- City-of Baraboo

Adopted on: _October 24, 2017

Adop_ted by: Baraboo City Council

Revised on:. .October 13, 2017

. This policy is hereby adopted and signed by:.

City of Baraboo

Executive Name/Title:  Michael J: Palm—-l’uﬂaygr

Executive Signature; \ﬁ'\\ C’&&@\,

Policy Statement

| The City of Baraboo as a recipient of Federal Transit Administration (FTA) grant dollars either
- directly from FTA or through the Wisconsin Department of Transportation (WisDOT) will comply

- with the Title VI of the Civil Rights Act of 1964 (42 U.S.C.. 2000d) and the U.S: Department of .
L Transportatlon lmplementmg regu[aﬂons e e

- Title Vi Pian Elements..

The Ctty of Baraboo s Title- Vi plan- mciudes the foliowmg elements |

1 Ewdence of Policy Approvat
2. Notice to the Public
3. Complaint Procedure
4. Complaint Form
5. List of transit related Title VI Investigations, Complaints and Lawsuits =~
6. Public Participation Plan
7. Language Assistance Plan
8. Minority Representation Table and Description
Ni

ofe: Additional materials will be attached, if required.
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The City.of Baraboo.will review.its.policy.at least.once a.year to determine. if modifications are
necessary. As applicable, the City of Baraboo will meet with its third party contractor (transit

- provider)-or lessee- on an-annual basis to-ensure-compliance with Title VI plan requirements

Policy Updates—_Activirty”ng.r - o

Activity
(Review/Update/Addendum/
Adoption/Distribution)
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Title VI Notice to the Public

The City of Baraboo’s Notice to the Public.is as follows: ..

| otiying the Public of Rights Under Title w1 . |
THE CITY OF BARABOO

v The City of Baraboo operates its programs and services without regard to race;
color, and national origin in accordance with Title VI of the Civil Rights Act. Any
person who believes she or he has been aggrieved by any unfawful

; . discriminatory practice under Title VI may file a complaint with the City of

' ' Baraboo

v For more |nformatlon on the Clty of Baraboo s cnn! rlghts program and the
: procedures to file a complaint, contact Emily Truman at 608-355-2700, email
ot o 4 etruman@cityofbaraboo.com. ; or visit our administrative office at 135 Fourth
S Street,'Baraboo W1 53813, For more information, visit www.cityofbaraboo: comn.

v A complalnant may file a complaint’ dlrectly with the Federal Transit
Administration by filing a compiaint with the Office of Civil Rights; Attention: Title
VI Prograim' Coordinator, East Building, 5 Floor-TCR, 1200 New Jersey Ave.,
SE Washington, DC, 20590.. ‘

v"  If information is needed in another language, contact 608-355-2700.
Si se necesita informacion en ofro idioma de contacto, 608-355-2700.

o

The C!ty of Baraboo's Notice to the Public is posted in the following locations: (check all that
apply) ,
= Agency website, www.cityofbaraboo.com
~[X:Public-areas of the agency offi fce: (common -area;: publlc meetrng rooms; etc. )
X Inside vehicles - -
: L. Rider Guides/Schedules -
. [I Transit shelters and stations

O Other,.

N .

Pl
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.. Title VI. Complaint Procedure

The City of Baraboo’s Title-Vl Complaint-Procedure-is made avaliable inthe foitowmg Iocatlons (check alithat ...
__apply) :

X On the Clty s websnte, wWwWw, qtyofbaraboo com

" X City Clerk’s Office at 135 Fourth Street Baraboo Wi 53913 T
[ Available in appropriate languages for LEP populations, meetmg the Safe Harbor Threshold
(1 Other,

Any person who believes she or he has been discriminated against on the basis of race, color,
or national origin by the City of Baraboo may file a Title VI complalnt by complet:ng and
submitting the agency s Title VI Complaint Form. .~

The City of Baraboo mvestlgates complamts received no more than 180 days after the alleged
incident. The Clty of Baraboo will process complaints that are complete _

Once the complamt is recelved the C:ty of Baraboo W|I| rev:ew it to determine if our ofnce has

- jurisdiction. The complainant will receive an acknowledgement letter informing-her/him whether

the complaint will be mvestlgated by our of'flce

The City of Baraboo has 30 days to investigate the complamt If more: lnformation is neededto
resolve the case, the city may contact the complainant.

