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I.

Introduction

The Contra Costa County Public Works Department is a recipient of Federal Highway Administration
(FHWA) federal-aid highway funds and Federal Aviation Administration (FAA) federal-aid airport funds.
Recipients of federal funds are required to comply with various nondiscrimination laws and regulations,
including Title VI of the Civil Rights Act of 1964 (Title VI). Title VI forbids discrimination against anyone in
the United States on the basis of race, color, or national origin in the programs and activities of an agency
receiving federal financial assistance. In addition to Title VI, the other nondiscrimination statutes that
afford legal protection are: Section 162 (a) of the Federal-Aid Highway Act of 1973 (23 USC 324) (sex), Age
Discrimination Act of 1975 (age), and Section 504 of the Rehabilitation Act of 1973/Americans with
Disabilities Act of 1990 (disability). Together, these requirements define an over-arching Title VI Program.
It is important to also understand that Title VI and the additional nondiscrimination requirements apply
to all Contra Costa County Public Works Department programs even when only one program receives
federal funds.
The Civil Rights Restoration Act of 1987 defined the word “program” to make clear that discrimination is
prohibited throughout an entire agency if any part of the agency receives federal funds. Simply stated,
the Contra Costa County Public Works Department is to ensure that none of its activities or programs
treats any part of a community any differently than another. The Contra Costa County Public Works
Department is committed to achieving full compliance and expects every manager, supervisor, employee,
and sub recipient of federal-aid funds administered by the Contra Costa County Public Works Department
to be aware of and apply the intent of Title VI and related nondiscrimination statutes in performing
assigned duties.
The FHWA and FAA require the Contra Costa County Public Works Department, as a recipient, to prepare
a plan to clarify roles, responsibilities, and procedures to ensure compliance with Title VI and related
nondiscrimination statutes. Title 23 of the Code of Federal Regulations (CFR) 200.9(b) (11) requires an
updated Title VI Program Plan every year by October 1.
The Contra Costa County Public Works Department Title VI Program Plan focuses on the functional areas
with significant public contact responsibilities and provides the policy direction necessary to ensure
compliance with Title VI and related nondiscrimination statutes.
The Contra Costa County Public Works Department through its Title VI Program Coordinator/Affirmative
Action Coordinator works with staff to implement and monitor compliance with Title VI nondiscrimination
requirements.
Questions about Contra Costa County Public Works Title VI Program may be directed to:
Contra Costa County Public Works Department
Title VI Program Coordinator/Affirmative Action Coordinator
255 Glacier Drive, Martinez, CA 94553
Ph: 925-313-2000
Fax 925-313-2333
email: admin@pw.cccounty.us
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II.

Non- Discrimination Policy Statement

The Contra Costa County Public Works Department, under Title VI of the Civil Rights Act of 1964, ensures
“No person in the United States shall, on the ground of race, color, or national origin, be excluded from
participation in, be denied the benefits of, or be subjected to discrimination under any program or activity
receiving Federal financial assistance.”
Related federal statutes and State law further those protections to include sex, disability, religion, sexual
orientation, and age.
In the event the Contra Costa County Public Works Department distributes federal aid funds, the Contra
Costa County Public Works Department will include Title VI language in all written agreements and will
monitor for compliance.
The Contra Costa County Public Works Department is responsible for initiating and monitoring Title VI
activities, preparing required reports and other Contra Costa County Public Works responsibilities as
required by 23 CFR 200 and 49 CFR 21.
For information on guidance on how to file a complaint, please visit the following web page:
http://www.co.contra-costa.ca.us/6699/Title-VI .
Additionally, if you need this information in an alternate format, such as in Braille or in a language other
than English, please contact the Contra Costa County Public Works Department, 255 Glacier Drive,
Martinez, CA 94553. Telephone: (925) 313-2000, or via Fax: (925) 313-2333.

Brian Balbas, Interim Director
Contra Costa County Public Works Department

Date

Authorities
Title VI of the 1964 Civil Rights Act provides that no person in the United States shall, on the grounds of
race, color, national origin, or sex be excluded from participation in, be denied the benefits of, or be
otherwise subjected to discrimination under any program or activity receiving federal financial assistance
(please refer to 23 CFR 200.9 and 49 CFR 21).
The Civil Rights Restoration Act of 1987 broadened the scope of Title VI coverage by expanding the
definition of terms “programs or activities” to include all programs or activities of Federal Aid recipients,
subrecipients, and contractors, whether such programs and activities are federally assisted or not (Public
Law 100-259 [S. 557] March 22, 1988).
Additional Authorities and Citations Include:
Title VI of the Civil Rights Act of 1964; 42 USC 2000d to 2000d-4; 42 USC 4601 to 4655; 23 USC 109(h); 23
USC 324; DOT Order 1050.2; EO 12250; EO 12898; 28 CFR 50.3; EO 13166.

5|Page

Title VI Plan

III.

Notice of Rights

The Public Works Department disseminates the Notice of Rights to the public on the Department’s
webpage at http://www.co.contra-costa.ca.us/6699/Title-VI .
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IV.

Standard USDOT Title VI Assurances

Contra Costa County Public Works Department’s Non Discrimination Assurance was signed by the
Director on May 19, 2016 as part of the approval of the Master Agreement No. 04-5928F15 with the
State of California, Department of Transportation (Caltrans) for Federal-aid projects. The Master
Agreement and assurances are attached as Appendix A.

V.

