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Section 1: Introduction 
Persons with limited English proficiency (LEP) are protected from national origin-based discrimination under Title VI of 
the Civil Rights Act of 1964. As recipients of federal financial support, K-State Research and Extension’s programs, 
services, and activities are accountable to the federal laws and policies that protect the rights of LEP persons. The 
following language access plan (LAP) is our organization’s guiding document for serving LEP audiences in our activities.  

This LAP is an expression of our ongoing commitment to serve the linguistically and culturally diverse communities in 
Kansas. Ensuring language access is an organizational effort. Understanding federal policy and minimum legal standards 
to serve the needs of LEP populations help us set a baseline for goals and priorities. This document clarifies our 
organizational responsibilities to provide appropriate language accommodations through our federally funded 
programs, activities, and services. It was written in accordance with the legal framework outlined by federal law, policy 
directives, LEP guidance documents from the National Institute for Food and Agriculture (NIFA), and other sources and 
authorities of federal funding and oversight. 

Our Vision 

K-State Research and Extension will be the valued and trusted provider of knowledge for life and educational solutions 
needed by the people of Kansas, the nation, and the world. 

Our Mission 

We are dedicated to a safe, sustainable, competitive food and fiber system and to strong, healthy communities, family 
and youth through integrated research, analysis and education. 

Our Core Values 

• Integrity to develop and deliver credible information, including honesty, trust, credibility, stewardship, and 
accountability.  

• Communication to provide common understanding, involving cooperation and unity, which includes listening as 
well as speaking and writing, sharing information and working together.  

• Scholarship to foster lifelong learning, including excellence in the discovery, integration and synthesis of 
knowledge and its dissemination and use. 

• Leadership to serve as an agent of change, involving collaboration and service including vision, teamwork, 
customer-focused service, innovation, effective education, and shared goals and resources.  
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• Inclusion to foster active participation by all including diversity, respect and appreciation for co-workers and 
stakeholders as decision makers, and developing culturally responsible research, educational materials, and 
programs. 

Why language access matters to our work in Cooperative Extension 

Strong communication is essential to build strong relationships with our Kansas communities. In some cases, however, 
language differences between our organization’s staff and members of our state’s communities present challenges to 
the communication process. In many cases, these challenges can be avoided with the appropriate types of support. We 
value opportunities to build relationships across the state and do not want to limit K-State Research and Extension’s 
capacity to build relationships and fulfill its mission. Our organization is committed to inclusive practices in programs 
and activities that help build stronger relationships with linguistically and culturally diverse audiences. To realize this 
commitment, we need to ensure that persons who may be limited in their ability to communicate effectively in English, 
and staff who may be limited in their ability to speak languages other than English have the appropriate support to 
communicate with one another as needed. 

Language access policy 

In accordance with our organizational values and the federal accountability framework for language access, it is K-State 
Research and Extension’s policy to ensure that persons with limited English proficiency have meaningful access to our 
programs, services, and activities. Our objective with this policy is to ensure that no person is subject to prohibited 
discrimination based on their language, or any other identity marker associated with one’s national origin. 

It is our policy to ensure that reasonable steps are taken to provide timely, meaningful access and an equal opportunity 
to participate in services, activities, programs, and other benefits to individuals whose first language is not English. This 
policy includes providing oral interpretation or written translation of vital documents and other information to limited 
English proficient (LEP) persons and their authorized representatives. All interpreters, translators, and other aids needed 
to comply with this policy will be provided without monetary cost to the person(s) being served. LEP persons and their 
authorized representatives will be informed of the availability of such assistance. 

K-State Research and Extension will conduct a review of the language access needs of its customers and update this plan 
every five years or sooner as warranted. Employees having direct contact with LEP persons will be trained by KSRE or our 
partners in effective communication techniques, including the procedures for securing interpretation and translation 
services. 

Document scope 

This language access plan applies to all programs, activities, and services carried out by, or in coordination with K-State 
Research and Extension. 

