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Title VI Plan 
 
I. Plan Statement  
 
Title VI of the Civil Rights Act of 1964 prohibits discrimination on the basis of race, color, or 
national origin in programs and activities receiving Federal financial assistance. Specifically, Title VI 
provides that "no person in the United States shall, on the ground of race, color, or national origin, be 
excluded from participation in, be denied the benefits of, or be subjected to discrimination under any 
program or activity receiving Federal financial assistance" (42 U.S.C. Section 2000d).  
 
Public Transit Services is committed to ensuring that no person is excluded from participation in, or 
denied the benefits of its transit services on the basis of race, color, or national origin, as protected by 
Title VI in Federal Transit Administration (FTA) Circular 4702.1.A.  
 
This plan was developed to guide Public Transit Services in its administration and management of 
Title VI-related activities.  The Public Transit Services Title VI program falls within the scope of 
responsibilities of the Title VI Coordinator: 
 
Title VI Coordinator Contact information  
 
Terry Roberson Executive Administrator 
Public Transit Services 
Title VI Coordinator  
Palo Pinto & Parker Counties 
PO Box 204 
1850 Mineral Wells Hwy  
Weatherford, Texas 76088 
 
The Title VI Coordinator works to ensure there is a demonstrated commitment on the part of senior 
level authority to enforce Title VI and is responsible for the overall Title VI program 
implementation. Specifically, the Coordinator has the authority and responsibility to implement the 
program by:  
 

o Ensuring that Title VI requirements are included in policy directives  
o Assisting PTS staff to correct Title VI problems or discriminatory practices; as applicable   
o Being the point of contact for Title VI implementation and monitoring of programs and 

activities receiving federal financial assistance  
o Ensure through the Title VI program that procedures have safeguards to prevent 

discrimination 
o Developing Title VI information for dissemination to the public and where appropriate; in 

languages other than English and;  
o Coordinating the investigation of Title VI complaints of discrimination in accordance with 

policies 
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Service Area: 
 
Public Transit Services provides general transportation service for the Palo Pinto and Parker County 
service area; which includes travel to neighboring counties. Service includes demand response, 
flexible and limited fixed route. 
 
Transit employees consist of 30 to 40 employees for administration and operational purposes. The 
agencies fleet varies anywhere from 45 to 50, with all vehicles being ADA accessible (100% ADA).  
 
II. Title VI Information Dissemination  
 
Title VI information posters shall be prominently and publicly displayed in the Public Transit 
Services 1) Reception Area 2) Public Meeting Rooms facilities and on their revenue vehicles. The 
name of the Title VI coordinator and information related to Title VI processes, procedures and 
complaint forms are available on the Public Transit Services website at 
www.publictransitservices.org. Complaint procedures and forms are provided in English and Spanish 
on the agencies website. Additional information relating to non-discrimination obligation can be 
obtained from the Public Transit Services Title VI Coordinator.  
 
Title VI information shall be disseminated to Public Transit Services employees annually via the 
Employee Education form (see Appendix A) in payroll envelopes. This form reminds employees of 
the Public Transit Services policy statement and of their Title VI responsibilities in their daily work 
and duties. See below: 
 

PUBLIC TRANSIT SERVICES 
Notifying the Public of Rights under Title VI 

 
Si necesita información en otro idioma, comuníquese con 1-866-521-1391 

 
• Public Transit Services operates its program and services without regard to race, color; 

and national origin in accordance with Title VI of the Civil Rights Act.  Any person who 
believes she or he was aggrieved by any unlawful discriminatory practice under Title VI 
may file a complaint with Public Transit Services. 

• For more information on Public Transit Services civil rights program, and the procedures 
to file a complaint, contact 1-866-521-1391; email terry@publictransitservices.org or 
visit our administrative office at 1850 Mineral Wells Hwy Weatherford, Texas 76088.  
For more information, visit www.publictransitservices.org .  

• Title VI Policies and Procedures can be found in English or Spanish Interpretation at 
www.publictransitservices.org.  

• A complainant may file a complaint directly with the Federal Transit Administration by 
filing a complaint with the: Title VI Program Coordinator, 819 Taylor Street, Room 8 A 
36 Fort Worth Texas 76102  or Texas Department of Transportation PTN 125 E 11th 
Street, Austin Texas 78701-2483   

• Title VI policies are provided in English and Spanish 
• If information is needed in another language, contact 1-866-521-1391 
• Si necesita información en otro idioma, comuníquese con 1-866-521-1391 
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During New Employee Orientation, new employees shall be informed of the provisions of Title VI 
and Public Transit Services expectations to perform their duties accordingly.  
 
All Employees and Board of Directors shall be provided a copy of the Title VI Plan and are required 
to sign the Acknowledgement of Receipt (see Appendix B).  
 
III. Subcontracts and Vendors  
 
All subcontractors and vendors who receive payments from Public Transit Services where funding 
originates from any federal assistance are subject to the provisions of Title VI of the Civil Rights Act 
of 1964 as amended. Written contracts shall contain non-discrimination language, either directly or 
through the bid specification package which becomes an associated component of the contract.  
 
IV. Record Keeping  
 
The Title VI Coordinator will maintain permanent records, which include, but are not limited to, 
signed acknowledgements of receipt from the employees indicating the receipt of the Public Transit 
Services Title VI Plan, copies of Title VI complaints or lawsuits and related documentation, and 
records of correspondence to and from complainants and Title VI investigations.  
 
V. Title VI Complaint Procedures  
 
How to file a Title VI Complaint?  
 
The complainant may file a signed, written complaint up to one hundred and eighty (180) days from 
the date of the alleged discrimination. The complaint should include the following information:  
 
Your name, mailing address, and how to contact you (i.e., telephone number, email address, etc.)  
How, when, where and why you believe you were discriminated against. Include the location, names 
and contact information of any witnesses and other information that you deem significant.  

 
The Title VI Complaint Form (see Appendix C) may be used to submit the complaint information. 
The complaint must be filed in writing with Public Transit Services at the following address in order 
for PTS to properly investigate any complaint:  
 
Public Transit Services 
Attn: Title VI Coordinator  
PO Box 1055  
Mineral Wells, Texas 76068 
 
NOTE: Public Transit Services encourages all complainants to certify all mail that is sent through the 
U.S. Postal Service and/or ensure that all written correspondence can be tracked easily. For 
complaints originally submitted by facsimile, an original, signed copy of the complaint must be 
mailed to the Title VI Coordinator as soon as possible, but no later than one hundred eighty (180) 
days from the alleged date of discrimination.  
 
If information is needed in another language, contact 1-866-521-1391 (Si necesita información 
en otro idioma, comuníquese con 1-866-521-1391) 
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What happens to the complaint after it is submitted?  
 
