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August 31, 2022 Executive Director

PVTA Title VI monitoring of Pioneer Valley Planning Commission (Subrecipient of 5307 funding)

Sandra Sheehan, Administrator
Pioneer Valley Transit Authority
2808 Main St. Springfield, MA 01107

Dear Ms. Sheehan:

The Pioneer Valley Planning Commission (PVPC) is providing this update on the Title VI activities as a
sub-recipient of PVTA receiving transportation related federal financial assistance through 5307. PVTA
has requested this documentation to satisfy the Title VI monitoring requirements.

As a subrecipient of FTA (Federal Transit Administration) funds PVPC shares the same Title VI goals as
PVTA: “To ensure that no person shall, on the grounds of race, color, or national origin, be excluded from
participating in, or be denied the benefits of, or be subject to discrimination under any program or
activity receiving Federal financial assistance without regard to whether specific projects or services are
federally funded.”

This monitoring is inclusive of five elements:

Preparation of a Title VI Program.

Meaningful access to Limited English Proficient (LEP) persons.

Notification to the public of its rights under Title VI.

Implementation of complaint procedures as described in its Title VI Program.
5. Implemented a Public Participation Plan from its Title VI Program.

PwnNPE

This report is not meant to be inclusive of every Title VI activity undertaken by PVPC. Should you require
additional information please contact me at droscoe@pvpc.org 413-781-6045 (ext. 309)

Sincerely,

( W, P

Dana Roscoe
Principal Planner/ Transportation Manager

cc: Kimberly Robinson

Attachments: PVTA Title VI Subrecipient Monitoring of the Pioneer Valley Planning Commission

Pioneer Valley Planning Commission 60 Congress Street - Floor 1, Springfield, MA 01104-3419
phone 413.781.6045 fax413.732.2593 717v413.781.7168 www.pvpc.org
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PVTA Title VI Subrecipient Monitoring of the Pioneer Valley Planning Commission
(8/30/2022)
DOCUMENTATION OF GENERAL REQUIREMENTS (CHAPTER Il11)

I.  Did the recipient prepare and submit a Title VI Program? A recipient is required to
prepare and submit a Title VI Program

INDICATORS OF COMPLIANCE
M The subrecipient develops a Title VI Program

PVPC Observations
PVPC routinely provides updates to critical elements of the Title VI program that was
created in 2014 and is available on the PVPC transportation web site.

II.  Does the subrecipient provide meaningful access to Limited English Proficient (LEP)
persons? A recipient must implement a language assistance plan (LAP) to address the
needs of the population it serves.

e Include the results of the Four Factor Analysis, with a description of the LEP
population(s) served,

e Describe how it provides language assistance services by language

e Describe how LEP people are notified about the availability of language
assistance

e Describe how it monitors, evaluates, and updates the LAP

e Describe how it trains employees to provide timely and reasonable language
assistance.

INDICATORS OF COMPLIANCE
1 The subrecipient has implemented its LAP.

PVPC Observations: The web site for the MPO (Metropolitan Planning Organization)
was recently revised to include translation tools for all LEP languages. All meeting
notices and agendas for MPO related activities include a notice regarding the
availability of language translations. In the past PVPC has received requests for digital
versions of all materials in advance of public meetings to allow the content to be
viewed on a personal device (during the meeting). From 12/30/2019 to 8/25/2022
PVPC has not received a non-English request for information over the phone orin
person.

PVPC currently strives to accomplish the following for persons with Limited English
Proficiency:
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e Translate our most vital documents and make a concerted attempt to translate
any of these documents into other languages upon request.

e Provide flyers, meeting notices, and other announcements in the languages
spoken in the affected area.

e Offer to translate meeting materials upon request.

e Post notices in non-English community newspapers when appropriate.

e Incorporate Google Translate in our website which may be used to translate site
materials into multiple languages.

e Provide interpreters, upon request, at public meetings.

e Train staff on how to respond to requests for language assistance and reviews
meeting protocols for Zoom meeting requests.

e Assist PVTA in providing a Spanish translated transit map.

e Interview public officials and local organizations in the early development of
planning products to assess potential languages spoken.

e Provide information about projects that impact a neighborhood or that may
have a significant impact in the languages spoken in the area.

e Routinely update language data as new data/information becomes available.

e Translate consent forms, and letters containing information regarding
participation in a program when needed.

Currently (2022), PVPC does not feel the need to make additional translations to our
vital documents. PVPC will continue to monitor changes in languages spoken in the
Region and routinely ask communities or organizations that we are working with if
there are language needs that we may not be aware of. A new system wide survey was
implemented in 2019 with a goal of learning more about the languages that might be
spoken in the Region. As part of this effort the MPO staff have been monitoring and
evaluating language information.

Tablel
Current Pioneer Valley MPO LEP Languages
LAP Element Description in Title VI | Implementation Comments
Plan Demonstrated
Based on Review
Languages |dent|f!ed n | | Reference Table 3
four factor analysis
Vital documents to be v ¥ Reference Table 2
translated
Staff are trained to
Language assistance v ¥ respond to offers
training for staff and respond to
language requests
Periodic updating and o o Languages updated
monitoring of LAP with current data
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Table 2

Current Pioneer Valley MPO LEP Languages

9
Pioneer Valley MPO Vital g 3 s
Documents Translation < o o c g r% c | ©
Schedule c | 2 ° 2 G e 5 g 2
816|853 |s |E &g |&
w | o ] & o (] > | | O
Notice to Beneficiaries M M 4 4 |4 M M |4 |4
(Notice of Civil Rights)
Title VI Complaint M M M M M M M 4 |«
Procedures
Complaint Form M 4 M M |[M M M |4 |4
Consent Form M M M4 M |M M M |4 |4
Statement advising of the M M M M |M4 M M4 M |4
availability of free language
assistance services for LEP
individuals in materials
routinely disseminated to the
public
Notices of proposed public M 4 | M M |~ M M 4 |«
hearings regarding proposed
transportation plans and
programs.
*TBD = Translations on a case by case basis or to the extent that resources allow.
Table 3
Speaks English Less than Very Well ACS (2016-20)
Springfield, MA Metropolitan Statistical
Area
# of % of Total
Language Spoken People Population
Total Population 664,580
Spanish 31,564 4.75%
Other Indo-European languages 6,137 0.92%
Russian, Polish, or other Slavic
languages 4,702 0.71%
Chinese 2,183 0.33%
Other Asian and Pacific Island
languages 1,512 0.23%
Other and unspecified languages 874 0.13%
French, Haitian, of Cajon 868 0.13%
Vietnamese 853 0.13%
Arabic 461 0.07%
Korean 381 0.06%
German or other West Germanic languages 192 0.03%
Tagalog (incl. Filipino) 145 0.02%
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lll. Does the subrecipient notify the public of its rights under Title VI?
A recipient must provide information regarding its Title VI obligations to the public and
notify members of the public of the protections against discrimination afforded to
them by Title VI. Subrecipients shall, at a minimum, disseminate information by posting
a Title VI notice on the agency’s website and in public areas of the agency’s office(s),
including the reception desk, meeting rooms

The notice shall include the following three elements:
e A statement that the agency operates programs without regard to race,
color, or national origin
e A description of the procedures that members of the public should follow to
request additional information on the recipient’s Title VI obligations, and
e A description of the procedures that members of the public shall follow to
file a Title VI discrimination complaint against the recipient.

INDICATORS OF COMPLIANCE

] Subrecipient disseminates the required Title VI Notice to the public as described in
its Title VI Program.

] The Title VI Notice is translated into languages identified in the recipient’s LAP.
 The published and posted Title VI Notice includes all three of the required
elements.

PVPC Observations

PVPC publishes, posts, and provides notice of Title VI obligations to the public and
routinely notifies members of the public of the protections against discrimination
afforded to them by Title VI. Title VI Notice to the public and availability of the MPQO’s
Title VI complaint process is posted in all LEP languages in the PVPC Large Conference
Room, at the information desk (Figure 1), is available on the new PVPC Transportation
web site (Figure 2) and included in all meeting notices (Figure 3) and posts a Title VI
notice on at the reception desk.

Figure 1 Posting of Notice at PVPC Reception Desk in Springfield, MA
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Figure 2 Posting of Notice on new PVPC Transportation Web site
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Figure 3 Meeting Notice including T-VI Notice on new PVPC Transportation Web site
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IV. Does the recipient implement complaint procedures as described in its Title VI
Program? A recipient must make its procedures for filing a complaint available to the
public, and investigate, and track Title VI complaints filed against it. Recipients must
also develop a Title VI complaint form, and the form and procedures for filing a
complaint shall be available on the subrecipient’s website. The complaint form and
procedures shall be translated into languages other than English as identified in the
recipient’s LAP.

INDICATORS OF COMPLIANCE

M Subrecipient uses the complaint form(s) and instructions for filing complaints
identified in updates to its Title VI Program.

¥ Complaint form and instructions are available on the subrecipient’s website and at
other locations described in its Title VI Program.
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M Complaint form and instructions are translated into languages identified in the
recipient’s LAP.
M Complaints are processed as described in complaint instruction forms?

PVPC Observations

The Title VI Complaint form is posted and available in all LEP languages on the PV MPO
web site. Complaint forms are also available from the receptionist at the information
desk at PVPC offices on Congress Street in Springfield, MA. A notice of availability of the
MPQ’s Title VI complaint process is posted in all LEP languages in the PVPC Large
Conference Room (Figure 4). All meeting notices include translated offers of assistance.

Figure 4 Posting of Notice of Rights and Complaint Process in PVPC Large Conference
Room

B PVPC Large Meeting Rdm Posting
of Title VI Notice and Complaint —

V. Has the subrecipient implemented the public participation plan from its Title VI
Program in its public participation activities? A subrecipient’s public participation plan
shall offer early and continuous opportunities for the public, including minority and LEP
populations, to be involved in the identification of social, economic, and environmental
impacts of proposed transportation decisions. The plan shall explicitly describe the
proactive strategies, procedures, and desired outcomes that underpin the recipient’s
public participation activities. Efforts to involve minority and LEP populations in
effective participation in the recipient’s decision-making process shall be included in
the plan. Effective practices include:

¢ Scheduling meetings at times and locations that are convenient and accessible for
minority and LEP communities

¢ Employing different meeting sizes and formats

e Coordinating with community- and faith-based organizations, educational
institutions, and other organizations to implement public engagement strategies that
reach out specifically to members of affected minority and/or LEP communities

e Considering radio, television, or newspaper ads on stations and in publications that
serve LEP populations. Outreach to LEP populations could also include audio
programming available on podcasts

Page | 7


http://pvmpo.pvpc.org/civil-rights-title-vi/
http://pvmpo.pvpc.org/civil-rights-title-vi/

e Providing opportunities for public participation through means other than written
communication, such as personal interviews or use of audio or video recording devices
to capture oral comments

INDICATOR OF COMPLIANCE
M Title VI considerations identified in the Title VI Program’s Public Participation Plan
have been integrated into the recipient’s public participation or outreach activities.

PVPC Observations

In 2021 PVPC organized a series of outreach efforts targeting EJ (Environmental Justice)
communities. PVPC secured a grant through AARP to engage “non-traditional”
participants in the Region’s Bikeshare program that included an older population
demographic. PVPC mobilized around local farmer’s markets in Holyoke and Springfield.
These events offered one-on-one discussions of transportation obstacles and challenges
related to bicycling. Participants shared preferences for new bike docks and locations
for bike infrastructure.

Figure 5 Public Engagement for Valley Bikeshare in Holyoke, MA

In 2022 PVPC began the process of amending the Public Participation Plan to include
provisions and protocols for Virtual Meetings. Zoom meetings were normalized during
the COVID-19 Pandemic and PVPC staff transitioned to more frequent engagement
through 3™ party medium such as Zoom and Teams. As part of the transition to Zoom
meetings, PVPC surveyed Joint Transportation Committee and MPO meeting
participants to gather feedback. To assist in this transition, protocols and staff training
were developed and will be amended Public Participation Plan.
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Figure 6 Zoom Meeting Protocols (Draft)

For 0 to 15 people

Participant can unmute and
share their perspectives

Encourage participants to
use the chat function for
questions and comments

Use visual cues more during
the meeting: physically raise
your hand, give a thumbs up!

Encourage more open
dialogue and conversation

Ask for interaction by calling
people by name

Up to 30 people

Mute all participants upon
entry

Turn off the ability for
participants to unmute
themselves

Ask for interaction by calling
people by name and
unmuting them

Encourage participants to
use the chat function for
questions and comments

Use the chat function
instead of visual cues, which
will be difficult todoin a
meeting this large

More than 30 people

Mute all participants upon
entry

Turn off the ability for
participants to unmute
themselves.

Ask participants to turn off
their video

Use live polling or surveys to
capture feedback quickly

Add more tech support: up to
three other people besides
the facilitator

Consider using Break out
groups for more detailed
conversations

Do not rely on visual cues for
responses

Consider providing an IT
support phone number

PVPC continues to employ MassDOT Engage as a public engagement tool to locate
community organizations and to identify strategies for reaching populations. During
outreach for the 2023 RTP, ENGAGE identified Vietnamese speaker in a neighborhood
where PVPC was planning a survey. Staff responded by adding this language option and
posted “I speak cards” at the event. PVPC routinely updates MassDOT on new

organizational contacts to add to the resource database.

Figure 7 MASSDOT Engage Tool

Language Tracts

Non-English Only %
i
<0.05

massDO7T Engage

1 predominant non-English

No predominant non-English languege
anguage
2 predominant non-English languages

. 3 predominant non-English languages

Town of
West
Springfield

Springfield

Agawam

Page | 9



https://massdot.maps.arcgis.com/apps/MinimalGallery/index.html?appid=19884cc0048241cdbaf6f7b6a2856371

In the development of the RTP (Regional Transportation Plan), a concerted effort was
made to engage the public through the distribution of meeting notices and posting in
local news media. A detailed summary of this outreach is included in Chapter 3 of the
RTP.

The Draft Regional Transportation Plan for the Pioneer Valley (RTP) underwent a public
review and comment period consistent with the Pioneer Valley Region Public
Participation Process. Early in the development of the RTP a series of focus groups were
convened to assist in the development of the draft document. Focus groups consisted of
a core group of representatives that were invited to participate in a discussion on the
development of the vision statement, goals, needs, and strategies included in the RTP.
Comments received as part of the focus groups were used to assist in the development
of the problem statements included in the RTP.

PVPC conducted four focus groups on the RTP:

e November 14, 2018 — Bicycle and Pedestrian

e November 14, 2018 — Infrastructure

e December 4, 2018 — Transit

e December 6, 2014 — Environment, Sustainability and Climate Change

To begin each focus group, staff developed a short video describing regional
transportation from the viewpoint of the average citizen. This video helped to set the
tone for discussion by identifying the regional transportation needs and priorities of a
select group of residents. Comments received as part of the focus groups were used to
develop a draft vision, goals, needs, strategies, and problem statements. This draft
version was distributed to the JTC, MPO, and through the PVPC website in January
2019, to continue to solicit comments. The video was successful in engaging individuals
in the discussion of complex transportation issues. The video was also an effective
icebreaker in starting a dialog around issues of personal significance.

RTP Video
http://www.pvpc.org/sites/default/files/files/RTP Focus Group better audio.mp4

r '
2020 RTP'Update
for the Piopeer Valley MPO

I

» 0:02/4:05

A series of RTP informational products were developed to begin outreach efforts and
education on the RTP process. All the products were made available on the dedicated
webpage, and through social media for the RTP update. The RTP article also appeared
in PVPC’s quarterly newsletter.
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RTP products include:

e RTP Webpage - http://www.pvpc.org/projects/2020-regional-transportation-plan-update
e RTP Article - http://www.pvpc.org/content/lot-can-happen-four-years

- RTP FAQ (Frequently Asked Questions) -
http://www.pvpc.org/sites/default/files/RTP%20Frequently%20Asked%20Questions.pdf

e RTP Brochure

e RTP Survey

PVPC will begin to update the RTP in October 2022. Similar outreach efforts (as
described above) at farmer’s markets are scheduled for the fall.

END
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Title VI Monitoring of Subrecipient Form E-26

FTA Primary Recipient: Pioneer Valley Transit Authority (PVTA)

2808 Main St. Springfield, MA 01107

Monitored Subrecipient: Pioneer Valley Planning Commission (PVPC)

60 Congress Street — Floor 1, Springfield MA 01104-3419

Review Date: 8/30/2022
Next Review Date: 3/25/2025

FTA Funding Source: Section 5307

GOVERNING DIRECTIVE

FTA Circular 4702.1B Chapter lll 12. Monitoring Subrecipients

In accordance with 49 CFR 21.9(b), and to ensure that subrecipients are complying with the
DOT Title VI regulations, primary recipients must monitor their subrecipients for compliance
with the regulations. Importantly, if a subrecipient is not in compliance with Title VI
requirements, then the primary recipient is also not in compliance. To ensure the primary and
subrecipient are in compliance with Title VI, the primary recipient shall undertake the following
activities:

(1) Document its process for ensuring that all subrecipients are complying with the general
reporting requirements of this circular, as well as other requirements that apply to the
subrecipient based on the type of entity and the number of fixed route vehicles it operates in
peak service if a transit provider.

(2) Establish a timeframe to collect Title VI programs from subrecipients and review programs

for compliance. Collection and storage of subrecipient Title VI programs may be electronic, at
the option of the primary recipient.

DOCUMENTATION OF GENERAL REQUIREMENTS (CHAPTER II1)

Requirements Attachment
M | Title VI Notice to the Public, including a list of locations where the notice is posted | A
M | Title VI Complaint Procedures B
M | Title VI Complaint Form C
NA | List of transit-related Title VI investigations, complaints, and lawsuits
M | Public Participation Plan, including information about outreach methods to D

engage minority and limited English proficient populations (LEP), as well as a
summary of outreach efforts made since the last Title VI Program submission

M | Language Assistance Plan for providing language assistance to persons with E
limited English proficiency (LEP), based on the DOT LEP Guidance



https://www.transit.dot.gov/sites/fta.dot.gov/files/2021-12/FY22-CORTAP-CONTRACTORS-MANUAL.pdf
https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/FTA_Title_VI_FINAL.pdf

Title VI Monitoring of Subrecipient Form E-26

NA | A table depicting the membership of non-elected committees and councils, the
membership of which is selected by the recipient, broken down by race, and a
description of the process the agency uses to encourage the participation of
minorities on such committees.

NA | Primary recipients shall include a description of how the agency monitors its
subrecipients for compliance with Title VI, and a schedule of subrecipient Title VI
Program submissions

NA | A Title VI equity analysis if the recipient has constructed a facility, such as a
vehicle storage facility, maintenance facility, operation center, etc.

M | A copy of board meeting minutes, resolution, or other appropriate documentation | F
showing the board of directors or appropriate governing entity or official(s)
responsible for policy decisions reviewed and approved the Title VI Program. For
State DOT's, the appropriate governing entity is the State’s Secretary of
Transportation or equivalent. The approval must occur prior to submission to FTA.

NA | Additional information as specified in chapters IV, V, and VI, depending on
whether the recipient is a transit provider, a State, or a planning entity (see
additional requirements for these)




Civil Rights Notice to the Public

The Massachusetts Department of Transportation (MassDOT) and the Massachusetts Bay Transportation Authority
(MBTA) comply with Title VI of the Civil Rights Act of 1964, which prohibits discrimination on the basis of race, color,
or national origin (including limited English proficiency). Related federal and state nondiscrimination laws prohibit
discrimination on the basis of age, sex, disability, and additional protected characteristics. MassDOT and the MBTA
are committed to nondiscrimination in all activities.

Individuals who believe they have been discriminated against may file a complaint with MassDOT/MBTA at:

MassDOT/MBTA Title VI Specialists
Office of Diversity and Civil Rights — Title VI Unit

10 Park Plaza, Suite 3800

Boston, MA 02116

Phone: (857) 368-8580 or 7-1-1 for Relay Service

Email: MassDOT.CivilRights@state.ma.us or MBTAcivilrights@mbta.com

Complaints may also be filed directly with the United States Department of Transportation at:

U.S. Department of Transportation
Office of Civil Rights

1200 New Jersey Avenue, SE
Washington, DC 20590

Website: civilrights.justice.gov/

For additional information, language service requests, or reasonable accommodations visit
mass.gov/nondiscrimination-in-transportation-program or mbta.com/titlevi



mailto:MassDOT.CivilRights@state.ma.us
mailto:MBTAcivilrights@mbta.com
https://civilrights.justice.gov/
http://mass.gov/nondiscrimination-in-transportation-program
http://www.mbta.com/titlevi

Translation

English: Discrimination is prohibited at MassDOT/MBTA. If you believe discrimination has occurred you have the
right to file a complaint. For translations of this notice visit mass.gov/service-details/title-vi-rights-and-
protections or mbta.com/titlevi

Portuguese:

Spanish:

Chinese Simplified: (mainland & Singapore):
Chinese Traditional: (Hong Kong & Taiwan):
Russian:

Haitian Creole:

Vietnamese:

French:

Italian:

Khmer:

Arabic:



http://www.mass.gov/service-details/title-vi-rights-and-protections
http://www.mass.gov/service-details/title-vi-rights-and-protections
http://www.mbta.com/titlevi

Title VI Complaint Procedures
Purpose and Applicability

The purpose of this document is to establish procedures for the processing and
disposition of both discrimination complaints filed directly with the Massachusetts
Department of Transportation (MassDOT) or the Massachusetts Bay Transportation
Authority (MBTA), and discrimination complaints that MassDOT/MBTA have the
delegated authority to process under Title VI of the Civil Rights Act of 1964 (Title VI)
and related state and federal nondiscrimination authorities, including the Americans with
Disabilities Act (ADA).

The processing of discrimination complaints will follow the steps outlined below and are
further detailed throughout this document.

Step 1: Complainant submits their complaint.
Step 2: MassDOT/MBTA issues the complainant an acknowledgment letter.
Step 3: Complaint is assigned to, and reviewed by, an investigator.

Step 4: Investigator conducts interviews of complainants, witnesses, and the
respondent.

Step 5: Investigator reviews the evidence and testimonies to determine whether
a violation has occurred.

Step 6: Complainant and Respondent are issued a letter of resolution or a letter
of finding and offered appeal rights.

Step 7: Once the appeal period has expired, the investigation is closed.

The procedures describe an administrative process aimed at identifying and eliminating
discrimination in federally funded programs and activities. The procedures do not
provide an avenue for relief for complainants seeking individual remedies, including
punitive damages or compensatory remuneration; they do not prohibit complainants
from filing complaints with other state or federal agencies; nor do they deny
complainants the right to seek private counsel to address acts of alleged discrimination.

The procedures described in this document apply to MassDOT/MBTA and their
subrecipients, contractors, and subcontractors in their administration of federally funded
programs and activities.



As part of their efforts to comply with Title VI, subrecipients of federal financial
assistance through MassDOT/MBTA are encouraged to adopt these complaint
procedures. In so doing, these subrecipients acknowledge their obligation to afford
members of the public with an opportunity to file complaints alleging violations of
nondiscrimination policies in place across their organization and in their programs,
services, and activities. In accordance with federal guidance, subrecipients of transit-
related funds understand they have the authority to process Title VI complaints and will
inform their recipients, MassDOT/MBTA, of complaints received and the outcome of
investigations as the matters are resolved.

Subrecipients of highway-related funds further understand they do not have the
authority to investigate Title VI violation claims filed against their organization (where
their organization is the respondent or party alleged to have violated Title VI). All such
claims will be forwarded to the MassDOT/MBTA Office of Diversity and Civil Rights
(ODCR) to determine the appropriate investigative authority. Highway-funding
subrecipients retain the right to consider Title VI violation allegations as a matter of
Assurance and/or internal policy compliance but are precluded from making
determinations as to possible violations of Title VI. MassDOT/MBTA encourages all
subrecipients to communicate with ODCR’s Title VI Specialists, the Director of Title VI
and Accessibility, and/or the Director of Investigations when/if Title VI complaints are
received to ensure proper handling.

Definitions

Complainant — A person who files a complaint with MassDOT/MBTA.

Complaint — Written, verbal or electronic statement concerning an allegation of
discrimination that contains a request for the receiving office to take action. Where a
complaint is filed by a person with a disability, the term complaint encompasses
alternative formats to accommodate the complainant’s disability.

Discrimination — That act or inaction, whether intentional or unintentional, through
which a person in the United States, solely because of race, color, national origin, or
bases covered by other nondiscrimination authorities, such as gender, age, or disability,
has been subjected to unequal treatment or disparate impact under any program or
activity receiving federal assistance.

Operating Administrations — Agencies of the U.S. Department of Transportation,
including the Federal Highway Administration (FHWA), the Federal Transit
Administration (FTA), the Federal Rail Administration (FRA), the National Highway
Traffic Safety Administration (NHTSA), and the Federal Motor Carrier Safety
Administration (FMSCA), that fund transportation programs or activities.

Respondent — The person, agency, institution, or organization alleged to have engaged
in discrimination.



Filing of Complaints

This section details MassDOT/MBTA’s procedures for processing Title VI discrimination
complaints (on the basis of race, color, or national origin, including language) and
complaints alleging discrimination on the basis of additional federal nondiscrimination
provisions (on the basis of age, sex, and disability). Federal law and regulations
governing Title VI of the Civil Rights Act of 1964 (Title VI) places the overall
coordination authority for the investigation of civil rights complaints in the United States
Department of Justice, which works collaboratively with federal agencies that carry out
this responsibility. In the transportation sector, this investigative authority rests with the
US Department of Transportation (US DOT) and its agencies for the different modes of
transportation, including the Federal Highway Administration (FHWA) and the Federal
Transit Administration (FTA). In coordination with USDOT requirements, FHWA and
FTA have established regulations and guidance that require recipients and
subrecipients of federal financial assistance to establish procedures for processing Title
VI complaints filed with these organizations.

The procedures described below, modeled on recommended complaint procedures
promulgated by the US Department of Justice (US DQOJ), are designed to provide a fair
opportunity to have complaints addressed that respect due process for both
complainants and respondents. In addition to the formal complaint resolution process
detailed herein, MassDOT/MBTA shall take affirmative steps to pursue informal
resolution of any and all Title VI complaints, when possible.

The Complaint Process

1. Who can file a complaint?

ANY member of the public, along with all MassDOT/MBTA customers, applicants,
contractors, or subrecipients who believe that they themselves, a third party, or a class
of persons were mistreated or treated unfairly because of their race, color, or national
origin (including limited English proficiency) in violation of Title VI of the Civil Rights Act
of 1964, related federal and state laws and orders, or MassDOT/MBTA'’s Anti-
Discrimination/Harassment Prevention (ADHP) Policy. Retaliation against a member of
the public on the basis of race, color, or national origin is also prohibited under Title VI
and the ADHP Policy.

