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CITY OF SUNNYVALE TITLE VI PROGRAM

City of Sunnyvale Title VI Policy Statement

It is the policy of the City of Sunnyvale to ensure compliance with Title VI of the Civil Rights Act
of 1964 (42 U.S.C. § 2000d et seq.), as amended; and related statutes and regulations to the
end that no person, on the grounds of race, color, national origin, sex, disability, or age, will be
excluded from participation in, denied benefits from, or subjected to discrimination under any
program or activity receiving federal financial assistance.

The City of Sunnyvale strictly forbids and will not tolerate actions that intimidate, threaten,
coerce, harass, or discriminate against any individual for the purpose of interfering with any right
or privilege secured by Title VI, or because they have made a complaint, testified, assisted, or
participated in any manner in an investigation, proceeding, or hearing under this policy.

This program has been prepared in accordance with Section 601 of Title VI of the Civil Rights
Act of 1964 and Executive Order 13116 (Improving Access to Services for Persons with Limited
English Proficiency).

The City has created a public notice within this program plan that outlines individuals' rights
under Title VI and other non-discrimination laws.

The City is committed to ensuring that no person is excluded from participating in, denied the
benefits of, or subject to discrimination by any of the City's programs and activities. The City

administers its programs and activities without regard to race, color, national origin, or other

protected status.

Complaints may be also filed with the Federal Transit Administration (FTA),
https://transit.dot.gov/title6; Federal Highway Administration (FHWA), https://highways.dot.gov;
Caltrans, https://dot.ca.gov/programs/civil-rights; or the California Civil Rights Department,
https://calcivilrights.ca.gov. Please review information on the respective agency websites for
details on filing Title VI complaints.

7" f F——
City Manager’s Signature: /

Date: 04/25/2025
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TITLE VI PROGRAM CITY OF SUNNYVALE

l. Introduction

The City of Sunnyvale’s mission is to build community trust by delivering exceptional services.
Title VI of the Civil Rights Act of 1964 (Title V1) is a federal law that requires no person in the
United States on the grounds of race, color, or national origin, be excluded from, be denied the
benefits of, or be subjected to discrimination under any program or activity receiving federal
financial assistance. The Federal-Aid Highway Act of 1973 added the requirement that there be
no discrimination on the basis of sex. Title VI applies to recipients and sub-recipients of federal
financial assistance.

The City of Sunnyvale (City) periodically receives federal funding from the Federal Highway
Administration (FHWA) and other federal program funding. As a recipient of such federal aid, the
City is required to comply with Title VI and the related Department of Transportation regulations
(Title 49 CFR Part 21).

Title VI and Related Authorities

Title VI of the Civil Rights Act of 1964 (42 U.S.C. § 2000d et seq.) states the following: “No
person in the United States, on the grounds of race, color or national origin, shall be excluded
from participation in, be denied the benefits of, or be subjected to discrimination under any
program or activity receiving Federal financial assistance.”

Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. § 791 et seq.) prohibits
discrimination on the basis of disability in programs and activities that receive federal financial
assistance and in federally conducted programs.

The Age Discrimination Act of 1975 (42 U.S.C. §§ 6101-6107) prohibits discrimination on the
basis of age in programs and activities receiving federal financial assistance.

Title IX of the Education Amendments Act of 1972 (20 U.S.C. §§ 1681-1688) provides that
no person in the United States, on the basis of sex, shall be excluded from participation in, be
denied the benefits of, or be subjected to discrimination under any education program or activity
receiving federal financial assistance.

The Civil Rights Restoration Act of 1987, P.L. 100-209, provides clarification of the original
intent of Congress in Title VI of the 1964 Civil Rights Act, Title IX of the Educational
Amendments Act of 1972, the Age Discrimination Act of 1975, and Section 504 of the
Rehabilitation Act of 1973.

Executive Order 12898 (issued February 11, 1994) addresses environmental justice regarding
minority and low-income populations. Agencies must develop strategies to address
disproportionately high and adverse human health or environmental effects of their programs on
minority and low-income populations; promote non-discrimination in federal programs
substantially affecting human health and the environment; and provide minority and low- income
communities access to public information and an opportunity for public participation in matters
relating to human health or the environment.

Executive Order 13166 (issued August 16, 2000) improves access to services for persons with
limited English proficiency. Agencies are directed to evaluate services provided and implement a
system that ensures that Limited English Proficiency (LEP) persons are able to meaningfully
access the services provided, consistent with, and without unduly burdening the fundamental
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TITLE VI PROGRAM CITY OF SUNNYVALE

mission of the local agency. Agencies are directed to ensure that recipients of federal financial
assistance provide meaningful access to programs, services and information to their LEP
applicants and beneficiaries free of charge. Language barriers have the potential of prohibiting
LEP persons from:

o Obtaining services and information relating to City services, programs and projects.

e Taking advantage of City programs and activities, which could affect their jobs and social
opportunities.

e Understanding the benefits to which they are entitled when their home or business is
acquired through eminent domain.

Limited English Proficiency (LEP)

Limited English Proficiency persons refer to persons for whom English is not their primary
language and who have a limited ability to read, write, speak or understand English. It includes
people who reported to the U.S. Census that they speak English less than very well, not well or
not at all.

