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NUMBER: OPS-920-18
APPLICABLE TO: All DJS staff and private providers
APPROVED:
DATE:
I.

II.

III.

/s/ signature on original
Sam Abed, Secretary
4/27/18

POLICY
Department of Juvenile Services (DJS) staff and personnel employed in facilities and
programs that are directly involved in the assessment, care and treatment of youth who
are under the supervision of DJS or subject to juvenile court jurisdiction ensure that
youth and families with limited English proficiency receive equal access to DJS services.
AUTHORITY
A.
MD. CODE ANN., HUM., SERVS., §§ 9-203 and -204.
B.
MD. CODE ANN. STATE GOV’T., §§ 10-1101 to -1105.
C.
42 U.S.C. § 2000d.
D.
Exec. Order No. 13166, 65 Fed. Reg. 50,121 (Aug. 16, 2000).
E.
Prison Rape Elimination Act (PREA) Juvenile Facility Standards
DIRECTIVES/POLICIES RESCINDED
Communicating with Limited English Proficient Persons Policy, MGT-627-14

IV.

FAILURE TO COMPLY
Failure to comply with the Department’s Policy and Procedures shall be grounds for
disciplinary action up to and including termination of employment.

V.

STANDARD OPERATING PROCEDURES
Standard operating procedures have been developed.
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VI.

REVISION HISTORY
DESCRIPTION OF REVISION

DATE OF
REVISION
Policy updated to account for current protocols and practices. November 2014
Revisions made:
April 27, 2018
• Definitions updated.
• Section C- Facility staff shall not rely on other facility
youth to interpret for an LEP youth unless in limited
circumstances where an extended delay in obtaining an
effective interpreter could compromise the youth’s
safety, the performance of first-response duties or the
investigation of a youth’s allegation of abuse or
harassment.
• Section D-Superintendent and Regional Director
responsibilities ensure the admissions officer and other
relevant staff are trained in how to access services for
LEP youth to ensure each youth understands not only
all facility policies, youth rules and handbook content,
but also has an equal opportunity to learn the youth’s
rights and how to report abuse or harassment.
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PROCEDURES
SUBJECT: Communication with Limited English Proficient Persons
NUMBER: OPS-920-18
APPLICABLE TO: All staff and private providers
APPROVED:
DATE:
I.

/s/ signature on original
Sam Abed, Secretary
4/27/18

PURPOSE
The purpose of these procedures is to implement the Department’s policy of
providing equal access to services for persons with limited English proficiency.
The expected result of these procedures is that the Department shall:
a. establish a general process for providing language interpretation services to
limited English proficient (LEP) persons;
b. train appropriate staff in providing language interpretation services to LEP
persons;
c. inform LEP persons that they may receive language interpretation services at
no cost; and
d. monitor the provision of language services to LEP persons to ensure that
reasonable steps are taken to achieve equal access to DJS services.

II.

DEFINITIONS
Interpreter means someone who can interpret and translate effectively, accurately and
impartially, both receptively and expressively, using any necessary specialized
vocabulary, the non-English spoken or written language of a youth.
Limited English Proficient (LEP) persons means individuals who are unable to
adequately understand or express themselves in the spoken or written English
language.
Minor children refer to persons who have not attained age 18.
Program includes all services provided by DJS, a private contractor or DJS-licensed
entity that is directly involved in the care and treatment of youth under the
supervision of DJS or subject to juvenile court jurisdiction.
Program case manager means a program employee with primary responsibility for
ensuring that DJS youth receive all needed evaluations and services during
involvement in a program.
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Program staff includes, but is not limited to, DJS case managers and program case
managers.
Vital documents mean all applications, or informational materials, notices, complaint
forms, and other materials essential to the provision of care and services to youth and
parents under the supervision of DJS or subject to juvenile court jurisdiction.

III.

PROCEDURES
A.
Program Staff Responsibilities
1.
Program staff shall:
a.
inform LEP persons with whom the program staff works of the
availability of free language interpretation services and post a notice
to this effect in each DJS office and facility and each private
provider facility or office in the languages determined by the DJS
Office of Fair Practices;
b.
obtain language services for LEP youth and
parents/guardians/custodians of LEP youth in a timely manner to
ensure that no significant delay in services takes place;
c.
work with referring authorities (i.e., police departments, schools,
courts) to ensure that LEP individuals are properly identified upon
referral to DJS; and
d.
document, in a manner that ensures confidentiality and security, the
language needs of each LEP youth and/or parents/guardians/
custodians of LEP youth in the youth’s file and ASSIST.
2.
Each office and facility shall maintain Language Identification Cards
(Appendix 1) for use in identifying languages spoken by LEP persons.
3.
If a LEP person is unable to read or write in English or their own language,
program staff shall utilize telephonic interpretation services as necessary to
identify the language.
B.