2. How do | file a complaint?
A complaint may be filed with the following:
MassDOT/MBTA Title VI Specialists

Office of Diversity and Civil Rights — Title VI Unit
10 Park Plaza, Suite 3800



Boston, MA 02116
Phone: (857) 368-8580 or 7-1-1 for Relay Service
Email: MassDOT.CivilRights@state.ma.us or MBTAcivilrights@mbta.com

MassDOT/MBTA, Assistant Secretary and Chief Diversity Officer
Office of Diversity and Civil Rights — Investigations Unit

10 Park Plaza, Suite 3800

Boston, MA 02116

Phone: (857) 368-8580

Email: odcrcomplaints@dot.state.ma.us

MBTA Customer Call Center: (617) 222-3200

The Call Center staff will seek to obtain basic information about the matter from the
caller, and details of the call will be forwarded to the Office of Diversity and Civil Rights
for processing according to these procedures.

U.S. Department of Transportation
Office of Civil Rights

1200 New Jersey Avenue, SE
Washington, DC 20590

Website: civilrights.justice.gov/

Please note:

e When FTA receives a Title VI complaint regarding MassDOT/MBTA, a
subrecipient, or a contractor, the FTA may request the matter be investigated by
MassDOT/MBTA.

e If a Title VI complaint is filed with MassDOT that alleges a violation by
MassDOT’s Highway Division, then it will be forwarded to the local FHWA
Division Office which will then forward the complaint to the FHWA Headquarters
Office of Civil Rights (HCR) for processing.

e If a Title VI complaint is received by MassDOT that is filed against a subrecipient
of the MassDOT Highway Division, then MassDOT may process and investigate
the complaint or may refer to HCR for investigation.

e If FMCSA receives a complaint filed against MassDOT, FMCSA will forward the
complaint to MassDOT for a written response. This allows MassDOT to either
resolve the complaint or to provide a written response to the allegations. The
written response is used to determine what steps FMCSA will take to process the
complaint.


mailto:MassDOT.CivilRights@state.ma.us
mailto:MBTAcivilrights@mbta.com
mailto:odcrcomplaints@dot.state.ma.us
https://civilrights.justice.gov/

3. What do I need to include in a complaint?

A Title VI/Nondiscrimination Complaint form is available electronically on the MassDOT
Title VI website, the MBTA Title VI website, or in hardcopy at the MassDOT/MBTA

Office of Diversity and Civil Rights. Alternatively, a complainant may submit
correspondence in an alternative format that should include:

>

Your name, signature and, current contact information (i.e., telephone number,
email address and postal mailing address);

The name and badge number (if known and applicable) of the alleged
perpetrator;

A description of how, when, and where the alleged prohibited conduct occurred;
A detailed description of why you believe you were treated differently;

Names and contact information of any witnesses; and

Any other information you believe is relevant to your complaint.

In cases where the complainant is unable to provide a written statement, a verbal
complaint may be made to the Office of Diversity & Civil Rights (ODCR).
Complainants will be interviewed by a Civil Rights Investigator (CRI). If
necessary, the CRI will assist the person in converting the verbal complaint to
writing. All complaints should be signed by the complainant.

Anonymous complaints may be filed in the same manner. Anonymous
complaints shall be investigated in the same manner as any other complaint.

Complaints will be accepted in any recognized language. Multi-lingual complaint
forms are available.

4. How long do | have to file a complaint?

A.

A complaint alleging violation of Title VI and/or MassDOT/MBTA'’s ADHP policy
should be filed no later than one hundred and eighty (180) days from the date of
the alleged violation.

. Complaints alleging violations of state or federal law must be filed within the time

frames established by statute, regulation, or case law — in certain instances up to
three hundred (300) days from the date of the alleged violation.

5. How will my complaint be handled?

When a complaint is received, it is assigned to a Civil Rights Investigator (CRI). The
CRI will:

A.

Determine Jurisdiction: ODCR has jurisdiction if the complaint:
1) involves a statement or conduct that violates:


https://www.mass.gov/how-to/how-to-file-a-transportation-related-discrimination-complaint
https://www.mass.gov/how-to/how-to-file-a-transportation-related-discrimination-complaint
https://www.mbta.com/policies/file-discrimination-complaint

I. MassDOT/MBTA's legal obligation and commitment to prevent
discrimination, harassment, or retaliation on the basis of a
protected characteristic with regard to any aspect of the Agency’s
service to the public;

ii. or
The commitment made by subrecipients and contractors working
with MassDOT/MBTA to adhere to MassDOT/MBTA policies;

AND
2) is timely filed.

B. Acknowledge receipt of the complaint and provide jurisdictional determination
within ten (10) business days of receipt of the complaint.

1) If the CRI determines that any complaint does not have the potential to
establish a civil rights violation, then the CRI shall notify the complainant
and Title VI Specialist in writing of its finding and the matter shall be
closed.

C. Conduct a thorough investigation of the allegations contained in the complaint in
accordance with the MassDOT/MBTA Internal Complaint Procedures.

6. Findings and Recommendations?

At the conclusion of the investigation, the CRI will transmit to the complainant and the
respondent one of the following three letters based on the findings:

A. A letter of resolution that explains the steps the respondent has taken or will take
to comply with Title VI.

B. A letter of finding that is issued when the respondent is found to be in compliance
with Title VI. This letter will include an explanation of why the respondent was
found to be in compliance and provide notification of the complainant’s appeal
rights.

C. Aletter of finding that is issued when the respondent is found to be in
noncompliance.

This letter will include each violation referenced as to the applicable regulations, a brief
description of findings/recommendations, the consequences of failure to achieve
voluntary compliance, and an offer of assistance in devising a remedial plan for
compliance, if appropriate.

7. Can | appeal a Finding?

If a complainant or respondent does not agree with the findings of the CRI then
he/she/they may appeal to the Assistant Secretary and Chief Diversity Officer. The
appealing party must provide any new information that was not readily available



during the course of the original investigation that would lead MassDOT/MBTA to
reconsider its determinations. The request for an appeal and any new information
must be submitted within thirty (30) days of the date the letter of finding was transmitted.
After reviewing this information, MassDOT/MBTA will respond either by issuing a
revised letter of resolution or by informing the appealing party that the original letter of
resolution or finding remains in force.



Discrimination Complaint Form

Please provide the following information in order for us to process your complaint. This
form is available in alternate formats and multiple languages. Should you require these
services or any other assistance in completing this form, please let us know.

Name:

Address:

Telephone Numbers: (Home) (Work) (Cell)
Email Address:

Please indicate the nature of the alleged discrimination:
Categories protected under Title VI of the Civil Rights Act of 1964

[IrRace [color [INational Origin (including limited English proficiency)

Additional categories protected under related Federal and/or State laws/orders:

|:|Disability |:|Age [Isex []sexual Orientation |:|Religion |:|Ancestry

[lGender [ Ethnicity [ 1Gender Identity [lGender Expression [Icreed
[veteran’s Status [] Background [ILow-Income

Who do you allege was the victim of discrimination?

[lvou [IA Third Party Individual [1A Class of Persons

Name of individual and/or organization you allege is discriminating:

Do you consent to the investigator sharing your name and other personal information
with other parties to this matter when doing so will assist in investigating and resolving
your complaint?

[Ives [No



Please describe your complaint. You should include specific details such as names,
dates, times, witnesses, and any other information that would assist us in our
investigation of your allegations. Please include any other documentation that is
relevant to this complaint. You may attach additional pages to explain your complaint.

Have you filed this complaint with any other agency (Federal, State, or Local)?

[Ives [No

If yes, please identify:

Have you filed a lawsuit regarding this complaint?

[lyes [INo

If yes, please provide a copy of the complaint.

Signature: Date:

Mail to:  Title VI Coordinator, MassDOT Office of Diversity and Civil Rights, Suite
3800, 10 Park Plaza, Boston, MA 02116

Email to: MassDOT.CivilRights@state.ma.us
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XXano6a o AluckpmmMmunHauummn

[TokanyiicTa, MpeoCTaBbTE CACAYIONIYI0 HHPOPMALIUIO JJIs1 TOTO, YTOOBI MBI MOTJIN
oOpaboTath Bamry kajmo0y. Ita hopma TOCTyMHA B AIbTEPHATUBHBIX (popMaTax v Ha
HECKOJIBKUX s13bIKax. Eciiu BaM MOTpeOYIOTCS 3TH YCIYTH WU JIt00ast ApyTast TOMOIIh B
3aMOJTHEHUH ITOU (DOPMBI, TTOXKAITYHCTA, COOOIIUTE HaM 00 3TOM.

dUO:

Anpec:

Tenedhonusie Homepa: (lom) (Pao) (Mo0)

DIIEKTPOHHBIN aJIpec:

IHoxanyiicTa ykaxuTe XapakTep NpeanoaraeMoil JUCKpUMUHALIMHA:

Kareropun, 3amumaemsie B coorBeTcTBuM ¢ Tutysom VI 3akona o I'paxxmanckux IIpaBax
1964 rona:

[JPaca Uller koxkxu [HanuoHambHOE MPOUCXOXKICHHE (B TOM YHCIIC OTPAaHUYCHHOE
3HAHUE aHTJIMHCKOTO SI3bIKA)

JIOTIOTHUTENBHBIC KaTETOPHH, 3aMIUAIIAEMbIE COOTBETCTBYIOIIMMHU 3aKOHAMU/ TIPHUKa3aMH Ha
ypoBHE (eepaluu 1/uiam mrarta:

LWuBanmuaunocts [I1Bospact Lllon [Cekcyansuas Opuentarnus [1Penurnosnsie
yoexxaenust [LIpoucxoxnenue

Lleanep UDTHMunOCcTh [II'ennepnas Uaentuunocts [ I'engepnoe Beipakenue
LVo6exaennss [1Ctatyc Berepana [lbuorpadus [l Huzkum ypoBHEM moxosa

KTo0, cornacno Bamum npeanosioxeHusimM, iBJIsIJICSH KePTBOM JTMCKPUMHUHALMHU?

[IBer [Tperse mumo [IKmacc nun

Nmsa nuna v / nim Ha3BaHue OPraHu3aluu, KOTopblie, corjiacHo Bammum
MPeAnoJioKeHU M, OCYIIEeCTBJISIOT JUCKPUMHUHALMIO!

Coraacusl Ju Bbl, 9T00BI paccMaTpuBaronui xano0y mpeaoctaBmi Baiie uMs u mpouyio
JTUYHYI0 HHPOPMAIUIO IPYTUM CTOPOHAM, €CJIM 3TO OKAXET MOMOIIh B PaCcCIEOBAaHUH U
paspemeHun Barmeit sxamo06b1?

[0la [CHet



oxkanyiicra, onumurte Bamy xano0y. Bel 10/5KHBI BKIIFOYUTh KOHKPETHBIE JI€TANIA, TAKUE
KaK MMEHA, 1aThl, BpeMsl, CBUCTEIIH, a TAKXKe JII0OYI0 IpYryto HH(OpMaIIIo, KOTopas
MIOMO>KET HaM B pacciieioBanuu Bammx yrBepskaenuit. [Ipocb0a BKIIIOUHUTH JIFOOYIO IPYTYIO
JOKYMEHTAIINI0, KOTOpasi UMEET OTHOIIEHUE K ATOM kano0e. Bbl MoXkeTe MpUiioKuTh
JIOTIOJTHUTENIBHBIC CTPAHUIIBI, YTOOBI OOBSICHUTH BaIIly kKajao0y.

MopaBanu i Bbl JaHHY10 2100y B J11000€ Apyroe yupe:xaenue (PegepajabHoe, Ha
ypoBHe IlltaTra uiau MecrHoe)?

[Jda [OHer

Ecnu na, noxanyiicra yKaxxure:

IMopaBaam jim Bbl B cya 0 OBOAY 3TOM Kaja00b1?

[0da [OIHer

Ecnu na, moxkanmyiicta mpeaocTaBbTe KOMHUIO KaJTO00BbI.

ITonnuce: Jlata:

ITouToBBI aapec:

Title VI Coordinator, MassDOT Office of Diversity and Civil Rights, Suite 3800
10 Park Plaza, Boston, MA 02116

DaekTponHblii agpec: MassDOT.CivilRights@state.ma.us
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Pon Khiéu nai Phan biét doi xtr

Vui 1ong cung cap cac thong tin sau dé ching t6i xt ly khiéu nai cta quy vi. Don nay
co san & cac dinh dang khac nhau va bang nhiéu ngon ngi. Hay cho chung ti biét
néu quy vi can cac dich vu nay hoac bat ky ho tro nao khac de dién don nay.

Tén:

Dia chi:
Sé dién thoai: (Nha) (Co quan) (Di ddng)
Dia chi email:

Vui ldong cho biét ban chat cia sw viéc bi cho la phan biét déi xur:
Cac thé loai dwoc bao vé theo Pao luat VI cla Luat dan quyén nam 1964
[Jchang tocl IMau dal_lQuéc gia xuét x& (bao gbm tiéng Anh khong théng thao)

Céc thé loai bd sung duwoc bao vé theo luat/lénh lién quan cua Lién bang va/hodc Tiéu
bang:

[Ikhuyét tat LI1Tuéi [1Gigi tinh (Sex) LIDinh hwéng tinh duc

[ 176N giao 174 tien

[1Pnai tinh (Gender) [L1Dan toc [1Xac dinh phai tinh [1Thé hién phai tinh
[17in diéu (Creed) [1Tinh trang thwong binh [ILy lich (] Thu nhap thap

Ai 1a ngwdi quy vi cho la nan nhan caa phan biét déi xr?

[1Quy vilLIMét ca nhan the bal_1Mét I6p ngue

Tén cha C4 nhan va/hodic té chirc ma quy vi cho la dang phan biét déi xur:

Quy vi c¢6 déng y cho diéu tra vién chia sé tén va cac thdng tin ca nhan khac cta quy
vi v&i cac bén khac vé van de nay dé ho tro’ viéc dieu tra va giai quyét khiéu nai cta
quy Vi khéng?

[lce [ Khoéng



Vui ldng md ta khiéu nai cta quy vi. Quy vi nén bao gém céc chi tiét cu thé nhw 1a
nhirng tén, ngay thang, thoi glan nhan chirng, va béat ky thong tin nao khac sé ho tro
chidng toi trong viéc diéu tra cha chuing t6i vé cao budc cua quy vi. Vui ldng bao gém
bat ct tai liéu ndo khac lién quan dén khiéu nai nay. Quy vi c6 thé dinh kém thém
nhiéu trang dé giai thich khiéu nai cta minh.

Quy vi c6 ndp khiéu nai nay cho bat ky co’ quan nao khéac (Lién bang, Tiéu bang,
hoac Pia phwong) chwa?

[lce [chua

Néu c6, vui long cho biét tén co quan do:

Quy vi c6 nép don kién lién quan dén khiéu nai nay chwa?
[Jco [lchua

Néu c6, vui long cung cap mdt ban sao cla khiéu nai.

Ky tén: Ngay:

G&i qua dwong bwu dién dén:  Title VI Coordinator, MassDOT Office of Diversity
and Civil Rights, Suite 3800,10 Park Plaza, Boston, MA 02116

G&i email dén : MassDOT.CivilRights@state.ma.us
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Fomilé pou Pote Plent pou Diskriminasyon

Tanpri, ekri enfomasyon yo mande la yo,pou ede nou travay sou plent ou pote a. Ou
ka jwenn fomilé sa a nan 1ot foma, ak nan plizyé lang. Si ou bezwen li nan |ot foma
oubyen Iot lang, oubyen si ou vle mande ot kalite asistans pou reponn kesyon nan
fomilé sa a, tanpri fé nou konnen.

Non ou:
Adres:
Nimewo telefon: (Lakay ou) (Nan Travay ou) (Tel. Selile)

Adres elektwonnik:

Tanpri, ekri pi ba la a pou ki kalite diskriminasyon w ap pote plent:
Kategori ki pwoteje dapre Tit 6 nan Lwa sou Dwa Sivik 1964 la:

[lrRas [koule [] Nasyonnalite (oubyen moun ki pa konn pale angle byen)

Lot kategori ki pwoteje dapre lwa/odonnans Eta a oswa gouvenman federal la:

|:|Andikap [] Laj [ 1Gason oubyen Fi |:|Oryantasyon seksyel [] Relijyon [ 1zansét

[ lGason ak Fanm |:|Gwoup Etnik [_]1dantite gason oswa fanm [] Deklarasyon
idantite Gason oswa Fanm [ Kwayans [] Kondisyon Veteran []Antesedan

[ ITouche Ti Sale

Ki moun ou vle di ki viktim diskriminasyon an?

[ Joumenm [vyon LotMoun [lyon Gwoup Moun

Di non moun ak/oswa oganizasyon ou kwe ki fe diskriminasyon an:

Eske ou dako pou moun k ap mennen ankét la bay 10t moun ki fé pati nan ka a, non
ou ak ot enfomasyon pesonnél sou ou, si sa kapab ede nan ankét sou plent ou fé a,
oswa rezoud pwoblém lan?

[ Iwi [INon



Tanpri, esplike plent ou vle fe a. Ou dwe mete detay ki gen presizyon, tankou non
moun, dat, le, temwen, ak nenpot 1ot enfomasyon ki ka ede nou han ankét sou sa ou
rapote a. Tanpri, mete tout |0t dokimantasyon ki anrapo avek plent lan. Ou met ajoute
|0t paj, si ou bezwen plis plas pou esplike plent lan.

Eske ou pote menm plent lan devan okenn |0t ajans (Federal, Eta, Lokal)?

[ Iwi [INon

Si ou reponn Wi, ekri non ot ajans lan:

Eske ou louvri yon aksyon devan lajistis pou plent sa a?

[ Iwi [ INon

Si ou reponn Wi, voye yon kopi dokiman sou aksyon devan la jistis la.

Siyati: Dat:

Voye pa lapos nan adres sa a: Title VI Coordinator,MassDOT Office of Diversity and
Civil Rights, Suite 3800, 10 Park Plaza, Boston, MA 02116

Voye nan adres elektwonnik sa a: MassDOT.CivilRights@state.ma.us
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Formulaire de plainte pour discrimination

Veuillez fournir les informations suivantes afin que nous puissions considérer votre
plainte. Ce formulaire est disponible dans d'autres formats et en plusieurs langues. Si
vous avez besoin de ces services ou de toute autre assistance pour remplir ce
formulaire, merci de nous le faire savoir.

Nom :

Adresse :

Numéro de téléphone : (Domicile) (Travail) (Portable)
Courriel :

Veuillez indiquer la nature de la discrimination alléguée :

Categories couvertes en vertu du titre VI de la loi sur les droits civils (Civil Rights Act)
de 1964 :

[ IrRace [lcouleur de peau
[ INationalité d’origine (Inclus connaissance limitée de I'anglais)

Catégories supplémentaires couvertes en vertu des lois/ordonnances fédérales et/ou
des Etats :

[] Handicap DAge [Isexe [lorientation sexuelle [] Religion [IFiliation
[lcenre [lEthnicite [lidentité de genre [] Expression sexuelle
|:|Croyance [Istatut d’ancien combattant [_]Antécédent [IFaibles revenus

Qui, d’aprés vous, serait victime de discrimination?

[Ivous [untiers [1unensemble de personnes

Nom de la personne et/ou de I’organisation qui, d’aprés vous, exercerait la
discrimination :

Consentez-vous que I'enquéteur communique votre nom et informations personnelles
a d'autres parties a ce sujet, sachant que votre accord assistera dans I'examen des
faits et la décision de votre plainte?

[loui [INon



Veuillez décrire la discrimination alléguée. Vous devez inclure des détails précis
comme des noms, des dates, des rendez-vous, des témoins ainsi que toute autre
information qui pourrait nous aider dans 'enquéte menée au sujet de vos allégations.
Incluez toute autre documentation que vous jugez pertinente pour votre plainte. Vous
pouvez attacher des pages supplémentaires pour expliquer votre plainte.

La plainte a-t-elle été déposée auprés d’un autre organisme ou d’un tribunal
(fédéral, d’état ou local)?

[Joui [INon

Si oui, nom complet de I'organisme :

Avez-vous engageé une action en justice a propos de cette plainte?

[loui [INon

Si oui, veuillez fournir une copie de la plainte.

Signature : Date :

Poste : Title VI Coordinator, MassDOT Office of Diversity and Civil Rights, Suite
3800, 10 Park Plaza, Boston, MA 02116

Courriel : MassDOT.CivilRights@state.ma.us
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Formulario de queja por discriminacion

Por favor, complete la siguiente informacion para que podamos tramitar su queja. Este
formulario esté disponible en otros formatos y en varios idiomas. Si usted necesitara
estos servicios o cualquier otro tipo de asistencia para completar este formulario, por
favor, avisenos.

Nombre:

Direccion:
Nos. de teléfono: (Casa) (Trabajo) (Celular)
Direccidon de correo electronico:

Por favor, indique la indole de la presunta discriminacion:
Categorias protegidas por el Articulo VI de la ley de derechos civiles de 1964:

[ lRaza [color [origen nacional (incluido un nivel limitado del idioma inglés)

Otras categorias protegidas por leyes o disposiciones federales y/o estatales:

DDiscapacidad [1Edad [sexo [orientacion sexual DReIigién |:|Abolengo
[1Género [1Etnia [identidad de géenero [] Expresion de género [Icredo

[] Categoria de veterano [] Origen [] Bajos ingresos

¢Quiéen afirma usted que fue victima de discriminacion?

[Justed [luntercero []una clase de personas

Nombre de la persona u organizacion que usted afirma que esta discriminando:

¢, Consiente usted en que el investigador facilite su nombre y otros datos personales
a otras partes de este asunto con el fin de que ayuden en la investigacion para poder
resolver su queja?

[Isi [INo



Por favor, describa su queja. Incluya detalles especificos, como nombres, fechas,
horarios, testigos y otra informacion que pudiera ayudarnos en nuestra investigacion
de sus alegatos. También incluya cualquier otra documentacién que fuera relevante
para esta queja. Puede adjuntar paginas adicionales para explicar su queja.

¢Ha presentado esta queja en algun otro organismo (federal, estatal o local)?

[Isi [INo

Si contesto que si, identifiquelo:

¢,Ha presentado una demanda con respecto a esta queja?

[Jsi [INo

Si contest6 que si, entregue una copia de la queja.

Firma: Fecha:

Enviar por correo postal a: Title VI Coordinator, MassDOT Office of Diversity and
Civil Rights, Suite 3800, 10 Park Plaza, Boston, MA 02116

Enviar por correo electronico a: MassDOT.CivilRights@state.ma.us
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Modulo di denuncia per discriminazione

Si prega di fornire le seguenti informazioni per consentirci di elaborare la denuncia.
Questo modulo e disponibile in formati alternativi e in piu lingue. Se si necessita
usufruire di tali servizi o di qualsiasi altro tipo di assistenza nella compilazione del
modulo, La preghiamo di farcelo sapere.

Nome:

Indirizzo:

Numeri di telefono: (Casa) (Ufficio) (Cellulare)

Indirizzo e-mail:

Indicare la natura della presunta discriminazione:
Categorie protette in virtu del Title VI of the Civil Rights Act of 1964

L] Razza L] Colore

|:|Origine nazionale (compresa la limitata padronanza della lingua inglese)

Altre categorie protette da norme/ordinanze federali e/o statali:

[ IDisabilita [JEta [Sesso []orientamento sessuale |:|Religione |:|Stirpe
[ lGender [Etnicita [identita di genere [] Espressione di genere [ IFede
[Iveterano [Storia personale [ 1Basso reddito

Chi ritiene essere stato vittima di discriminazione?

[Leistessola [Junaterza persona [un gruppo di persone

Nome della persona e/o dell’organizzazione che Lei ritiene abbia compiuto
I’azione discriminante:

Rilascia il consenso all'investigatore di condividere il Suo nome ed altre informazioni
personali con altre parti inerenti a questo caso quando cosi facendo si collabora
nell'investigazione e nella risoluzione del Suo reclamo?

[Jsi [No



Descriva il Suo reclamo. Includere dettagli specifici come nomi, date, orari, testimoni
e qualsiasi altra informazione che potrebbe aiutarci nella nostra indagine in base alle
Sue affermazioni. Includere inoltre qualsiasi altra documentazione pertinente alla
presente denuncia. E possibile allegare pagine aggiuntive per spiegare il Suo reclamo.

Ha presentato questa denuncia presso altre agenzie (federali, statali o locali)?

[Isi [INo

Se si, specificare:

Ha presentato querela in relazione a questo reclamo?

[Jsi [No

In caso affermativo, fornire una copia della denuncia.

Firma: Data:

Scrivere a: Title VI Coordinator, MassDOT Office of Diversity and Civil Rights,
Suite 3800, 10 Park Plaza, Boston, MA 02116

Inviare per email a: MassDOT.CivilRights@state.ma.us




Formulario de Reclamacao por Discriminacéao

Por favor, preencha com as seguintes informacdes para que possamos processar sua
reclamacao. Este formuléario esta disponivel em formatos alternativos e em mdultiplas
linguas. Se vocé precisar de outro tipo de formulario ou de auxilio no preenchimento,
por favor, avise um de nossos funcionarios.

Nome:

Endereco:

Numeros de Telefone: (Res.) (Com.) (Celular)

Endereco de Email:

Por favor, indique a natureza da discriminacgéo alegada:

Categorias protegidas sob o Titulo VI da Lei de Direitos Civis de 1964
[IRaca [ICor [1Origem Nacional (incluindo proficiéncia limitada do inglés)

Categorias adicionais protegidas sob leis e/ou disposicOes federais e estaduais:
[1Deficiéncia [lldade [1Sexo [lOrientacdo Sexual [IReligido []Antepassados
[1Género LlEtnia [ldentidade de Género [IExpressao de Género [ICredo

[1Condicéo de Veterano [1Antecedentes [IDe baixa renda

Quem vocé alega ter sido a vitima da discriminagcao?

[lvoce [Terceiro [ lUma Classe de Pessoas

Nome do individuo e/ou organizacado que vocé alega estar discriminando:

Vocé consente que seu nome e suas informacdes pessoais sejam partilhados pelo
Investigador com as outras partes, auxiliando na resolucdo de sua reclamacgao?

[l Sim |:| Nao



Por favor, descreva sua reclamacgéao. Vocé deve incluir pormenores especificos tais
como nomes, datas, horarios, testemunhas, e quaisquer outras informacdes que
possam ajudar em nossa investigacdo de suas alegacdes. Por favor, inclua também
gualquer outra documentacéo relevante a esta reclamacao. Vocé pode adicionar
paginas a explicacdo de sua reclamacao.