LEP persons are entitled to language assistance under Title VI of the Civil Rights Act of 1964,
and federal assistance recipients shall take reasonable steps to ensure meaningful access to
benefits, services, information and other important portions of their programs and activities.

City Governance

The City is governed by an elected Council of seven members. The City is a full service city with
over 1,340 full and part- time employees and ten departments.

Subrecipients

The City of Sunnyvale does not have any subrecipients.

Training

The City informs all staff during new hire orientation about its non-discrimination policy, public
participation plan, and language access plan. All staff are required to acknowledge the policy.

The standard acknowledgement is attached as Appendix C. The City provides additional
training to staff as appropriate.
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| City of Sunnyvale Non-Discrimination Policy

The City of Sunnyvale is committed to providing equal opportunities to all employees,
applicants, residents, customers, and persons doing business with the City and will ensure that
people may participate in, enjoy the benefits of, and be free from discrimination under any
program or activity it administers without regard to any protected status, including:

Age

Ancestry

Color

Gender

Gender Expression

Gender Identity

Genetic Information

Marital Status

Medical Condition

Mental Disability

Military or Veteran Status

National Origin

Race

Religious creed

Reproductive health decision making
Physical Disability

Sex (includes pregnancy, childbirth, and/or breastfeeding)
Sexual Orientation

Title VI Requirements

To meet the general requirements of Title VI and other related civil rights laws, the City utilizes
the following procedures:

Requirement to Notify Beneficiaries of Protection under Title VI

The City will display the "Notice of Non-Discrimination" (Appendix A) in a prominent place for
public view at various City offices and facilities and on the City website. A summary may be
added to general publications distributed to the public.

Requirement to Develop Title VI Complaint Procedures and Complaint Form

The City is required to develop procedures for investigating and tracking Title VI complaints filed
against the City and to make these procedures for filing a complaint available to the general
public.

The complaint procedures and complaint form are available on the City’s website. The following
complaint procedures have been established for the City’s Title VI program:

City of Sunnyvale Title VI Complaint Procedures

1. Submission of Complaint

April 2025



TITLE VI PROGRAM CITY OF SUNNYVALE

If a person believes they have received discriminatory treatment by a City of Sunnyvale
employee on the basis of race, color or national origin (including Limited English
Proficiency), or any other status protected by Title VI, the person will have the right to file
a Title VI complaint with the City. The complaint needs to be filed within 180 days after
the date of the alleged discriminatory incident.

2. Preparation of Complaint by Complainant

The complaint form should contain as much information as possible concerning the
alleged violation, and include the following information:

e Description of the alleged discriminating activity.

o Date, time and location details.

e Name(s) and job title(s) of the persons responsible for the alleged discrimination, if
known.

o Names of any witnesses

The City’s Title VI Complaint form is available on the City’s website in English, Spanish,
Chinese Simplified and Chinese Traditional at https://www.sunnyvale.ca.gov/your-
government/codes-and-policies/title-vi-nondiscrimination-policy.

No person who files a complaint, nor any person who cooperates in the investigation of
the complaint, shall be subjected to retaliation, and the City shall take reasonable steps
to protect such persons from retaliatory actions.

Every effort will be made to obtain early resolution of complaints. Prior to filing a
complaint and at any time during an investigation, the complainant may contact the Title
VI Coordinator at 408-730-7924 or via email TitleVI@sunnyvale.ca.gov to attempt to
informally resolve the matter.

3. Investigation of Complaints

The Title VI Coordinator will assign a number to each complaint, and each will be
included in the City’s Title VI Complaint Log.

Within five (5) calendar days of receiving the complaint, the Title VI Coordinator will send
the complainant a written acknowledgement of receipt.

Within fourteen (14) calendar days of receiving the complaint, the Title VI Coordinator
will determine whether the complaint concerns matter under the City’s jurisdiction, is
timely filed, and contains sufficient information. If timeliness or jurisdiction is unclear, or
the complaint is insufficient, the Title VI Coordinator will contact the complainant and/or
respondents to acquire additional information.

Timely sufficient complaints concerning matters under the City’s jurisdiction will be
investigated by the Deputy City Manager. Investigations may include interviewing the
complainant, City employees, and/or witnesses and obtaining records and other
evidence. Prior to interviewing City employees, the Deputy City Manager will work with
the Human Resources Division to ensure compliance with the applicable Memorandum
of Understanding and law. The Deputy City Manager in consultation with the City
Attorney, shall determine what action, if any, should be taken in response to the
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TITLE VI PROGRAM CITY OF SUNNYVALE

complaint. At the conclusion of the investigation, the Deputy City Manager will prepare
an investigation report.

Within ninety (90) calendar days of receiving the complaint, the Deputy City Manager will
issue to the complainant and the Title VI Coordinator will send the following to the
complainant:

o ADismissal Letter stating that the complaint was procedurally dismissed as untimely,
outside the City’s jurisdiction, and/or insufficient; or

o AClosure Letter summarizing the allegations and investigation findings, and stating
that, based upon the investigation, a Title VI violation did not occur, and the
complaint will be closed; or

o A Letter of Finding summarizing the allegations and investigation findings and
informing the complainant of any corrective action(s) the City will take.

If more time is required, the Title VI Coordinator shall notify the complainant of the
estimated time-frame for completing the investigation and issuing a determination.

If a complaint is found to have merit, the Title VI Coordinator will work with relevant City
staff to ensure corrective action(s) is/are taken.