Organization, Staffing, and Structure

The Contra Costa County Public Works Director is ultimately responsible for assuring full compliance with
the provisions of Title VI of the Civil Rights Act of 1964 and related statutes within the Public Works
Department and has directed that non-discrimination is required of all agency employees, contractors,
and agents pursuant to 23 CFR Part 200 and 49 CFR Part 21.
The Contra Costa County Public Works Department has identified the position of Deputy Director over
Administration to perform the duties of the Title VI Officer and ensure implementation of agency’s Title
VI program. The position of Deputy Director over Administration is located within the Administration
Division of the Contra Costa County Public Works Department. The Deputy over Administration is:
Carrie Ricci
Deputy Director
Title VI Officer/Affirmative Action Coordinator
The Title VI Officer is responsible for:
● Preparing a Title VI plan and annual report on the agency’s behalf;
● Developing procedures for the prompt processing and disposition of complaints;
● Investigating complaints, compiling a complaint log;
● Developing procedures for the collection and analysis of statistical data;
● Developing a program to conduct Title VI reviews of program areas;
● Conducting annual Title VI assessments of pertinent program areas;
● Developing Title VI information for dissemination;
● Establishing procedures for resolving deficiency status and reducing to writing the remedial
action agreed to be necessary.
The Public Works Director has also appointed two Affirmative Action Coordinators as part of Contra Costa
County’s Affirmative Action Program. Affirmative Action Coordinators report directly to the Director and
assist and advise the Director in carrying out the Affirmative Action Program. The two Affirmative Action
Coordinators appointed for the Department are:
Carrie Ricci, Deputy Director
Administration Division
Adrienne Todd, Administrative Services Officer
Administration Division
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The County, as a whole, also has an Affirmative Action/Equal Employment Opportunity Officer. The
County’s Affirmative Action Officer is directly responsible for the development, coordination,
implementation and evaluation of the Countywide Affirmative Action Plan. The County’s Affirmative
Action Officer is:
Antoine J. Wilson
Affirmative Action/Equal Employment Opportunity Officer
Risk Management Department
The Equal Employment Opportunity (EEO) Office ensures that Contra Costa County ("the County")
employees, applicants, and vendors are provided a professional environment which is free from
discrimination and/or harassment. This office also ensures non-discrimination in the execution of
contracts while promoting positive external customer relations.
 The goal of the EEO Office is for the County's workforce data to reflect the diversity of
the County's Census Residential Labor Force. In order to assess the diversity in County
employment, we compare the labor force data (race, sex, ethnicity, and job classification) from
the most recent U.S. Census Report to the County's workforce data. The County makes every
effort to achieve this goal by targeting recruitment and employment efforts which result in diverse
applicant pools of qualified candidates. Currently, the County's diverse workforce is the result of
the leadership of the Board of Supervisors and the commitment of the County Administrator,
Department Heads, managers, supervisors, employees, unions, and community groups and
organizations.
 The County values the contributions of businesses in the County's Contracting Programs for
construction, purchasing and professional/personal services. These efforts promote the County's
commitment to ensuring full and equitable participation for County contracts by minorities,
women, and other businesses. The County is dedicated to increasing the participation of Small
Business Enterprises (SBE), Disadvantaged Business Enterprises (DBE) and Disabled Veteran
Business Enterprises (DVBE) in both Federal and State contracting and procurement.
 The purpose of the County's Disability Program is to increase the employment participation of
disabled applicants and employees and provide assistance to disabled employees and citizens
receiving services, programs, and activities from the County.
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Public Works Organizational Chart

VI.

Primary Program Area Descriptions & Review Procedures

Contra Costa County Public Works Department’s five major program areas related to Transportation and
Airports are Transportation Engineering (planning), Airports (Buchanan Field and Byron), Environmental,
Real Estate (Right of Way), and Design/Construction. These areas are reviewed on a yearly basis for
FHWA’s and FAA’s Goals and Accomplishments Report. The objective of the review process is to
understand the processes of each program area to ensure fairness and open access to all members of the
public. The review process is also used to summarize and highlight efforts of each program area for
conducting outreach and providing better access to Contra Costa County Public Works Department’s
programs and activities for minority, low-income, and Limited English Proficiency (LEP) populations.
To initiate each program area review, the Title VI Coordinator provides the Division Managers from each
program area a list of questions related to Title VI, Environmental Justice and LEP. An example of a
questionnaire provided to staff is attached as Appendix B. Program area staff then meets with the Title VI
Coordinator to discuss the questionnaire. The Title VI Coordinator also requests Title VI-related data
specific to that program area. Based upon those meetings, the Title VI Coordinator drafts a list of goals for
each program area.
The following are descriptions of the Contra Costa County Public Works Department’s five major program
areas related to FHWA and FAA programs.
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A. Transportation Engineering (Planning)
Transportation Engineering is responsible for the development of the long-range Capital Road
Improvement and Preservation Program (CRIPP) and the Developer Fee Impact Program, known
as the Area of Benefit Program (AOB). The development of the projects listed in both programs
requires extensive community outreach to ensure we are meeting the community’s needs. The
mission of the Transportation Engineering Division is to provide a safe, efficient and reliable
transportation system that balances social, environmental and economic needs of the County by:






Managing and operating the existing system
Planning for future demands on the transportation system
Effectively managing fiscal resources and seeking funding opportunities
Developing effective working relationships with other agencies, community groups and
the general public
Coordinating with other agencies to balance regional and local needs

A critical component of achieving the mission above is to do extensive outreach to the community
and allow the opportunity for the community to become engaged and provide input into
developing specific plans and projects.
The unincorporated portion of Contra Costa County has many diverse communities that require
varying needs. The County, through its Board of Supervisors, has established Municipal Advisory
Committees in the various unincorporated communities. The advisory committee members are
appointed from the Board to represent their specific community. The committee meetings are
public meetings. The Public Works Department uses these advisory committees to engage with
the community to understand their needs and to help develop potential projects to be included
in the CRIPP and the AOB project lists. These meetings are open to the public and the public is
allowed to comment during the meetings. In addition, the Public Works Department will schedule
additional community meetings if necessary to help gather input during the project development
process.
Once projects have been defined and considered to be added to the CRIPP and AOB lists, the
process then moves to the Board’s Transportation, Water, and Infrastructure sub-committee
(TWIC) that is also a public process where community members are allowed to provide input and
comments on any planning documents. Once approved by the TWIC, the planning documents are
referred to the full Board of Supervisors where the public is once again allowed to comment and
provide input.
In addition to project development activities, the Transportation Engineering program is
responsible for procuring consultants for various planning activities.
Transportation Engineering and Title VI
The Transportation Engineering Division ensures that the public process is free from barriers to
the specific community to allow input into the planning process for the unincorporated
transportation network. Depending on the demographic being served, accommodations are
made to ensure full public participation. Project teams are also required to identify LEP
communities within the project area and provide necessary language assistance during the public
involvement process.
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All federally funded consulting contracts that are administered by the Transportation Program
include applicable Disadvantaged Business Enterprise (DBE) goals in designated projects, and seek
to proactively achieve the goal(s). Staff also includes Title VI assurance and provision language in
all federally funded consultant contracts. DBE, SBE, and County Outreach efforts are forwarded
to the Affirmative Action Coordinator for the Department in their effort to evaluate and
determine goals for the Transportation Engineering Program.
B. Airports (FAA)
The mission of the Contra Costa County Department of Public Works Airport Division is to
implement the County’s vision for the Airports to meet the air transportation needs of Contra
Costa County while balancing social, environmental, and economic interests by:




Managing and operating the airports in a safe, efficient, and effective manner;
Partnering with the community;
Meeting expectations of local, state, and federal governing agencies.

Contra Costa County Public Works Department’s Airports Division oversees every aspect of daily
operations for both Buchanan Field and Byron Airports. The Airports Division is a unique part of
the Public Works Department as they are self-funded. No property tax or local funds are used to
support or operate the airports; they generate revenue for the County, schools and many other
community agencies.
A critical component of achieving the mission above is to do extensive outreach to the community
and allow the opportunity for the community to become engaged and provide input into
developing the Airport Master Plans and various improvement and development projects.
In addition to project development activities, the Airports Division is responsible for procuring
consultants for various planning activities.
Airports and Title VI
The Airports Division ensures that the public process is free from barriers to the specific
community to allow input into the planning process for the two County Airports of Buchanan Field
and Byron. Depending on the demographic being served, accommodations are made to ensure
full public participation. Project teams are also required to identify LEP communities surrounding
the airports and within the project area and provide necessary language assistance during the
public involvement process.
All consulting contracts that are administered by the Airports Division include applicable
Disadvantaged Business Enterprise (DBE) goals in designated projects, and seek to proactively
achieve the goal(s). Staff also includes Title VI assurance and provision language in all federally
funded consultant contracts. DBE, SBE, and County Outreach efforts are forwarded to the
Affirmative Action Coordinator for the Department in their effort to evaluate and determine goals
for the Airports Division.