All complaints alleging discrimination based on race, color or national origin in a service or benefit 
provided by Public Transit Services will be directly addressed by Public Transit Services for 
investigation. Public Transit Services shall also provide appropriate assistance to complainants, 
including those persons with disabilities, or who are limited in their ability to communicate in 
English. Additionally, Public Transit Services shall make every effort to address all complaints in an 
expeditious and thorough manner.  
 
A letter acknowledging receipt of complaint will be mailed within seven (7) days (see Appendix D). 
A copy of the complaint shall be forwarded to Public Transit Services funding sources within ten 
(10) days. Please note that in responding to any requests for additional information, a complainant's 
failure to provide the requested information may result in the administrative closure of the complaint.  
 
How will the complainant be notified of the outcome of the complaint?  
 
A representative of Public Transit Services will send a final written response letter (see Appendix E 
or F) to the complainant. In the letter notifying complainant that the complaint is not substantiated 
(Appendix F), the complainant is also advised of his or her right to 1) provide additional information 
to Public Transit Services for consideration of the complaint within seven (7) calendar days of receipt 
of the final written decision from Public Transit Services, and/or 2) file a complaint externally with 
the U.S. Department of Transportation and/or the FTA. Every effort will be made to respond to Title 
VI complaints within sixty (60) working days of receipt of such complaints.  
 
In addition to the complaint process described above, a complainant may file a Title VI complaint 
with the following offices:  
 

Federal Transit Administration Region VI  
Attention: Title VI Program Coordinator 

819 Taylor Street Room 8 A 36 
Fort Worth Texas 76102 

 
Texas Department of Transportation PTN 

125 E. 11th Street 
Austin, Texas 78701-2483 
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PUBLIC TRANSIT SERVICES 
PO Box 204 

Weatherford, Texas 76088 
 
Appendix A: Employee Annual Education Form  
 
Title VI Policy  
 
Public Transit Services staff must acknowledge the agencies Title VI Plan and ensure that no person 
is excluded from participation in, or denied the benefits of its transit services on the basis of race, 
color, or national origin, as protected by Title VI in Federal Transit Administration (FTA) Circular 
4702.1.A.  
 
PTS staff must ensure: 
 

• No person shall, on the grounds of race, color or national origin, be excluded from 
participation in, be denied the benefits of, or be subjected to discrimination under any 
program or activity receiving federal financial assistance.  

 
• All employees of Public Transit Services are expected to consider, respect, and observe 

this policy in their daily work and duties.  
 

o In all dealings with citizens, use courtesy titles (i.e. Mr., Mrs., Ms., or Miss) to 
address them without regard to race, color or national origin. 

 
o In all dealings with citizens, ensure that the level and quality of transportation 

service provided is without regard to race, color or national origin 
 

• Ensure meaningful access to programs and activities by persons with Limited English 
Proficiency (LEP) 

 
If a citizen approaches you with a question or complaint, direct him or her to Terry Roberson, 
Title VI Coordinator 
 
 
 
 
 
 
 
 
 
 
 
 

PUBLIC TRANSIT SERVICES 
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PO BOX 1055 
MINERAL WELLS, TEXAS  76068 

 
 

Appendix B: Employee Acknowledgement of Receipt of Title VI Plan  
 
 
I hereby acknowledge the receipt of Public Transit Services Title VI Plan. I have read the plan and 
am committed to ensuring that no person is excluded from participation in, or denied the benefits of 
its transit services on the basis of race, color, or national origin, as protected by Title VI in Federal 
Transit Administration (FTA) Circular 4702.1.A.  
 
 
 
_________________________________  
Employee signature  
 
 
_________________________________  
Print name  
 
 
_________________________________  
Date 
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PUBLIC TRANSIT SERVICES 
 

Appendix C: Title VI Plan Complaint Form  
 
Name:                  

Address:                                      

Telephone (Home):                                                        Telephone (Work):             

Electronic Mail Address: 

Accessible Format                     Large Print               TDD                Audio Tape                     Other 
Requirements? 
Section II: 

Are you filing this complaint on your own behalf?                                  Yes *                             No 

*If you answered “yes” to this question, go to Section III.       

If not, please supply the name and relationship of the person 
For whom you are complaining           
Please confirm that you have filed for a third party:             

Please confirm that you have obtained the permission of the 
Aggrieved party if you are filing on behalf of a third party.                 Yes                           No 
Section III: 

I believe the discrimination I experienced was based on (check all that apply): 
 
[  ] Race                  [  ] Color                         [  ] National Origin 
 
Date of Alleged Discrimination (Month, Day, Year):  _________________ 
 
Explain as clearly as possible what happened and why you believe you were discriminated against. 
Describe all persons who were involved.  Include the name and contact information of the person(s) 
who discriminated against you (if known) as well as names and contact information of any witnesses.  If 
more space is needed, please use the back of this form. 

                                             
 

Section IV: 

Have you previously filed a Title VI complaint with this agency?              Yes                                   No 
 
Section V: 

                                   
 
Have you filed this complaint with any other Federal, State, or local agency, or with any Federal or State 
court?   [  ]  Yes                    [  ] No 
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If yes, check all that apply: 
 
[  ] Federal Agency:                                            [  ] State Agency:                    
 
[  ] Federal Court:                                                [  ] Local Agency:                                
 
[  ] State Court:                 
 
Please provide information about a contact person at the agency/court where the complaint was filed. 
Name:                        
 
Title:                     
 
Agency:                        
 
Address:                                     
 
Telephone:                                    
 
Section VI: 
Name of agency complaint is against:                               
Contact person:                            
 
Title:                               
 
Telephone number:                                
 
You may attach any written materials or other information that you think is relevant to your complaint. 
 
Signature and date required below 
 
 
 
____________________________________________________                              
Signature        Date 
 
Please submit this form in person at the address below, or mail this form to: 
 
Public Transit Services Title VI Coordinator 
1850 Mineral Wells Hwy Weatherford Texas 76088 
PO Box 204 
Weatherford, Texas 76088 
 
If information is needed in another language, contact 1-866-521-1391 (Si necesita información 
en otro idioma, comuníquese con 1-866-521-1391) 
 



  

  10 
 

Instructions: Any person who believes she or he has been discriminated against on the basis of 
race, color or national origin by the Public Transit Services (hereinafter referred to as “PTS”) 
may file a Title VI complaint by completing and submitting the agency’s Title VI Complaint 
Form.  Public Transit Services investigates complaints received no more than 180 days after the 
alleged incident.  PTS will process complaints that are complete. 
 
Once the complaint is received, PTS will review it to determine if our office has jurisdiction.  
The complainant will receive an acknowledgement letter informing her/him whether the 
complaint will be investigated by our office. 
 