4. Request for Reconsideration
If the complainant is unsatisfied with the Deputy City Manager’'s determination, they may
file an appeal with the City Manager or their designee. The appeal must be in writing and
filed with the City Clerk’s Office within ten (10) calendar days of the date of the
determination.
The appeal must include the complaint number, complainant's name, address and
contact information, the date of the determination being appealed, the grounds for the
appeal, and any written materials the complainant wants the City Manager or their
designee to consider.
The City Manager or their designee will notify the complainant of their decision either to
accept or reject the request for reconsideration within ten (10) calendar days. When the
City Manager or their designee agrees to reconsider the matter, the complaint shall be
returned to the City’s staff for re-evaluation in accordance with the "Investigation of
Complaints" procedures described previously.

5. Appeal Process

An appeal hearing will be scheduled within ninety (90) days of the City Clerk’s receipt of
a written appeal. Written notice of the time and date of the appeal hearing will be mailed
to the complainant at least ten (10) days prior to the hearing at the address provided on
the written appeal. After holding an appeal hearing, the City Manager or their designee

may reverse, affirm or modify in any respect the determination being appealed. The City
Manager, or their designee’s, decision is administratively final and not subject to further
administrative review.

6. Submission of Complaint to the Department of Transportation
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If the complainant is dissatisfied with the City’s resolution of the complaint, they may
submit a complaint to the Department of Transportation for investigation.

For information, complainants may learn more about the U.S. Department of
Transportation Federal Highway Administration - Office of Civil Rights at
https://highways.dot.gov/civil-rights/title-vi-civil-rights-act-1964-and-additional-

nondiscrimination-requirements or 202-366-0693. Complainants may also reach out to:

Federal Highway Administration
U.S. Department of Transportation
Office of Civil Rights

8th Floor E81-105

Washington, DC 20590

Additionally, complainants may contact the California Department of Transportation
Discrimination Complaint Investigation Unit. More information can be found at
https://dot.ca.gov/programs/local-assistance/local-civil-compliance/title-vior 916-324-

8379, as well as at the following:

California Department of Transportation
Office of Civil Rights

Attention: Title VI Branch Manager
1823 14th Street, MS 79

Sacramento, CA 95811

Email: Title.VI@dot.ca.gov

Ml Public Participation Plan

The City is committed to ensuring that projects, programs, and services delivered by the City
are sensitive to the various demographic backgrounds within the City. The City's Public
Participation Plan (PPP) attached as Appendix E is for use by the City to promote public
involvement in the planning and decision-making process of projects, programs, and services.

IV. Language Access Plan

The City's policy is to administer its programs and activities in a manner that provides
meaningful access to LEP persons. The City has adopted a Language Access Plan, attached
as Appendix F, to identify reasonable steps to provide language assistance for LEP persons
who seek meaningful access to the City's services.

V. Meaningful Access to Programs and Activities for Persons with Disabilities

It is the City's policy is to administer its programs and activities in a manner that provides
meaningful access to persons with disabilities in accordance with the Americans with Disabilities
Act of 1990, as amended, and other related civil rights laws. The City will:

Provide, at no cost, appropriate auxiliary aids and services, including but not limited to,
qualified interpreters to individuals who are deaf or hard of hearing, and to other
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individuals as necessary to ensure effective communication and an equal opportunity to
participate fully in the benefits, activities, programs and services provided by the City in a
timely manner and in such a way as to protect the privacy and independence of the
individual.

e Ensure that the City's facilities and other facilities utilized by the City are physically
accessible for individuals with disabilities.

VL. Contracts and Agreements

The City reviews its federally assisted contracts for inclusion of applicable forms and provisions.

April 2025



TITLE VI PROGRAM CITY OF SUNNYVALE

VIl. Attachments

Appendix A — Notice of Non-Discrimination

Appendix B — Title VI Complaint Procedures

Appendix B-1 — Discrimination Complaint Form

Appendix C — Staff Training Form

Appendix D — List of Transit Related Title VI Investigations, Complaints, and Lawsuits
Appendix E — Public Participation Plan
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Appendix F — Language Access Plan
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APPENDIX A
NOTICE OF NON-DISCRIMINATION

The City of Sunnyvale (City) does not discriminate on the basis of race, color, national origin,
disability, age, sex, or any other protected status in the administration of its services, programs
or activities, and, the City does not intimidate or retaliate against any individual or group
because they have exercised their rights to participate in actions protected, or oppose action
prohibited, by 40 C.F.R. Parts 5 and 7 and other related civil rights laws, or for the purpose of
interfering with such rights.

The City’s Equity, Access, and Inclusion Manager is responsible for coordination of compliance
efforts and receipt of inquiries concerning non-discrimination requirements implemented by 40
C.F.R. Parts 5 and 7, including Title VI of the Civil Rights Act of 1964, as amended; Section 504
of the Rehabilitation Act of 1973; the Age Discrimination Act of 1975; Title IX of the Education
Amendments of 1972; and Section 13 of the Federal Water Pollution Control Act Amendments
of 1972 (hereinafter referred to collectively as the federal non-discrimination laws).