C. Environmental Program
Contra Costa County Public Works Department’s Environmental Division is responsible for the
execution of procedures in accordance with the National Environmental Policy Act (NEPA) and
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California Environmental Quality Act (CEQA) for all proposed agency transportation and airport
projects that require a federal action. Federal actions are projects, activities, or programs that are
approved or funded in whole or in part under the direct or indirect jurisdiction of a federal agency.
The purpose of the NEPA and CEQA process is to provide a systematic, interdisciplinary approach
to decision-making when actions may affect the quality of the human environment. The human
environment includes both natural and social/economic resources. Contra Costa County Public
Works Department follows federal, state, and local laws, guidelines, and manuals that set forth
uniform criteria and procedures for determining the applicability of NEPA and CEQA requirements
to specific projects and establishes procedural requirements for assuring compliance. Work is
typically completed by in-house staff, but can also be completed by a consultant with direct
oversight by staff.
Environmental Planning and Title VI
A required component of all NEPA and CEQA evaluations is an analysis of whether the project
satisfies the requirements of Environmental Justice, a federal policy derived from Title VI.
Environmental Justice is the fair treatment of people of all races, cultures, and incomes with
respect to the development, adoption, implementation, and enforcement of environmental laws
and policies. Environmental Justice requires the evaluation of whether the project has potential
to cause disproportionately high and adverse human health or environmental effects on minority
and low-income populations.
An additional critical component of NEPA is public involvement. Project teams are required to
document public involvement efforts during the NEPA/CEQA process. Project teams are also
required to identify LEP communities within the project area and provide necessary language
assistance during the public involvement process.
D. Real Estate (Right of Way)
Contra Costa County Public Works Department’s Real Estate Program acquires real property for
the Department’s local, state and federally funded transportation projects.
Guidelines and processes for the Right of Way program are contained in Caltrans’ Right of Way
Manual. Real Estate staff is responsible for all right of way acquisition and relocation work, as well
as property management for Public Works projects. Engineering staff and Real Estate staff
coordinate staff resources and hire specialty consultants as necessary to procure title work,
surveys, and final right of way plans. Real Estate staff manage the contact with the real property
owners, tenants and personal property owners who will have their property rights purchased and
be permanently displaced and all processes that follow through to property acquisition and
relocation of owners, tenants and personal property.
Survey and Right of Way Plans
Parcels selected for acquisition are identified in the environmental planning phase of a project,
which is analyzed during a review process mandated by the National Environmental Policy Act
(NEPA) and the California Environmental Quality Act (CEQA).
Once parcels have been identified, Title work is performed to determine the ownership of each
parcel to be affected by the project. Surveys of the project area include delineation of private
properties, which are also included on the Right of Way Plans. Right of Way Plans are prepared,
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and then sent to Design/Construction for the Project Engineer’s approval of the Land Acquisition
request.
Appraisal, Appraisal Review and Value Findings
After the ROW Plans have been approved, the Real Estate staff notifies all of the affected property
owners of the County’s intent to acquire their property interests, provide an overview of the
project, and advise the property owner of the steps to be taken. This includes the property
owner’s right to obtain their own property appraisal. County representatives personally contact
each property owner again to advise them of the project and to invite the property owner to
accompany the appraiser on the appraisal site visit.
After the appraisal is conducted, the appraisal report is reviewed by a review appraiser. Real
Estate staff also reviews any independent appraisals done on behalf of the property owner. The
majority of appraisal review work is done by Real Estate staff, but the work may be contracted
out due to staffing shortages and work load volume. After all appraisals are completed, the review
appraiser recommends the most appropriate valuation to the Real Estate Division as the fair
market value (FMV) and compensation for the proposed acquisition. The Real Estate staff is the
signing authority adopting for County’s compensation offer to the owner for the proposed
acquisition. If Real Estate staff and the property cannot agree on an offer, Real Estate may proceed
with condemnation proceedings.
Acquisition and Relocation
Real Estate staff representatives work with all property owners and tenants who will be displaced
on an individual, family or business basis to assist them in locating a new home or business
location. The agents explain the federal benefits for which the displacees are eligible. CDOT agents
coordinate the actual search for the new location, move, and any applicable reimbursable
business reestablishment expenses. Any person scheduled to be displaced is furnished with a
general written description related to eligibility requirements, advisory services and assistance,
payments, and the appeal process. Real Estate staff provides notification that the displaced
person(s) are not be required to move without at least 90 days advance written notice.
Bi-Annually, Caltrans Real Property staff from District 4 visit Contra Costa County Public Works to
review project acquisition and relocation files for adherence to the required process and
procedures. The Real Estate Division is certified by Caltrans to conduct real property activities for
federally funded programs. In addition, Real Estate staff regularly attends training to learn about
new and improved procedures related to the federal real property process. The results of
systematic reviews and audits are presented at Real Estate staff meetings as learning and sharing
opportunities.
Real Estate and Title VI
Real Estate staff must acquire property interests in a manner that ensures that the property
owners are treated fairly and consistently, in accordance with Title VI and the Uniform Relocation
Assistance and Real Property Acquisition Policies Act of 1970 (Uniform Act). The Uniform Act
applies to all acquisitions of real property or displacements of persons resulting from federal or
federally assisted programs or projects.
Real Estate staff and their consultants strive to ensure that all persons and property displaced as
a result of the project are treated fairly consistently and equitably so that they will not suffer
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disproportionate injuries as a result of projects designed for the benefit of the public. Real Estate
staff and consultants accomplish this by complying with the mandates of the Uniform Act, Federal
and State laws, and the Caltrans Right of Way Manual. For example, the Caltrans Right of Way
Manual states that relocation notices shall be written in plain, understandable language. Persons
who are unable to read and understand the relocation notice must be provided with appropriate
translation and counseling. Relocation benefits are provided to all eligible persons regardless of
race, color, religion, sex, or national origin.
It is Real Estate Division policy that all reasonable efforts shall be made to acquire property
through negotiation and not by condemnation. The Caltrans Right of Way Manual states that the
negotiator should strive to attain rapport with the property owner, inspire confidence in the
correctness of the acquisition process and the fairness of the offer being made. Awareness of
cultural sensitivities is important to achieving this goal. Communicating with individuals who are
limited English proficient is also vital for ensuring those impacted by the Right of Way Program
understand their rights under the Uniform Act. Real Estate staff translates many of its Right of
Way forms and hire interpreters when necessary. Relocation benefits under the Uniform Act, to
which each eligible owner or tenant may be entitled, are determined on an individual basis and
explained to them in detail by an agent.
E. Design/Construction
The Design/Construction Division has two main responsibilities. The mission of the Design Section
of the Division is to prepare clear and concise project plans and documents for the construction
of safe, sustainable, and cost effective public infrastructure improvements.
The mission of the Construction Section is to inspect new public capital roadway, airport, and
flood control construction projects, new private developments, and roadway encroachments to
ensure they are constructed in a safe manner according to approved and accepted standards &
plans, use approved materials and will require minimal maintenance when completed.
The Division provides the public and other agencies with the best possible service by respecting
others, using open communication, utilizing skills and good judgment to the fullest, and remaining
open to new ideas, as well as working safely, efficiently and economically.
In addition to project development activities, the Design/Construction Division is responsible for
procuring consultants and contractors for various design, construction, and inspection activities.
The Design/Construction Division relies on the Caltrans Local Procedures Manual and FAA Manual
to deliver federal FHWA and FAA projects.
Design/Construction and Title VI
All federally funded consulting contracts that are administered by the Design/Construction
Division include applicable Disadvantaged Business Enterprise (DBE) goals in designated projects,
and seek to proactively achieve the goal(s). Staff also includes Title VI assurance and provision
language in all federally funded consultant contracts. DBE, SBE, and County Outreach efforts are
forwarded to the Affirmative Action Coordinator for the Department in their effort to evaluate
and determine goals for the Design/Construction Division.
The Design/Construction Division is also responsible for contractor compliance with Title VI. As
sub-recipients of federal aid funding, construction contracts let by the Public Works Department
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include language that require that contractors adhere to Title VI of the Civil Rights Act. The
County’s resident engineer on each construction project follows the Caltrans Local Assistance
Procedures Manual that includes any Title VI requirements and reporting.