The complainant has 10 business days from the date of the letter to send requested information
to the investigator assigned to the case. ' :

If the investigator is not contacted by the complainant or does not receive the additional -~

--information within-10 business:days, the city.can-administratively close the case.A.casecanbe .. ... .. . . .

administratively closed also if the complainant no longer wishes to pursue their case.

~ After the investigator reviews the complaint, she/he will issue one. of two 2 Ietters tO the

complainant: a. closure letter or a letter of finding (LOF).

v A closure letter summarizes the allegations and states that there was not a Title Vi
violation and that the case will be closed.

v A letter of finding (LOF) summarizes the allegations and the interviews regarding the
alleged incident, and explains whether any disciplinary action, additional training of the
staff member, or other action will occur.

Ifthe complainarit wishes to appeal the decision, she/he has 30 days after the date of the letter

or the LOF to do so.

of Civil Rights, 1200 New Jersey Avenue SE, Washington, DC 20590.

If information is needed in another language, then contact 608-3565-2700.

A person may also file a complaint directly with the Federal Transit Administration, at FTA Office .. ..
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Tltle VI Complamt Fonn

The City of Baraboo's Tltle Vi Compla:nt Procedure is made avallable in the followmg locattonS' (check al that
apply)

On the City’s website, www.cityofbaraboo.com

X City Clerk’s office at 135 Fourth Street, Baraboo Wl 53913

LI Available in appropriate Eanguages for LEP populations, meeting the Safe Harbor Threshold.
U Qther,

Address:

Telephone (Home): Telephone (Work):

Electronic Mail Address:

Accessible Format — Large Print i | Audio Tape .
Requn"ements‘? ' TDD ' Other _'

Are you filing this complaint on your own behalf? ' I Yes* ' No |

*If you answered "yes" to this question, go to Section {il.

If not, please supply the hame and relationship of the person for whom you
are complaining:

Please explain why you have filed for a third party:

Please confirm that you have cbtained the permission of the aggrieved
party if you are fi Ilng on behalf of a thlrd party.

TSeen

+ bel:eve the discrimination-i-experienced- was‘based ;Jn ‘(check all that apply)
[]Race []Color [1 National Origin

Date of Alleged Discrimination (Month, Day, Year):

Explain as clearly as possible what happened and why you believe you were discriminated against. Describe all
persons who were involved. Include the name and contact information of the person(s) who discriminated against you
(if known) as well as names and contact information of any witnesses. If more space is needed, please use the back
of this form.

Have ‘you-' prewously filed a Title Vi complamt W|th this agency'? |
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| [] Federal Court

i 7 a'a..ﬁ‘ Mﬁ » 1“
Have you filed this comp

"[]Yes -
If yes, check all that apply:

-[] Federal Agency:

i) i A B : i
laint with-any other Federal, State, or local agency, or with any Federal or State court?

[IJNo

" [] State Agency

[] State Court {1 Local Agency

Please provide information about a contact person at the agency/court where the complaint was filed.

Name:

Title:

Agency:

Address:

Telephone:

R
against:

Name of agency complaint is

Contact person:

Title:

Telephone number:

You may. attach.any written materials or other information that you think is relevant to your

- complaint.

Signature | ' Date

" Please submit this form in person at the address below, or mail this form to:

City of Baraboo

Emily Truman, Title VI Coordinator
135 Fourth Street

Baraboo, Wi 53913
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List of Transit Related Title VI Investigations, Complaints and Lawsuits

The City of Baraboo maintains a list or log of all Tltle vl mvesttgations ‘complaints and lawsuits,
pertaining to its transit-related actlv:tles

Check One:

! There have been no mvestlgatlons complamt andlor Iawsmts fi Ied agamst us durlng
- X . the report peraod

There have been investigations, complaints andlor lawsuits filed agamst us. See list
below Attach add:tronal mfonnatfon as needed.