If you have any questions about this notice or any of the City’s non-discrimination programs,
policies or procedures, you may contact:

Fernanda Perdomo-Arciniegas

Equity, Access, and Inclusion Manager
City of Sunnyvale

456 W. Olive Avenue

Sunnyvale, CA 94086

408-730-7924
TitleVI@sunnyvale.ca.gov

If you believe that you have been discriminated against with respect to a City services, program,
or activity, you may contact the Title VI Coordinator identified above or visit our website at
https://www.sunnyvale.ca.gov/your-government/codes-and-policies/title-vi-nondiscrimination-
policy to learn how and to file a complaint of discrimination.
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APPENDIX B
TITLE VI COMPLAINT PROCEDURES
In accordance with the requirements of Title VI of the Civil Rights Act of 1964 and related
statutes, the City of Sunnyvale ensures that no person shall, on the grounds of race, color and
national origin be excluded from participation in, be denied the benefits of, or be otherwise
subjected to discrimination under any program or activity it administers.

The complaint procedures and complaint form are available on the City’s website. The following
complaint procedures have been established for the City’s Title VI program:

City of Sunnyvale Title VI Complaint Procedures

Submission of Complaint:

If a person believes they have received discriminatory treatment by a City of Sunnyvale
employee on the basis of race, color or national origin, (including Limited English Proficiency)
the person will have the right to file a complaint with the City. The complaint needs to be filed
within 180 days after the date of the alleged discriminatory incident.

Preparation of Complaint by Complainant:

The complaint form should contain as much information as possible concerning the alleged
violation, and include the following information:

e Description of the alleged discriminating activity

e Date, time and location details

o Name(s) and job title(s) of the persons responsible for the alleged discrimination, if
known.

o Names of any witnesses

The City’s Title VI Complaint form is available on the City’s website in English, Spanish, and
Chinese Traditional in https://www.sunnyvale.ca.gov/your-government/codes-and-policies/title-
vi-nondiscrimination-policy.

No person who files a complaint, nor any person who cooperates in the investigation of the
complaint, shall be subjected to retaliation, and the City shall take reasonable steps to protect
such persons from retaliatory actions.

Every effort will be made to obtain early resolution of complaints. Prior to filing a complaint and
at any time during an investigation, the complainant may contact the Title VI Coordinator at 408-
730-7924 or via email TitleVI@sunnyvale.ca.gov to attempt to informally resolve the matter.

Investigation of Complaints:

The Title VI Coordinator will assign a number to each complaint, and each will be included in the
City’s Title VI Complaint Log.

Within five (5) calendar days of receiving the complaint, the Title VI Coordinator will send the
complainant a written acknowledgement of receipt.

1

April 2025


https://www.sunnyvale.ca.gov/your-government/codes-and-policies/title-vi-nondiscrimination-policy
https://www.sunnyvale.ca.gov/your-government/codes-and-policies/title-vi-nondiscrimination-policy
mailto:TitleVI@sunnyvale.ca.gov

Within fourteen (14) calendar days of receiving the complaint, the Title VI Coordinator will
determine whether the complaint concerns matter under the City’s jurisdiction, is timely filed,
and contains sufficient information. If timeliness or jurisdiction is unclear, or the complaint is
insufficient, the Title VI Coordinator will contact the complainant and/or respondents to acquire
additional information.

Timely sufficient complaints concerning matters under the City’s jurisdiction will be investigated
by the Deputy City Manager. Investigations may include interviewing the complainant, City
employees, and/or witnesses and obtaining records and other evidence. Prior to interviewing
City employees, the Deputy City Manager will work with the Human Resources Division to
ensure compliance with the applicable Memorandum of Understanding and law. The Deputy
City Manager in consultation with the City Attorney, shall determine what action, if any, should
be taken in response to the complaint. At the conclusion of the investigation, the Deputy City
Manager will prepare an investigation report.

Within ninety (90) calendar days of receiving the complaint, the Deputy City Manager will issue
to the complainant and the Title VI Coordinator will send the following to the complainant:

o ADismissal Letter stating that the complaint was procedurally dismissed as untimely,
outside the City’s jurisdiction, and/or insufficient; or

e A Closure Letter summarizing the allegations and investigation findings, and stating that,
based upon the investigation, a Title VI violation did not occur, and the complaint will be
closed; or

e A Letter of Finding summarizing the allegations and investigation findings and informing the
complainant of any corrective action(s) the City will take.

If more time is required, the Title VI Coordinator shall notify the complainant of the estimated
time-frame for completing the investigation and issuing a determination.

If a complaint is found to have merit, the Title VI Coordinator will work with relevant City staff to
ensure corrective action(s) is/are taken.

Request for Reconsideration:

If the complainant is unsatisfied with the Title VI Coordinator’s determination, they may file an
appeal with the City Manager or their designee. The appeal must be in writing and filed with the
City Clerk’s Office within ten (10) calendar days of the date of the determination.

The appeal must include the complaint number, complainant’'s name, address and contact
information, the date of the determination being appealed, the grounds for the appeal, and any
written materials the complainant wants the City Manager or their designee to consider.

The City Manager or their designee will notify the complainant of their decision either to accept
or reject the request for reconsideration within ten (10) calendar days. When the City Manager
or their designee agrees to reconsider the matter, the complaint shall be returned to the City’s
staff for re-evaluation in accordance with the "Investigation of Complaints" procedures described
previously.

