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'---

BILINGUAL PAY PROCEDURES 

Revised June 1997 

No1e: Bilineual pay i~ rcl:ttcd ro !he ~[Jccific po§ition rctJUiring bilingual skill! and not to the nerson In the 
position. Su]lcrnson are rc'ron~hle for in.!itituting or tcnninating bilingual p~y as appropriate. Procedures 
for terminating bilingual pay arc on P:agc 2. 

INSTITUTING BILINGUAL PAY 

RESFONSmiLITY STEPS 

E.upluyee. ............ --······· li:;es. bilingual skills lCf/o or more of total work time. 

Supervisor .................. -.. Has ( l) a vacant bilingual pay position or (2) an employee who is using 
bilingual skills on the job at least l 0% of the time, or (3) is changing 
classification to a position where bilingual skills are needed, or (4) did not pass 
the bilingual fluency exam six months previous and needs to be re-tested. 

Initiates P ARF/ ASR process through OPO Analyst or District Personnel 
Liaison (DPL). DPL gets PARF/ASR number from District Resource 
Manager or Budget Officer. 

OPO An.alyst/DPL....... Contacts Bilingual Pay Coordinator (BPC) in the Administrative Service 
Center Examination & Certification Unit for guidance on bilingual pay 
authorization forms and process. 

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

Supervisor...................... 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 COQY it for the rest of the 
survey. 

Employee........................ Uses che Bilingual Survey Fonn (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 
wmpleted survey form and application to supervisor. Note: Emplovees will 
no/ receive Bilinrrual Pgv until they have passed a fluency examination. 

Supervisor ........... ~......... If survey shows bilingual ski.lls are used at least l 0% of employee's time, 
indicate approval by signing the Bilingual Pay Authorization Form; attach 
P ARF I ASR and completed application and fo!'VIard package to the OPO 
Anafyst/DPL. 

(Continued next page) 



INSTITUTING BILINGUAL PAY, CONT'D. 

RESPONS[BTLITY STEPS 

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

Examinations BPC....... If employee has already passed the Bilingual Fluency exam, the BPC will 
verifY the date of examination and sign the BP A form. The effective date 
will be the date the supervisor signed the authorization form. The BPC wilJ 
retain the application and return the signed BPA form to the OPO 
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. Ifthe employee passes the exam, the BPC will 
!'ctain the application; sign the BPA fonn and enter lhe effective date (date 
employee passed the examination) and forward to the OPO Analyst/DPL. 

If employee does not pass the exam, the BPC W111 retain rhe 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 Analyst!DPL. 

Note: Bilingual testing fGr fluency in languages (including sign 
languages) other than Spanish can also be arranged by the Exam Unit 
<ln an as-needed basis. 

OPO Analyst/DPL _,..... Forwards package to Transactions to institute Bilingual Pay. 

Transactions ...... ~.......... Processes P ARF; ensures that position has a "5XX' serial number, institutes 
Bilingual Pay for employee and files original documents in the. employee's 
(OPF) Official Personnel File. 

TERMINATING BILINGUAL PAY 

RESPONSJBll.ITY STEPS 

Supervisor .. ~~................. Duties of a position receiving biungual pay are reduced to beJow 1 00/o of total 
work time, or employee transfers to another position, unit, or classification. 

Prepares P AKFI ASR terminating bilingual pay and forwards to Transactions 
Position Control. 

Transactions.. ... -............ Processes P ARF; files original documents in the employee's (OPF) Official 
Personnel File. 
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sTATE OF' CALIFORNIA • OEPAATMENT OF T'RANS~TA.TION 

BILINGUAL PAY AUTHORIZATION 
M-000.:3 (.REV. YW2) 

Page 1 of 4 

'-- These lnstrudlons should be used a.s an aid In completing the- SIUr.gual Pay Authorlz~lon Form. If forms are flU eo out eccun~tely 
and completely, lhe Ume required to proou.s them will be shortened and eligible employoos wiU recaiva b411ngual compensation In a 
timely manner. 

