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BILINGUAL PAY PROCEDURES

Revised June 1997

Note: Bilingual pay id rclated 10 the specific pogition requiring bilingual skills and not to the person in the

position. Supcrvisors are responsible for instituting or terminating bilingual pay 28 appropriate. Procedures
for terminating bilingual pay arc on Page 2.

INSTITUTING BILINGUAL PAY

RESPONSIBILITY STEPS
Eniployee.. e Uses oilinguat skills 10% or more of total work time.

SUPErvisoT...ccorannnnss  Has (1) a vacant bilingual pay position or (2) an employee who is using
bilingual skills on the job at feast 10% of the time, or (3) is changing
classification to a position where bilingual skills are needed, or (4) did not pass
the bifingual fluency exam six months previous and needs to be re-tested.

Initiates PARF/ASR process through OPO Analyst or District Personnel
Liaison (DPL). DPL gets PARF/ASR number from District Resource
: Manager or Budget Officer.
OPO Analyst/DPL........ Contacts Bilingual Pay Coordinator (BPC) in the Administrative Service
Center Examination & Certification Unit for guidance on bilingual pay
authorization forms and process.

Examinations BPC........ Provides OPO Analyst/DPL with packet consisting of Bilingnal Pay
Procedures, Bilingual Pay Authorization Form AA-0003, (attached) and Std.
678 application for fluency examination to forward to Supervisor.

SUPErvViSor....imeerenrense Provides application and Bilingual Survey form to employee and reviews the
instructions for completing the survey with the employee. Employee should be
instructed not to use one representative day and copy it for the rest of the

SUrvey.

Employee.......corcurirennrncnne Uses the Bilingual Survey Form (part of AA-0003) to survey work time
related to the use of bilingual skills for two consecutive weeks. An
individual record of each day of the survey must be reported. Gives
completed survey form and application to supervisor. Note: Employees wifl
nol receive Bilingual Pay until they have passed a fluency examination.

Supervisor...........cccuimarn. If survey shows bilingual skills are used at least 10% of employee’s time,
indicate approval by signing the Bilingual Pay Authonization Form; attach
PART/ASR and completed application and forward package to the OPO
Analyst/DPL.

(Continued next page)



INSTITUTING BILINGUAL PAY, CONT’D.

RESPONSIBILITY STEPS

OPO Analyst/DPL ........ Checks Bilingual Pay Authorization (BPA) form for supervisor’s approval
and signature, Checks PARF/ASR; if complete, retaing PARF/ASR and
forwards BPA and application to Exams BPC.

Examinations BPC....... [femployee has already passed the Bilingual Fluency exam, the BPC will
verify the date of examination and sign the BPA form. The effective date
will be the date the supervisor signed the authorization form. The BPC will
retain the application and return the signed BPA form to the OPQ
Analyst/DPL.

If the employee has not taken the Bilingual Fluency exam, the BPC will
arrange for the fluency examination to be given to the employee in the
District where they work. If the employee passes the exam, the BPC will
retain the application; sign the BPA form and enter the effective date (date
employee passed the examination) and forward to the OPO Analyst/DPL.

If employee does not pass the exam, the BPC will retain the application; note
“Did Not Pass Exam” on the BPA and return it to the OPO Analyst/DPL.
Employees may take the exam only once every six months. After the six
months has passed, the supervisor will need to prepare a new package for
the OPO Analysu/DPL.

Note: Bilingual testing for fluency in languages (including sign
languages) other than Spanish can also be arranged by the Exam Unit
on an as-needed basis.
OPO Analyst/DPL, ........ Forwards package to Transactions 10 institute Bilingual Pay.
Transactions......e.ve... Processes PARF; ensures that position has a “SXX” serial number, institutes

Bilingual Pay for employee and files original documents in the employee’s
(OPF) Official Personnel File.

TERMINATING BILINGUAL PAY

RESPONSIBILITY STEPS

Supervisor.....uieiinnin, Duties of a position receiving bilingual pay are reduced to below 10% of total
work time, or employee transfers to another position, unit, or classification.