Section 2: Authorities 
Title VI of the Civil Rights Act of 1964 prohibits discrimination based on race, color, or national origin in federally 
supported activities (§ 601). According to the law, a person’s language is considered to be an extension of one’s national 
origin. Under Title VI, individuals and communities are protected from being the targets of discrimination, which 
includes organizational practices in federally supported activities that have a disparate impact on groups that speak 
different languages, see Lau v. Nichols, 414 U.S. 563 (1974). 

Since K-State Research and Extension programs, services, and activities receive financial and other types of support from 
federal sources, language access compliance responsibilities established by Title VI and the corresponding legal 
framework apply to the entire organization and staff acting on its behalf. 
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The following core set of laws, policies, and regulations formulate the legal standards for Cooperative Extension’s 
language access accountability and nondiscrimination compliance: 

• Title VI of the Civil Rights Act of 1964 
• Executive Order 13166 (2000) 
• Memoranda to Federal Department Heads from Attorney General (2010, 2011) 
• Food and Drug Act (2008) 
• U.S. Department of Justice Guidance to Federal Financial Assistance Recipients Regarding Title 

VI Prohibition Against National Origin Discrimination Affecting Limited English Proficient Persons (DOJ LEP 
Guidance) reprinted at 67 FR 41455 (June 18, 2002) 

• U.S. Department of Justice Language Access Assessment and Planning Tool for Federally 
Conducted and Federally Assisted Programs (2011) 

• National Institute of Food and Agriculture’s (NIFA) Limited English Proficiency Tool Kit (2011) 
• The Department of Agriculture’s (USDA) Final Guidance to Federal Financial Assistance Recipients Regarding the 

Title VI Prohibition Against National Origin Discrimination Affecting Persons with Limited English Proficiency 
(2014) 

• The National Institute of Food and Agriculture’s (NIFA) Limited English Proficiency (LEP) Implementing Strategy 
for Federally Assisted Programs (2016) 

Section 3: Definitions/Key Terms 
Bilingual: The knowledge and ability to understand, read, and write fluently in two languages. 

Discrimination: The unfavorable treatment or consideration of, or making a distinction in favor of or against, a person 
based on the group, class, or category to which that person belongs rather than on individual merit. 

Effective communication: Involves the removal of language barriers to provide LEP persons with the same substantive 
level of access to information and services that are available to persons who are not LEP. 

Federally assisted: Refers to programs, activities, and services in Cooperative Extension that receive financial and other 
types of support from federal sources. This includes all K-State Research and Extension programs, the Expanded Food 
and Nutrition Education Program (EFNEP) and the Supplemental Nutrition Assistance Program (SNAP-Ed). 

Interpretation: Listening to communication in one language and orally converting it to another language while retaining 
the same meaning. The different modes of interpretation follow: 

• Simultaneous interpretation is a mode of interpretation commonly used in large-scale meetings, conferences, 
trainings, and presentations. The simultaneous interpreter listens to the speaker and simultaneously interprets 
the message from the source language to the target language. One-way microphone systems are often used for 
settings that need simultaneous interpretation. 

• Consecutive interpretation is a mode of interpretation that is commonly used in small-scale meetings. The 
consecutive interpreter waits for the speaker to finish a sentence or an idea, and then renders the speaker’s 
words into the target language. 

• Remote/distance interpretation is a mode of interpretation that uses technology, usually phone or tablet, to 
remove communication barriers. The use of technology does not require the interpreter to be in the same 
location as the two speakers needing language support. 

• Sight translation is the oral rendering of written text into spoken language by an interpreter without change in 
meaning based on a visual review of the original text or document. 

Interpreter: A person who translates speech orally. 

Language Access: Efforts to make programs and services accessible to individuals who are not proficient in English. 
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Language Assistance Services: Interpretation or translation services that assist LEP persons in understanding or 
communicating in another language. 

Limited English Proficiency (LEP): Limited English proficiency refers to persons who do not speak English as their primary 
language and/or who have a limited ability to read, write, speak, or understand the English language. 

Meaningful Access: Denotes access to programs, activities and services that are not significantly restricted, delayed, or 
inferior as compared to programs or activities provided to English proficient persons. 