Appeal Process:
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An appeal hearing will be scheduled within ninety (90) days of the City Clerk’s receipt of a
written appeal. Written notice of the time and date of the appeal hearing will be mailed to the
complainant at least ten (10) days prior to the hearing at the address provided on the written
appeal. After holding an appeal hearing, the City Manager or their designee may reverse, affirm
or modify in any respect the determination being appealed. The City Manager, or their
designee’s, decision is administratively final and not subject to further administrative review.

Submission of Complaint to the Department of Transportation:

If the complainant is dissatisfied with the City’s resolution of the complaint, they may submit a
complaint to the Department of Transportation for investigation.

For information, complainants may visit the U.S. Department of Transportation Federal Highway
Administration - Office of Civil Rights page at https://highways.dot.gov/civil-rights/title-vi-civil-
rights-act-1964-and-additional-nondiscrimination-requirements or 202-366-0693. Complainants
may also reach out to:

Federal Highway Administration
U.S. Department of Transportation
Office of Civil Rights

8th Floor E81-105

Washington, DC 20590

Additionally, complainants may contact the California Department of Transportation
Discrimination Complaint Investigation Unit. More information can be found at
https://dot.ca.gov/programs/local-assistance/local-civil-complianceltitle-vi or 916-324-8379, as
well as at the following:

California Department of Transportation
Office of Civil Rights

Attention: Title VI Branch Manager
1823 14th Street, MS 79

Sacramento, CA 95811

Email: Title.VI@dot.ca.gov
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APPENDIX B-1
DISCRIMINATION COMPLAINT FORM (WEBFORM)

SUBMIT ONLINE ONLY OR CONTACT THE TITLE VI COORDINATOR
FOR INFORMATION PURPOSES

Are you the Complainant? * Yes No

I’'m filing on behalf of the Complainant.

Name of person filing complaint*

Relationship to Complainant®

Why are you filing for the Complainant?*

Complainant's Information

First Name

Last Name

Email*

Phone*

Preferred contact method:* Email Phone

Complaint Details

What is the basis of the alleged‘discrimination? (Check all that apply) *
Age

Ancestry

Color

Gender (including identity and expression)
Geneticdnformation

Limited English Proficiency

Marital, Status

Medical Cendition

Mental/Physical Disability

Military or Veteran Status

National Origin

Race

Religious Creed
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Reproductive Health Decision Making
Sex (including pregnancy and breastfeeding)
Sexual Orientation

Provide a complete description of the specific complaint, including any incident, barrier or
perceived denial of benefit of any service, program or activity. *

List names of any City employees involved, if applicable. *

Enter NA if not applicable.

List names of any witnesses, if applicable. *

Enter NA if not applicable.

Desired outcome *

Your Certification

IMPORTANT NOTICE — READBEFORE SIGNING

By selecting both *Yes™and “Submit Form” below | am adding my digital signature to this
complaint. | am also certifying that the information provided above is true to the best of my
knowledge

Agreement Yes

Your full
name* Date
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APPENDIX C

STAFF TRAINING FORM

No person shall, on the grounds of race, color, national origin, sex, disability, age, or any other
protected status be excluded from participation in, be denied the benefits of, or be subjected to
discrimination under any service, program or activity receiving federal financial assistance.

Employees of the City of Sunnyvale are expected to consider, respect, and observe this policy.
Resident questions or complaints shall be directed to the City of Sunnyvale's Title VI
Coordinator at 408-730-7924 or via email TitleVI@sunnyvale.ca.gov.

I hereby acknowledge receipt of City of Sunnyvale’s Title VI Program and Language Access
Plan. | have read the plan and am committed to ensuring that no person is excluded from
participation in or denied the benefits of services delivered by the City of Sunnyvale on the basis
of race, color, national origin, sex, disability, age, or any other protected status.

Signature

Print Name

Date
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APPENDIX D

LIST OF TRANSIT RELATED TITLE VI INVESTIGATIONS, COMPLAINTS, AND LAWSUITS*

Action

D

Date

(Month,

ay, Year)

Jurisdiction

Completeness

Summary
(Basis of complaint: Race, Color,
or National Origin)

Status

Action(s)
Taken

Investigations

Lawsuits

Complaints

*As of the date of the issuance of this Title VI Program, the City is not aware of any investigations, lawsuits, or complaints,

relating to Title VI.

April 2025




APPENDIX E

PUBLIC PARTICIPATION PLAN (PPP)



APPENDIX E

PUBLIC PARTICIPATION PLAN (PPP)

Purpose

The City is committed to ensuring that projects, programs, and services delivered by the City
are sensitive to the various demographic backgrounds within the City. The City's Public
Participation Plan (PPP) is for use by the City to promote public involvement in the planning and
decision-making process of projects, programs, and services.

As a recipient of federal funding, the City is required to adhere to Title VI of the Civil Rights Act
of 1964 and other civil rights laws and integrate the PPP into its Title VI and Non-Discrimination
Program. The PPP is available to all persons regardless of race, color, national origin, disability,
age, sex or prior exercise of rights or opposition to actions protected under federal non-
discrimination laws and provides guidelines for involving the public to ensure that all groups are
represented and their needs considered. The City is committed to ensuring it serves the
residents and businesses of the City fairly, consistently, and in the most cost-efficient and
appropriate manner within available resources. The City will ensure that the factors used to
determine the appropriate time, place, location, duration, and security at public meetings are
developed and applied in a non-discriminatory manner.