Vocé registrou esta reclamacao com qualquer outra agéncia (federal, estadual
ou local)?

|:| Sim |:| Nao

Caso afirmativo, por favor, identifique:

Vocé protocolou uma acéo judicial relativa a esta reclamacgéo?

[lsim  [INa&o

Caso afirmativo, por favor, forneca uma copia da agao.

Assinatura: Data:

Envie pelos correios para: Title VI Coordinator, MassDOT Office of Diversity and
Civil Rights, Suite 3800, 10 Park Plaza, Boston, MA 02116

Envie por email para: MassDOT.CivilRights@state.ma.us



mailto:MassDOT.CivilRights@state.ma.us

2017

Pioneer Valley
Metropolitan Planning Organization
Public Participation Plan

u
‘ =
i S
e
iq\

=

\

Prepared by
Pioneer Valley Planning Commission

Revision 1/31/2017



Pioneer Valley MPO
PUBLIC PARTICIPATION PLAN

January 31, 2017

The preparation of this document has been financed in part through a grant from the
Federal Highway Administration and through a grant from the Federal Transit
Administration with the Massachusetts Department of Transportation (MassDOT).
The contents of this report do not necessarily reflect the official views or policy of the
U.S. Department of Transportation.

Federal “Title VI/Nondiscrimination” Protections

The Pioneer Valley Metropolitan Planning Organization (PVMPOQ) operates its programs,
services, and activities in compliance with federal nondiscrimination laws including Title
VI of the Civil Rights Act of 1964 (Title VI), the Civil Rights Restoration Act of 1987, and
related statutes and regulations. Title VI prohibits discrimination in federally assisted
programs and requires that no person in the United States of America shall, on the
grounds of race, color, or national origin (including limited English proficiency), be
excluded from participation in, be denied the benefits of, or be otherwise subjected to
discrimination under any program or activity receiving federal assistance. Related federal
nondiscrimination laws administrated by the Federal Highway Administration, the Federal
Transit Administration, or both prohibit discrimination on the basis of age, sex, and
disability. These protected categories are contemplated within Title VI Programs
consistent with federal interpretation and administration. Additionally, the PVMPO
provides meaningful access to its programs, services, and activities to individuals with
limited English proficiency, in compliance with US Department of Transportation policy
and guidance on federal Executive Order 13166.

State Nondiscrimination Protections

PVMPO also complies with the Massachusetts Public Accommodation Law, M.G.L. ¢ 272
§§ 923, 98, 98a, prohibiting making any distinction, discrimination, or restriction in
admission to or treatment in a place of public accommodation based on race, color,
religious creed, national origin, sex, sexual orientation, disability, or ancestry. Likewise,
PVMPO complies with the Governor’s Executive Order 526, section 4 requiring all
programs, activities, and services provided, performed, licensed, chartered, funded,
regulated, or contracted for by the state shall be conducted without unlawful
discrimination based on race, color, age, gender, ethnicity, sexual orientation, gender
identity or expression, religion, creed, ancestry, national origin, disability, veteran's status
(including Vietnam-era veterans), or background.
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1.0 Introduction

The PVMPO recognizes the importance of operating in concert with MassDOT and as such adopts the
values, goals and principles, as included in their Public Participation Plan (2014).

This Plan serves to guide agency public participation efforts to include those populations that have been
underserved by the transportation system and/or have lacked access to the decision-making process. This
Plan guides the PVMPO in its efforts to offer early, continuous, and meaningful opportunities for the public
to help identify social, economic, and environmental impacts of proposed transportation policies, projects
and initiatives. This Plan shapes all public engagement, from instances of simply disseminating information to
the formalized instances of public involvement in the transportation project development and decision
making process.

The Plan is based on federal and state requirements and guidance for encouraging and ensuring
community participation.® It describes the overall goals, guiding principles, and strategic approach to
achieving stated objectives. The Plan also defines how the PVYMPO incorporates public participation into its
transportation decision-making processes, and how the agency ensures access for people with disabilities
and the inclusion of low income and minority stakeholders. Specifically, the Plan states the methods that
will use to reach out to persons who are low-income, minority, Limited English Proficient (LEP), or have a
disability, and other traditionally underrepresented populations. Because different transportation decisions
to be made require different techniques for reaching the public, this Plan provides a toolbox of techniques
to be applied, as appropriate, to achieve effective participation.

This Plan is a living document which will change and grow to help deepen and sustain its work to engage
diverse community members throughout the state. Therefore, the PVYMPO will modify its public
participation methods and activities over time, based on ideas and feedback from community members
and evaluation of our public participation effectiveness.

In order for this Plan to take full effect, the PYMPO requires and will seek public comment, and make such
changes and improvements on this Plan and related protocols and policies as will improve our ability to
provide an equal opportunity for public input in our transportation decision making processes.

1.1 PVMPO'’s Structure, Mission and Values
The Pioneer Valley Metropolitan Planning Organization (PVMPOQ) is responsible for carrying out the

! This includes drawing from and adapting the FHWA's “Public Involvement Techniques for Transportation Decision-Making”
document. http://www.fhwa.dot.gov/planning/public_involvement/publications/techniques/
5
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continuing, cooperative, and comprehensive transportation planning process in the Pioneer Valley Region
that results in plans and programs that consider all transportation modes and supports metropolitan
community development and social goals. This planning process is designed to ensure early and continuing
opportunities for the public to express their views on transportation issues and to promote active
participation in the transportation decision-making process. This input is valuable in accomplishing the
following:

. Maintaining on-going dialogue with stakeholders so that information about projects is provided early
in the planning process when potential mitigation can be addressed most efficiently.

. Incorporating stakeholder data into the planning process at the early stages of project development.

. Communicating in a manner that meets the requirements of stakeholders, such as using visualization
to translate technical issues to be easily understood by lay individuals or providing more technical
information to those who require it.

. Providing information in a format that allows the stakeholders to compare projects geographically and
to understand the impacts of historical projects within an area.

1.2 PVMPOQ’s Public Participation Goals

PVMPO has the following public participation goals which agency representatives and those working in
concert with PVYMPO on transportation projects and initiatives should strive to achieve:

1. Obtain Quality Input and Participation

Comments received by PVMPO are to be encouraged and reviewed to the extent they
can be useful, relevant, and constructive, and contribute to better plans, projects, programs, and
decisions.

2. Establish Consistent Commitment

PVMPO strives to communicate regularly and develop trust with communities, while helping
build community capacity to provide public input, as needed.

3. Increase Diversity

Participants who are encouraged to participate in public engagement processes should represent,
as appropriate to a project or those impacted, a range of socioeconomic, ethnic, and cultural
perspectives and include people from low-income and minority neighborhoods, people with
limited English proficiency, and other traditionally underserved people.

4. Ensure Accessibility

Every effort should be made to ensure that participation opportunities are physically,
6
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geographically, temporally, linguistically and culturally accessible.

5. Provide Relevance

Issues should be framed clearly and simply such that the significance and potential effect may be
understood by the greatest number of participants.

6. Foster Participant Satisfaction

PVMPO should encourage the public to participate in project and initiative related discussions,
recognizing that people who take the time to participate feel it is worth the effort to join the
discussion and provide feedback.

7. Clearly Define Potential for Influence

The process should clearly identify and communicate where and how participants can have
influence and direct impact on decision making.

8. Establish and Maintain Partnerships

PVMPO develops and maintains partnerships with communities and community-based
organizations through the activities described in the PPP.

9. Provide Opportunities to Build Trust and Compromise

PVMPO should ensure that discussions, particularly where there are conflicting views, are structured
to allow for levels of compromise and consensus that will satisfy the greatest number of community
concerns and objectives. PVMPO recognizes that processes which allow for consensus to be
achieved are critical to enable public support for recommended actions.

1.3 Guiding Principles for Public Participation at PVMPO
To help PVMPO achieve its goals for public participation, the following principles have been adopted:

1. Promote Respect

All transportation constituents and the views they promote should be respected. All feedback
received should be given careful and respectful consideration. Members of the public should
have opportunities to debate issues, frame alternative solutions, and affect final decisions.

2. Provide Proactive and Timely Opportunities for Involvement

Avenues for involvement should be open, meaningful, and organized to let people participate
comfortably, taking into consideration accessibility, language, scheduling, location and the
format of informational materials. Meetings should be structured to allow informed,

7
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constructive dialogue, be promoted broadly and affirmatively; and be clearly defined in the early
stages of plan or project development. Participation activities should allow for early involvement

and be ongoing and proactive, so participants can have a fair opportunity to influence PVMPO
decisions.

. Offer Authentic and Meaningful Participation

PVMPO should support public participation as a dynamic and meaningful activity that requires
teamwork and commitment at all levels. Public processes should provide participants with
purposeful involvement, allowing useful feedback and guidance. Participants should be
encouraged to understand and speak with awareness of the many competing interests, issues,
and needs that lead to transportation ideas and projects.

. Provide a Clear, Focused, and Predictable Process

The participation process should be understandable and known well in advance. This clarity should
be structured to allow members of the public and officials to plan their time and use their resources
to provide input effectively. Activities should have a clear purpose, the intended use of input
received made clear, and all explanations described in language that is easy to understand.

. Foster Diversity and Inclusiveness

PVMPO should proactively reach out to and engage people with disabilities, as well as low-income,

minority, limited English proficient, persons with disabilities and other traditionally underserved
populations.

. Be Responsive to Participants

PVMPO meetings should facilitate discussion that addresses participants’ interests and concerns.
Scheduling should be designed to meet the greatest number of participants possible and be
considerate of their schedules and availability. Informational materials provided should be clear,

concise and responsive to known community concerns, while avoiding misleading or biased
suggestions or solutions.

. Record, Share and Respond to Public Comments

Public comments, written and verbal, should be given consideration in PVMPO decision making
processes and reported in relevant documents. Specifically, public comments provide an
opportunity for shared knowledge among PVMPO departments and transportation partners, but
also require clear responses that are documented to demonstrate that community input was in
fact addressed. PVMPO should communicate the impact of the public input on decisions at a
broad summary level, describing the major themes, the decisions reached, and the rationales for

8
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the decisions.

8. Self-evaluation and Plan Modification

The effectiveness of this Plan will be reviewed periodically to ensure it meets the needs of the
public, and will be revised to include new strategies and approaches.

2.0 PVMPO’s APPROACH TO PUBLIC PARTICIPATION

Transportation decision making and project development processes are regulated and follow set
procedures, including the need to give the public opportunities to participate. These public involvement
objectives are further shaped by PVMPQO’s commitment to civil rights related obligations, such as removal
of barriers to participation, diversity, and inclusive outreach. This Public Participation Plan describes
participation opportunities generally and includes specific protocols and resources that are designed to
facilitate diverse and inclusive public outreach and involvement. The plan is a flexible and evolving
document. As necessary, PVMPO will revise the PPP based on recurring assessments of successes and/or
challenges associated with outreach, as well as suggestions made and the results of public engagement
processes.

In this chapter, a general description of PVMPQ’s public participation activities is presented. Chapter 3
contains the specific civil rights protocols utilized by PVMPO for all public outreach activities, categorized
by types of communication formats, including large group discussions, targeted group engagement and
one-on-one interactions. Chapter 3 also contains the PVMPO Accessible Meeting Policy. Our view is that
if these objectives and standards are consistently applied to the different types of public meetings
PVMPO convenes or participates in, the resulting discussions and resolution of issues will be inclusive and
accessible to all.

In the subsequent chapters, specific opportunities to participate are described in the context of the
development of:

e Long-term transportation plans
e Regional Transportation Improvement Programs (TIP)
e Unified Planning Work Programs and their relevant tasks

These outreach described for these specific activities should be read in concert with the civil rights
protocols set forth in Chapter 3, as they are both congruent with and structured to facilitate inclusion in all
PVMPO public participation efforts.

In addition, relevant federal policy guidance, principles and techniques are referenced that enhance the
9
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potential for successful public participation processes. These ideas are derived from the U.S. DOT—
sponsored guidance for systematically setting up and implementing a public participation program for a
specific plan, program, or project.

2.1 Public Participation Techniques

PVMPO takes pride in its work to maintain a collaborative relationship with community and municipal
stakeholders and has strategically developed this Public Participation Plan to foster collaboration in an
all-inclusive manner. The PVMPO public outreach effort rests on utilizing multiple communication
channels to distribute information to, and solicit input from, affected constituencies. PVMPO typically
communicates with the general public through one or more of the following methods:

e PVMPO website

e Public media (including local minority and non-English newspapers, radio stations, and
television stations)

e Pressreleases

e Posters, display boards, and flyers
e Project fact sheets

e Brochures

e Newsletters

e Public service announcements

e Mailing and email lists

e Information stands at local events

e Social media tools, including Twitter, Facebook, YouTube, email distribution lists, and other new
media venues

e Legislative briefings
e Presentations, public meetings, public hearings, open houses, and workshops

e Civic advisory committees and working groups

PVMPO Website Specifics:

Many people use the Internet as their main source of data and information. The PVMPO website is a
comprehensive resource for people wanting information about PVMPO programs, projects, and activities.

10
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Public notices of all PVMPO meetings, public hearings, and public comment periods are posted on this site,
along with information about PVMPO programs, projects, and activities. Some programs and projects have
dedicated web pages on the PYMPO website that include:

e Information about upcoming meetings

e Project presentations and fact sheets

e Summary notes for meetings/workshops on the project

e A way to be added to the project’s electronic distribution list

Project websites are important tools for people who cannot attend meetings. Members of the public can
review presentations and meeting summaries and provide comments through emails and letters to the
project team. People with disabilities that limit their ability to attend meetings can also review project
information and provide comments on the website, and thereby have an alternative to physically attending
a meeting.

Meeting Notice Content and Distribution:

PVMPO announces all meetings, public presentation, open houses, workshops, and public comment periods
through press releases, mailings, and/or the distribution of informational meeting flyers as well as placing
meeting information on the PYMPO website. Notices are published in local English newspapers, and if the
project has an impact on low income or minority populations, an effort is made to place notices in media
that serves local, minority and non-English communities in regions across the Region. In the
Springfield/Holyoke area, such publications include El Pueblo Latino among others. Meeting notices will
include information about getting to a meeting location using public transportation, when transit is
available. PVMPO notices also let people know they can request foreign language assistance, and that sign-
language interpreters and other accommodations are available on request for people with disabilities (with
timely notification).

There is also information that lets people know who they can contact with questions or concerns. The
information for these meetings and the informational materials provided at the meetings are translated
into languages other than English, as needed.

11
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2.1.1 Public Meetings, Open Houses, and Workshops

1) Public Meetings

Public meetings are held to present information to the public and obtain input from community residents.
Meetings provide a time and place for face-to-face contact and two-way communication. They are
generally tailored to specific issues or community groups and can be either informal or formal. Public
meetings are used to disseminate information, provide a setting for public discussion, and receive feedback
from the community.

2) Open Houses

Open houses are informal settings where people can obtain information about a plan, program, or project.
They do not have formal agendas, and no formal discussions or presentations take place. At open houses,
people receive information informally from exhibits and staff, and they are encouraged to give opinions,
make comments, and state preferences to staff, orally or in writing. Informal presentations, slide shows,
and one-on-one discussions take place continuously throughout the event, which usually includes a series
of stations: a reception area; a presentation area for slide shows or short talks; areas for one-on-one
discussions between community people and agency staff members; and displays of background
information, activities to date, work flow, and anticipated next steps, accompanied by an array of primary
subject panels. Since there is no fixed agenda, open houses are usually scheduled for substantial portions
of a day or evening, so that people can drop in at their convenience and fully participate.

Note that Open Houses often involve one-on-one discussion of issues or concerns between meeting
participants and project engineers or other PVMPO representatives. The content and nature of these
informal exchanges is not easily captured in documents such as meeting summaries or notes. Thus,
those PVMPO representatives that have such an exchange are instructed to relay the content to the
Project Manager so that these issues are catalogued and tracked, as needed.

3) Workshops

Workshops are organized around a particular topic or activity and typically involve a relatively small group
of people who want to participate intensively. These events are usually one to three hours in duration, and
small groups work on a specific agenda. PVMPO staff members provide information, answer questions, and
participate as individuals in workshops. Workshops are inherently participatory and encourage a “working
together” atmosphere.
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2.1.2 Public Hearings

A public hearing is more formal than a public meeting. The public hearing is an opportunity for members of
the public to make recorded statements of their views immediately before project decision making and, in
the case of an environmental impact statement (EIS), preparation of the final environmental impact
statement (FEIS). PVMPO views the hearing as a specific, observable administrative benchmark for public
involvement.

A public hearing is held near the end of a project development process or if required by state or federal
law, prior to a decision point, to gather community comments and hear the positions of all interested
parties for the public record and input into decisions. Public hearings are required by the federal
government for many transportation projects and have specific legal requirements.

2.1.3 Meeting Facilities and Accessibility

PVMPO is required to hold public hearings, meetings, open houses, and workshops in accessible facilities
that are, wherever possible, at locations close to or served by fixed-route transit service, to let people
know that the meeting location is accessible. Meeting planners must conduct an analysis of the
demographics of the area where the meeting is to be held to determine when notices should be translated
into languages other than English. The availability of handout materials in alternative formats—Braille,
large print, and/or audio cassette, and languages other than English—as well as other accommodations
(language interpreters, sign language interpreters, CART translators, etc.) must be indicated in the meeting
notices along with specific information on how to request these accommodations.

PVMPO meeting planners should research and make every effort to select the location, size, and setup of
meeting facilities based on the specific characteristics of the audience and the type of information to be
presented. Whenever possible, hearings, meetings, and workshops should be held in places that are
centrally located to the project and likely to attract a cross section of the people and businesses
representative of the community stakeholders. Public libraries, public schools, and community centers are

often used.

PVMPO meeting planners should strive to create a welcoming environment. The staff members charged
with the coordination of any meeting are responsible for providing resources, including free accessibility
assistance and language assistance, to ensure that the event is accessible to all people and to provide the
greatest opportunity for participation by interested parties.
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2.2 Tailoring Outreach to Underserved People

Meeting planners should not only schedule a room, post notices and ensure that accommodations are in
place for a meeting to be well attended. There is also an obligation to conduct outreach to encourage
attendance, particularly among groups protected by the anti-discrimination laws with which PYMPO has
promised to comply.

Many people in minority and low-income communities, as well as those with low literacy and/or limited
English proficiency, have traditionally been underserved by conventional outreach methods. Outreach to
traditionally underserved groups helps ensure that all constituents have opportunities to affect the
decision-making process. It sets the tone for subsequent project activities and promotes a spirit of
inclusion. The greater the consensus among all community members, the more likely the position agreed
upon will aid in decision making for the plan, program, or project.

Inclusive outreach efforts are particularly useful because they:

e Provide fresh perspectives to project planners and developers

e Give PVMPO firsthand information about community-specific issues and concerns
e Allow PVYMPO to understand potential controversies

e Provide feedback to PVYMPO on how to get these communities involved

e Ensure that the solutions ultimately selected will be those that best meet all of the
communities’ needs

PVMPO staff should strive to understand the full range of a community’s needs in order to create more
responsive and more innovative plans. By interacting with community members, PVMPO staff will gain
insight into the reasons why community members agree or disagree with proposed plans or projects. The
perspective of traditionally underserved people can inform the goals and outcomes of planning and project
development, and ignoring this input can seriously threaten a project from being approved. Such
individuals can suggest fresh approaches to transportation issues that otherwise might not be raised.
PVMPOQ’s public outreach efforts are designed to address the needs of low-income, minority, Limited
English Proficiency, and other traditionally underserved people throughout all phases of any public
participation process. PVMPO staff should recognize that traditional techniques are not always the most
effective with these populations. Staff and managers employ a variety of public involvement techniques
when working with underserved populations and communicates with community leaders to find out the
best techniques for working with a particular group (e.g., which approaches to use, where and when to hold
events, how to recruit people, and what to avoid doing).
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3.0 Title VI and ADA PROTOCOLS, POLICIES, AND RESOURCES

The civil rights protocols set forth in this document are a baseline for holding inclusive, accessible and
responsive public meetings, hearings and the like. There are two primary sections in this chapter. Section
3.1 contains protocols and resources for ensuring diversity and inclusivity in public engagement. Section
3.2 contains protocols and resources for ensuring the accessibility of PVMPQ’s public activities. These
efforts are related and appropriate references are made between these sections, as needed.

3.1 Civil Rights Protocols for Public Engagement

Many PVYMPO departments and units conduct and participate in unique types of meetings and hearings
within the course of their day to day operations. These Protocols have been designed with the intention
of supporting and not supplanting the basic form and structure of existing operations. Further, these
Protocols will provide links, resources and contacts for the purpose of achieving public engagement that
is compliant with civil rights law. It is anticipated that these Protocols should be considered part of
existing Standard Operating Procedures, Guidelines and Manuals, and that as these document are
revised, these Protocols will be incorporated into the relevant portions of these documents.

The obligation to comply with these Protocols begins with the person(s) responsible for organizing and/or
conducting the meeting or hearing, and because of the shared nature of many public processes between
units, should be viewed as a shared responsibility. For example, in the 25% Design Public Hearing, there are
multiple units involved in presenting information to the public, and each unit has specific civil rights
obligations to ensure that Title VI/Nondiscrimination populations, including people with limited English
proficiency and/or disabilities are able to participate equally in these meetings.

These Protocols include steps and strategies to implement prior to holding a public meeting or other such
activity and during the course of the public process. Due to the varied nature of PVMPQO’s engagement
with the public, it is not the intention within these Protocols to include all required actions specific to
varying stages of the planning process, or varying departmental standard operation procedures.
However, where a Project Manager or other staff member encounters a difficult public involvement
situation, he/she is advised to contact the Title VI Specialist at the PVPC to identify strategies and
alternatives to address such situations. Should a need arise for further clarification the Title VI Specialist
for the MassDOT Office of Diversity and Civil Rights may be consulted.

Similarly, these Protocols should not be woodenly applied to every meeting/hearing. Meetings should be
tailored to the special needs of the community, and/or the target audience and subject matter to be
addressed. Effective public participation from a civil rights perspective includes awareness of the local
population (demographics) or individuals to be engaged, including languages spoken, represented
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cultural groups, community organizations and leaders and key players. Equally critical to an effective
meeting are well communicated (effectively circulated across types of media, and translated when
needed) and timely notices, early response, and coordination on requests for language assistance for
limited English proficient individuals or reasonable accommodation for people with disabilities.

Federal nondiscrimination obligations, through Title VI of the Civil Rights Act of 1964, Section 504 and 508
of the Rehabilitation Act of 1973, and the Americans with Disabilities Act (ADA), reach the categories of
race, color, national origin (including LEP), age, sex, and disability. These protocols are designed to ensure
that sufficient consideration of outreach to and inclusion of these groups is incorporated into PYMPQ’s
public engagement procedures. Adherence to these protocols will also sufficiently address State-level
nondiscrimination obligations?.

While the following protocols endeavor to highlight specific resources where available, past experience
with the public can and should be considered a resource to identify individual and community needs,
including civil rights related considerations such as language assistance needs, accessibility
accommodations and inclusive public participation. Please use these Protocols as a guide and use good
professional judgment in the decisions you make as you implement them.

3.1.1 Civil Rights Protocols by Type of Public Engagement

The following represent the four types of public engagement most commonly encountered by

PVMPO employees:
e Meetings for the general public
Targeted outreach gatherings
Open houses
e One-on-one interactions

An introduction to each of these four types of public engagement is provided below. Familiarity with the
following descriptions will help inform the user on how they should navigate the protocols set forth in this
document.

Meetings for the General Public (Sec 2.1)

Public meetings and hearings, both at the project level and more broadly, are an opportunity for members of
the public to engage in the transportation decision making process. The civil rights considerations described in
this section are designed to inform and guide all PYMPO staff involved in planning and conducting such
events. Incorporation of these processes and utilization of these resources when planning or participating in
public meetings/hearings will help ensure that these events are Title VI compliant.

2 State level protections include the federal protections plus ethnicity, sexual orientation, gender identity or expression, religion, creed,
ancestry, veteran's status (including Vietnam-era veterans), and background
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Open Houses (Sec 2.2)

In the case that you are planning an open house session as a standalone event (such as a public information
session) that will not precede a public meeting or hearing, see Sections 2.1.1 to 2.1.4.

PVMPO staff and consultants regularly interact with members of the public through “open house” sessions
prior to meetings/hearings. These sessions afford members of the public an opportunity to view design plans
for projects that will be discussed at the formal public outreach event. PVMPO staff , and local officials are on
hand to discuss particular details of interest with members of the public. While the interactions during these
sessions are informal, critical issues are often raised. PVMPO staff strive to address these issues accurately and
effectively during these sessions. [Practice Tip: Some attendees choose to forego the meeting/hearing satisfied
with the information gained or with the opportunity to express concerns at the open house session.] Due to the
direct nature of interaction with members of the public at these open houses, there exist civil rights risk
factors. These risks can be mitigated by adhering to the principles outlined in this section.

Targeted Outreach Gatherings (Sec 2.3)

At times, the complexity of a project, controversial issues, or the reality of having multiple large Title VI groups
to address may require engaging targeted audiences of stakeholders. Similarly, PYMPO may at times convene
selected people within advisory committees, research efforts, focus groups and the like. The general work of
understanding the demographics of people in a locality or project area still apply to determine what Title VI
groups are impacted by an initiative, as described above. However, there may be a need to include strong and
possibly visible community leaders within Title VI populations; this can require more subtle and challenging
efforts to secure their participation and needed contribution to discussions or deliberations.

One-on-One Interactions (Sec 2.4)

PVMPO staff members interact directly with the public by virtue of the public facing programs, services, and
activities the organization provides. These interactions can include planned meetings, such as those with
property and business owners directly impacted by transportation projects, and spontaneous interactions with
members of the public. These interactions, whether in person, over the phone, or electronic, present
particular civil rights related risk factors that can be mitigated through the strategies articulated in Section 2.4.

3.1.2 Meetings for the General Public

3.1.2.1 Preliminary/Ongoing Considerations

1) Identify the population and composition of the individuals/communities impacted by the
PVMPO program, service, or activity by considering the following:

a. Project parameters, such as location, areas that will be impacted by construction
phases, areas that may benefit from the completed project, and the areas that may be
burdened by the completed project

b. The nature of the program, service, or activity (is it connected to the project
development process? is it statewide, regional or local?)
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2) Determine the Title VI features of the community to be engaged by reference to PVMPQ'’s
Title VI maps, which include the limited English proficient (LEP) and minority populations
across the Commonwealth. Consult the following maps and additional resources.

a.