CnSE e
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—Public -Participation--P-lah

Strateg:es and Desnred Outcomes -

To promote inclusive publlc participation, the Clty of Baraboo will employ the followirig strategles as
approprlate

- Provide for early, frequent and continuous engagement by the public.
Select accessible and varied meeting locations and times

Employ. different meeting sizes and formats

Provide childcare and food durlng meetings, if possible.

Use social media in addition to other resources as a way to galn publlc involvement

Use radio, television or newspaper ads on stations and in publications that serve LEP
populations. Quireach to LEP populatlons may also include audio programming avaitable on
podcasts.

v’ Expand traditional outreach methods by visiting ethnic storeslmarkets and restaurants,
community centers, libraries, faith-based institutions, local festivals, ete.

AN NN NN

' Public Outreach Activites

" The City of Baraboo maintains a log/record of the various types of outreach activities it uses to promote

" inclusive public participation. On an annual basis, the City of Baraboo reviews its log of outreach
activities to determine if additional or different strategies are needed to promote mcluswe publlc
participation.

The direct public cutreach and involvement activities conducted by the City of Baraboo are summarized
in the table below. Efforts include meetings, surveys, focus groups, attendance af communily events, etc.

Information collected on the size, location, meeting format, number of attendees, etc. as well as the scope.
of-the distribution method (i.e. posters were placed in all shopping centers.in the affected area) will be..
used for future planning efforts. Examples of additional supportlng materials mclude coples of meetmg

-announcements, agendas, posters, attendee fist, @fC. .. ..

n Going ty Newspaper Article/advertising |~ Service Announcements
On Going City Clerk Cable Channel Information Service Announcements
On Going City Clerk Posters Information Service Announcements
~On'Geing | - City Clerk : Facebook - Information Service Announcements- |- -
On Going | _ City Clerk Website Information/Agendas | Service Announcements
On Going | City Clerk Posters Local Retailers Service Announcements
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Language Assistance Plan
Plan Cbmponents | - -

As a-recipient of federal US DOT funding, the City- of Baraboo ié required to take reasonable steps fo
ensure meaningful access to our programs and activities by limited-Engiish proficient (LEP) persons.
Limited E‘nglish .?roﬂcient'(LEP)'refél;s to persoh.s for whom Engllsh is not their'p'rimérry language and who
have a limited ability to read, write, speak or understand English. This includes those who have reported
to the U.S. Census that they speak English less than very well, not well, or not at all.

The City of Baraboo’s Language Assistance Plan includes the following elements:

The results of the Four Factor Analysis, including a description of the LEP population(s), served.
A description of how language assistance services are provided by language

A description of how LEP persons are informed of the availability of language assistance service
A description of how the language assistance plan is monitored and updated

A description of how employees are trained to provide Ianguage assistance to LEP persons
Additional information deemed necessary : - Lo

IR S e

Methodology

To determlne if an individual is entitled to language assistance and what specific_ services are appropriate,
the City of Baraboo has conducted a Four Factor Analysis' of the following areas: 1) Demaography, 2}
Frequency, 3) Impertance and 4) Resources and Costs.

LEP Four Factor Analysis

Factor 1: Demography: ldentifies the number or proportion of LEP persons served and the Ia'ng'uages
spoken in the service area.

The first factor of the Four FactorAnaIys.rs is the basis of the Language Assistance Pfan It reqmres -
the.City of Baraboo to.review its US Census data to_ determine if it meets. the LEP Safe.Harbor...

Threshold.