PTS has 30 days to investigate the complaint. If more information is needed to resolve the case, 
PTS may contact the complainant.  The complainant has 30 business days from the date of the 
letter to send requested information to the investigator assigned to the case.  If the investigator is 
not contacted by the complainant or does not receive the additional information within 30 
business days, PTS can administratively close the case.  A case can be administratively closed 
also if the complainant no longer wishes to pursue their case. 
 
After the investigator reviews the complaint, she/he will issue one of two letters to the 
complainant: a closure letter or a letter of finding (LOF). A closure letter summarizes the 
allegations and states that there was not a Title VI violation and that the case will be closed.  An 
LOF summarizes the allegations and the interviews regarding the alleged incident, and explains 
whether any disciplinary action, additional training of the staff member; or other action will 
occur.  If the complainant wishes to appeal the decision, she/he has 30 days after the date of the 
letter or the LOF to do so.   
 
A person may also file a complaint directly with the Federal Transit Administration, Region VI, 
819 Taylor Street, Room 8A36 Fort Worth Texas 76102 or Texas Department of Transportation 
125 E. 11th Street, Austin Texas 78701-2483  
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PUBLIC TRANSIT SERVICES 
 
List of Investigations, Lawsuits and Complaints 
 

Investigations Date (Month, Day, 
Year) 

Summary (include basis of complaint: race, color, 
or national origin) 

Status Action Taken 

                                                         

                                                              

                                                               

Lawsuits Date (Month, Day, 
Year) 

Summary (include basis of complaint: race, color, 
or national origin) 

Status Action Taken 

                                                                 

                                                      

Complaints Date (Month, Day, 
Year) 

Summary (include basis of complaint: race, color, 
or national origin) 

Status Action Taken 
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PUBLIC TRANSIT SERVICES 
PO BOX 1055 

MINERAL WELLS, TEXAS 76068 
 
APPENDIX D Letter Acknowledging Receipt of Complaint  
 
 
Date              
 
Name                  
Address                    
City, State Zip                   
 
  
Dear                            
 
This letter is to acknowledge receipt of your complaint against Public Transit Services alleging                  
 
An investigation will begin shortly. If you have additional information you wish to convey or 
questions concerning this matter, please feel free to contact this office by contacting our office at 
(989) 837-3300 or in writing to Public Transit Services, PO Box 1055, Mineral Wells, Texas 76068.  
 
Sincerely,  
 
 
 
 
                  
Title VI Coordinator 
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PUBLIC TRANSIT SERVICES 
PO BOX 1055 

MINERAL WELLS, TEXAS 76068 
 
APPENDIX E: Letter Notifying Complainant that the Complaint Is 
Substantiated  
 
Date  
 
Name  
Address  
City, State Zip 
  
Dear Name:  
 
The matter referenced in your letter dated                                  against Public Transit Services 
alleging Title VI violation has been investigated 
.  
(An/Several) apparent violation(s) of Title VI of the Civil Rights Act of 1964, including those 
mentioned in your letter (was/were) identified. Efforts are underway to correct these deficiencies.  
 
Thank you for calling this important matter to our attention. You were extremely helpful during our 
review of the program. (If a hearing is requested, the following sentence may be appropriate.) You 
may be hearing from this office, or from federal authorities, if your services should be needed during 
the administrative hearing process.  
 
 
Sincerely,  
 
 
 
 
                                         
Name  
Title VI Coordinator 
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PUBLIC TRANSIT SERVICES 
PO BOX 1055 

MINERAL WELLS, TEXAS 76068 
 

APPENDIX F: Letter Notifying Complainant that the Complaint Is Not 
Substantiated  
 
Name                      Date                               
Address                    
City, State Zip               
  
Dear Name:  
 
The matter referenced in your complaint dated                             against Public Transit Services 
alleging                              has been investigated.  
 
The results of the investigation did not indicate that the provisions of Title VI of the Civil Rights Act 
of 1964, had in fact been violated. As you know, Title VI prohibits discrimination based on race, 
color, or national origin in any program receiving federal financial assistance.  
 
Public Transit Services has analyzed the materials and facts pertaining to your case for evidence of 
the City’s failure to comply with any of the civil rights laws. There was no evidence found that any 
of these laws have been violated.  
 
I therefore advise you that your complaint has not been substantiated and that I am closing this matter 
in our files.  
 
You have the right to 1) provide additional information to this office for reconsideration of your 
complaint within seven (7) calendar days of receipt of this final written decision from Public Transit 
Services, and/or 2) file a complaint externally with the Texas Department of Transportation and/or 
the Federal Transit Administration at:  
 

Federal Transit Administration Office of Civil Rights 
Attention: Title VI Program Coordinator 

810 Taylor Street, Room 8A36 
Fort Worth, Texas 76102 or; 

TXDOT 
125 E. 11th Street  

Austin, Texas 78701-2483 
 
Thank you for taking the time to contact us. If I can be of assistance to you in the future, do not 
hesitate to call me.  
 
Sincerely,  
 
                                  
Name Title VI Coordinator 
 



  

15 
 

Public Transit Services 
Public Participation and Comment Plan 

A.  Introduction and Policy Statement 

The Public Transit Services is committed to providing an open and visible decision-making 
process to which Palo Pinto and Parker County residents has equal access.  It is the policy of 
Public Transit Services to actively solicit the involvement of citizens in the public decision-
making process, through public notification, media exposure, neighborhood meetings, and public 
hearings. 

Further, it is the policy of Public Transit Services to offer early and continuous opportunities for 
the public to be involved in the identification of social, economic, and environmental impacts of 
proposed transportation decisions.  This includes seeking out and considering the viewpoints of 
minority, low-income, and limited English proficiency (LEP) populations (as well as older adults 
and people with limited mobility) in the course of conducting public outreach activities, 
consistent with Federal Transit Administration (FTA) Circular 4702.1B (“Title VI Requirements 
and Guidelines for Federal Transit Administration Recipients”). 

B.  Public Involvement Plan 

When a project, program or issue may have identifiable impacts on a neighborhood or citizen 
group, a Public Involvement Plan shall be created at the beginning of the project or 
program.  The Plan shall be designed to: 

1. Ensure responsiveness to the level of interest and concern expressed by the public; 
2. Ensure visibility and understanding by the agencies, groups and individuals who may 

participate; and 
3. Ensure that public involvement is carefully and systematically included as part of the 

decision-making process. 

The Public Involvement Plan for Public Transit Services initiated projects will be reviewed and 
approved by the Executive Director prior to implementation.  The Public Involvement Plan will 
be included as part of staff reports. 

C.  Public Involvement Principles 

The following principles will be used to develop the Public Involvement Plan for Public Transit 
Services projects and programs: 

• When a project may affect a neighborhood, special neighborhood meetings will be 
scheduled early in the project planning process.  Notices will be sent to organized 
neighborhood groups and any individual who has requested notification.  