PVPC Low Income and Minority Maps
http://pvpc.maps.arcgis.com/apps/StorytellingTextLegend/index.html?appid=f54bf3b
6dfd04033980dcd9a898b85a3

PVPC Demographic Data
http://pvpc.maps.arcgis.com/apps/OnePane/basicviewer/index.htm|?appid=72e06c6
1d02b4ad386157f24168c8542#

Neighborhood Specific Data
http://pvpc.maps.arcgis.com/apps/OnePane/basicviewer/index.html?appid=b6239cfb
2f494476b1c0dde986055286

PVPC Means to Work Data
http://pvpc.maps.arcgis.com/apps/Compare/storytelling compare/index.html?appid=
eaal3c0539b444f984de5b7777cebf98

MassDOT LEP Maps
http://www.massdot.state.ma.us/Portals/0/docs/CivilRights/TitleVI/fta lap/FTA LAP
AppendixB.pdf

MassDOT Minority Populations Map [Practice Tip: This map shows the concentration
of minority populations. This information can help you develop a strategy for
publicizing public engagement opportunities and disseminating materials that
effectively reaches representative and diverse stakeholders.]S:\Civil Rights\Title
VI\Website Content

US Census Bureau Language Mapper
http://www.census.gov/hhes/socdemo/language/data/language map.html?eml=gd

MassDOT Public Engagement Online Tool
http://gis.massdot.state.ma.us/maptemplate/languagetracts (please note this tool is
still in beta)

3) Identify key Title VI-related and other community based organizations and community
leaders. [Practice Tip: You may already have well established connections with individuals and
groups throughout the Commonwealth. You are encouraged to continue reaching out to
those. These instructions provide you with steps to identify previously unknown points of
contact to diversify outreach.] There are several approaches meeting planners can take to
accomplish this step:

a.

Use the Transportation Equity Database that has been developed for this purpose.

b. Contact the adjoining MPOs (Franklin, Berkshire, Central Mass) for the local area for a

list of organizations by county and key leaders when situation warrante.
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3.1.2.2

Consult the Office of Transportation Planning MPO Liaison who works with the
PVMPO and can support the effort to identify groups and individuals.

Consult the PVPC Public Relations staff has conducted a variety of meeting outreach
efforts across the region and can identify key groups and individuals in every
community.

Meeting Location and Time

1) Title VI Considerations

a.

Consult with community leaders and community based organizations to identify any
aspects of the community which may be central in determining the time and location
of the public engagement activity. [Practice Tip: These individuals can help you
understand the cultural, ethnic, religious, gender, and political histories/experiences of
the demographic groups in the locale to better inform meeting planning.]

Consider factors such as cultural sensitivities and/or professional and academic
commitments in setting the number of meetings. Multiple meetings can be held at
various locations and times if doing so promotes meaningful access to the public
engagement opportunity.

Where possible, select a meeting location near public transportation options. [Practice
Tip: A general rule of thumb is within % mile walking distance.]

2) ADA Considerations

a.

Identify a venue for the public meeting that is ADA compliant and accessible to people
with disabilities.

i. MassDOT maintains an Accessible Facilities Database that contains updated
information regarding venues that have been previously assessed for ADA
compliance. Note: the database is currently being incorporated into
MassDOT’s Public Engagement Online Tool
(http://gis.massdot.state.ma.us/maptemplate/languagetracts)

If an appropriate venue cannot be identified in the database, the following resources
can identify public meeting venues that may be accessible:

i. The Massachusetts Office on Disability
http://www.mass.gov/anf/employment-equal-access-disability/oversight-
agencies/mod/

ii. The Disability Commissions (S:\Civil Rights\ADA\Disability Commissions)

iii. The Independent Living Centers http://www.masilc.org/membership/cils

Take the opportunity afforded by early communication with venue staff to identify
pre-existing accessibility accommodations, such as assistive listening devices and
Communication Access Real-Time Translation (CART) equipment. [Practice Tip: Even
though you don’t know if such devices will be needed yet, this is a good opportunity to
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3.1.2.3

take stock of what is available should the need arise.] The need for these
accommodations will be addressed in Section 2.1.4, below.

For a full treatment regarding ADA obligations in the public outreach context, consult
the PVMPO (MassDOT) Accessible Meeting Policy in Section 3.2 below or online at:
http://www.massdot.state.ma.us/Portals/0/docs/CivilRights/ADA/Attachment 13.pdf
. The policy enumerates ADA obligations in the public meeting context and provides a
checklist for holding an ADA accessible public meeting. [Practice Tip: If you are
planning on using a venue for the first time, this checklist can help you verify its
accessibility. The completed checklist should be shared with ODCR’s Manager of
Federal Programs for incorporation into the database.]

Coordinating Public Notice

1) Draft the public meeting notice document, either utilizing existing approved templates or
creating a new one, ensuring that the following civil rights related components are included:

a.
b.

(oN

Notice of Nondiscrimination
Availability of language services and reasonable accommodations

Contact information and procedures for requesting the above services, additional
information, or to express a concern

International Symbol of Accessibility
http://en.wikipedia.org/wiki/International Symbol of Access

2) Public meeting notices must be accessible. For guidance, please refer to Section 2.1.4 §§ 3.
[Practice Tip: Since public meeting notices are disseminated in a variety of ways, including
physical postings, website postings, and email blasts, it is important that the appropriate font
and font size be used and that the electronic document be compatible for use with screen
readers.]

3)

Address language needs and utilize non-English language outreach resources in the
dissemination area if individuals who have limited proficiency in English are present.

a.

Identify non-English language media (print, TV, radio, online, etc.) and sites with a
strong presence of individuals who have limited proficiency in English (transportation
facilities, community centers, libraries, commercial/employment/educational
establishments, places of worship, cultural centers, etc.) that may be effective in
communicating notice to individuals who have limited proficiency in English. [Practice
Tip: The reason you are identifying these resources first is to know what services
actually exist to provide translated materials to.] Consider consulting the following
resources:

i. MassDOT Office of Diversity and Civil Rights
http://www.massdot.state.ma.us/OfficeofCivilRights.aspx

ii. PVMPO Public Relations Staff
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iii. Community Leaders

iv. Other Metropolitan Planning Organizations (MPOs)
http://www.massdot.state.ma.us/Portals/17/Images/DataMaps/boundry/MP
Os-RPAs-Statewide.pdf

v. Pioneer Valley Transit Authority (PVTA)
http://www.pvta.com/

vi. Public Libraries http://www.publiclibraries.com/massachusetts.htm

vii. Schools/Universities
http://en.wikipedia.org/wiki/List of colleges and universities in Massachus
etts

viii. Chambers of Commerce http://masshome.com/cofc.html

ix. Local Legislators

Develop translated version(s) of the notice document or other related
announcements, as needed, based on the extent of LEP need and available media
sources. [Practice Tip: If you’ve identified a large population of individuals who are LEP
in the meeting or project locale, consider translating the meeting notice in full. If you
are less likely to encounter individuals who are LEP, you can consider including the
single line of text into the languages other than English you may encounter.] This could
include:

i. Full translation of the notice into the languages indicated

ii. The inclusion of the following statement translated into the appropriate
languages into the English language version of the notice.

1. “This notice describes the date, time, and location of a public meeting
or hearing on a transportation project in this area. If you need this
notice translated, contact PVMPQ'’s Title VI Specialist at 413-781-6045.”

iii. Translated versions of print, TV, radio, and online announcements related to
the meeting, as applicable.

Consult the following resources for translation needs:
i. UMass Translation Center

1. Request Procedure:
http://www.umasstranslation.com/services/request-an-estimate/

2. Rates: http://www.umasstranslation.com/services/rates/

ii. Statewide Language Services Contract

1. Search COMMBUYS website https://www.commbuys.com/bso/ for
contract “PRF48”
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a. Entities eligible to utilize this contract:

i. Cities, towns, districts, counties and other political
subdivisions;

ii. Executive, Legislative and Judicial Branches, including all
Departments and elected offices therein;

iii. Independent public authorities, commissions and quasi-
public agencies;

iv. Local public libraries, public school districts and charter
schools;

v. Public hospitals, owned by the Commonwealth;
vi. Public institutions of high education;
vii. Public purchasing cooperatives;

viii. Non-profit, UFR-certified organizations that are doing
business with the Commonwealth;

ix. Other states and territories with no prior approval by the
State Purchasing Agent required; and

X. Other entities when designated in writing by the State
Purchasing Agent.

4) The final dissemination of public notice should incorporate the following:

a.

The dissemination of public notice has occurred sufficiently in advance of meeting to
ensure adequate processing time for language and accessibility accommodation
requests. [Practice Tip: Distributing notice three weeks in advance of a public
engagement opportunity is generally regarded as appropriate, with two weeks or 10
business days considered the minimum limit for reasonable notice.]

The public notice/announcement materials have been delivered to non-English
language outreach resources and sites identified in Section 2.1.3 §§ 3; a.

The public notice has been delivered directly to individuals, organizations, and other
stakeholders that represent Title VI populations in the region. You should consider
sending notice to the entities below with the instruction that they forward the notice
among their own distribution lists and/or post it.

i. PVMPO Transportation Section (Maintains a distribution list)
ii. PVPC Public Relations Specialist

iii. Local Community Leaders
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iv. Other Metropolitan Planning Organizations (MPOs)
http://www.massdot.state.ma.us/Portals/17/Images/DataMaps/boundry/MP
Os-RPAs-Statewide.pdf

v. PVTA and Regional Transit Agencies (RTAs)
http://www.massdot.state.ma.us/Portals/17/docs/MapCatalog/Maps/RTAs-

Statewide.pdf

vi. Public Libraries http://www.publiclibraries.com/massachusetts.htm

vii. Schools/Universities
http://en.wikipedia.org/wiki/List of colleges and universities in Massachus
etts

viii. Chambers of Commerce http://masshome.com/cofc.html

ix. Local Legislators

X. Boston Mayor’s Office of Neighborhood Services
http://www.cityofboston.gov/ons/coor list.asp

3.1.24 Preparation for the Meeting

1) While preparing for the meeting, consider the following questions: (1) Are there civil rights
implications in the background/history of the project? (2) What public involvement has
already been accomplished and did it illuminate civil rights concerns? and (3) What are the
known benefits and burdens of the PVMPO program, service, or activity on Title VI
populations? Consult the following resources:

a. Public meeting/hearing transcripts

b. Written public comments

c. PVMPO staff involved in planning and/or conducting prior related meetings
d. Project INFO comments

e. Public meeting demographics surveys

2) Meeting planners should maintain an ongoing dialogue with the individuals and organizations
identified in Sections 2.1.3 §§ 3; a; i and 2.1.3 §§ 3; c; i in order to remain well informed on
the level of community interest and likely involvement in the public outreach event.

3) The subject matter of transportation-related public engagement can often be based on highly
technical studies, project designs that address difficult engineering requirements, multi-
faceted long range plans, and other complex documents. In such instances, project managers
and meeting planners should create summary documents to present complex information
in as simple and clear manner as possible to members of the public who have widely varying
backgrounds, including varied education levels. This guidance document produced by the
Navy and Marine Corps Public Health Center gives pointers on writing effective executive
summaries of highly technical documents
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4)

5)

http://www.med.navy.mil/sites/nmcphc/Documents/environmental-programs/risk-
communication/Appendix E AGuideToWritingAnEffectiveExecutiveSummary.pdf . The key
points and tips, such as avoiding industry jargon, replacing complex words with simple words,
and using acronyms carefully, apply not only to the development of executive summaries, but
also the development of documents that effectively convey information to the public.

Similarly to #3 above, any spoken presentation of complex topics should be as simple as
possible to effectively communicate the subject matter across the varying background of
meeting attendees. The guidance document below describes good strategies for presenting
technical information to nontechnical audiences http://www.cedma-
europe.org/newsletter%20articles/WorkplaceXpert/Presenting%20Technical%20Information
%20to%20Nontechnical%20Audiences%20(Aug%2008).pdf .

Ensure that electronic documents related to the subject of the public meeting and intended
for public dissemination and review are accessible, in compliance with the Americans with
Disabilities Act and Section 508 of The Rehabilitation Act of 1973. [Practice Tip: Adobe
Acrobat Professional and Microsoft Word have built-in “accessibility checkers.”] This applies
to documents produced by PVMPO staff as well as consultants. Consult the following for
instructions on developing accessible documents:

a. Best practices for text and color contrast considerations when preparing hardcopy and
electronic visual aids (such as maps, posters, plans, PowerPoint templates/graphics,
charts, graphs, etc.) http://1i129-
107.members.linode.com/accessibility/design/accessible-print-design/

b. Creating accessible Word documents: http://office.microsoft.com/en-us/word-
help/creating-accessible-word-documents-HA101999993.aspx

c. Creating accessible Excel workbooks: http://office.microsoft.com/en-us/excel-
help/creating-accessible-excel-workbooks-HA102013545.aspx?CTT=3

d. Creating accessible PowerPoint presentations: http://office.microsoft.com/en-
us/powerpoint-help/creating-accessible-powerpoint-presentations-
HA102013555.aspx?CTT=3

e. Creating accessible PDFs with Microsoft Office products through “Tagging”:
http://office.microsoft.com/en-us/excel-help/create-accessible-pdfs-
HA102478227.aspx?CTT=3

f. General information on accessibility from Adobe:
http://www.adobe.com/accessibility/

g. Adobe Acrobat X Accessibility Guide:
http://www.adobe.com/content/dam/Adobe/en/accessibility/products/acrobat/pdfs/
acrobat-x-accessible-pdf-from-word.pdf

h. Adobe Acrobat 9 Pro Accessibility Guide:
http://www.adobe.com/content/dam/Adobe/en/accessibility/products/acrobat/pdfs/
A9-accessible-pdf-from-word.pdf
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i. Video on preparing accessible InDesign files: http://tv.adobe.com/watch/accessibility-
adobe/preparing-indesign-files-for-accessibility/

6) The period between notice dissemination and the meeting date should be used to identify
and arrange accommodations and produce meeting materials in alternate languages and
formats (such as Braille and large-print), if requested.

a. Alternate formats can be obtained by contacting:

i. Massachusetts Office on Disability http://www.mass.gov/anf/employment-
equal-access-disability/oversight-agencies/mod/

b. The nature and extent of accommodations that may be needed can be identified
through the following:

i. Direct requests

ii. Past experiences, both within the community and at specific meeting locations
which can include previously encountered reasonable accommodation and
language service requests

1. Meeting coordinators are required to submit demographic and
accommodation summaries to ODCR. You can request this information
from ODCR to better understand the past experiences of other meeting
planners in the locale of your meeting.

iii. An understanding of community demographics
iv. Feedback from community leaders, CBOs, stakeholders, advocacy groups, etc.
v. PVMPO Accessible Meeting Checklist
c. Foreign language document translation can be provided by:
i. UMass Translation Center

1. Request Procedure:
http://www.umasstranslation.com/services/request-an-estimate/

2. Rates: http://www.umasstranslation.com/services/rates/

ii. Statewide Language Services Contract

1. Search COMMBUYS website https://www.commbuys.com/bso/ for
contract “PRF48”

a. Entities eligible to utilize this contract:

i. Cities, towns, districts, counties and other political
subdivisions;

ii. Executive, Legislative and Judicial Branches, including all
Departments and elected offices therein;
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d.

iii. Independent public authorities, commissions and quasi-
public agencies;

iv. Local public libraries, public school districts and charter
schools;

v. Public hospitals, owned by the Commonwealth;
vi. Public institutions of high education;
vii. Public purchasing cooperatives;

viii. Non-profit, UFR-certified organizations that are doing
business with the Commonwealth;

ix. Other states and territories with no prior approval by the
State Purchasing Agent required; and

X. Other entities when designated in writing by the State
Purchasing Agent.

To obtain accessibility accommodations not provided by the venue (Section 2.1.2 §§ 2;
c), contact:

i. MassDOT Facilities
1. Phone: (857) 368-9560
2. Email: dotgeneralservices@dot.state.ma.us

ii. Metropolitan Planning Organizations
http://www.massdot.state.ma.us/Portals/17/Images/DataMaps/boundry/MP
Os-RPAs-Statewide.pdf

iii. Massachusetts Office on Disability http://www.mass.gov/anf/employment-
equal-access-disability/oversight-agencies/mod/

If unsure how to provide a particular accommodation or for guidance on
recommended accommodations, consult:

i. PVPCTitle VI Specialist or if needed the MassDOT Office of Diversity and Civil
Rights http://www.massdot.state.ma.us/OfficeofCivilRights.aspx

ii. PVPC Public Relations Specialist

iii. The Massachusetts Office on Disability
http://www.mass.gov/anf/employment-equal-access-disability/oversight-
agencies/mod/

iv. The Disability Commissions (S:\Civil Rights\ADA\Disability Commissions)

v. The Independent Living Centers http://www.masilc.org/membership/cils

Funding Considerations
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3.1.2.5

i. All accommodations must be provided to the public free of charge.

ii. For public outreach events which are necessitated by the project development
process, each project contains an administration budget that should be
utilized, if available.

Meeting Set-Up

1) ADA considerations in public outreach are fully articulated in the PVMPO Accessible Meeting
Policy (same as MassDOT) in Section 3.2 below and online at:
http://www.massdot.state.ma.us/Portals/0/docs/CivilRights/ADA/Attachment _13.pdf. Meeting

setup is addressed in the “Accessibility Checklist for Meeting Planners” which should be used in
order to verify the following:

a.

b.

If the main entrance to the building is not accessible, is the accessible entrance unlocked?

Are there integrated seating areas for individuals who use a wheeled mobility device in
the meeting room? [Practice Tip: Seating areas for individuals with disabilities should not
be segregated from the rest of the audience or limited to just one area.]

Is there seating available for attendees who are deaf or hard of hearing, and have
requested an accommodation, near the front of the meeting room so that attendees may
see the interpreter/captioner, or lip read?

Is the space allotted to sign language interpreters and/or the CART screen or monitor
clearly visible?

Are the aisles at least three feet wide and clear of obstacles or tripping hazards?

If microphones are used during the public meeting, are adjustable microphone stands
available for attendees? Can staff be used as floaters with microphones as an alternative?

If the main entrance to the building is not accessible, is there directional signage towards
the accessible entrance?

Is the accessible entrance unlocked and able to be used independently? If the meeting is
taking place at night, is the path leading to the alternate entrance well lit?

If a stage or platform will be used during the public meeting, is it accessible?

If a podium will be used during the public meeting, is the podium height adjustable? If
not, is there a small table (between 28 and 34 inches in height) provided to the side of the
podium?

Have assistive devices been tested for full functionality immediately prior to the start of
the event?

Is there directional signage for accessible restrooms and/or emergency exits, if
applicable?

2) Title VI considerations can be addressed through the following:
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a. Based on identified or likely-to-be-encountered language needs, has signage in other

languages been posted?

b. Is the space allotted to foreign language interpreters clearly visible to the entire
audience?

c. Has space been given to foreign language interpreters to sit with individuals who need

language assistance?

d. Have Title VI related materials been made available at the welcome desk and/or in the
meeting packet? [Practice Tip: Assistance is provided at the welcome desk, paying special
attention to indications that meeting attendees may have literacy or non-English speaking
issues.] This should include:

i. “I speak” language cards http://www.lep.gov/ISpeakCards2004.pdf

ii. Translated versions of the written comment form, as applicable

iii. Demographics survey (insert link)

3.1.2.6 During the Meeting

1)

2)

3)

In the event that this public meeting/hearing is preceded by an open house, please refer to
Section 2.2 regarding civil rights considerations in that setting.

At the official start of the meeting, make the following statements. If a foreign language
translator(s) is present, instruct them to repeat.

a. (Insert language here when finalized by Title VI Working Group, address: general
statement regarding nondiscrimination and availability of language and accessibility
accommodations, including assistance in providing written comments and/or filing in
forms such as the demographics survey)

b. Include instructions on site-specific accessibility considerations, such as accessible
emergency exits.

c. Encourage attendees to complete the Demographics Survey, which can be either
turned in during the event or mailed to PVMPO after the fact.

PVMPO is required to “demonstrate explicit consideration and response to public input” (23
CFR 450.210). During a public outreach event, this requires affording attendees with
opportunities to voice comments, questions, and concerns and provide an adequate response
at the event or by following up in writing (see Section 2.1.7) or at subsequent public outreach
opportunities. [Practice Tip: All PYMPO staff in attendance at open houses and similar
informal meetings should take written note of any oral comments made by the public during
the meeting and during one-on-one interactions and give this information to the Project
Manager as part of post-meeting followup.]
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3.1.2.7

Post Meeting

1) All public comments (written and oral), testimonials, and sentiments expressed during the
public outreach event have been gathered/documented by PVMPO staff that attended the
meeting and passed on to the Project Manager (or designee). [Practice Tip: This can be
accomplished through in-person debriefing sessions following the meeting or reviewing the
meeting transcript, if available.]

2) Once received, the Project Manager (or designee) catalogues all public comments.

3) The Project Manager is responsible for coordinating responses to public comments. [Practice
Tip: Remember: direct impacts require direct communication. 23 CFR 450.210]

a.

b.

Methods of responses can include:
i. Individualized written responses

ii. General distribution written statements (web, email, newsletter, newspaper,
etc.)

iii. Postings to project specific website, if available

iv. In-person or telephonic follow-ups with individuals/organizations regarding the
topics of discussion at the public outreach event [Practice Tip: The protocols
and tips found in Section 2.4 regarding one-on-one interactions can help you
eliminate communication barriers you may encounter.]

The Project Manager (or designee) reviews the public comments to determine which
PVMPO staff should be consulted with or assigned the responsibility of drafting a
response that “demonstrate[s] explicit consideration... to public input” (23 CFR
450.210).

4) Ininstances where PVMPO will draft a written response to a public comment, the content of
the response itself can “demonstrate explicit consideration” by:

a.

d.

e.

f.

Describing changes to the recommended design prompted/requested by the
comment and how they will be considered

Describing alternate designs prompted/requested by the comment and how they will
be considered

Describing mitigation measures prompted/requested by the comment and how they
will be considered

Describing the PVMPO program areas that were consulted in formulating the response
Noting whether the comment is novel or previously encountered

Noting whether the comment has been received from a multitude of sources

5) Responses should also contain:

a.

Contact information for additional information and follow-up
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6)

7)

b. Notice of upcoming related public engagement opportunities

The Project Manager should note, through Project INFO “comments,” civil rights
considerations encountered through the planning and conducting of the outreach event, such
as translation requests or foreign languages encountered. [Practice Tip: For projects that have
received a Project INFO number, the “comments” section can be used to highlight civil rights
related comments or concerns from the public. The document database for these projects can
also be used to store scans of comment forms.]

The community leaders identified in Section 2.1.1 §§ 3 should be thanked for their
assistance/efforts with a call or written correspondence.

3.1.3 Open Houses

3.1.3.1 Title VI Considerations

1)

2)

3)

4)

“I Speak” language cards have been provided at the welcome desk.
http://www.lep.gov/ISpeakCards2004.pdf

If PVMPO is providing interpretive services at the public meeting/hearing session, then they
should also be available during the open house session and their availability should be made
clear through signage and/or announcements. [Practice Tip: Those running the meeting
should ask interpreters to announce their presence and the availability of their services several
times during the open house.]

After the session, PVMPO staff and consultants in attendance should relay the nature of
guestions and concerns identified through interaction with the public to the Project Manager
(or designee). [Practice Tip: It is important for PVMPO staff working on all stages of project
development to know community concerns. Sometimes these are made evident during
informal open house interactions. Just because they don't make it onto a public hearing
transcript doesn't mean we don't have an obligation to be aware of them and respond
accordingly.]

Written descriptions of items on display may need to be translated depending on requests
received and/or the anticipated level of LEP participation.

3.1.3.2 ADA Considerations

1)

2)

The open house should be set up in an ADA compliant manner. Please see the PVMPO
Accessible Meeting Policy in Section 3.2 below or online at:
http://www.massdot.state.ma.us/Portals/0/docs/CivilRights/ADA/Attachment 13.pdf

Consider the following when setting up the open house venue:

a. Consult the following guide on best practices for text and color contrast
considerations when preparing hardcopy and electronic visual aids (such as maps,
posters, plans, PowerPoint templates/graphics, charts, graphs, etc.) http://li129-
107.members.linode.com/accessibility/design/accessible-print-design/[Practice
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Tip:Choose color schemes that are least likely to be problematic for individuals with
common types of color blindness and visual impairments.]

Pathways that guide attendees to display materials or PVMPO staff and consultants
should be clear of obstructions. [Practice Tip:Rule of Thumb: remove tripping hazards
(such as electrical cords) and keep the pathway at least 3’ wide.]

Proper heights and viewing angles of display materials to make them accessible.
[Practice Tip:Rules of Thumb: For display materials mounted on the wall, they should
be no higher than 48” from the floor and provide clear floor space 30” wide and 48”
wide. For tabletop displays, the table should be between 28 and 34” inches in height
and there should be at least 27” of knee space from the floor to the underside of the
table.]

Horizontal surfaces used for display should be at a height accessible to individuals that
are short of stature and/or rely on assistive mobility devices.

Similarly, materials displayed vertically should not be at an excessive height nor at an
angle that makes them difficult to view.

3) PVMPO staff and consultants should be prepared to describe displays to blind or visually

impaired attendees.

4) Alternate versions (Braille, large print, etc.) of public documents (such as informational

packets) should be available if requested.

3.1.4 Targeted Outreach Gatherings (Small Group Meetings/Committees/Task Forces/Studies)

3.1.4.1

Strategic Planning for Title VI Group and Individual Inclusion

Strategic planning for the involvement of Title VI community members on special purpose meeting
groups or committees is essential to an inclusive and successful effort. Engaging the publicin a
targeted context is complex, political and always challenging, and ensuring diverse participation adds
even more difficulty to meeting this objective.

Preliminary Steps:

1) Identify and analyze the location affected by the project or initiative at issue to determine the

2)

3)

Title VI populations in the area.

Establish a clear objective and role for the envisioned targeted group, including the nature of
community involvement and particular skills which may be needed for fruitful discussion or
deliberations.

Create an outline or public participation matrix to identify the different types of community
representation and interests that reflect the community affected by a project or initiative
with careful attention to Title VI populations. Types of organizations or interests that may
include representatives of Title VI populations:

transit-dependent community
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b. affected businesses

c. civic organizations (women, seniors, youth, people with disabilities)
d. freightinterests

e. the disability community

f. neighborhood association

g. schools

h. churches

Beyond demographic data and identification of the types of Title VI related groups or individuals in
the community, there are certain key questions to help define the individuals or groups to invite.
Consider meeting with a small group of internal staff and/or managers from among key PVMPO
departments who know the community and who can help answer these key questions:

1)

2)
3)

4)

5)
6)

7)

8)

Who can represent these diverse groups and constituencies in a credible and responsible
way?