US Census and American Community Survey {ACS) Data?
"Thé City of Baraboo did the following;
1. Inserted a copy of the City of Baraboo’s county LEP data in the Title VI plan. This data was
found at the WisDOT website http./www.dot.wisconsin. qovlloca!qov/docsltltleﬁ lep. Ddf or the US

Census Bureau American Fact Finder website
http:/ffactfinder.census.gov/faces/nav/isf/pages/index. xhtml

1 DOT LEP guidance https://www.transportation.gov/civil-rights/civil- nghts—awareness-enforcement/dots Ien- S
guidance .

2 The ACS publishes data in many forms on the Census Bureau American Fact Fmder websrte
http: //factflnderz census. gov/faces/nav/lsf/naaes/searchresu[ts xhtmi
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.Analyzed the LEP.demographic data for the City of Baraboo’s program and/or service area by

calculating the Safe Harbor Threshold for two to three of the largest language groups identified
other than English.
a. The Safe Harbor Threshold is calculated by dividing the population estimate for a
‘language-group that “Speaks Englzsh less than very weII" by-the total population-of the -

county.
i. The LEF Safe Harbor Threshold provision stlputates that for each LEP group that

“meets the LEP language threshold (5% or 1,000 individuals, whichever is less; of -~ -

the poputatlon to be served) the City of Baraboo must provide translation of vital
documents in written format for the non-English users.

ii. Examples of written translation of vital documents include the Title Vi policy
statement and/or Notice to the Public (Appendix 2), Title VI Complaint Procedure
-(Appendix 3}, Title- VI Compiaint Form- (Appendlx 4), and ADA paratransit
eligibility forms.

L3 Explalned the results of the analySIS of the county LEP data in the demographic section of the
Four Factor Analysis. .

Factor 2: Frequency: ideéntifies the frequency staff (and transit provider/lessee, if applicable) comes into
contact with LEP persons.

LEP persons are persons identified as speaking English less than very well, not well or not at all.
Just because a person speaks a language other than English doesn't mean they don't speak -
English or are identified as LEP.

The summary below discusses the frequency with which City of Baraboo staff, and/or its

contractor/iessee come into contact with LEP persons. It also provides information on the how

staff is instructed to meet the needs of LEP persons. City of Baraboo staff persons are
__encouraged to use LEP resource materials to assist LEP persons. -

 Factor 3: Importance; Explains how the program, service or activity affects people's lives. o

The summary below discusses how the City of Baraboo’s program and services impact the lives

of person’s within the community. The City of Baraboo will specify the community organizations
__that serve LEP persons, if available.

Factor 4: Resources and Costs: Discusses funding and other resources available for LEP outreach.
The summary below discusses the low cost meth_dds the City of B_ataboo uses fo prbvidé
outreach to LEP persons as well as train staff (and transit provider/lessee, if applicable) on Title
V| and LEP principles.

Additional Required Elements

In addition to the Four FactorAnaly_sis (listed below as item #1), the City of Baraboo addresses the ..
following elements: : :

ftem #2: A description of how Ianguage assistance services are provided by
language : .
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_Mem#3: A description of how LEP persons are mformed of the availability of

language assistance service

ltem #4:; - A description of how the !anguage a33|stance plan is monltored and
updated ;

'Item #. A descnptlon of how employees are tramed to prowde Ianguage
assistance to LEP persons

City of Baraboo — Summary of the Language Assistance Plan Components

] ltem #1 — Results of the Four Factor Analysis (including a description of the LEP population(s) served) |

Factor 1 — Demography

The City of Baraboo contracts with Running, Inc. to provide transportatton service for the City of
Baraboo and in Sauk County.

The US Census Bureau ~ American Fact Finder (2011-2015) reports there are numerous languages
spoken in Sauk County. Some of these languages include Spanish, German, Russian, Chinese,
Japanese, Korean, Vietnamese, Gu1aratt Tagaleg, and Native North American Languages. After English,
the second largest language group is Spanish.

e ke,
el

Sauk County LEP
Data 2015 Esti...