1. Item Number 6 • Language Ua.&d 
The language U$Sd by thil employee must be entel'itd using the two-dig~ language cod&s listed below. 

01 ARABIC 
02 AAUENtAN 
04 CANTONESE 
05 MANDARIN 
·01 TAGALOG 
08 FRENCH 
09 GERMAN 
10 HINDUSTA.t-JI 

11 JAPANESE 
12 KOREAN 
1:3 PORTUGUESE 
14 PUNJAB! 
15 DACTYLOLOGY (Sign. Braille) 
16 .SPANISH 
"17 VIETNAMESE 
18 CAMBODIAN 

19 GREEK 
20 HEBREW 
:n INOtAN 
22 ITALIAN 
23 LAOTIAN 
24 PAKISTANI 
25 PERSIAN (Farsi} 
26 .POUSI::I .. 

2.. ttom Number '9 • Dsta EmpJoy• Pa3S8d State 811/npl Fluency Enm/J'IBJJon 

27 RUSSIAN 
28 SAUOAN 
29 SERBO-CROAnAN 
30 THAI 
31 HMONG 
32 OTHER 

a. The employee 16 roquJred to pass the fluency examination .b!lliul this torm is submitted to the Multlllngu•l P~ram Offic:.. 
Employees ara aflC()uraged to~ scheduled lortssling a.s soon aa the position is Identified as ~T~eGtlng the BJnnguar Salary 
Program criteria. 

t. Approval of a BiJin9uaJ Pay Authorization Form will nor be granted prior to the empJo)'8s's sut:a~sslul CDrrpetlon of the 
Oilfngual fluency e :Ka.mlna lion. 

b. In the e\lent an e~loy&e participates in the fluency examination wd Is not sucoos.sful, the etnployee ma~not partlc!pale in 
the fluency examina11on for another 6 months. The date 011 which tl'la employee pa.ssas the subsequent axaminallon will be 
the earliest effective date lor bilingual COI'f\?Bnsation. 

·--·· 3, ttem Number 1 1 - Rstt$on for Reoquast 

a. Asdassiflcalion 
This cateqory would oo appropriate fflh.e employee Is already receiving bilingual pay and has a change in classlllca!lon. 
Example: Otllce Assistant I to Office Assis1ant II 
Completion of it&rns 1 through 15 is necassary tor processing this type·ol request. If ilam 11 Jndea!es a chat1ge In bilingual 
duties as a resurt of this reclassificcrtion, an explanation of this change must be shown in the space provided for item 12. 

b. N8W Position 
If this is a new position lor which biUngual pay has never been requestoo. the entire Bilingual Pay AuthorizatiOn form must be 
completad. 

c RsfiJ/ing a Vacant PositiOfl 
This calegcry would appty if this is a pos~ion for which bilil'l<jUal pay has previously l:)een approved. ~mpl&18 i1ems 1 thrnugh 
IS. It bilingual dut~ have cnanged, provide an explanation in the spaca provided lor nam 12. 

d. Termination ol Bifinguat Pay for Lhis ErrploytHJ 
11the purpose of this lorm is to tanninate bilingual pay for this employee. (an ac:tton thai should take ptac.e whenever an em
ployee ceases to meet the bilingual criteria or vacates the approved position,) complete items 1 through 8, 10. 11, and 15. 

e. R8movai of this Position from 8t71nguaJ Pay Status 
This type of adlon should take place when the clientele ol this location is lo~red ro such a degree that lt\8 bilingual cnsrla 
call no longer be met Complete items 1, 2, 4, 6 through 8, 11, 13, and t 5. 

r. ChanfFJ In /f)cl)/l'lbeiJt's Assigned Duties cr Case Load 
t1 a change In I he ir¢.~mbent's as.s;gned d!Jtias or case load !ak&s place, complete pages 1 and 2 o1 the BUingual Pay Authori
xatlon Form, 

. !tAm Number 1 ~ • Busi1!6S3 A ddreu c f EmploytM 

a. lndlcats the exact altlce or una litle as weU as the dlslrld fn which the employee ae1ua!ly works. 
b. For cot11'letlon by the Departmental Bilingual Pay Coordinator. 
c. lodlcate 1116 street address, c~y and zip code for me office In whk:h the employee works. 