Language Services
1.
Oral language services. To ensure equal access to services, DJS shall provide
language interpretation services by:
a.
recruiting, hiring, and training bilingual staff to provide face to
face, in-house language interpretation services;
b.
linking LEP persons to language interpretation services
procured by the State; and
c.
allowing an adult family member, community member, or
volunteer to provide language interpretation services at the
discretion of program staff under the circumstances established in
these procedures.
2.
Written language services.
a.
DJS shall provide written language services by translating all vital
documents into those languages spoken by more than three percent
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b.

of the community served by a particular office, as measured by the
United States Census.
As necessary, program staff shall notify all LEP persons that any
document will be translated upon request and arrange for the
translation of that document.

C.

Use of Other Facility Youth, Adult Family Members, Community
Members, or Volunteers as Interpreters
1.
Facility staff shall not rely on other facility youth to interpret for an LEP
youth unless, in limited circumstances, where an extended delay in
obtaining an effective interpreter could compromise the youth’s safety,
the performance of first-response duties, or the investigation of a youth’s
allegation of abuse or harassment.
2.
Program staff may not utilize adult family members, adult community
members, or adult volunteers to provide language interpretation services
unless program staff:
a.
inform the youth and/or parent/guardian/custodian that they may
receive language interpretation services at no cost;
b.
offer the youth and/or parent/guardian/custodian language
interpretation services and the services are refused;
c.
determine that the provision of services will not be affected;
d.
determine, with respect to the circumstances of the refusal, that
there is no:
1)
coercion;
2)
domestic violence or other criminal activity;
3)
conflict of interest; or
4)
potential for a breach of confidentiality;
e.
document the youth and/or parent/guardian/custodian’s refusal
and the circumstances in the youth’s file and ASSIST; and
f.
require the family member, community member, or volunteer to
sign an Interpreter Confidentiality Agreement (Appendix 2).

D.

Regional Director and Superintendent Responsibilities
1.
Each Regional Director and Superintendent shall designate a central
coordinator responsible for:
a.
monitoring compliance with the Maryland Code, State Government
Article §§ 10-1101 to -1105, federal Exec. Order No. 13166
(Appendix 3), and these procedures;
b.
assisting program staff in obtaining and providing language
interpretation services for LEP persons;
c.
assessing which documents are vital;
d.
ensuring the coordination of language interpretation resources in
the region or facility;
e.
ensuring the Admissions Officer and other relevant staff are
trained in how to access services for LEP youth to ensure each
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2.

IV.

V.

VI.

youth understands not only all facility policies, youth rules and
handbook content, but also has an equal opportunity to learn the
youth’s rights and how to report abuse or harassment; and
f.
ensuring that all qualified interpreters review and sign the
Interpreter Confidentiality Agreement (Appendix 2) and
Interpreter Orientation and Training document (Appendix
4).
g.
reporting monthly to the DJS Office of Fair Practices on:
1)
the number of LEP persons identified;
2)
the languages encountered; and
3)
the language interpretation services provided.
Each Regional Director and Superintendent shall ensure that the notice
required by section III. A. 1. a. is posted at each office or facility for which
he or she is responsible.

E.

Office of Fair Practices Responsibilities
1.
The DJS Office of Fair Practices shall perform assessments of the provision
of language interpretation services on a periodic basis to measure
effectiveness. Modifications shall be made as necessary to ensure that LEP
individuals have equal access to DJS services.
2.
The Office of Fair Practices may promulgate additional guidance and
direction to staff as required.

F.

Confidentiality
1.
Any person providing language interpretation services, other than DJS
employees and persons under contract with the State, shall be required to
sign an Interpreter Confidentiality Agreement (Appendix 2) and
Orientation and Training document (Appendix 4).
RESPONSIBILITY
Superintendents, Regional Directors, the Director of the Office of Fair Practices must
ensure compliance with this procedure.
INTERPRETATION
The Secretary is responsible for interpreting and granting any exceptions to this
procedure.
LOCAL OPERATING PROCEDURES
No
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VII.