Qualified Interpreter: An individual who provides interpretation services at a level of fluency, comprehension, 
impartiality, and confidentiality appropriate to the specific nature, type and purpose of the information at issue. 

Translation: The process of transferring ideas expressed in writing from one language to another language. 

Translator: A person who transfers ideas expressed in writing from one language to another. 

Vital Document: Paper or electronic written material that contains information that is critical for accessing a program or 
activity, or is required by law, such as consent forms, applications, and notices of rights. 

Section 4: Federal Standards for Serving LEP Populations 
The legal framework for language access accountability establishes that recipients of federal support must provide 
“reasonable steps” to ensure that LEP populations have meaningful access to programs, activities, and services. Federal 
authorities use a four-factor analysis to evaluate organizational standards for ensuring language access obligations. 

Four-factor analysis 

The following four factors provide a flexible, fact-dependent standard for determining how institutions should consider 
responding to their language access needs. The four-factor analysis includes the: 

• Number or portion of LEP persons in target or eligible population; 
• Frequency of contact the organization’s programs have with LEP audiences; 
• Nature and importance of the program or activity; 
• Organizational resources available to implement language access services. 

Section 5: Kansas Four Factor Analysis 
K-State Research and Extension’s Limited English Proficiency policy is based on a four-factor analysis used to determine 
the appropriate language assistance services needed to ensure that an LEP person has meaningful access to programs 
and activities. The four factors on which this plan is based are incorporated into the plan for statewide program delivery. 
Local unit offices will conduct geographic area specific four-factor analyses once every four years. A copy of the local 
unit level analysis shall be maintained in the local unit civil rights file. 

 
FACTOR 1: THE NUMBER OR PROPORTION OF LEP PERSONS SERVED OR ENCOUNTERED 

Extension staff must consider who would potentially be excluded from the program or activity if efforts to remove 
language barriers are nonexistent or of poor quality. The greater the number or proportion of LEP persons within the 
eligible service population, the more likely language services are needed. 
Most persons living in Kansas read, write, speak, and understand English.  There are a number of people, however, for 
whom English is not their primary language. Nearly 318,000 Kansans age 5 years and older1 speak a language other than 
English at home (11.6% of the population). Languages with highest prevalence include Spanish, Vietnamese, Chinese, 

 
1 American Community Survey 2020 (Table B16001 5-year estimate) 
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German and Arabic. Spanish is the most frequently spoken language (by 207,181 individuals) of which 39% reported 
speaking English less than “very well”.  

It is estimated that statewide 4.6 percent of individuals self-identify as limited in their ability to speak, read, write, or 
understand English. Among Kansas’ 105 counties, 21 (20%) have high concentrations of LEP persons (>5%) of which 18 
counties have high concentrations of Spanish speaking LEP persons (>5%). 

 

Most common languages spoken at home (2016-2020) 

 Total number of 
speakers 

Number who 
speak English less 
than “very well” 

Percent of total 
population who 

speak English less 
than “very well” 

Total population 5 years and over 2,723,766 124,949 4.52% 
Spanish 207,181 81,854 3.00% 
Vietnamese 13,161 8,407 0.31% 
Chinese 11,214 5,688 0.21% 
Arabic 6,273 2,456 0.09% 
German 10,202 1,842 0.06% 

Source: US Census Bureau, 2016-2020 American Communities Survey (Table C16001 5 year estimate) 

 

Counties with highest concentrations of LEP persons (2016-2020) 

 Total Population 
(>age 5) 

LEP Population 
(number) 

LEP population 
(percent) 

Kansas 2,723,766 123,250 4.5% 
Seward County 19,947 5,365 26.9% 
Ford County 30,771 7,197 23.4% 
Hamilton County 2,362 510 21.6% 
Finney County 33,357 6,559 19.7% 
Haskell County 3,715 624 16.8% 
Grant County 6,754 976 14.5% 
Wyandotte County 152,300 21,699 14.2% 
Kearny County 3,551 351 9.9% 
Scott County 4,552 428 9.4% 
Greeley County 1,056 95 9.0% 
Stanton County 1,914 160 8,4% 
Stevens County 5,094 421 8.3% 
Lyon County 31,259 2569 8.2% 
Meade County 3,829 289 7.5% 
Gray County 5,579 409 7.3% 
Edwards County 2,653 172 6.5% 
Wichita County 2,013 124 6.2% 
Morton County 2,545 149 5.9% 
Sedgwick County 479,797 26,171 5.5% 
Ness County 2,644 132 5.0% 
Geary County 29,327 1,455 5.0% 