Who needs to be at the table for the work to be accomplished?

What is the history of relationships between stakeholder representatives and groups? Is
there any past tension that may be a deterrent to participation? If so, are there other
community leaders who could help mediate to encourage participation despite differences?

If known from past experience, are there stakeholders critical to the process who may be
reluctant to participate? How can this reluctance be alleviated? What would be the impact of
their refusal to participate in the process? Is there an alternative to their participation?

What commitments do you want from participants?

Other than known stakeholders, what other individuals or groups could have an interest in
the project that are not in the immediate project area, and/or are not otherwise represented
in the outreach strategy?

Do any necessary parties have possible concerns about participating? How can those
concerns be alleviated?

Do you have natural allies on an issue? Natural adversaries?

3.1.4.2 Consult MassDOT Resources

MassDOT vast prior experience in communities across the Commonwealth, and significant corporate
knowledge of local groups, key individuals and community issues or concerns that can help answer
these questions. The following should be considered a resource for consultation when needed:

1)

Office of Diversity and Civil Rights (which does a range of outreach across the
Commonwealth, responds to complaints and works with key Title VI leadership on
transportation matters in contracting and employment)
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2) MassDOT Office of Transportation Planning (which conducts significant long-range studies
that engage the public and builds knowledge of communities and has access to, and key
relationships with, the Metropolitan Planning Organizations in all regions of Massachusetts)

3) MassDOT District 1 and District 2 Offices. (D1 and D2 work directly with project proponents,
especially municipally proposed projects)

4) Use the MassDOT Title VI interactive mapping tool (currently under development) to identify
community organizations that are associated with Title VI community members and interests

There may be other sources of contact in additional departments or Divisions that may have had
experience with a location and or community representatives, which could also be helpful to explore.

3.1.4.3 Consult Statewide Resources

1) Reach out at the state level for help in identifying and possibly supporting our outreach to
potential Title VI related groups and individuals to contact. These resources may also have
particular information that is important to know about the locality, its history and community
challenges or controversy which may be critical to support your outreach:

a. Administration and Finance — Office of Access and Opportunity

Office of Access & Opportunities
State House, Room 373, Boston, MA 02133
Phone: (617) 727-2040

b. Massachusetts Office on Disability

One Ashburton Place #1305
Boston, MA 02108
(617) 727-7440 or (800) 322-2020 toll free (both V/TTY)

3.1.44 Conduct Targeted Research on the Leads you Gather

Conduct a Google-type search on the communities involved and the groups and individuals who have
been identified. This effort is potentially time consuming, but will both educate the meeting
convener and potentially identify “landmines” that could complicate the effort to organize a group.

Tip: In carrying out this task, it is useful to limit searches which can be done through linking key
words to a query such as a year, a past issue or individual words like “bio,” “biography,”
“background,” “transportation,” “complaint” and the like.

If a meeting planner is not aware of the racial, ethnic or national origin background of the individual
or group being engaged, it is similarly possible to research Title VI groups individually, using query
strings to the group or individuals and Massachusetts, the regional area or the locality where the
group or individual is based. This information is useful in gaining a basic understanding of traditions
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and holidays which may impact participation, through to a more thorough understanding of complex
considerations like values, beliefs and relationship to government and/or transportation.

3.1.4.5 Reaching out to Potential Title VI Group Members — Anticipating Potential Obstacles
to Participation

1) Outreach approaches:

i.  Look for formal and informal opportunities to engage, collaborate, and build
relationships, including calls of introduction made by volunteers you identify who are
trusted in the community.

ii.  Use multiple outreach methods and do not rely on e-mail or websites alone
iii.  Tailor materials to the audience, including translations

iv.  Identify existing channels of communication through communities

v. Experiment and reflect on the effectiveness of new approaches

In Title VI communities, there are a range of factors leading to reluctance to participate for
individuals and groups that could be helpful in a transportation planning or development process.
For example, many times natural leaders are either the heads or well-placed leaders of agencies
or community groups; this limits their ability to participate because there are many demands on
their time, resources and commitment.

2) Think through and identify the factors which would encourage participation and involvement
before reaching out, to be in the best position to explain how it is important for this individual
or group to participate. If there is a possibility of grant funding to support participating
groups, this can certainly provide an incentive for participation, but such ideas should only be
shared if the possibility is real.

3) The following are some common barriers to participation, and reasonable responses that a
meeting planner should anticipate, understand and be able to articulate to encourage
potential participants to get involved:

a. Limited English language skills and/or limited literacy — it is first important to know
that PYMPO has the ability and obligation to fund translation and interpretation
support and to convey this message. It would be ideal to have a colleague or staff
person who speaks the language or is of the culture in question to support the
outreach effort, or to use a translator as an intermediary.

b. Lack of trust due to past experiences - itis important to be in a position to respond
with as much information as will demonstrate that both participation and the project
are being honestly and openly addressed.

c. Lack of experience with transportation decision making processes — if this process is
not well understood or the meeting convener has a difficult time explaining the
process, it is important to have a representative from Planning involved to explain the
process.
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d. Economic barriers — (such as transportation costs and work schedules) meetings
should be sited in the community to avoid cost factors, and they should be timed to
meet the schedule of the majority of participants, after due consideration of all
schedules, alternatives and needs.

e. Cultural barriers — there may be intergroup dynamics that make bringing groups
together problematic due to class, racial ethnic or political differences. Early research
will help build understanding of this possibility, and suggest whether a mediated way
of bringing the groups together is an option, or there is a need to have separate
meetings.

f. Common barriers —time, other demands. The key to this element is making sure that
the importance of an effort is clear and well stated to the candidate, including the
benefit to an individual or group representative being recruited.

3.1.4.6 Responding to a Refusal to Participate from a Potential Title VI Participant

1) If a person or group declines to participate in a particular effort, it is important not to get
frustrated but instead to handle the refusal diplomatically because that same group might be
the subject of an outreach effort in the future, and may wish to participate on another
occasion.

2) Inresponding to a decision not to participate, thank the person or group for considering the
invitation and suggest that they might accept an invitation for a different opportunity in the
future. In this way, no feelings are hurt, doors are left open and the person or group remains
feeling that they are valued in the future.

3) Consider sending the individual or organizations updates on the effort that are sent to others.
This effort could be informative and demonstrate a good faith effort to be inclusive.

3.1.4.7 Documenting the Effort to Achieve Diversity and Next Steps

It may be impossible to achieve a perfectly diverse committee for purposes of transportation
planning, given the difficulty of recruitment and obstacles to participation. Simply put, the concept
of diversity in transportation planning is elastic - it will change based on the geographic location, the
issue under study or discussion or the nature of the need for input. Nonetheless, our federal
partners, and even community members will expect to know about our efforts and may wish to
guestion whether PYMPO truly conducted outreach for Title VI inclusion purposes. For Title VI
purposes, this documentation is good evidence of the opportunity that was given to the public, such
that complaints after the fact about the lack of inclusion can be responded to. Our Title VI obligation
requires us to provide an equal opportunity to participate in transportation planning exercises and
ultimately, it is an exercise in trying and proving that PVMPO has been thoughtful and reached out
effectively to increase diversity in our community engagement.
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For purposes of proving that an outreach effort was genuine and reached out to diverse
communities, there are steps that the meeting convener or planner should take:

1) The meeting planner should keep a file on available resources and methods used to identify
individuals and groups, the nature of the outreach effort, the people invited and the results of
a recruitment effort. Possible resources:

a. Lists of potential invitees who were considered and/or accepted

b. Samples of research conducted and/or consultations made for recruitment

c. Copies of invitation e-mails or other correspondence

d. Group membership lists, with indications of the Title VI communities represented
e. Meeting sign in sheets

f. Correspondence from invited individuals

2) The meeting planner should make the list of actual participants easily available and strive to
secure a means for the public to reach out to these individuals should they have questions,
comments or concerns that they may not be willing to air publicly.

3) Meeting planners should plan to discuss with the members of the group that is ultimately
recruited the efforts made to reach out and recruit individuals, including the potential need
that may remain after the fact for additional participation by certain Title VI group members
or related organizations.

4) Effective management of the group that is ultimately formed is key to the productivity and
longevity of relationships with Title VI community members. Following-through with
stakeholders to demonstrate that input was considered and/or had an impact on project
parameters, study outcomes, and planned activities can demonstrate to participants the
value added to their interests and communities through continued involvement in these
activities.

3.1.5 One-on-One Interactions

3.1.5.1 Communicating with Individuals with Limited English Proficiency (LEP)

If a member of the public is attempting to interact with you but there is a language barrier, the
following procedures are recommended based on the types of interactions.

1) In-person (such as PVMPO reception areas)

a. The first step is to identify the preferred language of the individual. The following resources
are available:

i. “I Speak” cards, http://www.lep.gov/ISpeakCards2004.pdf

ii. Google Translate (http://translate.google.com/) or a similar real-time free online
language translator can be used to identify the language. [Practice Tip:If the member
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iv.

of the public is directed to type (or speak into the computer's microphone, if
available) on the webpage in a language other than English, the software can "Auto-
Detect" which language is being used and provide real-time translations. Please note
that the accuracy and effectiveness of these translation systems is not complete and
should not be relied on as an exclusive means of providing language access to LEP
individuals.]

Assistance from co-workers in your unit that may be able to identify the language.

(Note: MassDOT is currently procuring the services of a firm that will be providing
telephonic real-time interpretation. When finalized, that information will be
included here for use in this context.)

b. Once the language has been identified, the methods you use to address the needs of the
individual will change depending on the circumstances.

You may be able to address simple inquires informally on-the-spot with the aid of
multi-lingual staff or Google Translate (http://translate.google.com/) or a similar
product. [Example: providing directions around the building/office to an LEP
individual.]

1. If you work in one of the PVPC sections that has been surveyed for multi-
lingual staff refer to the corresponding database to identify a co-worker that
can assist. [Practice Tip: Assisting in this way is purely voluntary and the
nature of the communication should be incidental.]

a. DC3\transportation\MPO\Title VI\PVPC_staff directory

2. An employee and an LEP individual can type or speak into Google Translate
software and carry out a rudimentary conversation. This should remain
limited to incidental interactions.

If the conversation turns to more complex issues or you have reached the limitations
of the technology or your knowledge of the subject at issue, the PVMPO staffer
providing informal translations or Google Translate should inform them that
professional language services are available that may be better suited to meeting
their need. More complex issues may require professional translators/interpreters.
[Example: An LEP individual who needs assistance to engage in the complaint
resolution process or to participate in a PYMPO program, service, or activity that
requires an application process. Complex issues are those that affect the legal rights
of the individual and therefore depend on the accuracy of
translations/interpretations. The following services are available in those instances:

1. (Note: MassDOT is currently procuring the services of a firm that will be
providing telephonic real-time interpretation. When finalized, PVPC staff will
inquire as to availability of use for PVMPO related tasks)

2. Statewide Language Services Contract
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a. Search COMMBUYS website https://www.commbuys.com/bso/ for
contract “PRF48”

b. Entities eligible to utilize this contract:

i. Cities, towns, districts, counties and other political
subdivisions;

ii. Executive, Legislative and Judicial Branches, including all
Departments and elected offices therein;

iii. Independent public authorities, commissions and quasi-public
agencies;

iv. Local public libraries, public school districts and charter
schools;

v. Public hospitals, owned by the Commonwealth;
vi. Public institutions of high education;
vii. Public purchasing cooperatives;

viii. Non-profit, UFR-certified organizations that are doing business
with the Commonwealth;

ix. Other states and territories with no prior approval by the
State Purchasing Agent required; and

X. Other entities when designated in writing by the State
Purchasing Agent.

iii. Should you require time to secure professional language services (such as scheduling
a meeting with an interpreter or sending out documents to be translated) then you
should try to make this clear to the individual on-the-spot with the aid of multi-
lingual staff or Google Translate. [Practice Tip:Using Google Translate to convey this
information allows you to include details such as expected turnaround times,
meeting dates and locations, and contact information.]

2) Over the Phone

3) If you are unable to identify the language of the caller and/or you do not work in a fellow staff
person that can provide a translation, contact the Title VI Specialist.

4) Electronically (includes email, website comment form, etc.)

a. Ifyou receive such correspondence in a language other than English, use Google Translate
(http://translate.google.com/) or similar product to determine the language and nature of
the interaction

b. Once the language and the nature of the interaction has been identified, the methods you
use to address the needs of the individual will change depending on the circumstances.
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i. You may be able to address simple inquires informally with the aid of multi-lingual
staff or Google Translate (http://translate.google.com/) or a similar product.
[Example: emailing a link to requested web content.]

1. Refer to the corresponding database to identify a co-worker that can assist.

ii. If the conversation turns to more complex issues or you have reached the limitations
of the technology or your knowledge of the subject at issue, the PVMPO staffer
providing informal translations or Google Translate should inform them that
professional language services are available that may be better suited to meeting
their need. More complex issues may require professional translators/interpreters.
[Practice Tip:Complex issues are those that affect the legal rights of the individual
and therefore depend on the accuracy of translations/interpretations.] [Example: An
LEP individual who needs assistance to engage in the complaint resolution process or
to participate in an activity that requires an application process. The following
services are available in those instances:

1. Statewide Language Services Contract

a. Search COMMBUYS website https://www.commbuys.com/bso/ for
contract “PRF48”

b. Entities eligible to utilize this contract:

i. Cities, towns, districts, counties and other political
subdivisions;

ii. Executive, Legislative and Judicial Branches, including all
Departments and elected offices therein;

iii. Independent public authorities, commissions and quasi-public
agencies;

iv. Local public libraries, public school districts and charter
schools;

v. Public hospitals, owned by the Commonwealth;
vi. Public institutions of high education;
vii. Public purchasing cooperatives;

viii. Non-profit, UFR-certified organizations that are doing business
with the Commonwealth;

ix. Other states and territories with no prior approval by the
State Purchasing Agent required; and

X. Other entities when designated in writing by the State
Purchasing Agent.
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3.1.5.2 Communicating with People with Disabilities

1) Outlined below are tips to help you in communicating with persons with disabilities. [Practice
Tip:For more information visit:
http://www.labor.state.ny.us/workforcenypartners/forms/communication.pdf.]

a. General Tips:

i. When introduced to a person with a disability, it is appropriate to offer to
shake hands. People with limited hand use or who wear an artificial limb can
usually shake hands. (Shaking hands with the left hand is an acceptable
greeting.)

ii. If you offer assistance, wait until the offer is accepted. Then listen to or ask for
instructions.

iii. Relax. Don't be embarrassed if you happen to use common expressions such as
"See you later," or "Did you hear about that?" that seem to relate to a person's
disability.

iv. Don't be afraid to ask questions when you're unsure of what to do.
b. Tips for Communicating with Individuals who are Blind or Visually Impaired:
i. Speak to the individual when you approach him or her.
ii. State clearly who you are; speak in a normal tone of voice.

iii. When conversing in a group, remember to identify yourself and the person to
whom you are speaking.

iv. Never touch or distract a service dog without first asking the owner.
v. Tell the individual when you are leaving.

vi. Do not attempt to lead the individual without first asking; allow the person to
hold your arm and control her or his own movements.

vii. Be descriptive when giving directions; verbally give the person information
that is visually obvious to individuals who can see. For example, if you are
approaching steps, mention how many steps.

viii. If you are offering a seat, gently place the individual's hand on the back or arm
of the chair so that the person can locate the seat.

c. Tips for Communicating with Individuals who are Deaf or Hard of Hearing:

i. Gain the person's attention before starting a conversation (i.e., tap the person
gently on the shoulder or arm).

ii. Look directly at the individual, face the light, speak clearly, in a normal tone of
voice, and keep your hands away from your face. Use short, simple sentences.
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iii. If the individual uses a sign language interpreter, speak directly to the person,
not the interpreter.

iv. If you telephone an individual who is hard of hearing, let the phone ring longer
than usual. Speak clearly and be prepared to repeat the reason for the call and
who you are.

d. Tips for Communicating with Individuals with Mobility Impairments:
i. If possible, put yourself at the wheelchair user's eye level.
ii. Do not lean on a wheelchair or any other assistive device.

iii. Never patronize people who use wheelchairs by patting them on the head or
shoulder.

iv. Do not assume the individual wants to be pushed —ask first.
v. Offer assistance if the individual appears to be having difficulty opening a door.

vi. If you telephone the individual, allow the phone to ring longer than usual to
allow extra time for the person to reach the telephone.

e. Tips for Communicating with Individuals with Speech Impairments:

i. If you do not understand something the individual says, do not pretend that
you do. Ask the individual to repeat what he or she said and then repeat it
back.

ii. Be patient. Take as much time as necessary.
iii. Concentrate on what the individual is saying.
iv. Do not speak for the individual or attempt to finish her or his sentences.

v. If you are having difficulty understanding the individual, consider writing as an
alternative means of communicating, but first ask the individual if this is
acceptable.

f.  Tips for Communicating with Individuals with Cognitive Disabilities:

i. If youarein a public area with many distractions, consider moving to a quiet or
private location.

ii. Offer assistance completing forms or understanding written instructions and
provide extra time for decision-making. Wait for the individual to accept the
offer of assistance; do not "over-assist" or be patronizing.

iii. Be patient, flexible and supportive. Take time to understand the individual and
make sure the individual understands you.

2) Additional information can be provided by:

a. PVMPO Specialist, Transportation Planning Section
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MassDOT Office of Diversity and Civil Rights
http://www.massdot.state.ma.us/OfficeofCivilRights.aspx

Massachusetts Office on Disabilityhttp://www.mass.gov/anf/employment-equal-
access-disability/oversight-agencies/mod/

Commonwealth of Massachusetts - Office of Access and Opportunity
http://www.mass.gov/governor/administration/groups/oao/
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3.2 PVMPO Accessible Meeting Policy

3.2.1 Purpose

This policy outlines criteria that must be fulfilled in order to ensure that all PVMPO public meetings are fully
accessible to persons with disabilities. This document will also address issues related to attendees with
limited English proficiency.

The ability to access and participate in state government, including participating in public meetings, is a
fundamental right protected by both State and Federal law. The Massachusetts Public Accommodation Law
and the Americans with Disabilities Act mandate that persons with disabilities must not be denied
participation in public meetings, and that reasonable accommodation requests made by attendees shall be
honored. For these reasons, when planning and executing public meetings, PVMPO personnel must ensure
that all aspects of the meeting are accessible to persons with disabilities.

Under Title VI of the Civil Rights Act of 1964 and Commonwealth Executive Order 526, PVMPO must also
ensure that programs and activities do not discriminate based on race, color or national origin, age, disability
and sex, among other protected categories. A public participation plan is being developed for Title VI
purposes, which should be consulted by meeting planners in coordination with this Accessible Meeting Policy
to ensure that PYMPO includes Title VI constituencies in transportation programs and activities. The method
for determining whether and/or what non-English languages need to be translated or interpreted is called a
“four factor analysis.” See 2.1.6. Essentially, to determine whether translation is needed, meeting planners
must analyze the number of limited English proficiency persons (LEP) by language group where a meeting will
be held, the frequency of contacts with the program, the importance of the program and cost factors.

This document will provide guidelines for ensuring the accessibility of public meetings hosted by PVMPO.
Components such as the meeting location, room setup, alternate formats and translations of handouts, and
the requirement to provide CART and/or sign language and/or foreign language interpreters upon request will
be discussed.

3.2.2 Definitions

3.2.2.1 Public Meeting

Any meeting open to the general public, hosted by or on behalf of the PVMPO, during which information is
shared.

3.2.2.2 Attendee

An individual attending a public meeting.

3.2.2.3 Reasonable Accommodation

Any reasonable service, aid, modification or adjustment to the public meeting that gives a person with a
disability the opportunity to be an active participant in the meeting process.
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3.2.24 Path of Travel

A continuous, unobstructed way of pedestrian passage by means of which an area may be approached,
entered, and exited.

3.2.2.5 TTY (Text Telephone)

An electronic device for text communication via a telephone line, used when one or more of the parties has a
hearing or speech-related disability. Public payphones equipped with TTY have a small keyboard that pulls out
underneath the phone. Note: TTYs are gradually phasing out for many people due to the increased use of
voice and video relay, but they will remain in use for some period into the future.

3.2.2.6 Clear floor space

The minimum unobstructed floor or ground space required to accommodate a single, stationary wheelchair
and occupant.

3.2.2.7 Wheeled mobility device

Means by which some individuals with physical disabilities travel throughout their environment. Commonly
refers to such devices as wheelchairs (manual and motorized) and scooters. Non-traditional wheeled mobility
devices may include Segways and bicycles.

3.2.2.8  American Sign Language (ASL) Interpreter

An individual trained to facilitate communication between a deaf American Sign Language user and hearing
individuals via American Sign Language.

3.2.2.9 Assistive Listening Device

An electronic device used by individuals who are hard of hearing to amplify sound. The assistive listening
device is usually used as a system where the audio source is broadcast wirelessly over an FM frequency. The
person who is listening may use a small FM Receiver to tune into the signal and listen at their preferred
volume. There are other forms of Assistive Listening Devices that exist and could be used as alternatives.

3.2.2.10 CART (Computer Assisted Real-time Transcription)

A trained operator uses keyboard or stenography methods to transcribe spoken speech into written text. This
may be done either on site or remotely by using a voice connection such as a telephone, cell phone, or
computer microphone to send the voice to the operator and the real-time text is transmitted back over an
Internet connection. For meeting rooms without an internet connection, it is possible to establish connectivity
via a WIFI router connection or by using a wireless “hot spot.”

3.2.2.11 Video Remote Interpreting

A contracted video service that allows individuals who are Deaf to communicate over webcams/video phones
with hearing people in real-time, via a sign language interpreter.
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3.2.2.12 Video and Telecommunication (Voice) Relay Services

Video Relay Service (VRS) is a form of Telecommunications Relay Service (TRS) that enables persons with
hearing disabilities who use American Sign Language (ASL) to communicate with voice telephone users
through video equipment, rather than through typed text. Video equipment links the VRS user with a TRS
operator — called a “communications assistant” (CA) — so that the VRS user and the CA can see and
communicate with each other in signed conversation. The VRS caller, using a television or a computer with a
video camera device and a broadband (high speed) Internet connection, contacts a VRS CA, who is a qualified
sign language interpreter. They communicate with each other in sign language through a video link. The VRS
CA then places a telephone call to the party the VRS user wishes to call. The VRS CA relays the conversation
back and forth between the parties — in sign language with the VRS user, and by voice with the called party. No
typing or text is involved.

Telecommunications Relay Service (TRS) is a telephone service that allows persons with hearing or speech
disabilities to place and receive telephone calls. TRS uses operators, called communications assistants (CAs), to
facilitate telephone calls between people with hearing and speech disabilities and other individuals. A TRS call
may be initiated by either a person with a hearing or speech disability, or a person without such disability.
When a person with a hearing or speech disability initiates a TRS call, the person uses a teletypewriter (TTY) or
other text input device to call the TRS relay center, and gives a CA the number of the party that he or she
wants to call. The CA in turn places an outbound traditional voice call to that person. The CA then serves as a
link for the call, relaying the text of the calling party in voice to the called party, and converting to text what
the called party voices back to the calling party. VRS and TRS are overseen by the Federal Communications
Commission and private contractors who perform the intermediary communication service are reimbursed for
this service.

3.2.2.13 Closed Captioning

A term describing several systems developed to display text on a television, computer or video screen to
provide additional or interpretive information to viewers/listeners who wish to access it. Closed captions
typically display a transcription of the audio portion of a program (either verbatim or in edited form),
sometimes including non-speech elements.

3.2.2.14 Descriptive Video/Described Narration

A feature that makes television programs, videos, films, and other visual media accessible to people who are
blind or visually impaired by providing descriptive narration of key visual elements in programs. Key visual
elements in a program that a viewer who is visually impaired would ordinarily miss are described by voice.
Actions, costumes, gestures and scene changes are just a few of the elements that, when described, engage
the blind or visually impaired viewer with the story.

3.2.2.15 Limited English Proficient (LEP)

Individuals who do not speak English as their primary language and who have a limited ability to read, speak,
write, or understand English can be limited English proficient, or “LEP.” These individuals may be entitled to
language assistance with respect to a particular type of service, benefit, or encounter.
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3.2.2.16  Four Factor Analysis

Federal DOT guidance outlines four factorsrecipients should consider to assess language needs and decide
what 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 PYMPO and overall cost.

In each instance, this analysis will enable PVMPO staff to determine the extent of language assistance that
must be provided to enable LEP individuals to participate in a program or activity. For further information,
including answers to specific situations that meeting planners may encounter, planners should consult the
ADA Coordinator, the Title VI Specialist and/or the Language Access Plan.

3.2.2.17 Vital Document

A vital document is determined by the context of a program, service or activity, and can include but not be
limited to an application, notice, complaint form, legal contract, and outreach material published by a covered
entity in a tangible format that informs individuals about their rights or eligibility requirements for benefits
and participation.

3.2.2.18 Language Access Plan

Under Federal Executive Order Executive Order 13166, each Federal agency is required to prepare a plan to
improve access to its federally conducted programs and activities by eligible LEP persons. Each plan is required
to be consistent with the standards set forth in related 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. Just as
federal agencies must have LEP Plans, as a condition of receiving federal financial assistance, they must
establish guidelines for recipients such as PVMPO to comply with Title VI and LEP requirements, including the
provision of language assistance, as needed.

3.2.3 Scope
All public meetings hosted by, or on behalf of, PVMPO.

3.2.4 Responsibilities

It is the responsibility of the PVMPO staff or Department(s) charged with the coordination of the public
meeting to ensure that the public meeting is accessible to all. The local contacts for the meeting facility, in
conjunction with the responsible PVYMPO staff, are responsible for filling out the “Accessibility Checklist for
Meeting Planners” in Attachment 6.1 to ensure the space is accessible prior to the meeting.
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3.2.5 Policy

1.1 General Considerations

1.11

1.1.2

Public meeting planners shall identify at least one person who is responsible for making
sure that the public meeting is accessible for all attendees. This individual shall serve as
the contact for attendees requesting reasonable accommodations. See, Attachment 6.1
for a Checklist for Meeting Planners.

Public meetings should be planned and publicized as early as possible—ideally, at least
30 calendar days, but no less than 14 days in advance.

1.1.2.1 Meeting notices should include a date by which attendees should request
reasonable accommodations—typically ten days before the meeting.