Prepares PARF/ASR terminating bilingual pay and forwards to Transactions
Position Control.

TransactionS...we. cveeeee Processes PARF; files original documents in the employee’s (OPF) Official
Personnel File,



STATE OF CALIFORNIA + DEPARTMENT OF TRANSPORTATION Page 1 of 4
BILINGUAL PAY AUTHORIZATION -
AA-00G3 (REV. 582)

INSTRUCTIONS

Thess insltuctions should be used as an ald In complating the Blingual Pay Authorlzation Form. Hf forms are filled out accurately
and complately, lhe time requirad to process them will be shonened and eligible employess will racsive billngual compensalion In a

{imely manner,

1. item Numbser 6 - Language Used
The lanquage usad by the empleyae must ba antered using the two-digit language codes lisied below,

01 ARABIC 11 JAPANESE 18 GREEK 27 RUSSIAN

02 ARMENIAN 12 KOREAN 20 HEBREW 28 SAMOAN

04 CANTONESE 13 PORTUGUESE 21 INDN 20 SERBO-CROATIAN
05 MANDARIN 14 PUNJABI 22 ITALIAN 30 THAI

07 TAGALOG 15 DACTYLOLOGY (Sign, Braille) 23 LAOTIAN 31 HMONG

08 FRENCH 16 SPANISH 28 PAXISTANI 32 OTHER

09 GEAMAN 17 VIETNAMESE 25 PERSIAN (Farshy

10 HINDUSTANI 18 CAMBODWAN 26 .POLISH ..

2. ttam Number 9 - Date Employee Passed State Bllingual Fluency Examination
a The employee ls required to pass the lluency examination baforg this lorm is submitted to the Multilingual Program Offica.
Employees ara ancouragad to be scheduled lor testing as saon as tha position i Identified as meseting the Bllingual Salary
Program critaria.
1. Approval of a Bifingual Pay Authorization Form will not be granted prior fo the employse’s succgssiul complelion of the
biingual fiuency examination. .

b. [n the evanl an employee panticipates in the fluency axamination and is not sucoessful, the employee may not participate in
the fluancy examinalion far anothar § months. The dats on which the employee passas the subsequent axamination will be
the earfiest eflective dale tor bilingual compansation.

.3, ttem Number 11 - Haa30n for Requast

a. Reclassification .
This categary would be appropriate if the employee Is already receiving bilingual pay and has a change in classitication.
Example: Offtice Assistani I 1o Office Assisiant il
Complalion of lems 1 through 15 is nacessary lor procassing this type of request. If item 11 Indicales a charige In bilingual
duties as a resull of this reclassificafion, an explanation of this change must be shown in the space provided for ftem 12.

b. New Posiion
if this is a new position for which bilingual pay has navar bean requested. the antire Bilingual Pay Authorization fom must be

compiated.

¢ Raelilling a Vacant Positlon
This calagory would apply if this is a position for which bilinguat pay has previously been approved, Compiate itams 1 through
15, I bilingual duties have changed, provide an explanation in the space provided lor tem 12.

d. Termination of Bifingual Pay for this Empioyes
t the purpose of this lorm is to tarminate dilingual pay for this employee. (an action that should take piace whenever an am-
ployea ceases to meet the bilingual criteria or vacates the appraved position,) complete items 1 through 8, 10, 17, and 185,

8. Removal of this Position from Bilingual Pay Status
This type of aclion shouid take place when the cllentsle of this locatlon is [owered to such a degres that the billngual criteria
can no longer be mel. Complets items 1, 2, 4, 6 thraugh 8, 11, 13, and 15.