• All public hearing notices shall be written in clear, concise and understandable language 
and will incorporate graphics when it aids the message.  The notices will clearly be 
identified as a Public Transit Services notice.  
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• The Public Involvement Plan will reflect Public Transit Services policy to provide early 
and continuous opportunities for the public to be involved in the identification of the 
impacts of proposed decisions.  It will also reflect the Public Transit Services policy to 
seek out the viewpoints of minority, low-income, and Limited English Proficiency (LEP) 
populations, as well as older adults and people with limited mobility, in the course of 
conducting public outreach and involvement activities, consistent with the Public Transit 
Services Title VI Program, on access for individuals with Limited English Proficiency, 
and U.S. Department of Transportation (DOT) LEP Guidance. 

• The Public Involvement Plan will be tailored to the populations affected and the type of 
plan, program, or service under consideration. 

• Public meetings will be held in locations that are accessible to transit riders and people 
with disabilities, and will be scheduled at times that are convenient for members of the 
public. 

• Public meetings and hearings will be broadly advertised in the community in both 
English and Spanish (e.g., through posters onboard buses and facilities, website, local 
print media, social media, and/or email notification to Public Transit Services) and 
notification will be provided regarding the availability of language assistance. 

D.  Targeted Public Outreach to Minority and Limited English Proficient (LEP) 
Populations 

During development of the Public Involvement Plan and/or planning for public engagement in 
general, Public Transit Services will incorporate strategies intended to promote involvement of 
minority and LEP individuals in public participation activities, as appropriate for the plan, 
project, or service in question, and consistent with Federal Title VI regulations, Executive Order 
13166 on Limited English Proficiency, and the U.S. Department of Transportation LEP 
Guidance.   

At a minimum, staff will implement the strategies identified in Section D, including holding 
public meetings in locations that are accessible to transit riders and people with disabilities, 
scheduling meetings at times that are convenient for members of the public, advertising meetings 
and hearings in English and Spanish, and providing notice of the availability of language 
assistance.   

In addition, Public Transit Services staff should consider implementing the following public 
engagement strategies to complement the minimum requirements, as appropriate to the plan, 
project, or service: 

• Using supplemental outreach strategies such as surveys regarding Public Transit Services 
projects or proposed service changes. 

• Partnering with community organizations to engage members of the public who are less 
likely to attend traditional public meetings (including LEP populations) through means 
such as surveys and focus groups.  Public Transit Services maintains a list of current and 
potential future community partners. 
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• Attending community events and meetings of neighborhood associations, faith-based 
organizations, advocacy groups, and other groups to solicit feedback from diverse 
members of the public. 

Public Transit Services staff may consult FTA Circular 4703.1 (“Environmental Justice Policy 
Guidelines for Federal Transit Administration Recipients”) for additional strategies that may be 
incorporated into the Public Involvement Plan. 

E.  Public Comment for Fare Increases and Major Service Changes 

It is the policy of Public Transit Services to solicit public opinion and consider public comment 
before raising fares or implementing a major service change. 

A public hearing is required prior to implementation of a fare increase or a major service 
change.  A “major” service change is defined as a modification that affects 25% or more of a 
single route or 25% or more of all routes.  Additional public involvement strategies, such as 
public meetings, neighborhood meetings, or other outreach to affected individuals will be 
implemented as appropriate to solicit public comment for consideration in advance of the public 
hearing.  Public comments received will be compiled and considered prior to finalizing the 
Public Transit Services recommendation to the transit board regarding a fare increase or major 
service change.  A summary of the public comments received will be provided as part of the staff 
report submitted to the transit board for the fare increase or major service reduction in question. 

The public hearing will be scheduled as part of a regular transit board meeting, and advertised 
broadly through the website, the Public Transit Services outreach mailing list, posters and flyers 
and on buses.  The hearing will also be advertised through targeted outreach to neighborhood 
groups or other organizations and individuals, as appropriate to the proposed change.  Notices 
regarding the public hearing will be provided in both English and Spanish.  Public Transit 
Services will additionally post notice of the public hearing in the Newspaper and/or public 
location areas deemed appropriate.  The public hearing will consist of a staff report before the 
transit board, followed by public testimony. 

Attachment 1 provides additional information on practices related to public comment. 

Attachment 1 

Additional information on process for soliciting public comment on service changes 

Proposed service changes are developed by Public Transit Services staff. Once proposals are 
finalized, printed information is created that explains the proposed changes.  These informational 
materials (available in English and Spanish) are placed on the buses and used as handouts at 
public informational meetings and hearings. Flyers and posters that direct interested individuals 
to these materials are also posted on the buses, at Public Transit Services offices, at other areas 
which are likely to be impacted by the service changes. 
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Any interested individual is invited to make comments. Comments may be submitted in person 
at the public informational meetings and public hearings. They may also be submitted by mail 
and by Comment Card. In addition, comments may be submitted over the phone to Public 
Transit Services representatives, via email, and online via the website. 

Information about scheduled public meetings is available via:  

1) Bus posters 
2) Transit board meeting agenda 
3) Posters in Public Transit Services offices  
4) Website 
5) Appropriate venues, which are likely impacted by the service change 
6) Email notification and social media 

All comments received are reviewed by Public Transit Services staff and considered in the final 
decisions. The goal of the Public Transit Services is to always provide the best possible service 
to the most current riders or potential riders. 
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PUBLIC TRANSIT SERVICES 
Public Comment Process for Fare and Service Changes 

Public Involvement Process 
 

Introduction 
 
Public Transit Services rates and charges for the transit service shall be fixed by the board and 
shall be reasonable.  In addition, under applicable Federal Transit Administration [FTA] grant 
procedures; the FTA requires a grant recipient to certify that it has a locally developed process to 
solicit and consider public comment prior to raising fares or implementing a major reduction of 
transit service.  “Therefore, in accordance with applicable laws, this document outlines the 
locally developed public comment process for fare and service changes. 
 
This policy reflects the minimum public comment requirements for Public Transit Services to 
amend and adopt changes in fares and to approve major service reductions.  For any specific 
proposal, Public Transit Services may choose to offer more extensive public comment 
opportunities when it determines it is in the best interest of the agency and the public to do so.  
This may include a public meeting, which is an opportunity to provided testimony or comments 
regarding a particular matter, but such a meeting may be conducted by Public Transit Services 
and need not to be a meeting of the Board.  In this regard; information shall be gathered and 
provided to the Board for review and final comment/approval. 
 

1.  Fares and Services Amendments 
 

A.  Scope 
 

B. Public Comment 
 

C. Public Notice for Board Action 
 
All Board Meetings and accompanying agenda shall be posted in a public location; in clear view; 
to encourage participation. 
 

D. Board Approval Process 
 
The Board may elect to adopt the proposed change(s) to fare/service through a separate agenda 
item. 
 