Source: US Census Bureau, 2016-2020 American Communities Survey (Table C16001 5-year estimate) 
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Counties with highest concentration of LEP Spanish language speakers 

 Spanish speaking LEP 
population (%) 

 Spanish speaking 
LEP population (%) 

Seward County 24.2% Greeley County 8.4% 
Hamilton County 21.6% Stevens County 7.1% 
Ford County 21.3% Lyon County 6.9% 
Finney County 14.4% Meade County 6.3% 
Grant County 14.2% Wichita County 6.2% 
Haskell County 12.4% Edwards County 6.1% 
Wyandotte County 10.6% Stanton County 5.7% 
Kearny County 9.7% Morton County 5.6% 
Scott County 9.4% Gray County 5.3% 

Source: US Census Bureau, 2016-2020 American Communities Survey (Table C16001 5-year estimate) 

 

FACTOR 2: THE FREQUENCY WITH WHICH LEP PERSONS COME INTO CONTACT WITH THE 
PROGRAM OR ACTIVITY.  

Frequency of contact with particular language groups is related to the need for enhanced language services. The steps 
that are reasonable when serving an LEP person on a one-time basis are very different than those expected when 
serving LEP persons daily. K-State Research and Extension’s Program Evaluation and Reporting System (PEARS) maintains 
data on the number of direct Hispanic/Latino contacts. During 2021, 5.8% of Extension’s direct contacts were with 
Hispanic/Latino persons (7.2% in 2020, 6.9% in 2019 and 8.2% in 2018). At the local unit level, 11 out of 67 local units 
reported 10% or more of their direct contacts were with Hispanic/Latino persons. It is likely that enhanced language 
services are necessary in the 11 local units with documented prior contact with the LEP population, and that we have 
underreported previous interactions with LEP audiences. 

 

Direct Extension Contacts 

 Total number 
of direct 
contacts 

Number of direct 
contacts 

Hispanic/Latino 

Percent of direct 
contacts 

Hispanic/Latino 
Grant County 12,646 5,790 45.8% 
Morton County 605 230 38.0% 
Hamilton County 3,709 1,213 32.7% 
Kearny County 2,692 786 29.2% 
Ford County 3,057 682 22.3% 
Wild West District 6,351 1,068 16.8% 
Kiowa County 741 107 14.4% 
Clark County 3236 458 14.2% 
Stanton County 2558 329 12.9% 
Sedgwick County 41,106 4,647 11.3% 
Shawnee County 12,465 1,394 11.2% 

Source: PEARS Database, 2021 
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FACTOR 3: THE NATURE AND IMPORTANCE OF THE PROGRAM, ACTIVITY OR SERVICE.  

Participation in KSRE programs, by their nature, is voluntary unless the service is in partnership with an organization 
where participants are mandated by the organization to attend. This might include participants referred to the EFNEP or 
SNAP-Ed programs, parenting classes or other mandated classes. Generally, KSRE programs do not rise to a critical level 
of importance to LEP persons compared to federal, state, or local agencies dealing with healthcare, law enforcement, 
legal services, or access to mandated federal benefits. However, programs targeting LEP persons should obviously 
include LEP services. 

Extension program leaders, specialists and/or program focus teams will identify activities and services which would 
have serious consequences to persons if language barriers prevented access to information, or the benefits of those 
programs and language assistance services were not made available. K-State Research and Extension will determine the 
appropriate form of language assistance services to be provided at no cost to the LEP individual. 
 
FACTOR 4: THE RESOURCES AVAILABLE TO THE RECIPIENT AND COSTS.  