VII. Special Emphasis Program Area Review Procedures
A Special Emphasis Program area is a program area in which, during the annual program reviews or from
complaints, the Department has identified a trend or pattern of discrimination. If a Special Emphasis
Program Area is identified, the Title VI Coordinator will notify the Division Manager of the Division and a
plan will be drafted on how best to remedy the trend or pattern of discrimination. The Special Emphasis
Program Area will be reported to the Director of the Department who will ensure that the program area
complies with the remediation plan. The Contra Costa County Public Works Department does not
currently have any Special Emphasis Program Areas.

VIII. Sub-Recipient Reviews
The Contra Costa County Public Works Department ensures Title VI compliance by vendors, contractors,
and consultants by including non-discrimination language in all agreements for services. Caltrans is the
agency that manages federal funds to local agencies and is responsible for ensuring that local agencies
follow Title VI.

IX.

Data Collection

Contra Costa County Public Works is required by federal regulation to collect statistical data on the race,
color, and national origin of participants in and beneficiaries of its programs. See 23 CFR 200.9 (b)(4).
Contra Costa Public Works Department’s Title VI Coordinator works with the program area staff on
collecting and analyzing data.
Data collection efforts specific to each program area are described on an annual basis in the Department’s
Goals and Accomplishments Report. The following is a brief description of data collection efforts
conducted by Public Works.
Transportation Engineering (Planning):
 DBE goals and reporting
 Outreach/SBE
 Discrimination Complaints
 LEP encounters/requests
Airports:
 DBE goals and reporting
 Outreach/SBE
 Discrimination Complaints
 LEP encounters/requests
Real Estate (Right of Way):
 DBE goals and reporting
 Outreach/SBE
 Discrimination Complaints
 LEP encounters/requests
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Environmental Program:
 DBE goals and reporting
 Outreach/SBE
 Discrimination Complaints
 LEP encounters/requests
 NEPA/CEQA impact evaluations
Design/Construction:
 DBE goals and reporting
 Outreach/SBE
 Discrimination Complaints
 LEP encounters/requests
 Construction contract oversight and verification of Title VI Compliance

X.

Training Procedures

The Title VI Coordinator coordinates with program area staff to find Title VI, LEP and Environmental Justice
training opportunities tailored for that specific program area. If the annual assessment reveals that
program areas are lacking understanding of Title VI, the Title VI Coordinator will tailor training in order to
increase the knowledge of program area staff.
The Title VI Coordinator meets with program area staff and, when necessary, provides them with Title VI
program updates. The Title VI Coordinator and Affirmative Action Coordinators provide Title VI training to
staff in the Department.

XI.

Complaint Procedures

The Contra Costa County Public Works Department’s Discrimination Complaint Procedure and Complaint
Form were updated in March 2017. Both Forms are available on the Public Works website at
http://www.co.contra-costa.ca.us/6699/Title-VI .
A Spanish version of the Complaint Procedure and Complaint Form can be made available upon request.
Requests should be made to the Department’s Title VI Coordinator. A copy of both the Department’s
Discrimination Complaint Procedure and Complaint Form are attached in Appendix C.

XII.

Dissemination of Information

The Title VI Coordinator disseminates information on Title VI through the Department’s website,
http://www.co.contra-costa.ca.us/6699/Title-VI , which was redesigned in March 2017. The website
features a page which highlights information about the Public Works civil rights program, informs readers
about their rights against discrimination, and allows visitors to download the Public Works Discrimination
Complaint Procedure and Discrimination Complaint Form.
The Title VI Coordinator also disseminates a public notice that informs the public of its rights against
discrimination, provides procedures for filing a discrimination complaint, and informs the public how to
request language services and ADA accommodations.
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XIII. Limited English Proficiency
As a recipient of federal financial assistance, the Public Works Department must assure that Limited
English Proficiency (LEP) individuals have meaningful access to Public Works programs and activities. LEP
individuals are those individuals for whom English is not their primary language and have a limited ability
to speak, read, write, and understand English. Failure to provide meaningful access to such individuals
may result in national origin discrimination, which is prohibited by Title VI.
Public Works used the following criteria, known as the four factors, to determine what steps need to be
taken to provide meaningful access for LEP individuals:
1.
2.
3.
4.

Number or proportion of LEP persons likely to be encountered by Public Works
Frequency with which LEP persons come into contact with Public Works
Importance of the program, activity, or service provided
Resources available to Public Works and the costs

The Public Works Department has a LEP Plan (Appendix D). This plan provides the Department’s vision
and specific actions on how the Department will provide LEP access to Department services.

XIV. Environmental Justice
Environmental Justice is the fair treatment of people of all races, cultures, and incomes with respect to
the development, adoption, implementation, and enforcement of environmental laws and policies.
Executive Order 12898 directs federal agencies to identify and address the disproportionately high and
adverse human health or environmental effects of their actions on minority populations. As a recipient of
federal funding, the Contra Costa County Public Works Department complies with the federal
government’s Environmental Justice Policy.
Federally assisted Public Works projects are analyzed for potential impacts to minority and low-income
communities during the environmental review process. The federal NEPA process and state CEQA process
describe how Public Works staff analyzes Environmental Justice issue during the NEPA/CEQA
environmental review process.

XV.

Review of Contra Costa County Public Works Directives

The Title VI Coordinator/Affirmative Action Coordinator will annually review Public Works Department
policy directives and procedural directives for possible Title VI implications. If a directive is deemed to
have potential discriminatory results, the issue will be brought to the Director for possible revision of the
directive. A more thorough evaluation of Department’s policy directives and procedural directives occurs
during the Department’s American Public Works Association Accreditation process that occurs every four
year. All directives, not only new directives, are reviewed and signed by the Department Director as a
requirement of the Accreditation process.
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XVI. Compliance and Enforcement Procedures
Trends or patterns of discrimination can be identified through yearly program area review, sub-recipient
reviews, and analyzing Title VI-relevant data or discrimination complaints. If a trend is identified, the
Public Works Director will be notified and a plan will be drafted on how best to remedy the situation.