E. Public Information 
 
Following Board action, the Executive Director or designee shall ensure that appropriate steps 
are taken to inform bus passengers and the public of approved changes to the fare/service. 
 

2. Fare/Fee Increase and Major Reduction in Service 
 

A. Scope 
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In addition to Board approval, a public hearing is required before taking the following actions: 
 

1. Adoption of an Increase in Fares or Fees 
 
This is defined as any increase in the existing fare structure, elimination of fare instruments or 
reconfiguration of the zone structure that causes an increase in fares or fees. 
 

2. Adoption of Major Reduction in Services 
 
A major reduction in service is a reduction of 25% or more in total revenue vehicle miles in 
service on any specific route over a one-week period.  The discontinuation of promotional, 
demonstration, seasonal or emergency service, and the discontinuation of service within the first 
year of its implementation, is not considered a major reduction in service.  
 

B. Public Hearing 
 
At least one public hearing shall be conducted at which oral or written presentations can be 
made, prior to adopting any of the changes or adjustments.  For purposes of this policy, a public 
hearing is a formal opportunity to offer oral or written testimony on a particular matter which 
has been called by the board and calendared separately at a regular or special meeting of the 
Board of Directors and notice of which has been published in a newspaper of general circulation 
in the service area.   
 

C. Public Notice for Public Hearing 
 
All public hearings shall be noticed by publication in a newspaper of general circulation in the 
service area.  A notice describing the changes and announcing the public hearing will be placed 
on all buses serving the affected routes.  The hearing notice will be posted at Public Transit 
Services administration building.  The notice will be published at least 15 days prior to the 
hearing.  The publication shall include the time and place of the hearing and a general 
description of the matter to be considered.  The notice shall also state where information about 
the subject of the hearing will be available for public review. 
 

D. Board Approval Process 
 
The Board may adopt the proposed change(s) following the close of the public hearing. 
 
 

E. Public Information 
 
Following Board action, the Executive Director or designee shall ensure that appropriate steps 
are taken to inform the bus passengers and public of all approved actions.  
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PUBLIC INVOLVEMENT: 
 
An effective public involvement process provides for an open exchange of information.  The 
overall objective of Public Transit Services public involvement is to ensure that the agency 
provides complete public information, timely public notices, full public access, proactive 
participation and opportunities for early and continuing involvement.  This process will allow 
Public Transit Services to solicit public comments and participation.   
 
As part of the public involvement procedures; Public Transit Services shall: 
 

1. Clearly define its purpose and objectives for initiating public involvement. 
2. Identify specific communities who are affected by the agencies plans, projects and 

procurements. 
3. Notify effected targeted groups 
4. Assist and educate the public in understanding transportation issues, problems, 

obstacles and provides for potential solutions. 
 
No segment of the community shall be discriminated against because of race, economic makeup, 
age, sex or disability.  Public Transit Services shall provide full and fair participation.   
 
Vehicle Load Standards 
 
The average of all loads during the peak operating period should not exceed vehicles’ achievable 
capacities, which are 19 to 23 passengers for a 25 foot bus. 
 
Vehicle Headway Standards 
 
Service operates weekday mornings starting at 6:20 AM to 8:00 AM and minimal weekday 
evening service starting at 4:00 PM to 6:45 PM.   
 
Scheduling involves the consideration of a number of factors including; Ridership productivity, 
transit/pedestrian friendly streets, density of transit-dependent population and activities, 
relationship to the Regional Transportation Plan, relationship to major transportation 
developments, land use connectivity, and transportation demand management. 
 
On-Time Performance Standards 
 
Ninety-five (95) percent of the Public Transit Services vehicles will complete their established 
runs no more than 5 minutes early or late in comparison to the established schedule timetables 
 
Service Availability Standards 
 
Public Transit Services will distribute transit service so that 90% of all residents in the service 
area are within a ¼ mile walk of bus service or within a ½ mile walk of rail service. 
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Vehicle Assignment Policy 
 
Vehicles will be assigned to the Park & Ride at 909 S. Oak, Mineral Wells and Park & Ride at 
1016 S. Bowie, Weatherford for the Job Commute Services such that the average age of the fleet 
serving each Park and Ride does not exceed  “7” years.  Nineteen to Twenty-Three Seated Buses 
are used in these areas so these buses carry a higher share of ridership than their numerical 
proportion of the overall bus fleet.  Bus assignments take into account the operating 
characteristics of buses of various lengths, which are matched to the operating characteristics of 
the route.   
 
Transit Amenities Policy 
 
When applicable; installation of transit amenities along bus routes shall be based upon the 
number of passenger boarding’s at stops and along those routes. 
 
Fixed Route Policies/Procedures: 
 
Policy/Service Standards: The Policies and Service Standards contained herein are used to 
maintain efficient and effective fixed-route transit service. To accommodate recipients within the 
service area; Public Transit Services shall:  
 

• Ensure that the level and quality of transportation service is provided without regard to 
race, color or national origin 

• Identify and address, as appropriate, disproportionately high and adverse effects of 
programs and activities on minority populations and low-income populations  

• Promote the full and fair participation of all affected populations in transportation 
decision-making 

• Prevent the denial, reduction nor delay in benefits related to programs and activities that 
benefit minority populations or low-income populations 

• Ensure meaningful access to programs and activities by persons with Limited English 
Proficiency (LEP) 

 
In addition to the analysis of the agencies current fixed-route service, Public Transit Services has 
established a public participation and language assistance plan which is maintained on-file at the 
PTS facilities located at 7611 Hwy 180 E Mineral Wells Texas 76067.  
 
Description of Fixed-Route Service: Public Transit Services (PTS) operates less than 50 fixed 
route vehicles and is in an urbanized area that is less than 200,000. PTS shall comply with the 
general requirements of Title VI and has is place; system wide standards and policies applicable 
to Fixed Route Service.  
It is the policy of this agency to ensure that no person or groups are discriminated against 
regarding routing, scheduling, quality of service, quality of vehicles and/or stations, etc. As a 
requirement; PTS has developed quantitative standards for the following indicators: 
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Vehicle Load Standards 
 
The average of all loads during the peak operating period shall not exceed vehicles’ achievable 
capacities, which are nineteen (19) to twenty-two (22) passengers - 25 foot buses. 
VEHICLE TYPE                                                      AVERAGE PASSENGER CAPACITY  

Vehicle Type Seating Standing Total 
25’ Standard Bus 19 0 19 
25’ Low Floor Bus 22 0 22 

 
Vehicle Headway Standards 
 
The Public Transit Services Vehicle Headway Standards relate to the amount of travel time 
expended by a passenger to reach his/her destination. Public Transit Services calculates headway 
by determining the average time of travel between pickup destination (Park & Ride and Stop 
Locations) to passenger delivery location; with reverse commute calculated the same.  
 
