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“Department Training Bulletins shall be used to advise members of current police techniques and
procedures and shall constitute official policy.”

LANGUAGE ACCESS

The purpose of this Training Bulletin is to set forth Department policy and procedure to inform
Department personnel of the need to provide language access services when encountering a
Limited English Proficient (LEP) person which are consistent with federal, state and local law.

Personnel are reminded not to sacrifice officer safety or put the public at risk for the sake of
providing language services to an LEP individual.

BACKGROUND

Language barriers impede effective and accurate communication in a variety of ways. Language
barriers can often times inhibit or even prohibit individuals with limited English proficiency from
accessing and/or understanding important rights, obligations, and services, or from communicating
accurately and efficiently in different situations. Hampered communication with limited English
proficient victims, witnesses, suspects, and community members can jeopardize safety and create
evidentiary and investigative challenges.

OPD recognizes the importance of effective and accurate communication between its personnel
and the diverse community it serves.

DEFINITIONS AND TERMINOLOGY
e Interpretation

The act of listening to a communication in one language (source language) and orally
converting it to another language (target language) while retaining the same meaning.

e Interpretation Services
Over-the-phone interpretation services are available 24 hours a day, 7 days a week and can be
arranged directly or through the Communications Section. OPD has a contract with a service
provider to provide telephonic interpretation assistance in most languages.

e Limited English Proficiency (LEP) Person

Individuals whose primary language is not English and who have a limited ability to read,
write, speak, or understand English.
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e Primary Language
The language in which an individual is most effectively able to communicate.

e Selectively Certified Bilingual

Department personnel who have identified themselves as “bilingual” and have demonstrated,
through a formal testing procedure, certified by the Department of Human Resources
Management, competency to communicate in the source language by demonstrating the
ability to listen to a communication in one language (source language) and orally convert it to
another language (target language) while retaining the same meaning.

Additionally, the Personnel Section maintains a complete list of Selectively Certified
Bilingual personnel (members and employees).

e  Self-l1dentified Bilingual

Department personnel who have identified themselves as having limited basic language skills
and conversational comprehension and can engage an LEP person in a “conversational”
manner.

NOTE: The Daily Detail generated by the Automated Scheduling and Staffing Management
System (TeleStaff) is capable of listing bilingual members (Selectively Certified Bilingual
and Self-Identified Bilingual).

e Translation

The replacement of written text from one language (source language) into an equivalent
written text into another language (target language) while keeping the context and meaning
the same.

POLICY

The Department shall provide language assistance services to LEP persons when performing law
enforcement functions, upon request, or as a part of the Department’s community policing
philosophy.

OPD shall take reasonable steps to ensure timely and accurate communication and access to all
individuals regardless of primary language.

IDENTIFICATION OF PRIMARY LANGUAGE

Personnel need to determine whether the individual can speak and understand the English
language during the initial contact with an individual. This may be accomplished by simply asking
the person. In the event the individual has difficulty speaking or understanding the question,
personnel shall take appropriate steps to advise the LEP person that language assistance services
(interpreters) are available free of charge to LEP persons if assistance is requested or required.

e A Language Identification Card (TF-3331) (Appendix) is available to Department personnel
to facilitate in the identification of the primary language in order to provide the appropriate
interpretation services to LEP individual.
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Personnel need only display the Language Identification Card to the LEP person so the person
can identify the language they speak prior to calling a qualified bilingual member, contract, or
professional interpretation service.

e In the event the LEP person does not appear able to read or understand the language
identification card, the member may call the contracted telephonic interpretation service for
assistance.

USES FOR AN INTERPRETER

Personnel may need to utilize the services of an interpreter for incidents involving
vehicular/pedestrian traffic stops, preparing offense reports, taking statements, to provide verbal
and written assistance in the Miranda admonition process, serving warrants and restraining orders,
crowd/traffic control, and for obtaining permission for a consent search. Failure to use an
interpreter may jeopardize an investigation and result in a violation of civil rights.

e Police Contacts
In the event a member encounters an LEP person during a police contact (e.g., traffic
enforcement stop, detention, or arrest) members must consider utilizing the services of an
interpreter to explain the purpose, action, and/or resolution of the police contact.

e Miranda
The Miranda admonition shall be provided to an LEP suspect in his/her primary language
before any questioning when there is any doubt that the suspect does not understand English.
A qualified interpreter must be present during the Miranda admonition to protect the integrity

of the investigation and prosecution.

e Follow-Up Investigative Interviews

The member needs to consider seeking the assistance of an interpreter to conduct follow-up
investigative interviews if an LEP person requests an interpreter or is experiencing difficulty
communicating with the member.

e Formal Interviews

Effective communication and accuracy of victim and witness statements is a priority in
criminal investigations. Failure to protect the rights of LEP individuals during arrests and
custodial interviews may present a risk to the integrity of the investigation and prosecution.