K-State Research and Extension considers providing access to LEP persons an expected cost of providing programming. 
We recognize that some costs may be beyond the budget of a local unit. "Reasonable steps" may cease to be reasonable 
where the costs imposed substantially exceed the benefits. Resource and cost issues, however, can often be reduced by 
technological advances; the sharing of language assistance materials and services; the formalized use of qualified 
community volunteers; and reasonable business practices. Prior to denial of services consideration should be made 
whether there is a potential for an LEP person to be adversely impacted, be excluded from use or benefits of a program, 
or be injured if language assistance services are not provided. Externally funded and self-supported programs should 
build language support services into the program budget. Translation and interpretation services are an appropriate use 
of Program Focus Team funds. 

Interpretation services 

An interpreter may charge anywhere from $30.00 to $80.00 per hour depending on individual qualifications, the 
language pair, and the nature of the event. Please note that many interpreters and agencies may also charge for travel 
time, mileage, and the use of interpretation equipment. In addition, agencies also may charge higher rates for evening 
or weekend hours and for interpreting in less frequently spoken languages. It is not unusual for some agencies to have 
policies that require a minimum of two interpreters for assignments that exceed a certain amount of time. It is 
important to discuss the rates and policies of interpreters and agencies prior to booking them for an event.  

Translating documents 

Not all translators and agencies charge the same nor do they produce the same quality product. Therefore, the fastest 
turnaround time and cheapest rate for translating documents is not a reliable way to ensure that you are working with a 
quality translator. Depending on a host of different factors, a translator may charge $0.12 to $0.22 per word. It is 
important to discuss how a translator charges for services and the means they use to ensure quality prior to hiring them.  

Section 6:  KSRE Language Access Standards 
K-State Research and Extension has a legal obligation to provide accommodations for individuals with limited English 
proficiency. Therefore, it is unlawful to deny a request for language support services to a person who is a participant, or 
wants to participate in KSRE programs, services, and activities. Extension is legally obligated to provide translation or 
interpretation services any time a member of the public requests services in connection to their—or someone else’s—
restricted ability to access or understand English-only information that is related to our educational programming 
activities.  
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K-State Research and Extension will provide public notification about the free and rightful access LEP audiences have to 
translation and interpretation services as a part of our organizational activities. Public notification includes providing 
information in multiple languages as applicable. 

At the point of contact with an LEP person, Extension employees will determine whether the person has limited English 
proficiency, determine his or her primary language and implement or procure the appropriate language assistance 
service. The primary methods to identify LEP persons who require language assistance services are self-identification 
during program registration and using “I Speak” language identification cards. 

In response to the needs of LEP persons, extension may provide interpretation assistance by qualified interpreters 
including employees, volunteers, shared county resources, contacted vendors, or telephonic interpretation services. 
Persons providing interpretation services will either be native speakers and/or qualified interpreters. KSRE local offices 
may utilize the services of contract telephone interpretation services for in-office interpretation. Local unit offices are 
encouraged to utilize qualified bilingual staff, volunteers, shared staff from other local agencies, or staff from 
neighboring units. Contracts with interpreters can also be established if internal resources are not available.  

The translation of vital documents into languages other than English is particularly important. Examples of vital 
documents include but are not limited to applications, public notices, release or consent forms, letters containing 
important information regarding participation in a program, eligibility rules, documents related to a participant’s 
medical history, emergency information, documents that ask for information that is sensitive in nature, notices advising 
of the availability of language assistance and outreach and community education materials. Any English-only document 
used by K-State Research and Extension in an official capacity is subject to translation. This is particularly true for 
applicant participation, release or consent forms, documents related to a participant’s medical history, emergency 
information, and other documents that ask for information that is sensitive in nature. 

