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Mational Aeronautics and Space Administration

Headquarters
Washington, DG 20548-0001

Wovember 7, 2007
Office of Diversity and Equal Opportunity

T NASA Center EO Directors
FROM: Assistant Administrator for Diversity and Equal Opportunity

SUBJECT: Guidance on Providing Language Assistance Services m WASA
Conducted Programs and Activilies

The Office of Diversity and Equal Opportunity (ODEQ) provides the enclosed Guidance
to assist the Agency in meeting the requirements of Executive Order 13166, Improving
Access 1o Persons with Limited English Proficiency (LEP).

The Guidance provides specific instructions for implementing Executive Order 13166 as
it pertains to programs and activities conducted by the Agency. ODEOD reguests that you
carefully review the Guidance and share it with your staflf.

We ask that yvou brief your Center Director and Center senior leadership on the Guidance,
particularly the heads of organizations engaged in communications, recruitment, or
training events involving members of the public. To assist you in communicating
information regarding Executive Order 13166 and this Guidance, we zlso provide
additional copies of the brochure, “Affirming Access to LEP Persons 'n Programs
Assisted and Conducted by NASA." We also ask that you develop an appropriate means
of disseminating the Guidance to all Center employees, e.g., web site posting, other
electronic or hard copy availability.

Should you have questions relating 1o this Guidance, please contact Mr, Miguel A
Torres, Acting Deputy Assistant Administrator and Director, Program Planning and
Evaluation Division, at (202) 358-0937,

Thank vou very much for your assistance in these important efforts,

Mm %@M o
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Guidance on Providing Language Assistance Services in NASA
Conducted Programs

1. Purpose and Scope

1.1.  This guidance is intended 1o assist NASA in fulfilling its obligations pursuant to
Executive Order 13166, Improving Access to Services for Persons with Limited
English Proficiency (Augusi 11, 2000),"

1.1.1. Under the Executive Order, NASA is required to provide language assistance as
appropriate to limited English proficient (LEP) persons who request such
assistance in order to gain knowledge of, participate in, or obtin the benefits of
MNASA-conducted programs and activities. Assistance 15 to be provided ina
prompt, fair and efficient manner, free of charge, and within the shortest time
possible, The Executive Order covers members of the general public, e.g.,
visitors to NASA, participants in NASA outreach and training events, as well as
applicants for emplovment.

1.1.2. The Executive Order requires NASA to prepare a plan to improve access to its
federally conducted programs and activities by LEP persons. This guidance lays
out the steps the Agency must take to meet this requirement. This guidance also
provides criteria, consistent with the Executive Order 13166, far collecting and
annually reporting data on the numbers and types of language 1ssistance requests
received and processed at NASA Headguarters and NASA Centers, including
component facilities.

1.2.  The guidance provides information on appropriate implementation of the
Executive Order for NASA staff whao:

1.2.1. Develop and implement plans for the provision of language astistance to limited
English proficient (LEP) persons participating in NASA-conducted programs and
aclivities; and

1.2.2. Receive, coordinate, review, and approve requests for language assistance 1o LEP
persons participating in NASA-conducted programs and activities,

' NASA published policy puidance 1o recipients of Agency financial sisistance in December 2003,
pursuant o Titke VI of the Civil Rights Act of 1964 and Executive Order 13166, See NASA, Palicy
Cruidance on the Prohibition Againsg Narional Origin Discrimination as it Affects Perrons with Limited
English Praficiency, 68 Fed. Reg. 70039 (Dec. 16, 2003). The present guidance is bssed on the December
2003, guidance regarding compliance in the assisted program context, but adapted to apply o the
conducted program contest.
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3.

Who iz a LEP Person”

Individuals who do not speak English as their primary languayre and who have a
limited ability to read, wrile, speak, or understand English anc. may require
language assistance with respect to a particular type of service, benefit, or
encounter.

What is a NASA-conducted Program?

Department of Justice guidance on Executive Order 13166 states that the
definition of federally conducted programs is the same under Executive Order
13166 as the definition used under the regulations for applicat on of Section 504
of the Rehabilitation Act of 1973 to federally conducted programs.” The DOJ
Section 504 regulations provide the following definition:

“A federally conducted program or activity is, in simple terms, anything a Federal
agency does. Aside from employment, there are two major cat2gories of federally
conducted programs or activities covered by the regulation: those involving
general public contact as part of ongoing agency operations and those directly
administered by the department for program beneficiaries and participants.
Activities in the first part include communication with the public (telephone
contacts, office walk-ins, or interviews) and the public’s use o/ the Agency’s
facilities (cafeteria, library). Activities in the second category include programs
that provide Federal services or benefits.™

Examples of populations encountered by NASA likely to include LEP persons
and must be considered when planning for the provision of language services
include, but are not limited to:

= Students enrolled in NASA-conducted science, mathematics, and technology

aclivities.

* Parents or family members of the above.
* [ndividuals participating in NASA programs and activities such as orientations,

briefings, and exhibits.

4. Receiving Requests for Language Assistance

4.1.

A request for language assistance is a statement that an individial needs oral
interpretation and/or translation of printed materials in order to gain knowledge
of, participate, and/or obtain the benefits of a NASA conducted program or
activity. The request can be initiated orally or in writing, or in any other format or
medium that is convenient and practical for the individual.

' .S, Department of Justice, “Commonly Asked Questions Regarding Executive Order 13166, accessible
t hitpe!www usdod gov/crt/cor/Pubsfepga. him.

128 CF.R. § 39.102 (2006).
















