Fixed-Route Service consists of weekdays; providing transportation in mornings for delivery to 
work (job access) and evenings for reverse commute. The early morning routes start at 6:00 
A.M. with pre-trip and travel to the first Park & Ride facility consisting of approximately 15 to 
30 minutes; with load times at or around 6:15 to 6:30 A.M. Passengers are delivered to work 
locations at or around 7:30 and 7:45 A.M.; providing for a one-hour and fifteen minute (time on 
bus) route delivery schedule. Reverse Commute consists of 4:30, 4:45 P.M., 5:00 and 5:30 P.M. 
load times with a drop off time at or around 6:30 to 6:45 P.M. Reverse Commute delivery 
involves numerous pickup and drop off locations at the Park & Ride facilities and/or stop 
locations; and takes approximately one and one-half to two hours regularly; barring unforeseen 
traffic or weather on all trips.  
 
On-Time Performance Standards 
 
On-time performance is a measure of runs completed as scheduled. Public Transit Services 
utilizes a 15 minute window of opportunity meaning that the vehicle shall arrive 15 minutes prior 
to the scheduled pickup with a mandatory wait time of 5 minutes. Public Transit Services 
standards of delivery shall be “on-time” which prohibits its vehicles from running late. A bus is 
determined to be late if it departs it scheduled “time point” five or more minutes after the 
published schedule. A bus is determined to be early if it departs it’s scheduled “time point” five 
minutes earlier than the published schedule.  
 
Public Transit Services sets its on-time delivery high as the fixed route schedule is determined 
critical and must be followed; as per the agencies schedule. To that end; ninety-five (95) percent 
of the Public Transit Services vehicles utilize for transportation fixed routes service will 
complete their established runs no more than 5 minutes early or 5 late in comparison to the 
established schedule timetables.  
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Service Availability Standards 
 
Service availability is a general measure of the distribution of routes within the agencies service 
area.  
 
Because Public Transit Services provides specific Stop Locations as well as Park & Ride 
facilities for its fixed route services; it is the goal of the agency to set service availability 
standards that include a threshold for residents within a certain driving distance; along with the 
standards for walking distance from the facilities or stop locations. Public Transit Services goal 
is to deliver transit service so that 70% of all residents are within a ¼ mile walk or a 5 mile 
driving radius of the agencies Park & Ride and/or established Stop locations. Connectivity 
Service will be provided to cover the far South, North, East and Western regions so as to deliver 
clients to the fixed route locations; as applicable.  
 
Vehicle Assignment Policy 
 
Vehicle assignment refers to the process by which transit vehicles are placed into service 
throughout the transit systems service area. Public Transit Services currently has three types of 
vehicles in its service area with regards to passenger capacity. See below:  
 

• Mini-Vans = 5 passenger capacity 
• Type 3 Vehicles = 14 passenger capacity 
• Type 3 Vehicles = 19 passenger capacity 
• Type 3 Vehicles (Low Floor) = 22 passenger capacity 
• Larger vehicles will be used for fixed route service as they generally have higher 

ridership 
 
Given Public Transit Services strict standards with respect to “Vehicle Maintenance”; age does 
not serve as a viable proxy for diminished quality. In short; buses are not assigned to specific 
communities or groups within the PTS service area based on vehicle age; but rather to serve 
specific routes that call for them based on the needs of that route. To that end; Public Transit 
Services shall assign appropriate vehicles to accommodate service needs.  
 
Vehicles will be assigned to the Park & Ride at 909 S. Oak, Mineral Wells Texas, Park & Ride; 
Stop Location at 1016 S. Bowie, Weatherford Texas and; 1850 Mineral Wells Hwy Weatherford 
Texas Park & Ride Location for Fixed-Route Services. The average age of the fleet serving each 
location does not exceed “7” years. 
  
Nineteen (19) to Twenty-Two (22) Bus Seating Capacities are used in these areas as these buses 
carry a higher share of ridership than the numerical proportion of the overall bus fleet. Bus 
assignments take into account the operating characteristics of buses and various lengths, which 
are matched to the operating characteristics of the route.   
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Transit Amenities Policy 
 
Transit amenities refer to items of comfort, convenience and safety that are available to the 
general public. It is the policy of Public Transit Services to ensure equitable distribution of 
transit amenities across the systems service area.  
 
Installation of transit amenities (seats, benches, signs, etc.) along bus routes shall be based on the 
number of passenger boarding at stops and along those routes. 
 
Major Service Change:  
 
All major increases or decreases in transit service are subject to Title VI regulations prior to 
service change. A major service change is defined as:  
 

• A reduction or increase of 25 percent or more in total vehicle revenue miles in service on 
any specific route over a one-week period.  

 
The following services changes are exempt:  
 

• Changes to a service on a route with fewer than 10 total trips in a typical service day are 
not considered “major” unless service on that route is eliminated completely on any such 
day.  

• The introduction or discontinuation of short or limited-term service (e.g., promotional, 
demonstration, seasonal or emergency service, or other similar activities), as long as the 
service will be/has been operated for no more than twelve months. 

• For additional information; see Public Transit Services Public Comment Policy/Plan  
 
Board Participation:  
 
The Board is made of up of political representatives (or designees) and representative groups or 
organizations who are interested in creating general improvement of public transportation in the 
rural transit district of Palo Pinto and Parker Counties. The Board shall determine the groups to 
be allocated seats on the Board and will seek new members; as appropriate; from the following 
groups.  
  

1. Community Service Representative 
2. Social Services  
3. Elderly/Disabled Representative 
4. Minority Group(s) 
5. Educational/Workforce Representative  
6. City / County Representative(s) 
7. Business Sector 
8. Rural Geographical Service Area (Palo Pinto) 
9. Rural Geographical Service Area (Parker) 
10. Urban Geographical Service Area (Parker Urban) 
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Board Outreach Efforts: 
 
It is the goal of the Public Transit Services Board of Directors to nominate members whose 
service will provide the greatest value / benefit to the agency. The Public Transit Services Board 
of Directors shall provide equal opportunity to all applicants and shall not discriminate against an 
applicant because of race, religion, color, sex, age, national origin, handicap, political affiliation 
or belief and will take action to ensure that all applicants are treated without regards to these 
factors. 
 
The following is a list of outreach efforts that shall be utilized to establish and maintain a 
functioning Board:  
 

1. As part of membership initiative; PTS must call upon members within the agencies 
geographical service area to represent the citizens of the counties served 

2. The established PTS Board shall solicit members with consideration given to all 
applications rather than limiting reviews to those determined to be most qualified 

3. Representation on the board shall; as practical as possible; reflect a cross section of the 
service area with equal access granted to all groups with regards to the decision making 
process.  