: ';__The Safe Harbor Threshold is-calculated by diwdlng the populatlon estimate for-a language group that

“““speaks English less then very well’ by the total population of the county. The LEP Safe Harbor Threshold"r'_"'

... provision stipulates that for each LEP group that meets the LEP language threshold (5% or 1,000

individuals, whichever is less), the City of Baraboo must prowde transiatlon of vital documents in Wit
'.-format for hon- Engllsh speakmg persons : : .

“ln Sauk County, with a population esttmate of 59 078 494 persons have fdentlf ed themse!ves as Spanish

--speaking and “speaks English less than well”. Thls language group-is less-than- 1% and-below.-the-5%.or -
1,000 person threshold of the population to be served. This means the City of Baraboo is not required to
_.provide written translation of vital documents. All the other language groups listed above are also below
the Safe Harbor Threshold. This means, the City of Baraboo is also not required to provide written
translation of vital documents in these languages.

In the future, if the City of Baraboo meets the Safe Harbor Threshold for any language group, it will
*“provide written translation of vital documents in'such lahguages and will also consider” measures needed
for oral interpretation.

' Factor 2 — Frequency

‘The City of Baraboo and Running, Inc. will be trained on what to do when they encounter a person that
- speaks English less than well. The City of Baraboo and Running, Inc. will track the number of
encounters and consider making adjustments as needed to its outreach efforts to ensure meaningful
access to all persons and specifically to LEP and minority populations of the City of Baraboo’s programs
and services.
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--Log-of LEP-Encounters

The City of Baraboo’s transit provider, Running, Inc. provides rides to 51,000 persons per y'ear. While
formal data has not been collected, Running, Inc. has indicated it has encountered less than 1% of LEP
persons using the service within the last six months. L

The City of Baraboo and its transit provider, Running, Inc. has an open door policy and provides  rides
~to any person who requests a ride. If an individual has speech limitations, the dlspatcher or.driver wilt
work with the Transit Manager and the City of Baraboo to ensure the individual receives access to the

transportation service.

The "l Speak” Language identification card listed below is a document that can be placed in Running,
Inc’s vehicles and used by the City of Baraboo staff to assist LEP individuals. Additional languages can
be added as needed to match the demographic changes of the City of Baraboo’s service area.

] Speak” Language Identification Card

Mark this box if y peak English " Englist
Marque esta casilla si lee o habla espafiol A o - Spanish
-+ Kos lub voj no yog koj paub twm thiab hals lus Hmoob. _ Hmong
P T | mEREEESENTS T | Chinese
' Xin fialnh daau vago 04 napgy nedu quyl vo biedt fioic vag noli fiddic Viedt Vietnamese
Ng66. _ |
SAOISI 20 EAR0] ARERA Korean
. | Markahan itong kuwadrado kung kayo ay marunorng magbasa o magsalita ng .. { Tagalog.
Tagalog.
L5 31 ol dX diR] 448191 I20R1d) old dl Gujarati
Kreuzen Sie dieses Kédstchen an, wenn Sie Deutsch lesen oder sprechen German
OTMETUTL 3TOT PNAKOK, ECIU Bbl TOBOPUTE MO-PYCCKU ~ Russian -

Note: For additional languages ﬁisit the US Census Bureau website httn:llwww.leb.qovllSpeakCard52004.pdf o
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Faclor 3 - Importance

] ltem # 2- Description of how Language Assistance Services are Provided, by Language | o

The City of Baraboo and Running, Inc. understands an LEP person with language barrier chalienges

" also faces difficulties obtaining health care, education, access to employment and nutrition meal sites,

recreational services and socialization. A transportatlon system isa key Ilnk to connectmg LEP persons to
these essential services.

- The City of Baraboo has identified activities and services which wouid have serious consequences to

individuals if Ianguage barriers prevented access to information or the benefits of those programs. The
activities and services include providing emergency evacuation instructions in our facilities and vehlcles

and providing information to the public on security awareness or emergency preparedness

The City of Baraboo’s assessment of the programs, activities and services that are most critical include
contact with community organization(s) that serve LEP persans, as well as contact with LEP persons
themselves to obtain information on the importance of the modes or the types of services that are
provided to the LEP populations.