Note: After the cutoff date, staff must still try to provide an accommodation but should not guarantee the
provision of the requested accommodation. Since it is so difficult to schedule CART and/or sign language
interpreters with less than 2-3 weeks’ notice, most meetings should be publicized with 30 days’ notice. This
allows attendees ample opportunity to request and receive appropriate reasonable accommodations.

1.13

Attendees shall not be charged for any reasonable accommodation provided.

1.2 Choosing a Location

1.2.1

1.2.2

Access to Nearby Transportation. All public meetings shall be within % mile of an
accessible bus stop or rail station, where feasible.

1.2.1.1 The path of travel from the transit stop to the meeting location shall be
accessible. Specifically, it should be:

1.2.1.1.1 At least three feet wide
1.2.1.1.2 Unobstructed (not blocked by trash cans, light poles, etc.)
1.2.1.1.3 Free of steps, drop-offs or curbs

Parking. If parking is available to meeting attendees, meeting planners shall ensure that
the number of accessible parking spaces available complies with state and Federal
regulations. See, Attachment 6.2 for state and Federal regulations regarding accessible
parking.

1.2.2.1 The path of travel from the accessible parking to the meeting location shall
be accessible. Specifically, it shall be:

1.2.2.1.1 Atleast three feet wide
1.2.2.1.2 Unobstructed (no trash cans, light poles, etc.)
1.2.2.1.3 Free of steps, drop-offs or curbs
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1.2.3 Identifying the Accessible Entrance. If the main entrance to the building (in which the
public meeting is being held) is not the accessible entrance, a sign containing the
universal symbol of accessibility with an arrow appropriately pointing to the accessible
entrance shall be posted at the main entrance.

1.2.4 Ensure the alternate accessible entrance is unlocked and available to be used
independently and that the path of travel to the alternate entrance is well lit (if the
meeting is taking place at night). If the door is locked and intercom service or another
format is used to gain access, an attendant must be at the door to accommodate deaf or
hard of hearing individuals, as well as others with disabilities.

1.2.5 Accessible Restrooms. If restrooms are available for use by the public then all public
meetings shall have at least one accessible restroom for men and one accessible
restroom for women, or one accessible gender neutral restroom. See, Attachment 6.3
for state and Federal regulations regarding accessible restrooms.

1.2.5.1 The accessible restrooms shall be within reasonable proximity to the meeting
room.

1.2.6 Accessible Telephones. If two or more public payphones are available at the meeting
facility, at least one should be:

1.2.6.1 Equipped with TTY

1.2.6.2 Mounted no higher than 48” from the floor and provide clear floor space 30”
wide and 48” wide (so that attendees using wheeled mobility can properly
access the phone).

1.2.6.3 PVMPO should notify the facility owner if the facility does not comply with
the accessible telephone requirement.

1.2.7 The Meeting Room: The meeting room in which the public meeting will take place shall
be made accessible for persons with disabilities. The following shall be provided:

1.2.7.1 An integrated seating area for wheeled mobility device users shall be made
available.

1.2.7.1.1 If possible, meeting planners should remove several chairs to
accommodate potential attendees who use wheeled mobility
devices.

Note: Remove a chair to the side and to the rear of the designated space to ensure enough room for the
wheeled mobility device.

1.2.7.1.2 Such spaces for wheeled mobility device users shall be dispersed
throughout the room, and not clustered all in one section (e.g. all in
the front or all in the back). This allows attendees using wheeled
mobility a variety of seating/viewing options.
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1.2.7.2 Space for Sign Language, CART and Foreign Language Interpreters

1.2.7.2.1 A well-lit area and chairs facing the audience shall be made available
for sign language interpreters at the front of the room (likely just off
to one side of the main presentation area). If a CART provider is to
be used, a small table for the laptop and space for a screen and
projector should be provided near an electrical outlet.

1.2.7.2.2 Priority seating at the front of the audience and in direct line of sight
of the interpreters/CART provider shall be provided for attendees
who are deaf/hard of hearing.

1.2.7.2.3 For foreign language interpreters, there is a need for space where
they can sit with the individuals who require language assistance.

1.2.7.3 Aisles within the meeting room shall be
1.2.7.3.1 Clear of tripping hazards (e.g. electric cords).
1.2.7.3.2 At least 3 feet wide.

1.2.7.4 Microphones. The microphones used at public meetings shall be available on
a stand that is adjustable in height.

Note: While wireless microphones have become popular, some attendees with disabilities will not be able to
hold a microphone independently. In this situation, allowing an attendee use of a microphone stand adjusted
to their height is almost always preferable to holding the microphone for them. Alternatively, and particularly
for larger meetings, staff with a floating microphone would be preferable to facilitate communication.

1.2.7.5 Podiums. If any attendee may have an opportunity to speak at a podium,
meeting planners shall ensure that either:

1.2.7.5.1 The podium is height adjustable, or
1.2.7.5.2 A small table is provided to the side of the podium.
1.2.7.5.2.1 The table shall be between 28 and 34” inches in height.

1.2.7.5.2.2 There shall be at least 27” of knee space from the floor to
the underside of the table.

1.2.7.5.2.3 If a microphone is provided at the podium, one shall also
be provided at the small table.

1.2.7.6 Raised Platforms. If any attendee may have an opportunity to move onto a
raised platform or stage during the meeting, the raised platform or stage
shall be accessible by:

1.2.7.6.1 Aramp that
1.2.7.6.1.1 Is at least 3 feet wide.
1.2.7.6.1.2 Does not have a slope that exceeds 1/12.
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1.2.7.6.2 Platform lift

1.2.7.7 High Speed internet Connection. Public meeting rooms shall provide for a
high speed internet connection to allow attendees who rely on video remote
interpreting or CART. There should also be a conference capable telephone
with a speakerphone function available.

1.3 American Sign Language and Foreign Language Interpreters, Assistive Listening Devices, CART
and Video Remote Interpreting.

1.3.1

1.3.2

133

134

American Sign Language and/or foreign language interpreters shall be provided at all
public meetings upon request. See, Attachment 6.4 for information on how to request
an interpreter.

1.3.1.1 To ensure their availability, interpreters should be requested at least two
weeks in advance of the public meeting.

1.3.1.2 The cost associated with providing sign language or foreign language
interpreters shall be paid for by the Department hosting the event.

Assistive Listening Devices. Assistive Listening Devices for attendees who are hard of
hearing shall be provided at all public meetings upon request. See, Attachment 6.5 for
information on how to provide assistive listening devices.

CART services shall be provided at all public meetings upon request (See Attachment 6.6
for information on how to provide CART services.). Staff should schedule or make
requests for CART services at least two weeks in advance of the meeting, and preferably
as soon as an attendee makes this need known. When remote CART services are to be
used (the CART reporter is not in the room), staff should try to provide the reporter any
technical terms or acronyms to be used, as well as the names of key meeting attendees
before the meeting date.

Video Remote Interpreting shall be provided at all public meetings upon request via a
computer/laptop with a webcam and high speed internet connection.

Note: Video Remote Interpreting is a relatively new form of technology and may be an adequate alternative to
providing ASL interpreters in certain situations. However, if an attendee requests Video Remote Interpreting,
ASL interpreters will be an adequate substitute, if the meeting planner cannot secure the requested

technology.

1.4 Alternative Formats and Translation of Handouts/Presentation Material

Large print versions of all printed material shall be available at all public meetings. If requests for additional
alternative formats are made in advance of the meeting (within the timeframes below), these formats must be
available for the start of the meeting. If requests for alternative formats are made at or following the

meeting, the alternative format must be provided within seven days of the request.
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These requirements are the same with respect to translation into foreign languages, where the language
requested is identified through application of the four factor analysis process, set forth in the PVMPO Title VI
Language Assistance Plan. When a language group is small, defined as 5% or 1,000, whichever is less, of the
population of persons eligible to be served or likely to be affected or encountered, foreign language
translations of “vital documents” should be provided, and non-vital documents may be orally translated. This
requirement does not affect the requirement to provide meaningful translation to one or more in a small
group of LEP individuals through competent oral interpreters or translation where language services are
needed and are reasonable.

1.4.1 Creating Alternative Formats
See attachment 6.7 for step by step instructions on creating alternative formats.
1.4.2 Large Print Version

1.4.2.1 At least five copies of any text-based printed material to be handed out
during the meeting shall be in large print.

1.4.2.2 Large print meeting materials shall:
1.4.2.2.1 Be created using "Arial" font with a font size of 16 pt.
1.4.2.2.2 Have the same information as the original handout.
1.4.2.2.3 Have the highest contrast possible (e.g. black on white).

1.4.2.2.4 |If graphics (such as images, tables, or graphs) are used in the original
document, the same graphics shall be included in the large print
version of the document.

142241 If graphics are used in the large print document, a brief
description of the image shall be provided. Image
descriptions shall be brief and provide the viewer of the
document with a general idea of what is in the image.

1.4.2.2.4.2 If tables or graphs are used in the large print document, a
summary of the table or graph shall be provided.

1.4.3 Electronic Version

1.4.3.1 If an electronic version of materials is requested within 24 hours in advance
of the meeting, this version shall be available for the meeting, if no advance
request is made but rather is requested at or after the meeting, then
meeting materials shall be made available electronically, within 7 calendar
days of the request.

Note: Whenever possible, meeting planners should bring several copies of an electronic accessible version of
the meeting material to the public meeting. Some individuals with visual impairments or other disabilities
may attend with portable screen reading software that would allow them to access electronic material during
the meeting.

1.4.4 Braille Version
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1.4.5

1.4.6

1.4.7

1.4.8

1.4.4.1 If a Braille version of materials is requested within one week in advance of
the meeting, this version shall be available for the meeting, if no advance
request is made but rather is requested at or after the meeting, then
Meeting materials shall be made available in Braille within 7 calendar days of
the request.

Audible Version

1.45.1 If an audible version of materials is requested within one week in advance of
the meeting, this version shall be available for the meeting, if no advance
request is made but rather is requested at or after the meeting, then
meeting materials shall be made audible, within 7 calendar days of the
request.

Foreign Language Version

14.6.1 If a common foreign language version of materials is requested within one
week in advance of the meeting, this version shall be available for the
meeting, if no advance request is made but rather is requested at or after the
meeting, then Meeting materials shall be made available in the language
requested within 7 calendar days of the request.

Other requests for alternate formats

1.4.7.1 Individual attendees may have unique specifications for alternate formats.
All reasonable requests for alternate formats shall be honored upon request,
within 7 calendar days of the request.

Meeting attendees will not be charged for any cost affiliated with the creation of
alternate formats of meeting material.

1.5 Publicizing the Meeting

1.5.1

1.5.2

153

Public meetings shall be publicized as early as possible—ideally, at least 30 calendar
days in advance, but never less than 14 days in advance. This allows attendees time to
submit requests for reasonable accommodations and for meeting planners to set
deadlines for accommodation requests to be made in a timely manner. The meeting
publicity also needs to be translated into the languages that are identified through
application of the four factor analysis set forth in the PVYMPO Title VI Language
Assistance Plan.

In addition to any other means, all public meetings shall be posted on www.pvta.com or
WWW.PVPC.Org

All meeting notices shall include:
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1.53.1

1.5.3.2

1533

1534
1.5.3.5

The statement “This location is accessible to persons with disabilities”

A brief listing of accessibility features that either are available or may be
made available upon request during the public meeting (e.g. sign language,
CART, assistive listening devices and/or foreign language interpreters).

Information on how to request reasonable accommodations by phone, e-
mail or fax and the deadline for requests.

Information on how to request foreign language interpreter assistance.

See Attachment at section 6.7 for a sample meeting posting.

1.6 Additional Considerations

1.6.1 Within 48 hours, meeting planners shall follow-up with attendees who have requested
reasonable accommodations to let them know their request has been received and will
be honored to the extent possible.

Note: Especially in the case of ASL interpreters, the meeting planner may not know of their availability until 24
hours prior to the meeting. It is reasonable to let people know their request has been received and that it is in
the process of being put in place, however if no interpreter is available people need to be notified and
alternate plans must be made — such as CART or Video Relay.

1.6.2 Emergency Preparedness

16.2.1

1.6.2.2

In the event of an emergency, some attendees with disabilities may not be
able to evacuate independently. Meeting planners shall familiarize
themselves with the evacuation plan for the meeting space.

At the beginning of each meeting, meeting presenters shall announce the
safety briefing--including information regarding where those attendees who
would require assistance should wait during an emergency.

1.6.3 When opening a public meeting, presenters shall announce:

1.6.3.1

1.6.3.2
1.6.3.3
1.63.4

The presence and function of sign language interpreters (if interpreters are in
the room), and/or CART providers

That assistive listening equipment is available
The location of accessible restrooms

The safety briefing (see 5.6.2.2).

1.6.4 When presenting, presenters at public meetings shall:

1.6.4.1

1.6.4.2

Speak slowly and clearly so that the sign language interpreters have time to
interpret.

Verbally describe information presented visually (e.g. PowerPoint) so that
attendees with visual impairments can access the information.
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1.6.4.3 Ensure that any videos/DVDs shown during the meeting are encoded with
closed captioning and are shown on a closed caption compatible device.
Subtitles are an acceptable alternative.

1.6.4.3.1.1 Provide an alternate version of the video/DVD with
descriptive video/described narration. (See Attachment
6.9 for captioning resources.)

Note: It may not always be a good choice to use a described video in an open meeting as this can be a problem
for other viewers.

2.0 Attachments
2.1 Accessibility Checklist for Meeting Planners

Meeting Date:
Meeting Time:
Subject of Meeting:
Location:

PVMPO Attendees:

[] Is there at least one person or Department who is responsible for ensuring that the public meeting is
accessible for all attendees?

Print Name/Department:
Publicizing Meeting:

[] Has the public meeting been publicized at least 3 weeks in advance?
[] Has the meeting been publicized on the PVMPO or PVTA website?

[] Has the meeting been publicized in the required foreign languages and ethnic newspapers for the
relevant populations in the community where the meeting is to be held?

[] Does the public meeting notice include accessibility information, how to request a reasonable
accommodation, relevant dates for making requests and information on whom to contact to request a
reasonable accommodation?

[] Does the public meeting notice include information on how to request foreign language interpreters?

Facility:

Date of Facility Assessment:

|:| Where applicable (in areas where public transportation is available), is the meeting location 1/4 mile or
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less from the nearest accessible bus stop or rail station?

|:| Where applicable, is there an accessible path of travel provided from the public transportation stop to
the meeting location and meeting room?

|:| If parking will be available at the meeting location, are there accessible parking spaces available
(review # of car and van accessible spaces)?

D Is there an accessible path of travel provided from the accessible parking area to the meeting area?

D If the main entrance to the building is not accessible, is there directional signage towards the
accessible entrance?

[] Is the accessible entrance unlocked and able to be used independently? If the meeting is taking place
at night, is the path leading to the alternate entrance well lit?

D If there are restrooms that are open to the public, is there a pair of accessible restrooms available
within close proximity of the meeting area? If not, is there at least one accessible gender neutral restroom?

[] If there are public phones, is there at least one accessible (TTY and within appropriate height range)
telephone available?

|:| If a stage or platform will be used during the public meeting, is it accessible?

[] If a podium will be used during the public meeting, is the podium height- adjustable? If not, is there a
small table (between 28 and 34 inches in height) provided to the side of the podium?

[] Is there a high speed internet connection within the meeting space?

Ensuring Appropriate Accommodations:

[] Have sign language and foreign language interpreters, if requested, been reserved for the public
meeting?
[] Have CART services, if requested, been reserved for the public meeting?

|:| Are Assistive Listening Devices available for the public meeting? Does someone know how to use the
device? Have you checked the devices at least 24 to 48 hours before the meeting and rechecked immediately
before the meeting starts? (Note: For large meetings, to avoid the loss of equipment, it is reasonable to ask
for a driver’s license or other ID as collateral.)

|:| Are at least five large print copies of meeting handouts available?
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|:| Are printed materials available upon request, in alternative formats and/or relevant foreign languages?
|:| Are film or video presentations closed captioned and audio described?

Facility/Room Setup (prior to meeting):

[] If the main entrance to the building is not accessible, is the accessible entrance unlocked?

[] Is there an integrated seating area for individuals who use a wheeled mobility device in the meeting
room?

D Is there seating available for attendees who are deaf or hard of hearing, and have requested an

accommodation, near the front of the meeting room so that attendees may see the interpreter/captioner, or
lip read?

D Is there an appropriately lit area in the front of the room for sign/foreign language interpreters and/or
CART providers?

D Are the aisles at least three feet wide and clear of obstacles or tripping hazards?
D If microphones are used during the public meeting, are adjustable microphone stands available for

attendees? Can staff be used as floaters with microphones as an alternative?

For recordkeeping and reporting purposes, please submit a copy of this completed checklist to the Title VI
Specialist.
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2.2 Ensuring adequate accessible parking

2.2.1 See http://www.mass.gov/eopss/docs/dps/aab-regs/521023.pdf for Massachusetts
Architectural Access Board (MAAB) regulations

2.2.2 See http://www.access-board.gov/guidelines-and-standards/buildings-and-sites/about-the-
ada-standards/ada-standards/chapter-5-general-site-and-building-elementsfor Americans
with Disabilities Act Architectural Guidelines (ADAAG)

2.3 Accessible Restrooms

2.3.1 See http://www.mass.gov/eopss/docs/dps/aab-regs/521030.pdf for Massachusetts
Architectural Access Board (MAAB) regulations

2.3.2 See http://www.access-board.gov/guidelines-and-standards/buildings-and-sites/about-the-
ada-standards/ada-standards/chapter-6-plumbing-elements-and-facilities#603 for
Americans with Disabilities Act Architectural Guidelines (ADAAG)

2.4 How to request sign language, CART Providers or foreign language interpreters

6.4.1 Sign Language Interpreters

= Complete and submit an on-line request for interpreting services through the
Massachusetts Commission for the Deaf and Hard of Hearing’s (MCDHH) website

e Go to http://mass.gov/mcdhh

e Click on “Interpreter/CART referral services”
e Select “Request an Interpreter on-line”

e Note: A copy of the Request Form is attached at 6.7, for reference.

= Requests should be submitted within 30 days, but no later than 14 calendar days in advance
of the meeting to ensure interpreter availability.

= |f the meeting is cancelled or rescheduled, interpreter requests must be canceled at least 48
hours advance in order to avoid being billed for the service. CART providers must be
cancelled no later than 72 hours in advance of the event.

= |nterpreters invoices are billed as a minimum of two hours.
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= For meetings that are anticipated to last more than 75 minutes, two interpreters shall be
provided. In most situations, one CART provider is sufficient if the meeting is no longer than
three hours.

6.4.2

Sign Language Interpreters

= Complete and submit an on-line request for interpreting services through the
Massachusetts Commission for the Deaf and Hard of Hearing’s (MCDHH) website

6.4.3

6.4.4

=  Go to http://mass.gov/mcdhh

= Click on “Interpreter/CART referral services”

= (Click on “CART (Communication Access Realtime Translation) Providers”
= Click on “Request a CART Provider” and follow listed directions

= Note: A copy of the Request Form is attached at 6.7, for reference.

Foreign Language Interpreters/Translators

PVMPQ’s policy combines the use of bilingual staff, interpreter services and translated
materials to communicate effectively with persons who are not fluent in English. When
a request for oral interpretation is made, or a significant language speaking population
is expected to attend a public meeting, the following steps should be reviewed and
carried out to ensure compliance with Title VI requirements.

Conduct a four-factor analysis as to the kind of meeting in question and the populations
that are in the affected communities, using the language group maps that are contained
in the Language Assistance Plan. Identify the languages that are likely to be needed and
consult with the Office of Diversity and Civil Rights Title VI Coordinator and/or Specialist
for assistance with any problems concerning the language groups that may require
interpreter services.

Identify the source for interpreter services, recognizing that most providers require one-
two weeks advance notice of a meeting, based on the language(s) to be interpreted.

Interpreter Resources

Projects should have a line item in the budget allocating funds for
translation/interpretive services for public meetings. When additional resources are
needed for unexpected or unanticipated documents or meetings, there may be funds
available. Please contact your department manager to make a request through Budget
to secure state or federal funds, as needed.

Request and cancellation timeframes

e Requests should be submitted at least 14 calendar days in advance of the
meeting to ensure interpreter availability
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e If the meeting is cancelled or rescheduled, interpreter requests must be canceled
at least 48 hours advance in order to avoid being billed for the service

e Interpreter invoices vary by provider but may have a minimum of two to three
hours.

e For meetings that are anticipated to last more than 75 minutes, two interpreters
shall be provided.

6.5 How to reserve assistive listening devices
6.5.3 Contact the Transportation Planning staff at 413-781-6045.

6.5.4 Other Sections that frequently host public meetings off-site are encouraged to
bring Assistive Listening Devices so that they are readily available.

6.5.5 Currently the Transportation Section owns Assistive Listening Devices that
other departments can reserve and sign out for a public meeting.

Contact:
Andrew McCaul at extension 321 (413-781-6045)
or AMccaul@pvpc.org

6.6 How to Create Alternate Formats
6.6.3 Electronic Version

6.6.3.1 Accessible electronic formats include email, and Microsoft Word
Document (DOC or DOCX), a text file (TXT), or Rich Text Format (RTF).

Note: Some attendees requesting material electronically may have a visual impairment and use screen
reading software. The formats referenced above are most compatible with such software.

6.6.3.2  Public meeting materials that are created electronically shall:
6.6.3.2.1 Be created using “Arial” font and a font size of 16 pt.

6.6.3.2.2 Shall have the same information as the original document and
shall have the highest contrast possible.

6.6.3.2.3 If graphics (such as images, tables, or graphs) are used in
the original document, the same graphics shall be included in the
electronic version of the document.

6.6.3.2.4 If images are used in the electronic document, a brief
description (providing the viewer of the document with a
general idea of what’s in the image) shall be provided.

6.6.3.2.5 If tables or graphs are used in the electronic document, a
summary of the table or graph shall be provided.
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6.6.4 Braille Version
6.6.4.1 Meeting materials that are in Braille shall:

6.6.4.1.1 Be created using contracted Braille (Grade 2) and single-
spaced.

6.6.4.1.2 Braille documents shall have the same information as the non-
accessible handout.

6.6.4.1.3 If tables or graphs are used in the regular document, a summary of
the table or graph shall be provided in the Braille document.

6.6.4.2  Requests for creation of a Braille document should be made to the
Massachusetts Office of Disabilities.

6.6.5 Audible Version
6.6.5.1 Public meeting material that is recorded audibly shall:

6.6.5.1.1 Have the same information that's printed on the original
handout.

6.6.5.1.2 Be spoken clearly.
6.6.5.1.3 Shall describe images used in the original handout.

6.6.5.1.4 Shall provide an explanation of any table or graph is used in a
meeting document. The meeting planner shall ensure that the
audible explanation of the table/graph is clearly explained and
represents the table or graph on the printed document.

6.7 Sample meeting posting

Meeting Date December 1,20__
Meeting Time 1:00 P.M.-3:00 P.M.

Subject of Meeting Update on PVTA Bus Purchase

Location

PVPC Attendees Transportation

Pioneer Valley Planning Commission, 2nd Floor, Conference Room

Sample Text

Meeting Purpose - PVTA will be hosting a public meeting to discuss his assessment of the progress
towards purchase a new bus. Please come to share your questions and comments regarding
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accessibility at the PVTA.

Notice: This location is accessible to people with disabilities. PVMPO provides reasonable accommodations
and/or language assistance free of charge upon request (including but not limited to interpreters in
American Sign Language and languages other than English, open or closed captioning for videos, assistive
listening devices and alternate material formats, such as audio tapes, Braille and large print), as available.
For accommodation or language assistance, please contact PVPC Title VI Specialist at (413) 781-6045,
TTD/TTY at (413) 781-7168, fax (413) 732-2593 or by email to gmroux@pvpc.org. Requests should be made
as soon as possible prior to the meeting, and for more difficult to arrange services including sign-language,
CART or language translation or interpretation, requests should be made at least ten business days before
the meeting.

(Note: This notice should be translated into the languages other than English that are identified to be
necessary for the Limited English Proficient populations represented in the area of the project or
initiative to be invited to participate.)

6.8 Resources for adding closed captioning and/or described narration to your video

3 Play Media - http://www.3playmedia.com/

Line 21 - http://www.line21.tv/

TelePrint Digital Media - http://www.tele-print.com/

Broadcast Captioning & Consulting Services - http://www.closedcaptioning.com/
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4.0 PUBLIC PARTICIPATION PROCEDURES FOR TRANSPORATION PLANNING
Federal and state regulations require that each MPO document public involvement processes be
proactive and provide complete information, timely public notice, full public access to key decisions, and
opportunities for early and continuing involvement; they leave the choice of methods for facilitating
participation to the discretion of each MPO. The PVMPO principal mechanisms for public participation are
frequent open public meetings, letters, emails and phone calls. For specific MPO documents, the MPO has
tailored its outreach methods to achieve the most effective public participation.

4.1 Pioneer Valley Regional Transportation Plan

The Pioneer Valley Regional Transportation Plan (RTP) is the long-range transportation planning
document that describes the region's current transportation system and how that system should be
maintained and modified over the next 20 or more years. The

LRTP needs to be updated every four years by the Pioneer Valley Metropolitan Planning

Organization as required by MAP-21. It addresses each of the major modes of transportation within the
Pioneer Valley region. It is considered both a multimodal and an intermodal document by providing an
inventory of the major modes, identifies challenges and needs, and also provides a series of
recommendations. Project-specific, and major transportation improvements need to be reflected in the
RTP in order to be eligible for Federal-Aid funding through the region's Transportation Improvement
Program (TIP).

The most current RTP, included several public participation outreach methods. Staff used diverse
approaches to educate and inform the public about the long-range transportation plan process and
encourage interested parties to express their views and provide input on transportation issues in the
Pioneer Valley region.

4.2 Transportation Improvement Program (TIP)

The PVMPO Transportation Improvement Program, commonly referred to as the “TIP”, is a federally
required planning document that lists all highway, bridge, transit and intermodal projects in the Pioneer
Valley planning region that are programmed to receive federal-

aid funding. Projects of regional & statewide significance, non-federal-aid (NFA), or state- funded
projects, as well as projects that improve air quality and safety are also included in the TIP document.
Cognizant of limited statewide transportation funding resources, the annual program of projects must
demonstrate financial constraint within the federal-aid funding targets established for each of the state’s
MPOs by the Office of Transportation Planning.

The PVMPO TIP development process is designed to guarantee early involvement of local legislators, chief
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local officials, stakeholders, individuals and other interested parties through the PYMPQ’s formal Public
Participation Program (PPP) with full consideration of the principles of Environmental Justice, including
special meetings such as community-targeted TIP information sessions. Moreover, the TIP document
customarily includes a comprehensive overview of the proactive public outreach process used throughout
the development of the TIP.