Personnel need to consider seeking the assistance of an appropriately qualified interpreter
when admonishing suspects, taking formal statements, conducting any formal victim/suspect
interviews, and/or completing required forms or reports involving a victim and/or suspect
which may potentially be of evidentiary value.

If unavailable, personnel may seek qualified assistance from another law enforcement agency,
when practical.



Language Access, Index Number VIII-R

e Consent Searches / Search Warrants

Members need to consider seeking the assistance of an interpreter prior to conducting a
consensual search or executing a search warrant of an LEP person and/or their property if
requested by the LEP person or when an LEP person is experiencing difficulty
communicating with the member or understanding the procedure.

e Offense Reports Requirements

Whenever an offense report is prepared regarding an incident involving an LEP person, the
offense report shall identify the primary language spoken by the LEP individual, the person
who provided the interpretation/translation and the manner in which interpretation/translation
services were provided.

e Translated Documents

Transcribing audio and written documents submitted by LEP individual(s) into English must
be considered when such evidence is essential to continue the investigation and/or prosecution
of a criminal case or an internal investigation, or when directed by the Chief of Police, a
magistrate, or other competent authority.

DETERMINING THE TYPE OF INTERPRETER NEEDED

Personnel need to determine the type of interpreter needed depending on the circumstances of the
incident while taking into consideration issues, such as, the gravity of the incident, officer/public
safety, cost, time factor, and the need to protect the integrity of the investigation and prosecution.
Each class of interpreter has advantages and disadvantages. Some of the pros and cons include, but
are not limited to, the following:

e Selectively Certified Bilingual Personnel
0 Pros
- Trained in law enforcement and procedures
- No cost
- Readily accessible — 24/7
- Language skills have been tested
- Available for future testimony

o Cons
- Availability subject to scheduling
- Limitation of available languages
- May have verbal but not written skills

o  Self-Identified Bilingual Interpreter
O Pros

- Readily accessible — 24/7
- Time Saver
- Nocost
- More reliable than family member, etc.
-  Less biased than family member, etc.
- More familiar with laws and procedures
- Available for future testimony
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o Cons
- Availability subject to scheduling
- Language skills may not be recognized by courts (to protect the integrity of the
investigation and prosecution)
- May have verbal but not written skills
- May be limited to basic conversational comprehension
- Limitation of available languages

Telephone Interpreter
0 Pros
- Readily accessible — 24/7 through Communications Section
- Extensive directory of interpreters
- No cost
- Reliable
- Extensive access to different dialects

o Cons
- Trained in law enforcement and procedures
- Can be time consuming to interpret via phone
- Not available for translation services
- Not available for future testimony

Family members, neighbors, friends, volunteers, bystanders or children

0 Pros
—  Time saver
- Pre-established rapport
- Nocost

o0 Cons

- Not necessarily reliable

- Unknown competency with English language

- Biased

- May be unavailable for future testimony

- Maturity of interpreter or privacy of interpretation may not be suitable or practical

Court Certified Interpreter
0 Pros
- Recognized by the courts
- Protects the integrity of the investigation and prosecution
- Highest level of language competency for a foreign language

o Cons
- Not readily accessible - appointment needed
- Cost



India, Pakistan, and Southwest Asia

APPENDIX
Language Identification Card (TF-3331)
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136 Basque Euzkera <gq 75 Lithuanian Lietuviy Kalba <& 13 Iocano Ilokano €1
Zeure izkuniza atzamarragaz erakutzi Parodyk tavo kalbamg kalba. Ttudom iti saom.
Euzkeratzail bateri deituko deutsagu, Vertéjas bus pakviestas. Umayab kam iti interprete.

69 Bulgarian Boarapckn e3nk g 63 Macedonian Makedonski €1 50 Indonesian Bahasa Indonema ‘@]

Mocouere Bawusa e3ux.
Hue we n3sukame npenonad 3a Bac.

Posocete molim Va3 jezik.
Ke vikame prevodilac Vas da doide.

Tunjukkan bahasamu.
Jurubahasa akan disediakan.