Factor 4 - Resources and Costs

Even though the City of Baraboo does not have a separate budget for LEP outreach, a variety of low |
cost outreach methods are used to promote the available of transit service to LEP persons suchas = - . - ' |
posting informational materiais on its website, in ethnic stores/markets and restaurants, community.

centers, libraries, faith-based institutions and by participating in local events and festivals. The cost is

relatively low but the ability to reach the LLEP population is high.

Ancther low-cost method that helps reach LEP persons is staff training. The City of Baraboo and
Running, Inc. provide Title VI and LEP training internally to staff. Staff are educated so they are aware of
LEP needs and requirements. This allows staff to respond to and act appropriately to questions, concerns
and input. At this point, no additional training costs are incurred except for the cost of
printing/photocopying materials.

The City of Baraboo and Running, Inc. has a person on staff with limited abilities to speak-Spanish. In

addition; the City of Baraboo works with-Running, Inc. to ensure mechanisms-are-in-piace toveach-LEP
persons in the service area. If brochures and other printed materials are publlshed they will be avallabie

language assistance services:

at Spanish speaking businesses within the city.

ltem # 3 - Description of how LEP Persons are Informed of the Availability of Language
Assistance Service

The City of Baraboo and Running, Inc. does the followmg to mform LEP persons of the avaﬂabmty of

v"  Review outreach activities and the frequency of contact with LEP individuals to determ;ne whether
additional language assistance services are needed

v Utilize the bilingual speaking person on staff to assist with the development of bilingual outreach
materials, including pictograms and other symbols
v Prioritize the hiring of bilingual staff, as needed

v Utilize Wisconsin Relay 7-1-1, the state of Wisconsin resource to assist with communication needs
hito:fwww. wisconsinrelay.com/ and htfp:./feww. wisconsinrelay.com/features
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| !tem #4— Description of how. the..Language.Assistance Plan..is.Monitored._and__Update.d__ E

~The City of Baraboo reviews lts plan-on an annual basis or-more frequentiy as needed In part!cular the
_ City.of Baraboo will evaluate the information collected durlng LEP public outreach. efforts as wellas

encounters with LEP persons to determine if adjustments should be made to the delivery of programs and
services to ensure meamngful access to mlnortty and LEP persons. .

In addltlon the Clty of Baraboo meets with ItS transﬂ prowder on an annual baS|s to ensure the Tltle Vi
“requirements are met. The last approval and site-visit of the contractor/transit prov:der was on :

10/12/2017.

ltem #5- Description of how Employees are Trained to Provide Language Assistance to
LEP Persons

City of Baraboo employees are oriented on the principles of Title VI and the LEP needs and
requirements identified in the City of Baraboo’s Title VI Plan. New employees will be provided guidance
on the needs of clients served and how best to meet their needs. The City of Baraboo will ensure its
transit provider/lessee also educates its staff on Title Vi requirements, and specificaily LEP provisions.

If a driver, dispatcher or employee needs further assistance related to LEP-individuals, her/she will work
with the City of Barahoo’s and/or Running, inc’s Transit Manager to identify strategies to meet the
language needs of the part:CIpants of the program Qr service.

As part of our annual check in meeting, the City of Baraboo will meet W|th its transﬂ prowder to discuss
updates the City of Baraboo’s Title VI plan and LEP principles and requirements.

Minority Representation Informatlon

B Mmorlty Representatlon Table

* The City of Baraboo does not have a committee related to transit. These activities are overseen by

i

the elected C:ty Council members o

B. Efforts to Encourage Minority Participation

The City of Baraboo understands diverse representation on committees, councils and boards results
in sound policy reflective of its entire population. As such, the City of Baraboo encourages

-~ participation of all its citizens. As of January 2017, there are no appomted or volunteer commfttees
related lo transit.
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