18 | P a g e

Title VI Plan

Appendix A: Caltrans Master Agreement and Title VI Assurances
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Appendix B: Program Questionnaire for Title VI

49 | P a g e

Title VI Plan
Program Questionnaire for Title VI
Program Name:
Prepared by:
Date:
GENERAL
1. Are you familiar with the Department’s Title VI Plan?
TRAINING
2. Have you and your staff received Title VI or LEP training in the past year? If so, please
describe the training. Do you think your program would benefit from additional Title
VI training? If so, what specific area?
COMPLAINTS
3. Have you or your staff received or are aware of any Title VI Discrimination Complaints
related to your program?
DATA
4. Please provide any data related to DBE, Outreach, SBE information for consultant and
contractor solicitations and Limited English Proficiency customer experiences
including public meetings held by your program.
5. Describe any program activities where Environmental Justice was considered (project
planning, design, etc.)
ACCOMPLISHMENTS
6. Describe any accomplishments over the last year related to Title VI compliance
including LEP, Environmental Justice, or ADA.
GOALS
7. Describe any goals for the upcoming year related to Title VI compliance including LEP,
Environmental Justice, or ADA.
OTHER COMMENTS/QUESTIONS/INFORMATION
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Appendix C: Complaint Procedure and Form
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Discrimination Complaint Procedure for the Contra Costa County Public Works Department
Federal law prohibits discrimination on the basis of race, color, national origin, age, sex, or disability in
any Contra Costa County Public Works Department program or activity. This prohibition applies to all
branches of the Contra Costa County Public Works Department, its contractors, consultants, and anyone
else who acts on behalf of the Contra Costa County Public Works Department.
Federal law requires that the Contra Costa County Public Works Department investigate, track, and report
discrimination complaints. Complaints must be filed in writing and will be investigated within sixty days
of submission. If you need assistance to file your complaint or need interpretation services, please contact:
Carrie Ricci, Title VI Officer
Contra Costa County Public Works Department
carrie.ricci@pw.cccounty.us
925-313-2235 phone
925-313-2333 fax
Who is eligible to file a complaint?
Anyone who believes they have been excluded from participation in, denied the benefits of, or otherwise
subjected to discrimination under any Contra Costa County Public Works Department program or activity
because of their race, color, national origin, age, sex, or disability may file a complaint.
Discrimination includes lack of access, harassment, retaliation and disparate impacts from a program or
activity. Harassment includes a wide range of abusive and humiliating verbal or physical behaviors.
Retaliation includes intimidating, threatening, coercing, or engaging in other discriminatory conduct
against anyone because they filed a complaint or otherwise participated in a discrimination investigation.
How do you file a complaint?
Complaints must be filed in writing within 180 days from the last date of the alleged discrimination.
However, contact Carrie Ricci, Title VI Coordinator if you believe your complaint may fall outside this
deadline.
Reasonable efforts will be made to assist persons with disabilities, non-English speakers, and others
unable to file a written complaint. For assistance in filing a complaint, please contact Carrie Ricci, Title VI
Coordinator.
Complaints may be submitted via mail, email, fax or in person to:
Carrie Ricci, Deputy Director
Title VI Officer/Affirmative Action Coordinator
255 Glacier Drive
Martinez, CA 94553
carrie.ricci@pw.cccounty.us
925-313-2235 phone
925-313-2333 fax
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Complaints may also be filed directly with the following agencies:
California Department of Transportation (Caltrans)

Federal Highway Administration, California Division

What happens after a complaint is filed?
Title VI complaints must be investigated within sixty (60) days. Investigating a complaint includes
interviewing all parties involved and key witnesses. The investigator may also request relevant
information such as books, records, electronic information, and other sources of information from all
involved parties. You may specify if there is a particular individual or individuals that you feel should not
investigate your complaint due to conflict of interest or other reasons.
In some cases, complaints will be forwarded to either the County’s Equal Opportunity Officer, California
Department of Transportation, or the Federal Highway Administration for investigation. If your complaint
is forwarded to one of these agencies, you will be provided the name and contact information of the
employee handling your complaint.
Federal law prohibits retaliation against individuals because they have filed a discrimination complaint or
otherwise participated in a discrimination investigation. Any alleged retaliation should be reported in
writing to the investigator.
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Discrimination Complaint Form
Complainant: ________________________________________________________________
Job Title________________________________ Department __________________________
Email Address:___________________________ Supervisor’s Name ____________________
Home Address:_______________________________________________________________
Work # ( )_______________Home # ( )______________ Cell #( )__________________
ISSUE(S)
Denial of Selection
Termination
Constructive Discharge
Differential Treatment
Denial of Reasonable
Accommodation

Denial of Training
Lay-off
Disciplinary Action
Sexual Harassment

ALLEGATION(S) BASED ON:
Age
National Origin/Ancestry
Sex/Gender
Race/Color
Disability
Political Belief
Pregnancy
Sexual Orientation
Marital Status
Genetic Characteristics
Other (please specify)

Denial of Promotion
Denial of Leave
Harassment
Other (please specify)

Retaliation
Religion
Gender Identity
Medical Condition
Union Activity

Name and title(s) of person(s) causing discrimination and/or harassment:
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
Name(s), title(s), and contact information of witness(es) or person(s) who may have relevant
information or evidence helpful to the investigation and resolution of the complaint:
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
Describe in detail the circumstances surrounding your allegations of discrimination and/or
harassment. Please include date(s), time(s) and locations where the act(s) occurred and use
a separate sheet of paper if more room is needed and attach to this document.
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
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_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________
________________________ __________________________________________
Date
Signature of Complainant
What remedy are you seeking? __________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
____________________________________________________________________________________
Please complete and return to:
Carrie Ricci, Deputy Director
Title VI Officer/Affirmative Action Coordinator
255 Glacier Drive
Martinez, CA 94553
925-313-2108 (Office)
925-313-2333 (Fax)
carrie.ricci@pw.cccounty.us
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Appendix D: Limited English Proficiency Plan
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Contra Costa County
Public Works Department
LIMITED ENGLISH PROFICIENCY (LEP) PLAN