Goals and Obijectives

The goal of the City’s PPP is to offer a variety of opportunities for the public to engage in
planning and decision-making activities. To meet this goal, the objectives of the PPP are as
follows:

o To determine what non-English languages and/or other barriers may exist to public
participation within the City's service area.

e To provide a general notification of meetings for public input, in a manner that is
understandable to all populations in the service area.

o To hold meetings at times and in locations that are accessible and reasonably
welcoming to all area residents, including, but not limited to, members of the public who
may identify as individuals with LEP or belonging to a low income household.

e To utilize a variety of communication methods to capture public input from populations
that are not likely to attend or engage in public meetings.

Implementation Steps

The City will take the following implementation steps for effective public participation that is
accessible to all persons regardless of race, color, national origin, disability, age, sex, and other
protected characteristics each time the City engages in a public participation or public
involvement process:

e Develop a description of the community (including demographics, history, and
background);

¢ Provide a contact list of the City's relevant staff members, including phone numbers and
email addresses, to allow the public to communicate via phone or internet;
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e Develop a list of past and present community concerns (including any complaints filed
under the federal non-discrimination laws);

e Develop and implement a detailed plan of action (outreach activities) the City will take to
address concerns;

¢ Develop and implement a contingency plan for unexpected events;

¢ Identify location(s) where public meetings will be held (taking into consideration the
availability and schedules of public transportation);

e Develop a list of contact names for obtaining language assistance services for LEP
persons, including translation of documents and/or interpreters for meetings;

o Develop a list of appropriate local media contacts (based on the culture and linguistic
needs of the community); and

o Provide the location of the information repository.

Public Comment Process Offered by the City Council

The public has a right to express their opinion during regular City Council meetings held at least
two Tuesdays a month at 7:00 p.m. Currently, members of the public may participate in City
Council meetings via remote participation or in the Council Chambers at City Hall, 456 W. Olive
Avenue, Sunnyvale, CA 94086. The public also has the right to express their opinion at the
meetings of the City's boards, commissions and committees. Information about City Council as
well as the City's boards, commissions and committees is available on the City website at
Sunnyvale.ca.gov/your-government/governance.

Speaker cards are available in multiple languages for attendees to register their presence and
desire to speak. Attendees may speak and participate without providing their name or contact
information. Public hearings will begin with a reading of the public notice, purpose and
proposed action which necessitated the public hearing. After an explanation of the proposed
action is completed, the public will be invited to offer their comment. The City will provide
translation services when requested 48 hours in advance of the public hearing. Limitations may
be established on the length of oral presentations in order to afford all members of the public a
reasonable opportunity to speak. After all registered persons have commented, a final
opportunity will be offered for any additional public comment. This offering will precede the
close of the public hearing.

At the close of the public hearing, it will be announced where the item will next be heard, either
before a board, commission, committee or the Council. Where appropriate, the City Manager,
or designee, will provide a report summarizing and responding to key comments made by the

public at a subsequent committee or Council meeting.

All relevant comments received verbally or in writing at a public hearing, or as otherwise
conveyed to the City prior to the established deadline, will be entered into the public record of
the comment process.

Qutreach Efforts

The City will use multiple techniques to actively solicit policy input in the planning process for a
project. The City will engage the community through the City’s website, social media, electronic
and mailed postcards and newsletters or notices placed at the City's official notice bulletin board
at City Hall, at the Sunnyvale Public Library, in the Department of Public Safety lobby, and the
NOVA Workforce Services reception desk located on the first floor of City Hall. Appropriate
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techniques among the following will be used to inform, educate, and gain input from the public
about the City’s projects, services, or activities:

Surveys or questionnaires - mail-in, online, telephone, personal interview;

Articles or press releases in the appropriate publications;

Timely consultation with advisory committees;

Distribution of informal reports, flyers, or brochures;

Collaboration with community based organizations;

Informal presentations at community forums;

Publication of information about meetings, public hearings, and special events on the
City’s website;

Direct contact with those expressing interest in or commenting about certain topics; and
General mailings with posters and flyers to appropriate agencies, offices, and
organizations for distribution to residents.

To promote reasonable opportunities for participation by all members of the public, including
those who may identify as individuals with LEP or belonging to a low income household, the City
will engage in targeted outreach to such populations within the service area where appropriate.
The low-income threshold will be defined as households with a per capita income of 80 percent
or less of the area medium income.

Further information about language access for LEP populations is included in the City's
Language Access Plan, attached as Appendix F. LEP person is defined in the City's Language
Access Plan.
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APPENDIX F

LANGUAGE ACCESS PLAN

. Purpose

The City of Sunnyvale recognizes the importance of effective and accurate communications
between its staff and the community they serve. Under Title VI of the Civil Rights Act of 1964,
the City of Sunnyvale is committed to establishing and enforcing policies and guidelines to
ensure that no person, on the ground of race, color, or national origin, is excluded from
participation in, is denied the benefits of, or is subjected to discrimination under any City
program or activity receiving federal financial assistance.

In addition, the City of Sunnyvale is committed to taking reasonable steps to provide meaningful
access and opportunity to participate in the benefits, services, information, and other important
portions of City programs and activities for individuals with limited English proficiency (“LEP”); to
establish complaint procedures; and to develop a Language Assistance Plan.