K-State Research and Extension is committed to using competent interpreters and translators. No persons under age 18 
should be solicited to serve as an interpreter or translator, including minor children of program participants. In some 
cases, a minor (under the age of 18) may assume the role of an interpreter to bridge initial communication between two 
adults. However, this should be strictly limited to circumstances related to spontaneous, informal encounters. Bilingual 
family members should only be consulted in emergency situations, and not relied upon regularly for services. Even if a 
participant offers to bring a family member or friend as an interpreter or translator, employees should (a) make the 
participant aware that certified interpreters and translators may be made available at no cost to the participant, and (b) 
inform the participant the family member or friend cannot be used if it becomes clear the family member or friend is not 
fully capable of the translation or interpretation.  

K-State Research and Extension categorizes LEP persons as an underserved population. In addition to federal 
nondiscrimination laws, expanding program access to serve LEP audiences is an integral part of our mission and strategic 
priorities. Anticipating and responding to language access needs for programming and projects helps promote 
linguistically inclusive learning environments. 

While interpretation and translation services are often used in the process, expanding access to LEP audiences also 
involves exploring new approaches to developing and delivering educational programming in a multilingual learning and 
living environment. Those producing instructional materials and programs for LEP persons should ensure that 
instructional content has been culturally adapted to be consistent with the target clientele’s values and beliefs, as well 
as conveying information that will increase the group’s understanding of the surrounding majority culture. 

Section 7: Training 
Training for staff who could potentially interact or communicate with LEP persons are required to complete training on 
addressing the language needs of LEP customers. Training will include procedures for requesting translation and 
interpretation services. K-State Research and Extension Operations will provide leadership for training and resources 
that help the organization meet its language access needs and goals. 
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Section 8: Communications Plan 
K-State Research and Extension will inform customers of our free limited English proficiency services. This limited English 
proficiency plan will be posted on our web page. Language identification posters will be in each local unit office. 
Information on language access services will be provided during targeted outreach activities. Outreach documents will 
be available that indicate that free language services are available. Collaborative efforts will be made with community-
based organizations to inform LEP persons of KSRE’s services, including the availability of language assistance services. 

Section 9: Monitoring and Evaluation 
As the primary guidance document for the organization, this LAP provides tools and guidance for ongoing assessment of 
efforts to serve LEP populations. Local unit LEP self-assessments will be completed annually and maintained in local unit 
civil rights files. Regional Extension Directors will provide oversight of the annual review process. The Leader for 
Extension Operations will provide ongoing administrative oversight for monitoring and evaluating the reach and impact 
of language access efforts and to ensure our LEP policies and procedures remain current and result in effective language 
services and meaningful access. The Language Access Plan will be reviewed and updated every five years or as otherwise 
as determined appropriate by organizational stakeholders. 

To document compliance, local units and campus-based staff will document LEP requests and subsequent actions taken 
using the KSRE Requests and Actions Log (see Appendix A).  

Section 10: Language Access Complaints 
Kansas State University is committed to maintaining academic, housing, and work environments that are free of 
discrimination, harassment, and sexual harassment. Discrimination based on race, color, ethnicity, national origin, sex, 
sexual orientation, gender identity, religion, age, ancestry, disability, genetic information, military status, or veteran 
status is prohibited. Retaliation against a person for reporting or objecting to discrimination or harassment or for 
participating in an investigation or other proceeding is a violation of PPM Chapter 3010, whether discrimination or 
harassment occurred. PPM 3010 is not intended for, and will not be used to, infringe on academic freedom or to censor 
or punish students, faculty, employees, or staff who exercise their legitimate First Amendment rights. 

In PPM 3010, discrimination is treating an individual adversely in employment, housing, or academic decisions based on 
race, color, ethnicity, national origin, sex, sexual orientation, gender identity, religion, age, ancestry, disability, genetic 
information, military status, or veteran status without a legitimate, nondiscriminatory reason for the treatment, or 
maintaining seemingly neutral policies, practices, or requirements that have a disparate impact on employment, on-
campus housing, or academic opportunities of members of the above-listed protected categories without a valid 
business or academic reason. 

