages in the reception and waiting areas to inform the public of the availability of free interpreter services. 

Use the following policy and procedures to identify LEP individuals and to provide LEP services to those individuals. 

A.
When an individual comes into the local office to apply:

1.
Ask the individual what his/her primary language is.  Based on the individual’s statement, enter the appropriate code for the language block on KAMES Member General Information screen.  Do not assume an individual does not speak or understand English or assume the individual’s primary language based on appearance.  If the individual does not speak or understand English, use the “I Speak” language identification posters to determine the primary language; and
2.
Inform the LEP individual that interpreter services are available at no cost to the individual using the “I Speak” posters.

3.  [If the individual indicates a primary language other than English and refuses interpreter services provided by the agency, have the individual complete the form, Waiver of Interpreter Services – Limited English Proficiency (LEP). This form can be accessed at https://chfsnet.ky.gov/ohrm/Pages/InterpretationResources.aspx.]
B.
If an individual cannot understand verbal or written English, use one of the following options to access interpreter services:

1.
Language Access Section.  If a Spanish-speaking interpreter or document translation is needed, contact the Language Access Section (LAS) at (502) 564-7770.  LAS staff are available during regular work hours and can be scheduled in advance.  For example, if a Spanish-speaking individual needs to be recertified, the worker should schedule a LAS interpreter for the recertification appointment. 

When no Spanish speaking interpreter is available through LAS, use the Language Services Associates, Inc., item 4 of this section. 

2.
CHFS Qualified Interpreter Service.  If LAS staff is not available, choose an interpreter from the CHFS approved list of Cabinet employees who are qualified to provide interpreter services.  The list can be accessed at:  https://chfsnet.ky.gov/ohrm/Pages/InterpretationResources.aspx 

 3.
CHFS Qualified Community Based Partner Interpreters.  If neither a LAS interpreter nor a CHFS qualified interpreter is available, contact a qualified non-CHFS interpreter.  This resource can provide interpreter services for a variety of languages, including Spanish.  The list can be accessed at:  https://chfsnet.ky.gov/ohrm/Pages/InterpretationResources.aspx.

These services usually involve a cost.  To pay for these services, scan a signed billing statement from the interpreter with a completed CHR-101 stamp or form CHR-101, and e-mail to the CHFSPayablesBranch@ky.gov.
4.
Language Services Associates, Inc. (LSA).  If none of the resources in items 1, 2 or 3 can provide interpreter services for the LEP individual, use the LSA.  Contact staff in the local office designated to access LSA to arrange for the service.  The instructions for the LSA may be accessed at https://chfsnet.ky.gov/ohrm/Pages/LanguageAccessSection.aspx.
C.
If the individual wants to use another individual to interpret for him/her, contact a Cabinet approved interpreter, if available, to sit in on the interview.  Explain to the individual that an approved interpreter is used even though he/she has another interpreter to ensure all the information, questions and responses are interpreted correctly and without bias.  

D.
If a form is identified as needing translation into another language, forward the request for translation of the form to the Division of Family Support through the Regional Office.  

E.
Document in the case record and on KAMES or OTIS when interpreter services are needed and used.  Documentation should include:
1. 
Flagging the case that special interviews are required on the KAMES disposition screen.

2.
Date when services are requested and provided;

3.
What option is used; and

4.
Reason for the service, such as application or recertification interview, interim communications, or translation of forms or other written material.

F.
Each contact which requires LEP services is entered on the online LEP Interaction form according to the Region’s monitoring plan. This information is used to identify what LEP services are needed for the region. Access the tool at: https://chfsnet.ky.gov/ohrm/Pages/InterpretationResources.aspx.

G.
Make copies of “Know Your Rights” and have them available in the local waiting area.  This brochure is available in ten languages and can be found at https://chfsnet.ky.gov/ohrm/Pages/LanguageAccessSection.aspx.  The brochure must be downloaded from the website with copies made for distribution.