4. The Board shall remain actively involved and encourage the participation and viewpoints 
of minorities and low income groups or populations 

5. Potential members shall be required to complete a “Board Application” to be considered 
for selection (applications on-file at the PTS facility) 

6. A “committee” formed by the Board shall evaluate applications in as an efficient and 
effective manner as possible 

7. PTS reserves the right to nominate members whose service would provide the greatest 
value/benefit to PTS 

 
Board Member Evaluation Method:  
 

1) A committee; selected by the PTS Board; shall evaluate all applicants for membership on 
the Board 

2) Evaluation shall be based on relative strengths, potential benefits; as well as noteworthy 
deficiencies; significant weaknesses; to include risks 

3) Years of experience or board service, performance and positive feedback from references 
shall be ranked high with regards to the evaluation process 

4) The PTS Board Committee shall interview potential Board Members; however once 
complete the committee members shall not be allowed to communicate directly or in 
private with the applicant until the evaluation process has ended 

5) Applicants shall be notified; in advance; of the scoring method 
6) Upon completion of the evaluation(s); the committee shall present their findings to the 

Board of Directors for final review, discussion and approval 
7) A special call meeting may be necessary and can be accomplished by providing five (5) 

days written notice of the time, place and purpose of the meeting.  
8) Consensus: When working towards achieving consensus scores, members of the Public 

Transit Services Committee shall be willing to compromise and adjust preliminary scores 



  

27 
 

if there are compelling / justifiable reasons to do so. All committee members shall attend 
progressive reviews/evaluation meetings; as required.    

 
Board Evaluation Method & Scoring Process:  
 
Evaluation guidelines and score sheet can be found on-file at the PTS transit facility and can be 
made available upon request.   

 
Public Transit Services Board of Director(s): 

  
 

Sylvia Nowak                                                                 William “Hank” Gayler President, 
Palo Pinto County Judge Representative           Palo Pinto County 
Caucasian/Female              Caucasian/Male 
 
Dale Brown    
Palo Pinto County                                                           
Caucasian/Male            
      
Teresa Booher,                          
Parker County                  
Caucasian/Female      
         
John Moran Secretary/Treasurer   
Palo Pinto County 
Caucasian/Male  
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Limited English Proficiency Plan 
 

INTRODUCTION 
 

This Limited English Proficiency Plan has been prepared to address the Public Transit Services 
(PTS) responsibilities as a recipient of federal financial assistance as they relate to the needs of 
individuals with limited English Proficiency language skills.  The plan has been prepared in 
accordance with 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 subjected to discrimination on the 
basis of race, color or national origin. 
 
Public Transit Services understands that access to services for persons with Limited English 
Proficiency, indicates that differing treatment based upon a person’s inability to speak, read, 
write or understand English is a type of national origin discrimination.  This plan directs PTS in 
the publication and guidance for respective clients; clarifying our obligation to ensure that such 
discrimination does not take place.    
 
Plan Summary 
 
Public Transit Services has developed this Limited English Proficiency Plan to help identify 
reasonable steps for providing language assistance to persons with limited English proficiency 
(LEP) who wish to access services provided.  As defined; LEP persons are those who do not 
speak English as their primary language and have limited ability to read, speak write or 
understand English.  This plan outlines how to identify a person who may need language 
assistance, the ways in which assistance may be provided, staff training that may be required, 
and how to notify LEP persons that assistance is available. 
 
In order to prepare this plan, Public Transit Services used the four-factor LEP analysis which 
considers the following factors: 
 

1. The number or proportion of LEP persons in the service area who may be served by PTS 
2. The frequency with which LEP persons come in contact with PTS services 
3. The nature and importance of services provided by PTS to the LEP population. 
4. The interpretation services available to the PTS and; the overall cost to provide LEP 

assistance.  A summary of the results of the four-factor analysis is in the following 
section. 

 
MEANINGFUL ACCESS: FOUR-FACTOR ANALYSIS 
 

1. The number or proportion of LEP persons in the service area who may be served or are 
likely to require PTS services. 
 
Public Transit Services reviewed the 2010 U.S. Census Report and determined that 
minority populations with a language other than English spoken at home with the % 
measured for an age group 5 years and above was 8.3% Parker County and 13.8% Palo 
Pinto County. The overall percentage of White or English speaking persons averaged 
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88.6% with the highest percentage of minorities being that of Spanish speaking 
individuals; at or around 11.4 in the service area. American Indian and Alaska Native, 
Asian persons, Native Hawaiian or other Pacific Islanders were recorded under 1%. From 
evaluation; it was determined that the Spanish Speaking persons in the service area are 
the target population that may have the propensity to have limited English proficiency - 
that is they speak English “not well” or “not at all”. However; all individuals with limited 
English proficiency shall be acknowledge and assisted through the LEP program.  
 

2. The frequency with which LEP persons come in contact with PTS was determined to be 
approximately 6% as compared to percentage of ridership; all of which are provided 
access to a bilingual interpreter. Public Transit Services staff reviewed the frequency with 
which the board, office staff and van drivers have, or could have contact with LEP 
persons.  This includes documenting phone inquiries or office visits.  To date, the Public 
Transit Services Bilingual Interpreter handles all translation and the request for translated 
program documents. The Board has very little contact with LEP persons. The office staff 
has periodic requests for translation. When this occurs; translation is available through 
the Bilingual interpreter employed by PTS. Van drivers have a higher possibility of 
coming in contact with LEP individuals; and are trained to direct the LEP person or 
persons to use the agencies two-way radio (on the transit vehicles) or are requested to 
contact the bilingual interpreter via telephone communications. I Speak Cards are utilized 
in this regard.  
 

3. The nature and importance of services provided by Public Transit Services to the LEP 
population:  
 
There is no large geographic concentration of any type of LEP individuals in the service 
area. The overwhelming majority of population; 89% speak English only.  As a result, 
there are few social service professionals and leadership organizations within the Public 
Transit Services service area that are focus on outreach to LEP individuals.  The Public 
Transit Services office staff and van drivers are most likely to encounter LEP individuals 
through van rides, office visits, phone conversations.  
 

4. The resources available to the Public Transit Services, and overall costs to provide LEP 
assistance: 
 
Public Transit Services reviewed its available resources that could be used for providing 
LEP assistance. Public Transit Services marketing materials and support documentation 
has been translated to Spanish for the benefit of Spanish speaking individuals; which are 
the highest level of LEP individuals within the service area. Bilingual interpreters are 
employed with the agency and are readily available to translate through telephone or 
radio communication. PTS brochures and service documents are printed in English and 
Spanish; which increases the cost by approximately 20% as equal proportions are not 
required since the percentage is not equal. By hiring bilingual interpreters and purchasing 
printed material for those percentages necessary; PTS is able to keep costs to a minimum.  
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LANGUAGE ASSISTANCE 
 
A person who does not speak English as their primary language and who has a limited ability to 
read, write, speak or understand English may be a Limited English Proficient person and may be 
entitled to language assistance with respect to services provided by PTS. Language assistance 
can include interpretation, which means oral or spoken transfer of a message from one language 
into another language and/or translation, which means the written transfer of a message from one 
language into another language. 
 