The person designated with responsibility for coordination of compliance efforts and receipt of inquiries concerning the 
nondiscrimination policy is the university's Title IX Coordinator: Director of the Office of Institutional Equity, equity@k-
state.edu, 103 Edwards Hall, 1810 Kerr Drive, Kansas State University, Manhattan, Kansas 66506-4801. Telephone: 785-
532-6220 | TTY or TRS: 711. The campus ADA Coordinator is the Director of Employee Relations and Engagement, who 
may be reached at charlott@k-state.edu or 103 Edwards Hall, 1810 Kerr Drive, Kansas State University, Manhattan, 
Kansas 66506-4801, 785-532-6277 and TTY or TRS 711. 

Complaints pertaining to Cooperative Extension may also be filed with the United States Department of Agriculture. For 
specific questions or to file a discrimination complaint, please contact: 

Kansas State University    U.S. Department of Agriculture 
Director, K-State Research and Extension Director, Center for Civil Rights Enforcement 
123 Umberger Hall, 1612 Claflin Road  1400 Independence Avenue, SW 
Manhattan, KS 66506    Washington, D.C. 20250-9410 
(785) 532-5820     email: program.intake@usda.gov 
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Access the USDA Program Discrimination Complaint Form obtained online, at 
www.usda.gov/sites/default/files/documents/usda-programdiscrimination-complaint-form.pdf  
 

Section 11: Resources 
I-Speak Cards 

I-Speak Cards describe a client’s right to interpreter services in English and other languages and can be used to help staff 
identify which language the client is speaking. 

I-Speak Cards: https://www.lep.gov/i-speak-card  provides a variety of card options. 
USDA-branded statement menu: https://fns-prod.azureedge.us/sites/default/files/cnd/Ispeak.pdf  
 
Language Interpretation Service 

K-State Research and Extension will use Language Line Solutions as a provider for on demand language access services. 
This service can be used for walk-in customers in local unit offices or for incidental contact when an extension 
professional is in the field. Each local unit will receive KSRE’s Client ID code and the individual local unit code by separate 
communication. 
 
Interpreting for Zoom 

Wisconsin Extension offers the following guides: 

• Managing Zoom Interpretation:  
https://blogs.extension.wisc.edu/oaic/files/2020/06/Managing-Zoom-interpretation.pdf  

• Setting up Zoom interpretation: https://www.youtube.com/watch?v=lhBr3bMipXo 
• Online hosts and Zoom interpretation: https://www.youtube.com/watch?v=hEUJSnI19sE 
• Online event presenters and Zoom interpretation https://www.youtube.com/watch?v=eFyars-BMo0 
• How to use Zoom interpretation English: https://www.youtube.com/watch?v=Vd4qYUlbKws 
• How to use Zoom interpretation Spanish: https://www.youtube.com/watch?v=iGnLevCpGO0 

 
 
Translation Management 

 
Wisconsin Extension offers the following guide: 

• Tips for choosing to translate materials: 
https://blogs.extension.wisc.edu/oaic/files/2020/10/D010.Should-you-translate-documents-for-outreach_.pdf  

 

http://www.usda.gov/sites/default/files/documents/usda-programdiscrimination-complaint-form.pdf
https://www.lep.gov/i-speak-card
https://fns-prod.azureedge.us/sites/default/files/cnd/Ispeak.pdf
https://blogs.extension.wisc.edu/oaic/files/2020/06/Managing-Zoom-interpretation.pdf
https://www.youtube.com/watch?v=lhBr3bMipXo
https://www.youtube.com/watch?v=hEUJSnI19sE
https://www.youtube.com/watch?v=eFyars-BMo0
https://www.youtube.com/watch?v=Vd4qYUlbKws
https://www.youtube.com/watch?v=iGnLevCpGO0
https://blogs.extension.wisc.edu/oaic/files/2020/10/D010.Should-you-translate-documents-for-outreach_.pdf
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Section 12: Appendices 
APPENDIX A: BLANK KSRE LEP REQUESTS AND ACTIONS LOG 

Please log language access requests and actions taken beginning January 1, 2023. This form is to be turned in with the local unit civil rights check-up annually. 

For confidentiality, no client names or other identifying information should be noted. 

Date Nature of Request 
(Include Language) 

Responsible Employee Action Taken (Please note translation or 
interpretation service used when applicable) 
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