[. Change In incumbent’s Assigned Dutles or Case Load
#f a change In the incumbent’s assigned dutias or case kad takes place, complate pages 1 and 2 of the Blilngual Pay Authori-
2atlon Form

. ltem Number 13 = Business Addrass of Employee

a. Indlcats the exact oftice or uni Iitte as well as tha district in which 1ha empioyse actually works.
b. For complation by the Dapartmental Billaqual Pay Coardlnatar.
¢. Indicate 1he street address, city and zip coda for the affice In which the employes works,

Fd @ wd



STATE OF CALIFORNIA  DEPARTMENT OF TRANSPORTATION Page 2of 4
BILINGUAL PAY AUTHORIZATION . -
AA-0000 [AEY, 592)

PERSONAL INFOAMATION NOTICE

Pyrnan (0 ibe Fedeal Prvady A.n(PL 23-470) and Iha Inlomation Praciiase Ad of 1977 (Cand Code Secthors 1700, et vad), natsts rp helably aan o I requeat of periansd
miomalion by tut lrm. The g peracnal wik ion is vaiuniisy. The omcBa) puDass of the woluntiry rdormacn & 0 facflaie e procwmsing of (his fam, The ke |
Drovide A ot arvy part of The reusdied \wonTeson may delay pooeuing of ths lorm. No dndosure of ersonel rdomrelon wil e Meds unleas erdmsdie nder Articks §, Secton
1790.24 ot the IPA o 1977, Easn wxtevadiad Ms 0o nghi upan requed] 3nd proper weatilicad on, ta nepect A} peaonel ot Melicn i iy mcd mainttiaeg on the ndividuad by 1s
den(Byag aarculs. Drect sy mguree o0 infornatan manlenanos 1o your PA Officer

1. DISTRICT/DIVISHON 2 POSITIGN | Agency Code urdl Cade Casufcason Code | Seral
MUMBEA:
3. EMPLOYEES | LAST ’ FIRST MID tNMAL
NAME:
4 CLASSTITLE . 5. SOCIAL SECURITY NO. 4. LANGUAGE USED
I

a. TiK
7. TERURE D PERMANENT EI LMITED TEAM £ BASE D FULL TIME D PART TIME D INTERMITTENT

9. DATE EMPLOYEE PASSEQ STATE 10. DATE EMPLOYEE ORIGINALLY ASSUMED BILINGUAL DUTIES WHICH
FLUENCY EXAMIMATION': MET BILINGUAL SALARY. PROGAAM CRITERLA (407 O/ amafs -+
Poase incacatd okd caya and eftacave dale of rociassifcaton:
D AECLASSIFICATION
ARE BRINGUAL DUTEES )
SUBSTANTIALLY UNCHANGED? [ ves D NO (1 o, dascrive the change in lisen 124, Employes Didiés)
D NEW BILINGUAL POSITION
. REASOA D FILLING BILINGUAL VAGANY POSITION
FOR HAVE THE BHINGUAL DUTIES FOR
- . THIS POSITION CHANGED? El YES CI NO  (Dgscnde tha oange 71 Nom 12A, Employsa Ouiee)
’ D TERMINATION OF BILINGUAL Ploaso Indicaie £flocive Oate of Temmination of Pay:
PAY FOR THIS EMPLOYEE
REMOVAL OF THIS POSITION Pleass naican Ettecuve Dase of Removal of Slingual Pay Stabss:
D FRCM BILINGUAL PAY STATUS . o
D TRANSFER OF EMPLOYEE TO Pease indicals Efecava Dale of Crange:
ANOTHER BILINGUAL SOSISTION

12 A. EMPLOVYEE DUTIES (Frovids 3 ana! dusaripdon of 1 Bmpioyea’s guties periaming b he uss of bingliad s and afaadh 8 copy of the MLt recent &Ay Sarement )

B. WHAT PERCENTAGE OF THE EMPLOYEE'S WORK TWE IS SPENT USING BILINGUAL SKHL?

13 A. EMPLOYEES UNIT NO. AND DISTRICT NO.:

C. BUSINESS ADDRESS (List StreeY agddress, Cly, Jp Code)

THE UNDERSIONED CERTIFY THAY THE WFORMATION CONYAINED IN TRIS DOCUMENT 1S TRUE AND CORRECT.