255 Glacier Drive
Martinez, CA 94553
Phone: 925-313-2000
Fax: 925-313-2333
Website: http://www.co.contra-costa.ca.us/227/Public-Works
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Introduction
On August 11, 2000, President William J. Clinton signed an executive order, Executive Order 13166:
Improving Access to Service for Persons with Limited English Proficiency (LEP), to clarify Title VI of the
Civil Rights Act of 1964. It had as its purpose, to ensure accessibility to programs and services to
otherwise eligible persons who are not proficient in the English language.
This executive order stated that individuals who do not speak English well and who have a limited ability
to read, write and speak, or understand English are entitled to language assistance under Title VI of the
Civil Rights Act of 1964 with respect to a particular type of service, benefit, or encountered. These
individuals are referred to as being limited in their ability to speak, read, write, or understand English,
hence the designation, “LEP,” or Limited English Proficient. The Executive Order states that:
“Each federal agency shall prepare a plan to improve access to its federally conducted programs and
activities by eligible LEP persons. Each plan shall be consistent with the standards set forth in the LEP
Guidance, and shall include the steps the agency will take to ensure that eligible LEP persons can
meaningfully access the agency’s programs and activities.”
Not only do all federal agencies have to develop LEP plans as a condition of receiving federal financial
assistance, recipients have to comply with Title VI and LEP guidelines of the federal agency from which
funds are provided as well.
Federal financial assistance includes grants, training, use of equipment, donations of surplus property,
and other assistance. Recipients of federal funds range from state and local agencies, to nonprofits and
organizations. Title VI covers a recipient’s entire program or activity. This means all parts of a recipient’s
operations are covered, even if only one part of a recipient’s organization receives the federal
assistance. Simply put, any organization that receives federal financial assistance is required to follow
this Executive Order.
The Contra Costa County Public Works Department receives funds from the US Department of
Transportation via the Federal Highway Administration for its County roads and funds from the Federal
Aviation Administration for its two airports.
The US Department of Transportation published Policy Guidance Concerning Recipients’ responsibilities
to Limited English Proficient Person in the December 14th, 2005 Federal Register.
The Guidance implies that the Contra Costa County Public Works Department is an organization that
must follow this guidance:
This guidance applies to all DOT funding recipients, which include state departments of transportation,
state motor vehicle administrations, airport operators, metropolitan planning organizations, and
regional, state, and local transit operators, among many others. Coverage extends to a recipient’s entire
program or activity, i.e., to all parts of a recipient’s operations.
This is true even if only one part of the recipient receives the Federal assistance. For example, if DOT
provides assistance to a state department of transportation to rehabilitate a particular highway on the
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National Highway System, all of the operations of the entire state department of transportation—not
just the particular highway program or project—are covered by the DOT guidance.

Elements of an Effective LEP Policy
The US Department of Justice, Civil Rights Division has developed a set of elements that may be helpful
in designing an LEP policy or plan. These elements include:
1. Identifying LEP persons who need language assistance
2. Identifying ways in which language assistance will be provided
3. Training Staff
4. Providing notice to LEP persons
5. The recommended method of evaluating accessibility to available transportation services is
the Four-Factor Analysis identified by the USDOT.
These recommended plan elements have been incorporated into this plan.

Methodology for Assessing Needs and Reasonable Steps for an Effective
LEP Policy
The DOT guidance outlines four factors recipients should apply to the various kinds of contacts they
have with the public to assess language needs and decide what reasonable steps they should take to
ensure meaningful access for LEP persons:
1. The number or proportion of LEP persons eligible to be served or likely to be encountered by
a program, activity, or service of the recipient or grantee.
2. The frequency with which LEP individuals come in contact with the program.
3. The nature and importance of the program, activity, or service provided by the recipient to
the LEP Community.
4. The resources available to the Contra Costa County Public Works Department and overall
cost.
The greater the number or proportion of eligible LEP persons, the greater the frequency with which they
have contact with a program, activity, or service and the greater the importance of that program,
activity, or service, the more likely enhanced language services will be needed. The intent of DOT’s
guidance is to suggest a balance that ensures meaningful access by LEP persons to critical services while
not imposing undue burdens on small organizations and local governments.
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Smaller recipients with more limited budgets are typically not expected to provide the same level of
language service as larger recipients with larger budgets.
The DOT guidance is modeled after the Department of Justice’s guidance and requires recipients and
sub-recipients to take steps to ensure meaningful access to their programs and activities to LEP persons.
More information for recipients and sub-recipients can be found at http://www.lep.gov .

The Four-Factor Analysis
This plan uses the recommended four-factor analysis of an individualized assessment considering the
four factors outlined above. Each of the following factors is examined to determine the level and extent
of language assistance measures required to sufficiently ensure meaningful access to Contra Costa
County Public Works Department services and activities that may affect their quality of life.
Recommendations are then based on the results of the analysis.
Factor 1: The Proportion, Numbers and Distribution of LEP Persons
The Census Bureau has a range for four classifications of how well people speak English. The
classifications are: ‘very well,’ ‘well,’ ‘not well,’ and ‘not at all.’ For our planning purposes, we are
considering people that speak English less than ‘very well’ as Limited English Proficient persons.
As seen in Table #1 below, the Census 2013 Data for Contra Costa County shows that 332,944 (33%) of
individuals in the County speak a language other than English; of those individuals, 136,609 (41%) have
identified themselves as speaking English less than ‘very well’. Of those individuals, there are 15,789
(12%) individuals in the Indo-European languages group, 78,105 (57%) people in the Spanish language
group, 39,804 (29%) residents in the Asian and Pacific Islander languages group, and 2,911 (2%) people
whose native language is not English (“Other” language group).
As seen in Table #2 below, we can see that the Spanish Speaking population in Contra Costa County has
7% that do not speak English well and this exceeds the Safe Harbor thresholds of 5%. Other language
populations that the County will need to continue to monitor are Chinese and Tagalog. Although these
languages are shown as ones to consider countywide, staff has been informed that there may be
pockets near project locations of other languages spoken. Staff should work with the local Municipal
Advisory Committees to identify the need to translate or interpret in other languages when presenting
information on projects or when mailing information to residents.
TABLE #1
LANGUAGE DEMOGRAPHIC FOR CONTRA COSTA COUNTY
Language
Population 5 years and over
Speak only English at Home
Speak a Language other than
English at home

Number of Speakers
999,645
666,701
332,944

Speak English less than “Very
Well”
136,609
X
136,609
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Spanish and Spanish Creole
Other Indo-European Languages
Asian and Pacific Island
Languages
All Other Languages

176,074
52,906
93,864

78,105
15,789
39,804

10,100

2,911

Source: U.S. Census Bureau, American FactFinder website
DP02: SELECTED SOCIAL CHARACTERISTICS IN THE UNITED STATES

Estimate of Limited English Proficient speakers in Contra
Costa County (includes Cities)
Total:

Estimate

694,824

Spanish:

196,833

French (incl. Cajun):
Speak English less than "very well"
Haitian:
Speak English less than "very well"
Italian:
Speak English less than "very well"
Portuguese:
Speak English less than "very well"
German:
Speak English less than "very well"
Yiddish, Pennsylvania Dutch or other West Germanic
languages:
Speak English less than "very well"
Greek:
Speak English less than "very well"
Russian:
Speak English less than "very well"
Polish:
Speak English less than "very well"
Serbo-Croatian:
Speak English less than "very well"
Ukrainian or other Slavic languages:
Speak English less than "very well"
Armenian:
Speak English less than "very well"
Persian (incl. Farsi, Dari):
Speak English less than "very well"
Gujarati:
Speak English less than "very well"
Hindi:
Speak English less than "very well"
Urdu:
Speak English less than "very well"
Punjabi:
Speak English less than "very well"
Bengali:

Comments – Safe Harbor Threshold

1,082,244

Speak only English

Speak English less than "very well"

In Contra Costa
County

81,467

7.5%

4,806
571

>5% Safe Harbor
Threshold

0.1%

0
0

0.0%

2,204
385

0.0%

6,583
2,927

0.3%

3,523
239

0.0%

876
187

0.0%

753
85

0.0%

7,990
2,735

0.3%

1,313
519

0.0%

618
348

0.0%

1,655
492

0.0%

170
0

0.0%

9,874
4,446

0.4%

1,452
512

0.0%

6,809
1,464

0.1%

3,148
555

0.1%

6,109
2,192

0.2%

562
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Estimate of Limited English Proficient speakers in Contra
Costa County (includes Cities)
Speak English less than "very well"
Nepali, Marathi, or other Indic languages:
Speak English less than "very well"
Other Indo-European languages:
Speak English less than "very well"
Telugu:
Speak English less than "very well"
Tamil:
Speak English less than "very well"
Malayalam, Kannada, or other Dravidian languages:

Estimate

109

In Contra Costa
County
0.0%

5,708
1,650

0.2%

1,614
583

0.1%

4,605
344

0.0%

1,894
124

0.0%

1,974

Speak English less than "very well"

49

Chinese (incl. Mandarin, Cantonese):

39,569

Speak English less than "very well"

21,288

0.0%

2.0%
Japanese:
Speak English less than "very well"
Korean:
Speak English less than "very well"
Hmong:
Speak English less than "very well"
Vietnamese:
Speak English less than "very well"
Khmer:
Speak English less than "very well"
Thai, Lao, or other Tai-Kadai languages:
Speak English less than "very well"
Other languages of Asia:
Speak English less than "very well"
Tagalog (incl. Filipino):
Speak English less than "very well"

Arabic:
Speak English less than "very well"
Hebrew:
Speak English less than "very well"
Amharic, Somali, or other Afro-Asiatic languages:
Speak English less than "very well"
Yoruba, Twi, Igbo, or other languages of Western Africa:
Speak English less than "very well"
Swahili or other languages of Central, Eastern, and Southern
Africa:
Speak English less than "very well"
Navajo:
Speak English less than "very well"
Other Native languages of North America:
Speak English less than "very well"
Other and unspecified languages:
Speak English less than "very well"

Continue to monitor growth in this
language

4,692
1,752

0.2%

5,815
3,520

0.3%

99
0

0.0%

9,102
4,814

0.4%

554
351

0.0%

1,965
991

0.1%

5,177
2,080

0.2%

31,292
11,012
1.0%

Ilocano, Samoan, Hawaiian, or other Austronesian
languages:
Speak English less than "very well"

Comments – Safe Harbor Threshold

Continue to monitor growth in this
language

4,671
1,375

0.1%

6,498
1,170

0.1%

738
130

0.0%

1,426
627
1932
1,134

0.1%

0.1%

367
0

0.0%

0
0

0.0%

0
0
2450
438

0.0%

0.0%
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Factor 2: Frequency of Contact with LEP Individuals
The Contra Costa County Public Works Department has conducted an informal survey of our employees
with regard to whether they have had encounters with LEP individuals in the performance of their job
functions and found that, indeed, they have had encounters with LEP individuals. We have offices
accessible to the public and therefore accessible to LEP individuals. We also have staff that work in the
field that could encounter LEP individuals. Additionally, regular Board of Supervisor and Committee
meetings are held, which would potentially bring LEP individuals to these meetings. Given the number of
LEP individuals, as displayed in Table #1 and #2 (above), the probability of our employees to encounter
an LEP individual is relatively low. However, as also mentioned above, there are pockets of residents in
various unincorporated areas of Contra Costa County that may need language assistance on a project by
project instance. Staff has been informed that they must consider this when working on developing
projects.
Factor 3: The Nature and Importance of the Program, Activity, or Service to LEP
The Public Works Department’s main function is to maintain the unincorporated road network, flood
control facilities, airports, County buildings, and parks and recreation programs throughout
unincorporated Contra Costa County.
It is believed that denial or delay of access to services or information provided by the Contra Costa
County Public Works Department could have serious implications on a LEP individual, especially real
estate transaction services, transportation accessibility, environmental impacts, and other services.
Therefore the denial of services to an LEP individual could have a significant detrimental effect if they do
not fully understand the project or service impact. Although the LEP population in the county is low, we
will ensure accessibility to all of our programs, services, and activities.
Factor 4: The Resources Available to the Contra Costa County Public Works Department and Overall
Cost
US Department of Transportation Policy Guidance Concerning Recipients’ Responsibilities to Limited
English Proficient (LEP) Persons published in the Federal Register: December 14, 2005 (Volume 70,
Number 239) states:
“A recipient’s level of resources and the costs imposed may have an impact on the nature of the
steps it should take in providing meaningful access for LEP persons. Smaller recipients with more
limited budgets are not expected to provide the same level of language services as larger
recipients with larger budgets. In addition, “reasonable steps” may cease to be reasonable
where the costs imposed substantially exceed the benefits. Recipients should carefully explore
the most cost-effective means of delivering competent and accurate language services before
limiting services due to resource concerns.”
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Based on this guidance, we have reviewed our resources and deemed that given the low concentration
of LEP individuals in our County, upon request, we will translate our vital documents into the language
requested to ensure accessibility.
Although there will not be a fixed amount allocated from our yearly budget for the translation of
documents, the cost associated with the necessary translation of document in order to comply with LEP
requirements will be allocated on an as-needed basis and charged to the program that is responsible for
the information being requested.

Safe Harbor Stipulation
Federal law provides a “Safe Harbor” situation so that recipients can ensure with greater certainty that
they comply with their obligation to provide written translations in languages other than English. A “Safe
Harbor” means that if a recipient provides written translation in certain circumstances, such action will
be considered strong evidence of compliance with the recipient’s written-translation obligations under
Title VI.
The failure to provide written translations under the circumstances does not mean there is noncompliance, but rather provides a guide for recipients that would like greater certainty of compliance
than can be provided by a fact-intensive, four factor analysis. For example, even if a Safe Harbor is not
used, if written translation of a certain document(s) would be so burdensome as to defeat the legitimate
objectives of its program, it is not necessary. Other ways of providing meaningful access, such as
effective oral interpretation of certain vital documents, might be acceptable under such circumstances.
Strong evidence of compliance with the recipient’s written translation obligations under “Safe Harbor”
includes providing written translations of vital documents for each eligible LEP language group that
constitutes 5% or 1,000, whichever is less, of the population of persons eligible to be served or likely to
be affected or encountered. Translation of other documents, if needed, can be provided orally.
This “Safe Harbor” provision applies to the translation of written documents only. It does not affect the
requirement to provide meaningful access to LEP individuals through competent oral interpreters where
oral language services are needed and are reasonable.
Given that the number of LEP individuals in the County is above the Safe Harbor threshold for Spanish,
written translations of vital documents will be made upon request, or oral interpretation can be
provided. The Contra Costa County Public Works Department upon request will translate vital
documents, which may include but not be limited to: the complaint form, complaint procedures, and all
public meeting notices. The Department has contracted with an interpretation and translation service to
provide this service immediately.