This Language Access Plan establishes standards and procedures to provide meaningful
access to City programs, services, and activities for all persons, including those who are non-
English speaking and those who are limited English proficient, in compliance with state and
federal nondiscrimination requirements.

II. Definitions

(a) “Bilingual” or “Multilingual” means the ability to speak two or more languages,
respectively, fluently and to communicate directly and accurately in those languages.

(b) “Bilingual Certification” is a certification issued by the City upon the successful
passage of the City’s examination for basic verbal skills in a specific language. In
certain circumstances, an employee with Bilingual Certification may be sufficient to
provide the necessary language access service. However, the Bilingual Certification
does not test an employee’s ability to conduct professional translation or
interpretation services in all circumstances.

(c) “Department” means a department or agency of the City of Sunnyvale.

(d) “Interpretation” means the act of listening to verbal communication in one language
(source language) and orally converting it to another language (target language)
while retaining the same meaning.

(e) “Language Access Services” include interpretation of oral communications and
translation of written communications by bilingual/multilingual employees, Qualified
Interpreters (defined below), and Qualified Translators (defined below); telephone,
internet or video interpretation; and translated materials, as appropriate to, and
effective for, the information being communicated and the context of the
communication.

"'See 42 U.S.C. § 2000d. See also 49 C.F.R. § 21; 23 C.F.R. § 200.
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(f)

(9)

(h)

(i)

(k)

()

“LEP Language Group” means at least 1,000 limited English speaking residents of
the City who speak a shared language other than English. The City will base its
determination of whether at least 1,000 LEP Persons speak a shared language other
than English by referring to the most recent U.S. Census data or other reliable data.

“Limited English Proficient Person” or “LEP Person” means an individual who does
not speak English as their primary language and has a limited ability to read, speak,
write, or understand English. It includes people who reported to the U.S. Census that
they speak English less than very well, not well, or not at all. LEP designations are
context-specific; an individual may possess sufficient English language skills to
function in one setting, but these skills may be insufficient in other situations.

“Primary Language” means the language in which an individual most effectively
communicates.

“Public Contact Position” means a position determined by the City to be one that
emphasizes the ability to greet, meet, contact, and deal with the public in the
performance of the City’s functions.

“Qualified Interpreter” or “Qualified Translator” is a person who is employed or hired
by the City to provide interpretation or translation of a communication to and from
English and another language, in a manner that accurately preserves the intent and
meaning of the original message. Qualified Interpreters and Qualified Translators
must be impartial and able to communicate using any necessary specialized
vocabulary. A list of professional services that offer Qualified Interpreters and
Qualified Translators is available on Sunspot.

“Translation” means the process of rendering of written text from one language
(source language) into an equivalent written text in another language (target
language).

“Vital Document” means any document that is critical for ensuring meaningful access
to, participation in, retention in, or termination or exclusion from a City program or
activity. Whether or not a document is “vital” depends on the importance of the City
program or activity, type of information, the service involved, and the consequence to
the LEP Person if the document in question is not provided accurately or in a timely
manner. Where appropriate, City staff will review, over time and across its various
programs and activities, what documents are “vital” to the meaningful access of the
LEP populations.

Procedures for Identifying Language Needs

City staff should use the following four-factor analysis to identify the eligible service population,
and the Language Access Services and other resources necessary to properly serve that
service population. The four factors are:
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(b)

The number and proportion of LEP Persons served or encountered in the service
area;

The frequency with which LEP Persons come into contact with the City’s programs
and activities;



(c) The nature and importance of the program or activity provided by the City; and
(d) The resources available and costs to the City to provide language assistance.
When considering the above-referenced factors, the City may:

(a) Review Census and/or American Community Survey (ACS) data to help determine
language needs. Information on residents who speak English “not well” or “not at all”
is also available on Sunspot.

(b) Use demographic data by school to determine language needs. By law, schools
must translate material when 15% or more of their students speak a single primary
language other than English at home. The California Department of Education (CDE)
collects data by school on language groups that meet this “15% and above”
language need.

In consultation with the Office of the City Manager, the Department Director or authorized
designee will make the final decision as to what type of Language Access Service is required.

V. Provision of Language Access Services

(a) The City shall provide meaningful access to information and services related to City
programs and activities to members of the public who are LEP Persons by utilizing,
when appropriate, bilingual/multilingual employees; Qualified Interpreters and
Qualified Translators; telephone, digital or video interpretation services; and
translated materials.

(b) Language Access Services shall be offered in a timely manner and at no cost to LEP
Persons.

(c) The City shall ensure that translations are made by Qualified Translators and that
translated materials are accurate and appropriate for the target audience. The City
shall solicit feedback on the accuracy and appropriateness of translations from
bilingual staff or community groups who engage in City programs or activities.

(d) Based on the circumstances, employees with Bilingual Certification may provide on-
demand and one-on-one or small group interpretation at meetings.

(e) If needed, the City may contract with a professional service for simultaneous
interpretation. Simultaneous interpretation requires specialized skills and equipment.
This service should be offered when conducting outreach efforts in communities with
a high language need. A list of preferred vendors is available on Sunspot. For
translation issues, City staff can use the City’s on-demand translation service which
is also found on Sunspot.