STATE OF CALIFORNIA· OE:?AAThlENT OF nlANSPOATATION 

BIUNGUAL PAY AUTHORlZATtON 
M -0000 !REV. 5ml 

PERSONAL lNFOAMA nON NOTICE 
P1110"""' loon. ~-61 P,..OI:f A.c1 (P L IU-!711).,... IN iftl011Nd ... P..:1'- U3. d 19n !COol Cod. s.a ..... lNG, .. oeq.), - ""-'"""' Q.,_ lot"" "-J-1 ,,...._., ,,_..,by ... lorrn. TNOOQ-<odoonono!-lonio~ Tllo _ _.,_C!IIflo~~IN8C»•IOf~ll'ot~d.lllioiam Tl..,....IO '--"' 
~All <II ""f~ ro/IN _, ....... __ ,_., 6ol.rt-Wov ollh• """" Mol <l,.<b..,...ol ~ ...t....,.,..., ...Obe- ..,._. _. • .,._ Mi:lo e. S.C."'" 
I~ d tt. IPA ollt17, E*'" _..., l>u- ngtll._., ,...._ W'CI- _,tiiGI1>11, ~ f'II*'J .Ill~.....,.,.,. ... ift ...... --"ll"'lintaiMrs"" t.. w.t-.olbof"" 
don!~ C>M~......, . t>o""' ""' ""',.._ "" ;,4.,.._.,.,....,........ "'your If' A orr._ 

1. DISTRICTJUMSKJL'I 

J . E.WF'l.OY'EE"'S ll.AST 
NAME: 

4. c~ss TITLE 

7. TENURE 0 PERMANENT 0 LIA.It1'EO TEflloC 

9. OATt=.: e.IPLOYEE PASSEO STATE 
Fll..ENCY EX,I.MJNA TlON': 

D RECLASS1FlC.Ula-f 

ARE BII.,JIG UA1.. DtmES 
SJJBSTAWTIAI.L Y ~ED1 

NEW Bll.INGUAL POS~ 

FILLING BQ.ING~ VAC»l'f POSIT!Cfj 

HAVE TkE BftiNGUitL Ot!Tll:S FOR 
THI$ JioOSITJOH awKJED? 

TE RMlNA TION Oi' Bll.»>G UAl 
P A 'f FOR Tli IS EMPlOYEE 

REUOVAL Of THIS POSITION 
F FIOiol Bll.INOUAL PAY STATUS 

TRANS.I'ER ~ f.YPI..OYfE TO 
ANOTHeR II ILING UAl PO:SI:$TlC.H 

2. POSITION 
HUioiBEA: 

8. Tllol€. BASE 

I \JrdiCode 

FIRST MIO INrTlAL 

0 FUU TIME 0 PARI' TIME 

10. DATE EMPLOYEE OAIGHAU. V ASSUMED BILINGUAL OUTIES w.tDi 
MET SJLINGUAI...SAlAR¥-PilOGA.W Ol:TE:RIA f-4""oll/·~ M11tf. ·· .. 

DYEs 
PI~ lnck:ale Etlaalll9 Oate or T&nnirolllr:rl o1 Pay: 

B. WHAT PEAC.ENT AGE OF T1iE EMPLOYEE'S WOAI< TIME IS SPENT USING. SIUNGUAl Sl<loll'! 

ll ~- EMPLOYEE'S UNIT NO. ANO DISTRICT NO.: 

C. 8USII£SS ADORES.$ (List Srt'N( ~ City, ZJf' ecc.) 

14/1. SIGNATURE OF EMPlOYEE B. ousmEss ~NO. 