Providing Notice to LEP Persons
USDOT LEP guidance says:

65 | P a g e

Title VI Plan
Once an agency has decided, based on the four factors, that it will provide language service, it is
important that the recipient notify LEP persons of services available free of charge. Recipients should
provide this notice in languages LEP persons would understand.
The guidance provides several examples of notification including:
1. Signage, in languages that an LEP individual would understand that free language assistance is
available with advance notice.
2. Stating in outreach documents that free language services are available from the agency.
3. Working with community-based organizations and other stakeholders to inform LEP
individuals of the recipient’s services, including the availability of language assistance services.
Statements in languages that an LEP individual would understand will be placed in public information
and public notices informing LEP individuals that those requiring language assistance and/or special
accommodations will be provided the requested service free of charge, with reasonable advance notice
to the Contra Costa County Public Works Department.

Options and Proposed Actions
Options:
Federal fund recipients have two (2) main ways to provide language services: oral interpretation either
in person or via telephone interpretation service and written translation. The correct mix should be
based on what is both necessary and reasonable in light of the four-factor analysis.
The Contra Costa County Public Works Department is defining an interpreter as a person who translates
spoken language orally, as opposed to a translator, who translates written language or who transfers
the meaning of written text from one language into another. The person who translates orally is not a
translator, but an interpreter.
Due to limited financial and staffing resources, it is necessary to limit language aid to the most basic and
cost-effective services. However, when requested appropriate assistance will be provided.
What the Contra Costa County Public Works Department will do. What actions will the Department take?




Notify the public that interpreter services are available upon request, with 72-hour advance
notice.
With advance notice of 72-hours, the Department will provide interpreter services at public
meetings, including language translation and signage for the hearing impaired.
The Census Bureau “iSpeak” Language Identification Card will be distributed to all
employees that may potentially encounter LEP individuals (Appendix A).
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Once the LEP individual’s language has been identified, staff will use the LEP Staff Reference
Card (Appendix B) and use the appropriate listed resources to provide interpretation or
translation services.
Publications of the Contra Costa County Public Works Department’s complaint form and
procedures are made available online and upon request (Spanish version will be developed).
In the event that a Contra Costa County Public Works employee encounters a LEP individual,
they will follow the procedure listed below:

OFFICE CUSTOMER ENCOUNTER
1. Provide an iSpeak Language Identification Card to determine the language spoken by the LEP
individual.
2. Once the foreign language is determined, staff will use the LEP Staff Reference Card to access an
interpreter, contact Language Line Solutions, or staff can provide information to Title VI Coordinator
who will contact an interpreter. The Public Works Department currently has two people on staff that are
receiving a pay differential to provide interpreter and/or translation service in Spanish for County
business. The LEP Staff Reference Card has their names and contact information listed.
3. If the need is for a document to be translated, staff can contact in-house references, Language Line
Solutions, or the Title VI Coordinator will coordinate to have the document translated and provided to
the requestor as soon as possible.
ROAD/FLOOD CHANNEL/AIRPORT/PARKS CUSTOMER ENCOUNTER
1. Road crew employee will immediately contact the Title VI Coordinator for assistance, and provide an
I-speak language identification card to the LEP individual to determine the language spoken by the
individual.
2. Once the foreign language is determined, staff can use the Language Line Solutions over the phone
interpretation service or provide information to Title VI Coordinator who will contact an interpreter to
provide telephonic interpretation.
3. If the need is for a document to be translated, staff can contact in-house staff receiving pay
differential, contact Language Line Solutions, or contact the Title VI Coordinator will coordinate to have
the document translated and provided to the requestor as soon as possible.
IN WRITING
1. Once a letter has been received, staff can use in-house resources, Language Line Solutions, or it will
be immediately forwarded to the Title VI Coordinator and the Title VI Coordinator will follow the steps
2-3 below.
2. The Title VI Coordinator will contact a translator to determine the specifics of the letter request.
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3. The Title VI Coordinator will work with the selected resource for translation and provide the
requested service to the individual in a timely manner.
OVER THE PHONE
1. If someone calls into our office speaking another language, every attempt will be made to keep that
individual on the line until an interpreter can be conferenced into the line, and if possible, determine the
language spoken by the caller.
2. Once the language spoken by the caller has been identified, we will proceed with providing the
requested assistance to the LEP individual through either in-house resources or Language Line Solutions.

The Contra Costa County Public Works Department’s Staff Training
The Contra Costa County Public Works Department’s staff will be provided training on the requirements
for providing meaningful access to services for LEP persons. Training will include how to identify a LEP
individual’s language and contact and use in-house interpretation services or a third-party (conferenced
in) service.

LEP Plan Access
A copy of the LEP plan document can be requested at the Contra Costa County Public Works
Department main office during normal business hours and the Department will make the plan available
on the website at http://www.co.contra-costa.ca.us/6699/Title-VI . Any person or agency may also
request a copy by contacting:
Carrie Ricci
Deputy Director
Administrative Services Officer
255 Glacier Drive
Martinez, CA 94553
Phone: 925-313-2000
Fax: 925-313-2333
Email: carrie.ricci@pw.cccounty.us
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Title VI LEP Staff Resource Card
Interpretation & Translation Services
The Department provides reasonable language assistance free of charge upon request. Below are some
resources if asked for language assistance.
If asked for language assistance, it is always best to use in-house staff as a first resort. This is often the
quickest method to offer language assistance. First determine the language needed. Staff should use
the iSpeak cards to identify the person’s language. Once a language has been identified, use in-house
staff as a first resort.
Spanish
Scarlett Torres (PRIMARY RESOURCE) – Pay Differential
Julin Perez (PRIMARY RESOURCE) – Pay Differential
Jorge Hernandez (SECONDARY RESOURCE)
Jessi Duffy (SECONDARY RESOURCE)
Polish
Stephen Kowalewski (SECONDARY RESOURCE)
American Sign Language
Claudia Gemberling (Voluntary)
If staff is not available, the Department has set-up an account with Language Line Solutions® to assist
with interpretation and translation services.
Language Line Solutions®
Dial 1-866-874-3972, provide our Customer ID # (available from Title VI Coordinator and Division
Clericals), and request the language that you need interpreted. Document the interpreter name
and ID number for reference. Brief the interpreter and give any special instructions.
Access for Visually and Hearing Impaired
Dial 711 to reach Relay California. Relay California is a free service that provides full telephone access to
people who are deaf, hard of hearing, deaf-blind, or speech disabled.
Meeting Locations & Facilities
The Contra Costa County Public Works Department strives to provide and hold meetings in locations
accessible to people with disabilities. Below are some locations that are ADA compliant:
Public Works Facilities:
 Conference Rooms A,B,C,D,E,F,G
 Maintenance Crew Bays at Waterbird
Other Locations:
 Schools (make arrangements through the School District office)
 Community Centers (Check with Special Districts to see if their facilities are available)
 Other government agencies
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