14 A. SIGNATURE OF EMPLOYEE 8. BUSINESS PHONE NO. C. DATE

0. SIGNATURE OF IMMEDWTE SUPERVISOR . E. BUSINESS PHONE NO, £. DATE

HULTILINGUAL PROQRAM COORDINATOR APRROVAL

15 A, SIGNATUAE CF COORDINATOR 8, BUSINESS PHONE NO. | C. EFFECTIVE DATE OF PAY/TERMINATION | 0. DATE

e m e e - . P M e e e et . o - = . . e



BILINGUAL PAY AUTHORIZATION Page 3ol 4
AA-0003 (REV. 32) :

17, BILINGUAL JUSTIFICATION

in order to |ustify a bilingual pald position, an empioyea must use their bilingual skills for at least 10 percent of the
tima spent performing their duties. Positions must be in a setting where there is a clear demonstration of client and/or
correspondence service in which bilingual skills are needed. Bilingual skills may be used 10 mee! the needs of the public
or performing inlerpretation, translation, or other specialized bilingual tasks for the depariment and ils clienls.

A. GIVE A BRIEF DEFINITION OF THE PROGRAM OR OFFICE IN WHICH THIS EMPLOYEE WORKS

Language Usage Survey: Plaase see back page for instructions.

DATE HONCAY TVESCAY WEDNESOAY THURSDAY FRIDAY TOTALS
WEEX 1
Feam:
MMUTES
To:
NOURS WORKED
TS WEEK
WEEX &2
From:
MINUSES
To:
HOURS WORKED
WY WEEX
FM 0 102¢

EMPLOYEESINITULS SUPERVISORS INMTLALS :



BILINGUAL PAY AUTHORIZATION Page 4 of-4
AA-0003 (REV. 3/02) - :

‘ INSTRUCTIONS FOR COMPLETING THE LANGUAGE USAGE SURVEY TALLY FORM ) et

WHO SHOULD PARTICIRATE IN THE SURVEY?

Bilingual employees who work in public cortact pesitions. These include:

. Bilingual employses who have nol laken the dilingual fluency examination and wish 1o recaive bilingual pay.
+ Bilingual employees who are receiving bilingual pay and have not surveyed lor 2 years.

- Cartiflad bilingual amployees who wish to receive bilingual pay.

MULTILINGUAL EMPLOYEES
i you speak more than ona forsign language, you should use the same tally form for both languages.

SURVEY PERIOD
Tha survey must be conducted during a two-week period.

HOW TO TALLY THE CONTACTS
+ Tally ali contacis made in the non-English language including lace to lace, written and telephane contacts, \f yos:
iranslale any document from English into & toreign language or vice-versa, record it as one contact. ' _

+ All non-English contacts must be lallied immedlately atter each transaction. Do not attempi to catch up. If you
provided bilingual service at more than one work station, use the same tally form.

« All'time otf must be recorded (see example below). Print weekly totals in the right-hand column. Additional sheets
may be used if more space is required cormmesponding to the date noted.

Example 1: You are aut sick; draw a dlagonal line through the boxas of the gay you are absent (s8¢ Thursday’s

sampla).
Example 2: You take two hours off for 3 docior appointment; writs “two hours off” in eithar box of the day you are

absent {see Friday's sample).
- All tallies must be placed within the appropriate box.
- Time spent tor each contact must be recorded IN MINUTES (see below).

« Your supervisor must initial the tally form along w/signing on page 2, 14D.

Example:
_DATYF | MONDAY TUES- WEDNES- THufs- FRIDAY 10TALS
WEEK #1 80
from: 251,34, 4,6 4.1, 4 10,2, 1,5 3 011 8 hrs. 2.4, 8 —_—
1.9.90 3,62 2 hrs, off MINUTES

30
Tor HOURSWORKED
1-13-90 THIS WEEK