4.3 Unified Planning Work Program (UPWP)

The PVMPO Unified Planning Work Program (UPWP) is a project-by-project description of all transportation
planning and transportation-related air quality planning activities anticipated within the region during the
upcoming program year. It indicates who will perform the work, as well as anticipated available funding, the
schedule for completion and the products that will be produced.

Under federal regulations pertaining to the transportation planning process, the UPWP must be prepared
and endorsed annually by the Metropolitan Planning Organization (MPO) prior to the start of the planning
program period.

4.4 Schedule of Activities

1. ACTIVITIES SUBJECT TO PUBLIC PARTICIPATION. PVMPO shall provide early and continuing public
involvement opportunities throughout the transportation planning and programming process.
Transportation

A. Planning Activities. In accordance with Section 3 of this plan, special emphasis shall be given to engaging
the public in planning studies that form the basis for later programming decisions. Planning activities
include corridor studies and special regional studies, environmental assessment studies, and
development of the Pioneer Valley Regional Transportation Plan. These activities offer the public the
earliest opportunity to participate in the development of project proposals that might eventually be
programmed for funding. Thus, PVYMPO shall involve the affected community through methods such as
local advisory committees, public information meetings, consultation with stakeholders, newsletters
and use a variety of other outreach method identified in this plan.

B. Programming Activities. Opportunities for the public to participate shall also be provided through the
project selection, programming, and project development phases. These activities include the selection
of projects, and the adoption or amendment of Transportation Improvement Program (TIP). PYMPO
shall make an effort to involve the affected community through methods such as consultation with
representatives to the Joint Transportation Committee, local advisory committees, public information
meetings, consultation with stakeholders, and newsletters.
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Relationship of PVMPO Transportation Plans and Programs

Regional Transportation Plan

(RTP)

20-Year Vision and Plan With Four Year Goals and Objectives

Every 4 Years - 2007

Unified Planning Work
< Program (UPWP)

Program of Studies
Proposed Annual Endorsement — May

Public
Participation

Project Congestion Feasibility Feasibility Congestion Other
Notification Management Studies Studies Management Visioning

Forms and Processes Processes
Criteria (CM) (CM)

4.4.1 2. DEFINITION OF PUBLIC & STAKEHOLDERS.
PVMPO shall make an effort to inform and engage both the general public and stakeholders as appropriate.

A. General Program. As part of its general planning and programming process, PVMPO will try to involve as
broad a cross-section of the population and the region as possible. However, we recognize the there
are certain segments of the population and certain organizations that either have a special interest in
transportation or that we have a special obligation to reach out to. In this regard, we will make a
concerted effort involve the following: the public, member municipalities, affected public agencies,
public and private providers of transportation, providers of freight transportation services, public
transportation advocates, users of pedestrian walkways and bicycle transportation facilities, advocates
of the community of individuals with disabilities, seniors, and other parties who have expressed an
interest in the process.

B. Pioneer Valley Regional Transportation Plan or Transportation Improvement Plan. When developing a
new or making a major modification to an existing Pioneer Valley Regional Transportation Plan, or
Transportation Improvement Plan the PVMPO will consult "as appropriate" with state and local
agencies responsible for land use management, natural resources, environmental protection,
conservation, and historic preservation. This consultation will help PVYMPO achieve its related goal of
promoting consistency between planned transportation improvements and state and local planned
growth and economic development patterns.

C. Special Studies. For special studies and corridor studies that PYMPO conducts, it shall make an effort to
identify and involve persons and groups that might be affected by potential changes to the particular
transportation service or facility under review, in addition to those engaged through the general
planning process. Examples include neighborhoods associations, residents and businesses in the area.

64



Pioneer Valley MPO Public Participation Plan — Revised 01/31/17

D. Consultation and Discussion with Special Groups — Environmental Justice (EJ). PVMPO shall also make a
special effort to seek out and consider the needs of groups or communities traditionally not well
served by existing transportation systems. These include, but are not limited to low-income
households and minority households. To assure adequate participation of these groups, PVMPO will
be proactive in seeking representation from low-income or minority individuals, or representative low-
income or minority groups and consult and discuss the PVMPQ’s transportation planning programs and
products.

It is sometimes necessary to conduct an outreach effort to EJ communities, beyond that which is
normally expended. At a minimum, PVMPO shall identify groups that it needs to involve, add them to
the appropriate mailing lists, and define methods for engaging them in relevant programs or projects.
This requirement for special outreach efforts shall apply to both sections A and B above.

PVMPO efforts in this regard shall be consistent with the Environmental Justice Executive Order (EO
12898) dated February 11, 1994, and other related guidance from the Federal Highway Administration
and Federal Transit Administration. This effort will also be consistent with the Environmental Justice
Action Items identified in the Regional Transportation Plan (endorsed by the PVYMPO February, 2007)
The Environmental Justice recommendations of the RTP have been incorporated into this public
participation plan and are included in Appendix A. Appendix A has been updated with this Public
Participation Plan to reflect accomplishments in PYMPQ's outreach to environmental justice
communities.

E. OQOutreach to Special Groups — Persons with Limited English Proficiency (LEP). PVYMPO shall also make a
special effort to seek out and consider the needs of individuals or communities with Limited English
Proficiency and in accordance with the PVMPO Language Access Plan. 3

The PVMPO will engage persons with LEP with regard to regionwide planning activities such as the
adoption of the Regional Transportation Plan, Unified Planning Work Program, transit studies, or an
updated TIP, the PVYMPO will make outreach to Spanish-speaking residents a more routine
undertaking. Meeting notices will be available upon request in Spanish, with an opportunity to request
translator services highlighted in the notice. Important reports will be summarized and translated into
Spanish upon request.

With regard to special activities focused on a specific neighborhood or corridor, maps depicting the
distribution of non-English speaking persons will be consulted at the beginning of any such project to
determine what, if any, special outreach in any language other than English should be undertaken. If it
is determined that a special outreach is warranted, PVMPO will consult with neighborhood groups such
as ethnic and religious associations to determine the best method for reaching and involving those
non-English speaking residents.

PVMPOQ efforts in this regard shall be consistent with the signed Executive Order 13166, "Improving
Access to Services for Persons with Limited English Proficiency" dated August 11, 2000, and other

3 Federal regulations define Persons with Limited English Proficiency as individuals with a primary or home language other than
English who must, due to limited fluency in English, communicate in that primary or home language if the individuals are to have an
equal opportunity to participate effectively in or benefit from any aid, service or benefit in federally funded programs and activities
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related guidance from the Federal Highway Administration and Federal Transit Administration.

4.5 ADEQUATE TIME FOR PUBLIC COMMENT.

PVMPO shall allow reasonable time for public review and comment at key decision points. These include,
but are not limited to, action on the Pioneer Valley Regional Transportation Plan, Unified Planning Work
Program and the Transportation Improvement Program (TIP). Minimum notification periods shall be as
follows:

Amendments to PVMPQ'’s Public Participation Plan — 45 days
Adoption of the TIP & major TIP amendments — 21 days *
Adoption of the UPWP & major UPWP amendments — 21 days
Adoption of Pioneer Valley Regional Transportation Plan &
major amendment — 21 days
Joint Transportation Committee, JTC Subcommittee, PVMPO meetings — 7 days

* While a minimum public comment period of 21 days has been established for the TIP, and major TIP
amendments, the MPO may, at their discretion, vote to abbreviate the public comment period under
what they (the MPO) consider to be extraordinary circumstances. Under no circumstances will this
period be less than 15 days. All comments received during the abbreviated comment period will be
taken into consideration by the MPO before making a recommendation.

The MPO may extend the public participation period and provide an additional opportunity for
comment when the revised document differs substantially from the version that was made available
to the public or when public comment raises new material issues which interested parties could not
have reasonably foreseen. Under these circumstances the PVMPO has the sole discretion to
determine justification for an extension. When the action to extend public comment on the TIP is
approved, the MPO will re-advertised a public notice on the proposed TIP amendments and schedule
an additional public meeting followed by an additional abbreviated 15 day comment period.
Adjustments, defined as minor alterations to major documents, are not considered amendments and
will not be re-advertised.

4.6 METHODS OF NOTIFYING THE PUBLIC

PVMPO shall use appropriate methods to notify the public of its activities and of opportunities for public
involvement as outlined in Section 3 of this plan. Determination of which methods to use must be done
for each individual planning project or study.

4.7 DOCUMENTATION OF PUBLIC COMMENT & RESPONSE

PVMPO shall document public comments received during the course of a study or an amendment of the
Pioneer Valley Regional Transportation Plan, UPWP, or TIP. PYMPO shall also document how it responded to
public comments.

A. Comments Received. Documentation of comments may be accomplished in a manner appropriate to
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the project and the nature of the comments. Documentation may consist of meeting minutes, a
file of letters, or a special memo that summarizes the comments. A written summary is preferred
at key points in the decision-making process: when members of the relevant study committee must
decide to narrow the range of alternatives, select a preferred alternative, or make a decision of
similar nature. The written summary of comments made at public information meetings shall be
given to the committee members prior to any committee action.

B. Response to Comments. PVMPO shall provide a descriptive summary of how it responded to
significant public comments during the development of a plan or document such as the TIP. The
summary may be produced as a separate report or included as a short section in the final plan or
document. In instances where direct response is warranted the PYMPO will document this
correspondence as prescribed under FTA/FHWA Policy guidance 79 FR 31214.

8. ADOPTION OF A “FINAL” TRANSPORTATION PLAN. The following describes the minimum public
involvement program required during the review of a draft Pioneer Valley Regional Transportation Plan, or
a draft of a major amendment to the Plan. These steps must be taken before PYMPO acts to adopt the
draft document as the final Plan.

A. World Wide Web. The draft Transportation Plan itself (or draft major amendment) or a more lengthy
notice if appropriate, will be made available on the PYMPO website a minimum of 21 days in
advance of the final decision by the PYMPO. The final Plan will also be posted to the PVMPO
website as soon as possible after the plan’s endorsement, and made available there at least until
an updated or new Plan is adopted.

B. Comment Period and Public Meeting. PVMPO shall allow a minimum of 21 days for public
comments and shall hold a public information meeting prior to completion of the 21-day public
comment period. Opportunity for public comment on the plan shall also be provided at every Joint
Transportation Committee and PYMPO meeting during the comment period.

The MPO may extend the public participation period and provide an additional opportunity for
comment when the revised document differs substantially from the version that was made
available to the public or when public comment raises new material issues which interested parties
could not have reasonably foreseen. Under these circumstances the PYMPO has the sole discretion
to determine justification for an extension. When the action to extend public comment on the RTP
is approved, the MPO will re-advertised a public notice on the proposed RTP changes and schedule
an additional public meeting followed by an additional abbreviated 15 day comment period.
Adjustments, defined as minor alterations to the document, are not considered amendments and
will not be re-advertised.

D. Summary & Disposition of Comments. A summary of significant comments and the disposition of
the comments shall be provided in the final document.

9. ADOPTION OF A TRANSPORATION IMPROVEMENT PROGRAM (TIP) The following describes the
minimum public involvement program required during the review of a draft Pioneer Valley TIP or the draft
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of a major amendment to this document. These steps must be taken before PVMPO acts to adopt a draft
document as the final or the official endorsed document.

A. World Wide Web. The draft TIP (or draft major TIP amendment) and the notice, or a more lengthy
notice if appropriate, will be made available on the PYMPO website a minimum of 21 days*. The
final TIP and UPWP will also be posted to the PVMPO website as soon as possible after its adoption,
and a current version made available there at least until a new TIP is adopted.

B. Comment Period and Public Meeting. PVMPO shall allow a minimum of 21 days* for public
comments and shall hold a public information meeting during the public comment period.
Opportunity for public comment on the TIP shall also be provided at every Joint Transportation
Committee and PVMPO meeting during the comment period.

C. Summary & Disposition of Comments. A summary of significant comments and the disposition of
the comments shall be provided in the final document.

* While a minimum public comment period of 21 days has been established for the TIP, and major TIP
amendments, the MPO may, at their discretion, vote to abbreviate the public comment period under
what they (the MPO) consider to be extraordinary circumstances. Under no circumstances will this
period be less than 15 days. All comments received during the abbreviated comment period will be
taken into consideration by the MPO before making a recommendation.

The MPO may extend the public participation period and provide an additional opportunity for
comment when the revised document differs substantially from the version that was made available
to the public or when public comment raises new material issues which interested parties could not
have reasonably foreseen. Under these circumstances the PVYMPO has the sole discretion to
determine justification for an extension. When the action to extend public comment on the TIP is
approved, the MPO will re-advertised a public notice on the proposed TIP amendments and schedule
an additional public meeting followed by an additional abbreviated 15 day comment period.
Adjustments, defined as minor alterations to major documents, are not considered amendments and
will not be re-advertised.

Development of the Transportation Improvement Program (TIP) is a requirement of the Metropolitan
Transportation Planning Process as described in the Metropolitan Planning Final Rule 23 CFR 450 section
324. This regulation developed by the Federal Department of Transportation defines the Transportation
Improvement Program as:

“A staged, multiyear, intermodal program of transportation projects which is consistent with the
metropolitan transportation plan.”

The Pioneer Valley TIP is a four-year schedule of projects identified by year and location complete with
funding source and cost. The TIP is developed annually and is available for amendment and adjustment at
any time. Each program year of the TIP coincides with the Federal Fiscal Year calendar, October 1 through
September 30. All TIPs and amendments are consistent with the goals and objectives of the Regional
Transportation Plan for the Pioneer Valley Region.

The voting members of the Pioneer Valley Metropolitan Planning Organization consist of the following
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officials or their designee or alternate:

e the Secretary of the Mass DOT

e the Administrator of the Mass DOT Highway Division

e the Chairman of the Pioneer Valley Planning Commission

e the Chairman of the Pioneer Valley Transit Authority Advisory Board

e the Mayors of two of the following three (3) urban core cities within the Pioneer Valley region:
Holyoke Chicopee Springfield

e the Mayor or a Selectman of one of the following four (4) cities and towns outside of the three core
cities within the Pioneer Valley region:

Agawam Southwick Westfield
West

e the Mayor or a Selectman of one of the following five (5) cities and towns within the Pioneer Valley
region:

Ambherst Easthampton Hadley
Northampton South Hadley

e a Selectman of one of the following fourteen (14) suburban and rural towns within the Pioneer Valley

region:
Belchertown Brimfield East Longmeadow
Granby Hampden Holland
Longmeadow Ludlow Monson
Palmer Pelham Wales
Ware Wilbraham

e a Selectman of one of the following seventeen (17) suburban and rural towns within the Pioneer
Valley duly elected as prescribed under the provisions of this MOU document:

Blandford Chester Chesterfield
Cummington Goshen Granville

Hatfield Huntington Middlefield
Montgomery Plainfield Russell
Southampton Tolland Westhampton
Williamsburg Worthington

In addition, the Joint Transportation Committee (JTC) Chairman, and one representative each from the

69



Pioneer Valley MPO Public Participation Plan — Revised 01/31/17

Federal Highway Administration (FHWA), the Federal Transit Administration (FTA), the Chair of the
Infrastructure Committee of the Western Massachusetts Economic Development Council (EDC), the five (5)
alternate community MPO representatives, and one representative each from both the MassDOT Highway
Division District One and District Two Offices shall be considered ex-officio, non-voting members of the
Pioneer Valley MPO. Alternate members shall be additional chief elected officials from each of the above-
cited categories of communities and he/she shall be eligible to attend, participate and vote at MPO
meetings in the event that the primary member cannot attend.

As the lead planning agency for the MPO, the PVPC accepts the responsibility for developing the TIP and
UPWP in a cooperative process with other members of the MPO and the general public. The final TIP and
UPWP is voted on for endorsement at a formal meeting of the MPO. The endorsed TIP project listing is
included in the State Transportation Improvement Program verbatim and requires endorsement by the
Secretary of Transportation and Public Works.

The MPO relies on a transportation advisory committee (JTC) to carry out the cooperative process during
TIP development. The Joint Transportation Committee (JTC) is a group of community appointed officials,
MPO member representatives, public and private transportation providers, the interested parties, and
special interest groups and agencies. The JTC establishes and recommends to the MPO procedures for
submitting, prioritizing and selecting projects for the TIP. PVPC staff provides the technical support to
conduct the TIP development activities for the JTC.

Below is a general outline of steps taken during the TIP development process.

1. Project proponents (communities, MPO members, agencies) submit projects through the process
outlined in Chapter 2 of the Massachusetts Project Development & Design Guidebook (2006)

2. Projects are prioritized based on an evaluation criteria by MPO staff, JTC representatives, and
MassDOT Highway Division District staff, and MassDOT staff at a posted meeting open to all.

3. The State (thru MassDOT) provides funding targets for the Pioneer Valley Region.
4. JTC reviews and recommends project priorities on the TIP to the MPO

5. Draft TIP project listings are prepared by the MPO staff are distributed for review and comment to
MPO members

6. MPO meets to make final decisions on the composition of the TIP and to recommend the Draft TIP for
general public release for no less than a 21 day review period

7. Final Draft TIP is distributed for review, consultation and comment in accordance with the adopted
Public Participation Plan

8. Public meetings and news releases are conducted to promote public involvement and consultation.
9. Comments are compiled and addressed where appropriate

10. Final TIP developed for the JTC’s consideration and their recommendation to MPO

11. MPO meets to vote on endorsement of the TIP

12. Endorsed Regional TIPs are compiled by MASSDOT to create the State TIP (STIP)
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13.Secretary of MASSDOT endorses the STIP (on behalf of the Governor) and submits the STIP to federal
agencies for review and approval

14. Federally approved STIP is ready for state implementation (project advertisement)

15. Amendments and adjustments to the TIP are made on an as needed basis with the additional public
review and input for formal amendments only.

Project Priority Criteria and Selection. The MASSDOT developed a process and set of criteria to evaluate
and prioritize the region's TIP projects which was modified and endorsed by the MPO. All projects
included in the TIP are evaluated and assigned a priority value or rating. This process is used as a
management tool to identify projects of regional priority and program them accordingly in the TIP based
on their level of design readiness.

Program Amendments to the TIP. For the purposes of project selection and programming, amendment to
the TIP can be conducted at any time. Amendments require formal MPO action. An amendment to the TIP
is defined any change that differs significantly from the version that was made available for public
comment by the MPO and raises new material issues which interested parties could not reasonably have
foreseen from the public involvement efforts.

The public involvement requirements for amendments shall be satisfied by following the standard 21 day
procedure* for MPO and JTC Committee meetings. So long as the proposed amendment is listed on the
respective Joint Transportation Committee and PVMPO agendas, and those agendas have been sent to the
town clerks and respective committee mailing lists and posted on the PVYMPO website seven days in
advance of the meeting the public involvement requirements for the amendment shall be satisfied.

* While a minimum public comment period of 21 days has been established for the TIP, and major TIP
amendments, the MPO may, at their discretion, vote to abbreviate the public comment period under
what they (the MPO) consider to be extraordinary circumstances. Under no circumstances will this
period be less than 15 days. All comments received during the abbreviated comment period will be
taken into consideration by the MPO before making a recommendation.

Program Adjustments to the TIP. Program adjustments can be conducted without formal MPO action.
Minor adjustments may include such actions as moving projects between Year 1 and Year 2, and minor
fluctuations in project description, costs and funding source. This action can be accomplished through an
agreed upon administrative action.

Annual Listing of Projects. An annual listing of projects, including investments in pedestrian walkways and
bicycle transportation facilities, for which Federal funds have been obligated in the preceding year shall be
made available on the PVMPO website. The listing is developed by the Massachusetts Executive Office of
Transportation and will be consistent with the categories identified in the TIP.

PUBLIC INFORMATION REQUIREMENTS FOR THE UNIFIED PLANNING WORK PROGRAM (UPWP) The
following describes the minimum public involvement program required during the review of a draft
Pioneer Valley UPWP. These steps must be taken before PYMPO acts to adopt a draft document as the
final or official endorsed document.
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A. World Wide Web. The draft UPWP will be made available on the PYMPO website a minimum of 21
days in advance of the final decision by the PVYMPO. The final TIP and UPWP will also be posted to
the PVMPO website as soon as possible after its adoption, and a current version made available
there at least until a new TIP and UPWP are adopted.

B. Comment Period and Public Meeting. PVMPO shall allow a minimum of 21 days for public
comments and shall hold a public information meeting during the public comment period.
Opportunity for public comment on the UPWP shall also be provided at every Joint Transportation
Committee and PVMPO meeting during the comment period.

C. Summary & Disposition of Comments. A summary of significant comments and the disposition of
the comments shall be provided in the final document.

10.PUBLIC INFORMATION REQUIREMENTS FOR SECTION 5307 GRANTS. The public involvement process
adopted by PVMPO for its TIP shall also serve to satisfy the public involvement requirements of the
Pioneer Valley Transit Authority (PVTA) as applicant for regular Section 5307 (FTA Transit Capital) funds.
This applies to the PVTA’s annual purchase of replacement vehicles for programs and other major capital
purchases. This does not apply to non-routine capital projects that require an environmental assessment
or environmental impact statement. For major projects the PVTA shall conduct its own separate public
involvement process.

11.ACCESS TO TECHNICAL INFORMATION. PVMPO shall provide reasonable public access to technical and
policy information used in the development of the Pioneer Valley Regional Transportation Plan, the
Transportation Improvement Program (TIP), and related studies, plans, and programs

4.8 REASSESSMENT OF PUBLIC PARTICIPATION PROGRAM

PVMPO shall conduct a review of the effectiveness of the public participation process once every two years to
ensure that the process provides full and open access to all. This task will include a review of public
participation efforts undertaken, assessing both what worked and what might be improved, and
recommendations for future efforts, if appropriate.

5.0 Appendices
5.1 Title VI Outreach Checklist
5.2 Comments Received on Draft

5.3 PVMPO Signed Endorsement

72



Pioneer Valley MPO Public Participation Plan — Revised 01/31/17

PVMPO / PVTA TITLE VI AND LEP PUBLIC PARTICIPATION CHECKLIST

Preliminary Planning

Review public participation plan materials on inclusive interactions (Language) &
(Accessibility)
Coordinate internally within PVTA/PVPC (Small
Groups) M
(Individuals)
Conduct preliminary community research and draft strategic plan of engagement, | (Meetings)
as needed (Small M
Groups)
Identify potential barriers to inclusive participation |
Coordinate accessibility accommodation notice |
Coordinate language accommodations notice |
Develop notice dissemination plan (Timing) |
Notice & Meeting Logistics
Identify accessible locations |
Establish times and locations for meetings |
Disseminate notice and contact media M
Follow up with contacts to increase knowledge of community interests and =
engage broader community meetings
Conduct key stakeholder outreach (small groups) M
Incorporate demographics and community needs into plan M
Coordinate accessible meeting venue M
Coordinate preparation of meeting materials in simple and clear language and to | Meetings &
meet civil rights obligations Open Houses
Address accommodations requests M
Address language assistance requests |
Address challenging requests for accommodations M
Meeting Location — Accessibility & Language
Accessibility — Ensure accessibility of location and sufficiency of Meetings
accommodations Open Houses M
One to One
Verify and place way finding signage, as needed Meetings M
Test assistive devices M
Language — Ensure availability of language assistance, as needed Meetings
Open Houses |
One to One
Prepare for accommodation of potential late language assistance requests Meetings &
One to One
Conducting the Meeting
Distribute and collect demographic survey |
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Announce available accommodations

Use assistive technology

Use language and accessibility accommodations effectively

Provide additional accommodation and language assistance as requested, when
possible

Meetings
One to one

M FH|FE

Meeting Follow Up

Document all efforts to achieve diversity of involvement and results

Meetings

Share meeting insights with project manager and/or across PVPC/PVTA
departments

Respond to questions, especially from Title VI communities

Summarize demographic information

HIF| © |H

Preliminary Planning

Review public participation plan materials on inclusive interactions

Language
Accessibility

B

Coordinate internally within PVTA/PVPC

(Small
Groups)
(Individuals)

=

Conduct preliminary community research and draft strategic plan of engagement,
as needed

(Meetings)
(Small
Groups)

Identify potential barriers to inclusive participation

Coordinate accessibility accommodation notice

Coordinate language accommodations notice

Develop notice dissemination plan

(Timing)

HREE &

Notice & Meeting Logistics

Identify accessible locations

Establish times and locations for meetings

Disseminate notice and contact media

Follow up with contacts to increase knowledge of community interests and
engage broader community meetings

Conduct key stakeholder outreach (small groups)

Incorporate demographics and community needs into plan

Coordinate accessible meeting venue

Coordinate preparation of meeting materials in simple and clear language and to
meet civil rights obligations

Meetings
Open Houses

Address accommodations requests

Address language assistance requests

NPl @ |HEE H HEE

Revised 8/30/2015
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2016 PVMPO Draft Public Participation Plan
Comments Received During Public Review

Comment By Pg | Comment Action
Received

MassDOT 1 | Word Choice issues: please consider whether references to | 1/25/16 Revision
ODCR "citizen" are appropriate
MassDOT 11 | This bulleted list of examples references MassDOT 1/25/16 Revision
ODCR activities. Please make this content specific to PVPC.
MassDOT 12 | Strike reference, or change, since document is not included | 1/25/16 Revision
ODCR in an appendix
MassDOT 12 | This list was developed by MassDOT as a detailed 1/25/16 Revision
ODCR reflection of the types of public engagement performed by

the agency. Please double-check for applicability
MassDOT 13 | This list of publications needs to be verified for regional 1/25/16 Revision
ODCR applicability.
MassDOT 19 | This references MassDOT's staff structure for Title VI 1/25/16 Revision
ODCR support. PVPC should modify this to direct MPO staff to

the MPO's Title VI Coordinator in the first instance of a

need for clarification or guidance. The subsequent outreach

to MassDOT's Title VI staff (Title VI Specialist and OTP's

Title VI Strategist) can be included but focus should remain

on PVMPO internal process.
MassDOT 20 | Some hyperlinks are outdated. Please refer to attached 1/25/16 Revision
ODCR document for most up to date resources and contact

information.
MassDOT 22 1/25/16 | Revision
ODCR Check numbering for consistency.
MassDOT 78 | Refer to the MPQO's own processes for acquiring and using 1/25/16 Revision
ODCR assistive listening devices.
MassDOT 79 | All requests for Braille documents should be made to the 1/25/16 Revision
ODCR Massachusetts Office on Disability.
MassDOT 84 1/25/16 Revision
ODCR Check fonts for consistency (and accessibility)
MassDOT 85 1/25/16 Revision
ODCR Consider using the term "public transportation advocates”
MassDOT 85 | Consider using the term "advocates of the community of 1/25/16 Revision
ODCR individuals with disabilities"
MassDOT 86 | Please make sure this is consistent with the PVPC Language | 1/25/16 Revision
ODCR Access Plan and any LEP related recommendations from

the recent federal Certification Review of the MPO.
MassDOT 87 | Please review to make sure this follows the steps detailed in | 1/25/16 Revision
ODCR Section 3 above.
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MassDOT 90 | No reference to accessibility requirements. 1/25/16 Revision
ODCR

MassDOT 90 | Please note: federal regulations on MPO public engage- 1/25/16 Revision
ODCR ment may require direct response to comments. Please

modify todescribe when direct response is needed.
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PIONEER VALLEY MPO ENDORSEMENT SHEET

The signatures below signify that all members of the Pioneer Valley Region’s
Metropolitan Planning Organization, or their designees, have met on February 3, 2016
and discussed the following item for endorsement: The Pioneer Valley Metropolitan
Planning Organization Public Participation Plan (PPP

Massachusetts Department of Transportation (Mass DOT)
I, Secretary of the Massachusetts Department of Transportation, hereby

O Endorse 0 Do Not Endorse the above referenced item.
EQAMQ[). §olae C. oo,
Stephéhie Pollack Date
Secre &CEO Mass DOT

Massachusetts Department of Transportation Highway Division
I, Acting Administrator of the Highway Division of MassDOT, hereby

O Endorse 0 Do Not Endorse the above referenced item.
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1.0 INTRODUCTION

This Limited English Proficient (LEP) Plan has been developed by the Pioneer Valley Planning

Commission (PVPC) in consultation with the FTA publication of April 13, 2007, “Implementing
the Department of Transportation’s Policy Guidance Concerning Recipients’ Responsibilities to

Limited English Proficient (LEP) Persons: A Handbook for Public Transportation Providers.”