V.

DIRECTIVES/POLICIES REFERENCED
No policies referenced.
APPENDICES
1.
Language identification cards
2.
Interpreter Confidentiality Agreement
3.
Exec. Order No. 13166
4.
Interpreter Orientation and Training document
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DJS POLICY AND STANDARD
OPERATING PROCEDURES
Statement of Receipt and Acknowledgment of
Review
SUBJECT: Communication with Limited English Proficient Persons
NUMBER: OPS-920-18
APPLICABLE TO: All staff and private providers

I have received and reviewed a copy (electronic or paper) of the above titled policy and procedures.
I understand the contents of the policy and procedures.
I understand that failure to sign this acknowledgment form within five working days of receipt of the
policy shall be grounds for disciplinary action up to and including termination of employment.
I understand that I will be held accountable for implementing this policy even if I fail to sign this
acknowledgment form.

SIGNATURE

___________________________
PRINT FULL NAME

DATE

___________________________
WORK LOCATION

SEND THE ORIGINAL, SIGNED COPY TO THE DIRECTOR OF THE DJS OFFICE OF
HUMAN RESOURCES FOR PLACEMENT IN YOUR PERSONNEL FILE.
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Lt. Governor

Larry Hogan
Governor

Sam Abed
Secretary

INTERPRETER CONFIDENTIALITY AGREEMENT
I hereby agree to maintain the confidentiality of all information discussed or observed while
providing language interpretation services for the individual(s) named below. This includes, but is
not limited to, all information about services being performed and the identity of those staff and
clients present, regardless of perceived importance.
I understand that I may, however, reveal information to (1) the Maryland Department of Juvenile
Services (DJS) or its staff or agents; and (2) interpreters employed by the state of Maryland when
necessary to best serve DJS staff and its clients in an ongoing interpreting situation or assignment.

______________________________________
Interpretation provided for (Print Name)

______________________________________
Interpreter (Print Name)

_______________________
Date

______________________________________
Interpreter Signature

410-230-3333 / Toll Free: 1-888-639-7499 / TDD: 1-800-735-2258
Successful Youth • Strong Leaders • Safer Communities

Wednesday,
August 16, 2000

Part V

The President
Executive Order 13166-Improving Access
to Services for Persons With Limited
English Proficiency

Department of
Justice
Enforcement of Title VI of the Civil
Rights Act of 1964-National Origin
Discrimination Against Persons With
Limited English Proficiency; Notice
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Federal Register
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Wednesday, August 16, 2000

Title 3-

Executive Order 13166 of August 11, 2000

The President

Improving Access to Services for Persons With Limited
English Proficiency
By the authority vested in me as President by the Constitution and the
laws of the United States of America, and to improve access to federally
conducted and federally assisted programs and activities for persons who,
as a result of national origin, are limited in their English proficiency (LEP),
it is hereby ordered as follows:
Section 1. Goals.
The Federal Government provides and funds an array of services that
can be made accessible to otherwise eligible persons who are not proficient
in the English language. The Federal Government is committed to improving
the accessibility of these services to eligible LEP persons, a goal that reinforces
its equally important commitment to promoting programs and activities designed to help individuals learn English. To this end, each Federal agency
shall examine the services it provides and develop and implement a system
by which LEP persons can meaningfully access those services consistent
with, and without unduly burdening, the fundamental mission of the agency.
Each Federal agency shall also work to ensure that recipients of Federal
financial assistance (recipients) provide meaningful access to their LEP applicants and beneficiaries. To assist the agencies with this endeavor, the Department of Justice has today issued a general guidance document (LEP Guidance), which sets forth the compliance standards that recipients must follow
to ensure that the programs and activities they normally provide in English
are accessible to LEP persons and thus do not discriminate on the basis
of national origin in violation of title VI of the Civil Rights Act of 1964,
as amended, and its implementing regulations. As described in the LEP
Guidance, recipients must take reasonable steps to ensure meaningful access
to their programs and activities by LEP persons.
Sec. 2. Federally Conducted Programs and Activities.
Each Federal agency shall prepare a plan to improve access to its federally
conducted programs and activities by eligible LEP persons. Each plan shall
be consistent with the standards set forth in the LEP Guidance, and shall
include the steps the agency will take to ensure that eligible LEP persons
can meaningfully access the agency's programs and activities. Agencies shall
develop and begin to implement these plans within 120 days of the date
of this order, and shall send copies of their plans to the Department of
Justice, which shall serve as the central repository of the agencies' plans.
Sec. 3. Federally Assisted Programs and Activities.
Each agency providing Federal financial assistance shall draft title VI
guidance specifically tailored to its recipients that is consistent with the
LEP Guidance issued by the Department of Justice. This agency-specific
guidance shall detail how the general standards established in the LEP
Guidance will be applied to the agency's recipients. The agency-specific
guidance shall take into account the types of services provided by the
recipients, the individuals served by the recipients, and other factors set
out in the LEP Guidance. Agencies that already have developed title VI
guidance that the Department of Justice determines is consistent with the
LEP Guidance shall examine their existing guidance, as well as their programs
and activities, to determine if additional guidance is necessary to comply
with this order. The Department of Justice shall consult with the agencies
in creating their guidance and, within 120 days of the date of this order,