(f) To the extent possible, bilingual staff should abide by the following guidelines:

e Plain Language. Use plain language standards in written communications with
the public. Keep material at or below the 8" grade reading level. This is
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particularly important for translated material. Be cautious with technical terms
and concepts that may not translate well.

e Language Glossaries. Consider creating a language glossary of common
terms/phrases for your department. Translate it based on language needs and
share it with translators and interpreters.

e Consider including a standard statement in City material in common spoken
languages: “if you need this information in LANGUAGE, call PHONE NUMBER.”
Examples include:

o Spanish: Si desea esta informacién en espanol, llame a 408-730-7924
o Chinese, Simplified: N RIEFEZEWERNP XA, EBE, 408-730-

7924

Tagalog: Kung kailangan mo ng impormasyon sa Tagalog, mangyaring

tumawag 408-730-7924

Vietnamese: Néu ban can théng tin bang tiéng Viét, vui ldng goi

408-730-7924

Korean: ot= 0|2 &l HE7I EQSIA|H 408-730-7924 T2tM| 2.

Hindi: 8¢t # MR A>T dl Bid &% 408-730-7924

City Staff Responsibilities

o

o O O O

(a) City staff shall identify LEP customers, identify the preferred language of LEP
customers, inform LEP customers of their right to free Language Access Services
and the availability of such services, and arrange and provide effective language
access services to all LEP customers, as early as possible during initial contact.

(b) City staff shall provide language assistance services to LEP Persons whom they
encounter or whenever an LEP Person requests language assistance services. Staff
shall not solely rely on their own assessment of an individual’s English proficiency in
determining the need for an interpreter or a translator. If a person requests an
interpreter or translation, then City staff shall take reasonable steps to provide
services.

(c) City staff shall not rely on family members or companions of LEP Persons to provide
Language Access Services unless the LEP Person so desires, after being informed
of the availability of free Language Access Services, or in exigent circumstances that
are not foreseeable and in which qualified Language Access Services cannot be
timely arranged. City staff shall not rely on family members or companions of LEP
Persons to provide Language Access Services if use of such individuals is
inappropriate under the circumstances, including where issues of confidentiality,
objectivity, privacy, or conflict of interest may arise.

(d) City staff shall refrain from asking opinions of the interpreter or translator and shall
not ask an interpreter or a translator to undertake any role that may conflict with their
function as a professional responsible for providing language assistance services. In
addition, an interpreter does not make language proficiency assessments to
determine how much English a person may understand or speak.

(e) City staff shall have “I Speak” cards in at least the languages of all LEP Language
Groups available to assist LEP Persons in identifying their language access needs at



all locations where City residents are expected to interact with a Department on a
regular basis. Departments shall also have pre-printed statements in all LEP
Language Group languages to inform LEP customers that the staff member is
arranging Language Access Services.

(f) The City shall periodically arrange training of all staff on Title VI of the Civil Rights
Act, the City’s Language Access Plan, and Department and staff responsibilities for
identifying, documenting, and implementing Language Access Services.

(9) The City shall maintain an updated list and contact information for available language
access resources and provide any additional training or resources necessary for staff
to perform their language access-related duties.

(h) Examples of methods to include LEP Language Groups in Departments’ overall
public engagement strategies are (1) scheduling meetings at times and locations that
are convenient and accessible for LEP communities; (2) using different meeting
sizes and formats; (3) coordinating with community and faith-based organizations,
educational institutions, and other organizations to implement public engagement
strategies that reach LEP communities; or (4) reaching LEP populations where they
are at through pop-up events or presentations at established LEP community
gathering spaces.

VI. Procedure for Providing Interpretation of Oral Communications

(a) The City shall have a sufficient number of certified bilingual employees in Public
Contact Positions and/or contract with qualified vendors to timely and adequately
serve LEP Persons.

(b) The City shall maintain contracts with Qualified Interpreters and telephone, digital or
video interpretation services sufficient to ensure that:

(1) Upon request by a member of LEP Language Groups where sufficient notice
is provided, interpretation of oral communications in languages spoken by
that member of LEP Language Groups is provided as reasonably possible;
and

(2) For oral communications with members of LEP Language Groups where
sufficient notice is not provided (e.qg., telephone communications), or in
exigent circumstances, meaningful access to an identified LEP Person in
their preferred language is provided in as timely and appropriate a manner as
reasonably possible through bilingual employees, Qualified Interpreters, or
telephone, digital or video interpretation.

(c) Oral interpretation or digital translation of any public meeting or hearing held by the
City shall be provided for LEP Language Groups if requested at least 48 hours in
advance of the meeting or hearing in question.

VII.  Procedure for Providing Written Translation of Materials

(a) The City shall arrange for translation of written materials, regardless of format (e.g.,
print, electronic mail, online), by Qualified Translators sufficient to ensure timely

5
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translation of materials into languages spoken by LEP Language Groups and into
LEP Language Groups upon request.

(b) The City shall establish a system to:

(1) Identify Vital Documents that needs to be translated and made available to
the public;

(2) If not already translated and made available, then translate Vital Documents
into the languages of LEP Language Groups upon request; and

(3) Where sufficient advance notice is not provided, or under exigent
circumstances, translate and make available Vital Documents in as timely

and appropriate a manner as possible through translation and/or sight
translation.

VIll. Complaint Procedures

Complaints alleging violations of this Language Access Plan shall be handled as provided in the

City’s Grievance Procedure pursuant to the City’s Title VI Program, available as Appendix B
thereto.
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