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Limited English Proficient (LEP) and Sensory Impaired (SI) 

Service Delivery Checklist

The “LEP/SI Service Delivery Checklist” is intended for use by supervisors, managers and administrators when evaluating the ability of each service area to provide meaningful access to LEP and SI customers. This checklist and all related forms with translations are available at http://lepsi.dhr.georgia.gov/.   To provide meaningful access to services, DHR service sites are required to have the following:

· The Notice of Free Interpretation Service Wall Poster is prominently displayed in all reception and intake areas.

· The Notice/Policy of Nondiscrimination is prominently displayed in all reception and intake areas. Complaint Forms are accessible for staff use.
· The “I Speak” DHR card, which accommodates the identification of 38 languages likely to be encountered is accessible for DHR staff use.
· The State LEP/SI Plan and accompanying LEP/SI Policy and Procedures are accessible for reference to all DHR staff.

· The LEP/SI Intake and Tracking Form, with instructions, is accessible for DHR staff use.

· The “Waiver of Right to No-Cost Interpreter Services” form and the Discrimination Complaint Form is accessible for DHR staff use, especially Front Desk Staff.

· A sign posted identifying the Language Access Coordinator and Language Access Team Member for the Division or Office.

· A current listing of DHR Language Contractors, other contractors providing services, and contact information for a telephone interpretation service.
· A list of translated materials by title, date, form number, and language.
· A method of tracking the number of LEP/SI customers receiving services.

· A LEP/SI central file or appropriate alternate for paperless offices.
· A completed Local Language Access Plan.
· A LEP/SI Reference Notebook (including items listed above) for use by staff, generally housed at the Front Desk.
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