The following is a list of how Public Transit Services staff shall identify and assist an LEP 
person who needs language assistance: 
 

• Post notices of the LEP Plan and the availability of interpretation or translation services 
free of charge in languages LEP persons would understand. 

• All Public Transit Services staff will be provided with “I Speak” cards and translation 
material to assist in identifying the language interpretation needed when the occasion 
arises. 

• PTS shall translate service materials and brochures to Spanish and will effectively 
monitor the changing geographic to ensure LEP individuals are recognized and 
accommodated as applicable. 

• The PTS staff will be informally surveyed periodically on their experience concerning 
any contacts with LEP persons during the previous year. 

• When PTS sponsors an informational meeting or event, an advanced public notice of the 
event should be published; including special needs related to offering a translator (LEP) 
or interpreter (sign language for hearing impaired individuals). Additionally, a staff 
person shall greet participants as they arrive.  PTS understands that by informally 
engaging participants in conversation we will be able to gauge each attendee’s ability to 
speak and understand English.  Although translation may not be provided at the event in 
the beginning; it will help PTS to identify the need for future events. 

 
Language Assistance Measures:  
 
Although there is a very low percentage in the PTS service area of LEP individuals (i.e. persons 
who speak English “not well” or “not at all”), PTS will strive to offer the following measures: 

1. The PTS staff will take reasonable steps to provide the opportunity for meaningful access 
to LEP clients who have difficulty communicating English. 

2. The following resources will be available to accommodate LEP persons: 
• Staff interpreters for the Spanish language are available and will be provided daily 

and within a reasonable time period. 
• PTS shall make an accretive effort to incorporate Language interpretation access for 

all other languages through a telephone interpretation service; as applicable 0r 
available. PTS may not be capable of immediate accommodations for those who 
speak a language other than Spanish however PTS will evaluate the need to 
incorporate future change. 
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STAFF TRAINING 
 
The following training will be provided to all staff: 
 

• Information on the Title VI Policy and LEP responsibilities. 
• Description of language assistance services offered  
• Use of the “I Speak” cards. 
• Documentation of language assistance requests. 
• How to handle a potential Title VI/LEP complaint. 

 
All contractors or subcontractors performing work for Public Transit Services will be required to 
follow the Title VI/LEP guidelines. 

 
TRANSLATION OF DOCUMENTS 
 
The Public Transit Services weighed the cost and benefits of translating documents for potential 
LEP groups. Considering the expense of translating PTS service documentation; cost were found 
to be minimal as compared to the benefit and betterment of services. PTS has translated multiple 
documents; which are currently available and distributed throughout the region. 
 
When and if the need arises for LEP outreach; Public Transit Services will consider the 
following options: 
 

• When staff prepares a document or schedules a meeting, for which the target audience is 
expected to include LEP individuals, the documents, meeting notices, flyers, and agendas 
will be printed in an alternative language based on the know LEP population. 

 
MONITORING 
 
Monitoring and Updating the LEP Plan:  
 
Public Transit Services will update the LEP Plan as required.  At a minimum, the plan will be 
reviewed and updated when data from the Census Bureau is available, or when it is clear that 
higher concentrations of LEP individuals are present in the PTS service area.  Updates will 
include the following: 
 

• The number of documented LEP contacts encountered annually. 
• How the needs of LEP persons have been addressed. 
• Determination of the current LEP population in the service area. 
• Determination as to whether the need for translation services has changed. 
• Determine whether local language assistance programs have been effective and sufficient 

to meet the need. 
• Determine whether the Public Transit Services financial resources are sufficient to fund 

language assistance resources needed. 
• Determine whether the Public Transit Services fully complies with the goals of this LEP 

plan. 
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• Determine whether complaints have been received concerning the agency’s failure to 
meet the needs of LEP individuals. 

• Maintain a Title VI complaint log, including LEP to determine issues and basis of 
complaints. 

 
DISSEMINATION OF THE PUBLIC TRANSIT SERVICES LEP PLAN 
 

• Post signs at conspicuous and accessible locations notifying LEP persons of the LEP Plan 
and how to access language services. 

• State on agendas and public notices; in the language that a LEP person would understand; 
that documents are available in that language upon request at 940-328-1391 x 108. 

 
Hearing Impaired Assistance can be provided through:  
 
Angela English, LPC, LMFT  
Executive Director  
Texas Governor’s Committee on People with Disabilities  
512-463-5742 or Relay Options of your Choice  
E-mail: aenglish@governor.state.tx.us   
Website: http://governor.state.tx.us/disabilities  
ADA Listserve: http://listserv.tamu.edu/archives/texadac-1.html 
 
It is the responsibility of all PTS staff members to ensure that there are no barriers to services 
that would prevent public transit usage or access. Notify the Executive Director in writing of the 
circumstances surrounding any reported issues no later than the next business day.  
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Title	VI,	LIMITED	ENGLISH	PROFICIENCY	(LEP),		
PUBLIC	PARTICIPATION	

ACKNOWLEDGEMENT	FORM	
	

By	signing	this	form,	I	verify	that	I	have	read,	fully	understand	and	will	follow	the	Public	
Transit	Services	Title	VI,	Limited	English	Proficiency	and	Public	Participation	Policy.		
	
All	of	my	questions	and	concerns	have	been	answered	and	I	am	prepared	to	serve	the	
clients.		
	
	
______________________________________________________________			__________________________________	
Employee	Name	(Print)																																																														Title	

	
	

______________________________________________________________			__________________________________	
Employee	Signature																																																																				Date	

	
	

______________________________________________________________			__________________________________	
Trainer	Name																																																																																	Title	
	 	

	
	

______________________________________________________________			__________________________________	
Trainer	Signature																																																																										Date	
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Board	of	Directors	
Policy	Approval	Notice	

	
Policy	Title:		Title	VI,	Limited	English	Proficiency	(LEP)	&	Public	Participation	Plan	
	
Policy	Adoption	Date:	Click here to enter a date.	
	
Policy	Revision	Date	(as	applicable):			Click here to enter a date.	
	
Public	Transit	Services	hereby	certifies	that	the	above	referenced	policy	has	been	reviewed	
by	the	Board	of	Directors;	and	found	it	to	be	within	the	agency’s	authority	to	adopt	and/or	
revise:		
	
	
	
	
	
	
____________________________________________________																																		_			____											________________		
Board	President	Signature	 	 	 	 	 	 	 	 Date	
	
	
	
	
_________________________________														___________________________							_		_	 					__________________																																		
Executive	Director	Signature	 	 	 	 	 	 	 Date	