This plan is a living document; it is continually reviewed, updated and improved by PVPC staff
to help better meet the needs of the residents of the Pioneer Valley Metropolitan Planning
Organization (PVMPO) region.

This plan describes the strategic approach that PVPC is pursuing to achieve its program to better
engage people who are Limited English Proficient (LEP) in metropolitan transportation
planning activities. PVPC’s goal is to ensure that LEP persons have meaningful access to the
public involvement process for PVMPO activities. This LEP Plan clarifies PVMPO’s
responsibilities with respect to LEP requirements as a recipient of federal financial assistance
from the U.S. Department of Transportation to people who are Limited English Proficient in
accordance with:

e Title VI of the Civil Rights Act of 1964, 42 U.S.C. 2000d, et seq., and its implementing
regulations, which state that no person shall be subject to discrimination on the basis of
race, color, or national origin under any program or activity that receives federal assistance.

e Executive Order 13166 “Improving Access to Services for Persons with Limited English
Proficiency” of August 16, 2000, which directs that Federal agencies subject to the
requirements of Title VI publish guidance for their recipients clarifying LEP obligations.
Executive Order 13166 directs that all guidance documents be consistent with the
compliance standards and framework detailed in the U.S. Department of Justice’s Policy
Guidance “Enforcement of Title VI of the Civil Rights Act of 1964—National Origin
Discrimination Against Persons With Limited English Proficiency.” This guidance
advises that different treatment based upon a person’s inability to speak, read, write, or
understand English may be a type of national origin discrimination. Executive Order
13166 applies to all federal agencies, programs and operations of entities that receive
funds from the federal government, which includes the PVMPO.

These federal regulations and guidance define persons with Limited English Proficiency as
individuals with a primary or home language other than English who must, due to limited
fluency in English, communicate in that primary or home language if the individuals are to have
an equal opportunity to participate effectively in or benefit from any aid, service or benefit in
federally funded programs and activities.

This plan is being made available to people and organizations for which LEP may be a common
consideration, including social service, non-profit, and law enforcement agencies. This plan is
available in electronic PDF format on the PVPC website at www.pvpc.org. Paper copies of this
LEP Plan will be provided to the community based organizations that have been consulted
during the development of this plan, as well as the members of the Pioneer Valley Metropolitan
Planning Organization (PVMPO), the Joint Transportation Committee of the PVMPO, the
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Massachusetts Department of Transportation, Federal Highway Administration, the Federal
Transit Administration, the Pioneer Valley Transit Authority, and any other person or agency
requesting a copy.

Figure 1.1 : Pioneer Valley Metropolitan Planning Organization Region
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2.0 PVMPO REGION LEP POPULATION ANALYSIS

This section presents an analysis of LEP residents of the PVMPO region. This analysis is
modeled on the four-factor analysis of an individualized assessment described in the FTA
guidance publication of April 13, 2007 entitled “Implementing the Department of
Transportation’s Policy Guidance Concerning Recipients’ Responsibilities to Limited English
Proficient (LEP) Persons: A Handbook for Public Transportation Providers.” Though the four-
factor analysis is intended primarily for use by transit agencies, its application to the PVMPO is
also helpful in assessing the needs of LEP persons in the metropolitan transportation planning
process.

The PVMPO region includes communities with diverse ethnicities, including many people for
whom English is not their native language. The representatives and residents of these communities
who participate in the metropolitan planning organization (MPO) process are the most regular and
significant channels through which PVPC has developed and maintains awareness of the concerns
of LEP persons.

The following factors were considered to help gauge the level and extent of language assistance
measures required to sufficiently ensure meaningful participation in the MPO process:

Factor 1: Proportion, numbers and distribution of LEP persons in the PVMPO region
Factor 2: Frequency of contact with LEP persons

Factor 3: Nature and importance of metropolitan transportation planning to LEP persons
Factor 4: Resources available to PVMPO and cost

2.1 Factor 1: Proportion, Numbers and Distribution of LEP Persons

The U.S. Census Bureau reports a range of 4 classifications of how well people speak English.
The classifications are “very well,” “‘well,” ‘not well,” and “not at all.” Consistent with federal
guidance, the PVMPO LEP Plan considers people who are reported by the Census to speak
English “not well” or ‘not at all” as Limited English Proficient persons.

2.1.1 Service Area Geographic Boundaries

The PVMPO region consists of the 43 Massachusetts municipalities listed below on Table 2.1
and displayed in Figure 1.1 on the previous page.

Table 2.1 Communities in the Pioneer Valley Region

Agawam Easthampton Ludlow Southwick
Ambherst Goshen Middlefield Springfield
Belchertown Granby Monson Tolland
Blandford Granville Montgomery Wales
Brimfield Hadley Northampton Ware
Chester Hampden Palmer West Springfield
Chesterfield Hatfield Pelham Westfield
Chicopee Holland Plainfield Westhampton
Cummington Holyoke Russell Wilbraham
East Longmeadow Huntington South Hadley Williamsburg
Longmeadow Southampton Worthington
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http://www.state.ma.us/cc/agawam.html
http://www.state.ma.us/cc/amherst.html
http://www.mass.gov/?pageID=mg2localgovccpage&L=3&L0=Home&L1=State+Government&L2=Local+Government&sid=massgov2&selectCity=Belchertown
http://www.state.ma.us/cc/blandford.html
http://www.state.ma.us/cc/brimfield.html
http://www.state.ma.us/cc/chester.html
http://www.state.ma.us/cc/chesterfield.html
http://www.state.ma.us/cc/chicopee.html
http://www.state.ma.us/cc/cummington.html
http://www.state.ma.us/cc/east_longmeadow.html
http://www.state.ma.us/cc/easthampton.html
http://www.state.ma.us/cc/goshen.html
http://www.state.ma.us/cc/granby.html
http://www.state.ma.us/cc/granville.html
http://www.state.ma.us/cc/hadley.html
http://www.state.ma.us/cc/hampden.html
http://www.state.ma.us/cc/hatfield.html
http://www.state.ma.us/cc/holland.html
http://www.state.ma.us/cc/holyoke.html
http://www.state.ma.us/cc/huntington.html
http://www.state.ma.us/cc/longmeadow.html
http://www.state.ma.us/cc/ludlow.html
http://www.state.ma.us/cc/middlefield.html
http://www.state.ma.us/cc/monson.html
http://www.state.ma.us/cc/montgomery.html
http://www.state.ma.us/cc/northampton.html
http://www.state.ma.us/cc/palmer.html
http://www.state.ma.us/cc/pelham.html
http://www.state.ma.us/cc/plainfield.html
http://www.state.ma.us/cc/russell.html
http://www.state.ma.us/cc/south_hadley.html
http://www.state.ma.us/cc/southampton.html
http://www.state.ma.us/cc/southwick.html
http://www.state.ma.us/cc/springfield.html
http://www.state.ma.us/cc/tolland.html
http://www.state.ma.us/cc/wales.html
http://www.state.ma.us/cc/ware.html
http://www.state.ma.us/cc/west_springfield.html
http://www.state.ma.us/cc/westfield.html
http://www.state.ma.us/cc/westhampton.html
http://www.state.ma.us/cc/wilbraham.html
http://www.state.ma.us/cc/williamsburg.html
http://www.state.ma.us/cc/worthington.html

2.1.2 Analysis of Language-related U.S. Census Data

This section presents analysis of demographic data related to the ability to speak English from

the 2010 U.S. Census and the 2006-2010 American Community Survey (ACS). Table 2.2 shows
the wide range of languages other than English spoken at home in the Pioneer Valley and speaks
to the cultural diversity of the region.

Table 2.2
Languages other than English Spoken at Home in the PVPC Region
Languages Total Percent Cumulative
Spanish or Spanish Creole 67,249 57.2% 57.2%
Polish 6,990 5.9% 63.1%
French (incl. Patois, Cajun) 6,388 5.4% 68.6%
Russian 5,646 4.8% 73.4%
Portuguese or Portuguese Creole 5,014 4.3% 77.6%
Chinese 2,810 2.4% 80.0%
Vietnamese 2,653 2.3% 82.3%
African languages 2,342 2.0% 84.3%
Italian 2,122 1.8% 86.1%
Other Slavic languages 1,720 1.5% 87.5%
Other Asian languages 1,441 1.2% 88.8%
German 1,421 1.2% 90.0%
Mon-Khmer, Cambodian 1,267 1.1% 91.1%
Arabic 1,122 1.0% 92.0%
Other Indo-European 967 0.8% 92.8%
Korean 952 0.8% 93.6%
Other Indic 736 0.6% 94.3%
Greek 728 0.6% 94.9%
Japanese 682 0.6% 95.5%
Hindi 677 0.6% 96.0%
Thai 665 0.6% 96.6%
French Creole 608 0.5% 97.1%
Urdu 579 0.5% 97.6%
Serbo-Croatian 536 0.5% 98.1%
Tagalog 484 0.4% 98.5%
Other West Germanic 348 0.3% 98.8%
Persian 308 0.3% 99.0%
Hebrew 219 0.2% 99.2%
Other Pacific Island 167 0.1% 99.4%
Scandinavian 153 0.1% 99.5%
Gujarati 146 0.1% 99.6%
Laotian 99 0.1% 99.7%
Hungarian 96 0.1% 99.8%
Armenian 93 0.1% 99.9%
Other and unspecified 65 0.1% 99.9%
Yiddish 52 0.0% 100.0%
Other Native North American 23 0.0% 100.0%
Hmong 17 0.0% 100.0%
Navajo 0 0.0% 100.0%
Total other than English at Home 117,585 100% 100.0%
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Figure-2.2 shows that the number of LEP persons in the region is 25,223. The five highest
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Figure 2.2
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The most recent data for English proficiency is from the 2006-2010 American Community
Survey five-year estimates. ACS only two reporting categories: 1) “Speaks English Very Well”
and 2) “Speaks English Not Very Well.” The ACS estimate for Hampshire and Hampden County
2006-2010 is that 25,223 people over the age of 5, or approximately 4.3 of the County’s 585,684
residents over that age, speak English “less than very well.” The region speaks with a diversity of
languages other than English however the majority of people surveyed for who English was not
their first language are also able to speak English “very well.”

2.1.3 Involvement of Community Organizations and Committees

The PVMPO is engaged with community based organizations that serve LEP persons in two
general ways: 1) participating in meetings of organizations and agencies that deal with LEP
issues; and 2) the public involvement process.

The staff of the PVMPO participates on an ongoing basis in the meetings and activities of the
following community and municipal organizations that address in part the needs of LEP persons:

Directors of Councils on Aging in PVMPO communities.

Human service organizations.

Emergency management agencies and staff of PVMPO member communities.
Homeland Security Councils of Hampden and Hampshire Counties.

PVMPO staff also participates regularly in meetings and activities of municipal and volunteer
committees in PVMPO member communities, including those of the City of Northampton Public
Transportation Committee. PVMPO staff also conducts outreach to the Town Amherst Public
Transportation Committee. Both committees address issues of concern to LEP residents of the
region.

PVMPO continues to work with other transportation agencies, including the Pioneer Valley
Transit Authority, Massachusetts Highway Department, Massachusetts Office of Community
and Economic Development and others to identify other community based organizations not
traditionally involved in service of LEP persons. Table 1 (next page) lists the organizations,
meeting dates with PVMPO and transportation concerns identified during outreach performed
for the most recent update of the PVMPO Title VI plan to MassDOT.
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Table 1
Recent LEP Outreach Activities

Winter 2011
= Populations of non-native English speakers were identified using Census data during the
updating of LEP information for the PVTA Non-transit User Study, PVPC Coordinated
Human Services Plan, and LEP Programs.

= Provided a Spanish translation on YouTube for the bikes on bus instructional video.

Spring 2011

= Coordination of with Springfield North End Community Organizations on a “Fun on the
Riverwalk” to foster healthy lifestyle choice and encourage community use of the
Springfield Riverwalk and Bikeway in a neighborhood with significant number of Spanish
speakers.

= Meeting with Russian bus operators to develop outreach ideas for engaging native Russian
speakers.

= Locations where significant numbers of Russian speakers live identified.

Summer 2011

= Produced and posted Russian-language bus rider information sheet plus five different “how
to ride” sheets in Russian for bus stops near buildings or in neighborhoods where Russian
speakers live.

= Introduced “Pioneer Valley Try Transit Week” to broaden transit’s appeal and remove
cultural barriers and stereotypes.

= Began working with Springfield Public Housing (Saab Court) and Lutheran Social Services
in West Springfield on outreach through English as a Second Language (ESL) classes with
Russian, Spanish, Somali, Burmese and Chinese native speakers.

Fall 2011
= Engaged a total of 58 non-English speakers through a series of LEP events that included
classroom and bus onboard trainings. Schedules and maps were provided at all events.

Poster-sized plots schedules and route maps were produced and left at LSS and Saab Court
for ongoing use and reference:

Oct. 6: Russian native speakers (10) — LSS, West Springfield with bus
Oct. 6: Russian native speakers (none attended) — Saab Court, Springfield
Oct. 20: Spanish native speakers (10) — LSS, West Springfield

Oct. 20: Russian native speakers (12) — LSS, West Springfield

Oct. 20: Burmese native speakers (8) — LSS, West Springfield

Oct. 20: Somali native speakers (12) — LSS, West Springfield

Oct. 20: Chinese native speakers (6) — LSS, West Springfield

= Met with the Director of Environmental Programs for Nuestras Raices in Holyoke to
discuss transportation issues for after school youth programs. Nuestras Raices Nuestras
Raices currently manages 8 community gardens and two youth gardens, and plans to
expand the network of gardens each year. Student transportation for students remains an
issue.
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Common Questions/Concerns Heard From Non-English Speakers

Non English speaking residents are not always fully engaged in project design and
development. Traditional methods of outreach may not always be effective.

Many reported difficulty when boarding the bus the first time. Non-English speakers said
they were unable to understand the cost of the fare when they initially boarded. Some
Somali participants put in large denominations (i.e. $5, $10, $20) bus fare and thought the
bus could produce change; they said that in their country, they pay when they board and
receive change based on where they get off of the bus.

Transfer policy and purchase are a source of confusion to non-English speakers. Participants
said it was difficult to understand the transfer time limit description.

Non-English speakers expressed interest in traveling to Holyoke Mall and other major
shopping destinations. Staff described how to travel to the Mall via the P20.

It is difficult for customers to estimate travel times and bus arrival times when there are long
intervals between time points (i.e., R1- between Westfield Center and SBT).

Onboard safety concerns were expressed by customers. Staff pointed out the security
cameras and described safety policies.

Staff addressed participant’s questions regarding route frequency differences. Participants
were confused as to why certain Springfield PVTA routes leave every half hour while the R-
10 only runs every hour.

Key Points/Lessons Learned

Many of the growing health concerns in Springfield’s North End neighborhoods identified by
the Brightwood Health Center and Springfield Partners for Healthier Communities are
influenced by the build environment. It is imperative that transportation projects and
infrastructure constructed in this community fully incorporate the “Complete Streets”
guidance adopted in the Massachusetts Highway Design Guide and that community
engagement during the design phase of project development recognize cultural and language
barriers that may be unique to Springfield’s North End neighborhoods. Sidewalks, bike lanes,
inviting streetscapes that provide opportunities for positive social interaction are critical to
creating healthy vibrant neighborhoods. Traditional “English only” outreach during project
planning may fall short of achieving these goals.

Support from Lutheran Social Services was critical to the success of this effort. LSS provided
translators for Burmese, Chinese, Somali and Russian.

Outstanding internal support from Z. Valentin for Spanish translation and P. Chege for
Somali translation.

Bus ride very important for success of these events.
Outstanding participation/translation by bus operators D. Kishko and P. Chege was critical.

Next Steps

Recommend continuing with similar evening outreach events for Russian, Somali, Spanish,
Chinese and Burmese at LSS ESL classes at 6-month intervals (when there is evening light).
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=  PVPC will continue to coordinate work closely with Baystate’s Brightwood Health Center,
Springfield Partners for Healthier Communities and the Springfield Planning Department to
identify language barriers and address issues as they relate to the planning, design and
construction of transportation projects.

= Recommend developing and focusing efforts in the next 6 months on outreach to Spanish
speakers through ESL classes at other social service agencies.

= Expand “Try Transit Week” marketing and promotion efforts. Work to create new social
norms for the public’s perception of transit by engaging civic and community leaders.

= |Indentify transportation issues for
= Future organizations/agencies identified for new LEP outreach:
v Holyoke Community College ESL classes at Holyoke Transportation Center
v Valley Opportunity Council in Holyoke
v’ Catholic Charities ESL classes in Springfield
v' Jewish Family Service of Western Massachusetts.

2.2 Factor 2: Frequency of Contact with LEP Persons

PVMPO members and staff are in contact with organizations and individuals representing the
concerns of LEP persons on a daily basis. The contacts include:

e Planning support to the PVTA, which serves a large number of LEP persons daily.

e Coordination of public involvement and community outreach activities for the PVMPO
and PVTA, such as bus rider forums, para-transit rider meetings, public hearings and
meetings with community groups.

e Coordination and cooperation with community based organizations. (Appendix J)

e Coordination with social service organizations.

2.3 Factor 3: Nature and Importance of PVMPO Transportation Planning and Service
to LEP Community

PVMPO is committed to making the metropolitan transportation planning process as accessible
as possible to all people who live within the region. This outreach to LEP persons is important
because PVMPO staff also provides comprehensive planning, surveying and public involvement
services the Pioneer Valley Transit Authority, which provides fixed route and para-transit service
to 24 of the most populous PVMPO communities. Significantly, LEP persons may be more
dependent on transit service than English speakers in the region. Any denial, delay or reduction
in access to the public transit services provided because of language-related barriers is
unacceptable. The PVMPO staff publishes notices of significant planning efforts in Spanish
newspaper that are distributed free of charge and conducts regular surveys of transit customers in
the region.
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2.4 Factor 4: Resources Available

The PVMPO programs the transportation projects that utilize federal and state sources of
operating assistance for transit, as well as and capital assistance for transportation and transit
projects. Support for LEP outreach and related services are integrated with the planning and
development of these projects.

Going forward, the PVMPO will continue to identify LEP concerns and seek appropriate
additional funding and strategies for integration with programmed transportation projects in the
region that may be available and appropriate for LEP programs and services.

3.0 SAFE HARBOR STIPULATION FOR WRITTEN TRANSLATIONS

Federal law provides a “safe harbor” stipulation so that recipients and sub-recipients of federal
funds can ensure with greater certainty that they comply with their obligations to provide written
translations in languages other than English. A safe harbor means that if a recipient or sub-
recipient provides written translations in certain circumstances, such action will be considered
strong evidence of compliance with the recipient's or sub-recipient’s written-translation
obligations under Title VI.

The failure to provide written translations does not mean there is noncompliance, but rather
provides a guide for recipients and sub-recipients that would like greater certainty of compliance
than can be provided by a fact-intensive 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 required.
Other ways of providing meaningful access, such as effective oral interpretation of certain vital
documents, could be acceptable or preferable under such circumstances.

Strong evidence of compliance with a recipient’s or sub-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.

This safe harbor provision applies to the translation of written documents only. It does not affect
the Title VI requirement to provide meaningful access to LEP individuals through competent
oral interpreters where oral language services are needed and reasonable.

In the PVMPO region all eligible LEP language groups exceed the “1,000 or greater” population
threshold for which written translations of vital documents can be provided (see table 3.1). Using
the Safe Harbor standard, PVPC is committed to provide written translations of all key
documents to residents of our 43 communities.
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40 IMPLEMENTATION PLAN FOR LANGUAGE ASSISTANCE

This section describes PVMPO’s current and future plans for providing language assistance to
LEP persons in the region.

4.1 Identifying LEP Persons Who Need Language Assistance

PVMPO identifies LEP persons who need language assistance through the following activities
and services:

e Coordination with municipal, regional and state agencies engaged in transportation
planning processes.

e Outreach to community based organizations and municipal agencies to ask their
assistance in identifying LEP persons who may need language assistance.

e Outreach to social service agencies in the region.

e Planning coordination and public involvement services and activities with the Pioneer
Valley Transit Authority.

e Inclusion of instructions on how to request language translation of key written documents
on public meeting notices.

e Asking persons attending public hearings if Spanish language translation and/or signing
interpreter services are desired or needed (services are always available).

e Demographic assessment of census data to ascertain likely geographic location of
potential LEP customers.

4.2 Providing Language Assistance

This section describes the current and future services that the PVMPO provides for
enhancing the access of its system to LEP persons.

Information regarding PVMPO transportation planning processes is made available through
multiple means, including translated public meeting notices and providing a bilingual staff
whenever possible. PVMPQ’s future programs and services to enhance accessibility of transit
services to LEP persons include:

e Partnerships with PVTA and community organizations to develop a list of language
translation volunteers who are available for public meetings. This option could be used
where advanced notice is provided that translator services are needed. This option may
also help increase the number of languages for which translation services are available.

e Development of written translation and oral interpreter service providers database. This
would improve the speed and convenience with which written documents can be
translated for the public, and reduce the need to have public requests for them.

e Ensuring that PVMPO members are aware of the USDOT LEP guidance and support
their LEP planning activities, as appropriate.

e Regular updates to this LEP Plan, as needed by new events, such as the release of
language-related demographic data from the 2010 decennial census and/or indications of
increases in LEP population.

e ldentification of community based organizations that are not being contacted through
existing outreach.
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4.3

Providing Notice to LEP Persons

USDOT LEP guidance states: “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 can
understand.”

PVMPO provides this notification through the following:

1.

2.

Meeting notices in print and on the PVMPO website that include instructions on how to
request language assistance (with advance notice).

The statement in outreach documents that language services are available from the
agency.

Working with community-based organizations and other stakeholders to inform LEP
individual of the recipient’s services, including the availability of language assistance
services.

Including notices in local newspapers in languages other than English. (Local Spanish
news media is traditionally used by the MPO)

Future notification services are expected to include:

4.4

An inventory of existing public service announcements and community outreach
opportunities.

Improved incorporation of notices of language assistance availability in existing
outreach.

Targeted community outreach to LEP persons, especially via the community based
organizations that may serve and represent them.

Monitoring and Updating This LEP Plan

PVMPO will continue to monitor and update this LEP Plan. Related activities will likely include:

END

Establishing and implementing a process to obtain feedback from LEP persons, directly,
as well as community members and agencies.

Conducting internal monitoring and random spot checks of LEP services.

Refining and improving the LEP Plan described above consistent with feedback received.
Considering new language assistance needs when expanding service.

Regularly updating the plan (annual basis) or when significant new language-related
demographic data becomes available.
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Certification of the Pioneer Valley MPO
Transportation Planning Process

The Pioneer Valley Metropolitan Planning Organization certifies that its conduct of the
metropolitan transportation planning process complies with all applicable requirements,
which are listed below, and that this process includes activities to support the
development and implementation of the Regional Long-Range Transportation Plan and
Air Quality Conformity Determination, the Transportation Improvement Program and Air
Quality Conformity Determination, and the Unified Planning Work Program.

1. 23 USC 134, 49 USC 5303, and this subpart.

. Sections 174 and 176 (c) and (d) of the Clean Air Act, as amended (42 USC 7504, 7506

(c) and (d) and 40 CFR part 93 and for applicable State Implementation Plan projects.

. Title VI of the Civil Rights Act of 1964, as amended (42 USC 2000d-1) and 49 CFR Part

21.

. 49 USC 5332, prohibiting discrimination on the basis of race, color, creed, national origin,

sex, or age in employment or business opportunity.

. Section 1101 (b) of the Fast Act (Pub. L. 114-357) and 49 CFR Part 26 regarding the

involvement of disadvantaged business enterprises in U.S. DOT-funded projects.

. 23 CFR part 230, regarding implementation of an equal employment opportunity program

on Federal and Federal-aid highway construction contracts.

. The provisions of the US DOT and of the Americans with Disabilities Act of 1990 (42 USC

12101 et seq.) and 49 CFR Parts 27, 37, and 38.

. The Older Americans Act, as amended (42 USC 6101), prohibiting discrimination on the

basis of age in programs or activities receiving federal financial assistance.

9. Section 324 of Title 23 USC regarding the prohibition of discrimination based on gender.

. Section 504 of the Rehabilitation Act of 1973 (29 USC 794) and 49 CFR Part 27

regarding discrimination against individuals with disabilities.

11. Anti-lobbying restrictions found in 49 USC Part 20. No appropriated funds may be
expended by a recipient to influence or attempt to influence an officer or employee
of any agency, or a member of Congress, in connection with the awarding of any
federal contract.

April 26, 2022

AN

Jamey L. Tesler, Secretary and Chief Executive Officer
Massachusetts Department of Transportation
Chair, Pioneer Valley MPO
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