0. SIGNATURE CR ~04ATE SUPERVISOO f. BUSJNES.S PH~ NO, 

I.IIJl. TILINOUAL PROOR.u.t ~II'U'rOR APPROVAL 

15/1., SIGNATUAECS:COOROINATOA . 8. SUSINESS PtiOtll: NO. C. EFFECTIVE DATE OF PA'I'lTEAMINAT!Cfol 0 . DATE 



BILINGUAL PAV AUTHORIZATION 
.-... .(1003 1 R e:v. 5.92) 

tY. SII.NJUAL JUSTIFICATION 

Page J ol4 

In order to justify a bilingual paid position. an employee mtJsl use their bifingual skills for at least 10 percent of the 
time spent perlormiNJ their duties. Posnioos rrust be In a set1ing where there is a clear demonstration ol client and/or 
correspondence seiVice in which bilingual skills are needed. Bilingual skills may oo used to mee! the needs of the public 
or performinq int8f'J)retation, translation, or other specialized bilingual tasks for the department and its clients . 

language Usage Survey: Please see back page lor instructions. 

Ol.n: UOHO.A't 1\.ESOAY WEON.ESOI. V 'THVRSO.t. v FRIDAY TOTAL$ 

WEB(, 

Ftorn: 

11111\JTES 

. 

To: 

loiOURS ~!CEO 
l)oji$W£fK 

WE£Xe/ 

I' rom; 

IIINUfES 

To: 

WOUR! WQ'IJCED 
l'W~'WEDI: 

Ft.l In IQlf 

EMPI.O't'EE"S INriULS --- StJPERVISOR"S INITIALS ---



BILINGUAL PAY AUTHORIZATION 
M·0003 (REV. 31112} 

INSTRUCTIONS FOR COMPLETtNO TtiE ~GUAGE USAOE SURVEY TAllY FORM 

WHO SHOULD PARTICIPATE IN niE SURVEY? 

Bilingual employees who work in public contaa posh ions. These indude: 

• BiHngU<ll 9f1l'loy96S wM naw not Wen the bifmgual fl~ncy s:raminaJien and wish to f8Cilive Oiflllgua/ PJY. 

• Bilingual &mpfoy9e5 _who are roc.eivirtg bilillgual pay and have not survsyed lor 2 years. 

• C<Jrtifl8d bilingual srrploy96s who wish to receivs bilingual~ y. 

MULTIUNGUAL. EMPLOYEES 

II you speak more than ens lorsign language; you should use the same tally form tor i::cth languages. 

SURVEY PERtOO 

ThB survey must b8 conducted during a two-week. period. 

HOW TOTALLY TiiE CONTACTS 
• Tally all contads made in the non·Engllsh Language indJding face to lace. written and telephone contacts. If yor 

translate any document from English into a toreign language 0( vice-versa, record it as one contact. 

• All non-English contae1s must be tallied tmmedlatefy after e3Ch transae1lon. Do not anempl to catch up. If you 
provided bilingual service at more than one worl< station, use the saf!!e tally lonn. 

• Afl time oH must be recorded (see example below). Prim weekly totals in the right-hand column. Addhional sheets 
may be used if more space is required corresponding to the date noted. 

Eumpl& 1: You are out slcX; draw a diagonal line through the boxes of the oay you are absenr (soo Thursday's 
sample). 

Example 2: You take two hours olf for a doc1or appointment: write "two hours orr In eithor bo.x of lhe day you are 
absent (see Friday's s.ample). 

• AU tallies must be placed w~hin the appropriate box_ 

• Time spent tor each contact must be recorded IN MINLITES (.see below). 

• Yoor supervisor IIllJ.Sl inilial the tally form along wtsigning on pag~ 2, 14D. 

Example: 

From: 2, 5, 1, 3. 4, 4, 6, 4, 1, 4 10, 2, 1, 5, 3 Off 8 hrs. 
1 . 9 . 90 J, 6, 2 

To: 

2, 4,8 
2 hrs. off MINUTES 

30 

1 ·13 · 90 HOURSWORI<ED 
Tlits WEE!< 