132 Catalan Catala g 51 Norwegian Norsk <€ 51 Malay Bahasa Malaysia <gg
Assenyali amb cl dit el seu idioma. Pek pa ditt sprak. Tunjukkan yang mana bahasa anda.
Es trucard a un intérpret En tolk vil bli tilkalt Seorang jurubahasa akan diberitahu.
47 Croatian Hrvatski <& 62 Polish Polski <& 126 Samoan Gagana Samoa &q
Molim Vas, p()kame nam Va3 jezik. Prosze wskazac na swoj jezyk ojczysty. Tusi lou "a'ao i lau gagana.
Zvat ¢emo tumaca za Vas. Thumacz zostanie poproszony do telefonu., O le a vala'auina se 1asi e fa’amatala "upu mo “oe.
63 Czech Cesky &1 61 Portuguese Portugués & 117 Tagalog Tagalog &1
Ukaite, Ktery je vas jazyk. Aponte seu idioma Pakituro mo nga ang iyong wika
Zavolime tlumocnika. Providenciaremos um intérprete. Magpapatawag ako ng interprete.
55 Danish Dansk &] 66 Romanian Romaneste &l 128 Tongan Tonga L1

Peg pa dit sprog.
En tolk vil blive titkaldt

Indicai limba pe care o vorbiti.
Veti fi pus in legaturd cu un interpret.

Tuhu kihe lea ‘oku ke lea ’aki.
’E fetu'utaki kihe fakatonulea.

5o Dutch Nederlands <€ 75 Russian Pycckuit S3bik &1
Wijs uw taal aan YKaXHTe, Ha KaKkoM a3bike Bbi rosopure.
Wij zullen u een tolk geven. Celiuac Bam BHI30ByT NepeoauuKa.

7- Estonian Eesti Keel g 1i% Serbian Cpncku €1
Niidake oma emukeelele Monuwm Bac, nokaxure nam Bam jeaux
Me muretseme teile tolgi 3pahemo rymaua 3a Bac.

sz Finnish Suomi <€ 6+ Slovak Slovensky €
Osoittakaa teidin kiclenne Ukazte na vasu rel.
Tulkki kutsutaan auttumaan teiti Zavolame tlmognika.

ss French Francais &3 G Spanish Espanol <gg
Montrez-nous quelle langue vous parlez. Senale su idioma.
Nous vous fournirons un/c interpréte. Se llamard a un intérprete.

57 German Deutsch g1 55 Swedish svenska &3
Zeigen Sie auf Thre Sprache. Peka ut Ert sprak.
Wir rufen einen Dolmetscher an. En tolk kommer att tillkallas

71 Greek ) ) EMnpvié g1 76 Ukrainian Yxpaincbka Mosa €1
AtelETe TOLG YADOO PLAGTE XOL Tlokaxirs, K010 MOBOIO BY roBOpUTE.
Ba whnbei évag diegunvéag. 3apa3 BMK/IMUYTh BaM NMepeKnafaya.

o5 Hungarian Magyar &g i35 Yiddish wrm g

Valassza ki az 6n 4ltal beszélt nyelvet.
Kapcsoljuk a tolmacsot
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ss French

nd Caribbean

Frangais &1
Montrez-nous quelie langue vous parlez.
Nous vous fournirons unse interprete

129 Haitian Creole

Kreyol Ayisyen ‘€0
Montre lang ou-a

Yap voye chéche yon enteprét.

+ Navajo
Saad béé honisinigii nila’ bee bik'idiitniih.
Ata’ halne’¢ 4a’ nabich’ hodoonih.

Diné &1

o

Portuguese
Aponte seu idioma
Providenciaremos um intérprete.

Portugués &g

As a Language Line Services customer you have
access to over-the-phone interpretation 24
hours a day, 7 days a week. Use this Language
Identification Card in a face-to-face situation, to
determine which language a person speaks. The
Language ID Card lists the languages most
frequently encountered in North America,
grouped by the geographical region where they
are commonly spoken.

To use the Language 1D Card efficiently,

locate the geographical region where you
believe the non-English speaker may be from.
(Pacific Islands, Europe, etc.)

Show the person the languages listed for that
region. The message underneath each
language says: “Point to your language. An
Interpreter will be called.”

Sample:

o English English €0
Point to your language.
An Interpreter will be called.

Refer to your Quick Reference Guide (QRG)
to access an interpreter through Language
Line Services. In most cases, an interpreter is
available within scconds.

If you are unable to identify the language, our
representative will help you.

Please note: Listing of languages within this card
due; not guarantee availability of interpreters in these
I Line Services interf Sfrom

60 Spanish

Espanol g3
Seule su idioma.
Se llamard a un intérprete.

English into more than 140 languages, only the most
requested languages are listed bere. This list is
subject to change based upon demqand.