50122

Federal Register/Vol. 65, No. 159/Wednesday, August 16, 2000/Presidential Documents

each agency shall submit its specific guidance to the Department of Justice
for review and approval. Following approval by the Department of Justice,
each agency shall publish its guidance document in the Federal Register
for public comment.
Sec. 4. Consultations.
In carrying out this order, agencies shall ensure that stakeholders, such
as LEP persons and their representative organizations, recipients, and other
appropriate individuals or entities, have an adequate opportunity to provide
input. Agencies will evaluate the particular needs of the LEP persons they
and their recipients serve and the burdens of compliance on the agency
and its recipients. This input from stakeholders will assist the agencies
in developing an approach to ensuring meaningful access by LEP persons
that is practical and effective, fiscally responsible, responsive to the particular
circumstances of each agency, and can be readily implemented.
Sec. 5. Judicial Review.
This order is intended only to improve the internal management of the
executive branch and does not create any right or benefit, substantive or
procedural, enforceable at law or equity by a party against the United States,
its agencies, its officers or employees, or any person.

THE WHITE HOUSE,
August 11, 2000.
[FR Doc. 00-20938

Filed 8-15--00; 8;45

aml

Billing code 3195--01-P
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Interpreter Orientation and Training
All interpreters will be required to meet with the Superintendent or designee to review this
document prior to initially working with youth. Once completed, the Interpreter and a
Superintendent or designee shall sign and date the document. The interpreter will receive a copy.
This document shall serve as an outline of facility rules during your service here at the facility. If at
any time you deem it necessary to contact the Superintendent, please feel free to do so.
•

Always remain in sight and sound distance of Resident Advisors and/or Supervision when
working with youth.

•

Do not bring any outside items into the facility for youth. All items for youth must be
approved by the Superintendent.

•

Only items deemed necessary to your work here will be allowed into the facility.

•

Please do not allow youth to hold or try on any of your personal items (such as but not
limited to; jewelry, watches, pens, jackets etc.)

•

No cellphones or cameras are allowed in the facility. This includes watches that contain
these features.

•

All youth information is confidential. (Additional Confidentiality Agreement required)

•

If you have any concerns with any youth at, please bring it to the Resident Advisors
attention immediately. In the event you are not comfortable sharing information with the
Resident Advisor, please contact a Supervisor and/or the Superintendent.

•

In the event you witness an incident, you will be required to fill out a witness statement
(Incident Report).

•

Under no circumstances shall you get involved in any incident or enter a youth’s room.

•

If you are aware of a safety and/or security concern (such as but not limited to; fight,
contraband, escape attempt etc.) notify staff immediately.
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•

Long hair shall be kept in a bun; ponytails are discouraged for safety reasons.

•

Any necklaces worn shall be tucked inside shirt out of view of youth.

•

Please do not share your personal information with youth. Maintain professional boundaries
at all times.

•

Always be aware of your surroundings and remain alert.

•

When moving throughout the facility with youth, please stay to the rear of the line.

•

Please be mindful of the volume of your voice when interpreting.

•

In compliance with the Prison Rape Elimination Act (PREA) any sexual contact,
harassment, references, discrimination etc. is strictly prohibited with youth.

INTERPRETER
Print Name: _____________________________________

Signature: ______________________________________

Date: _____________

SUPERINTENDENT OR DESIGNEE
Print Name: ______________________________________

Signature: ________________________________________
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