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To: Mayor and Members of the City Council

From: Montré Freeman, City Manager
Angela Judge, Assistant City Manager
Jon Hawley, Grants Administrator
Date:  April 9, 2021

Re: Consideration - Approval of Dept. of Commerce CDBG Compliance Plans

BACKGROUND:

On December 4, 2020, the NC Department of Commerce, Rural Economic Development
Division (REDD), announced the City of Elizabeth City had been awarded $765,000 in
Community Development Block Grant-Coronavirus funding to establish and implement
the “Coronavirus Care Collaborative” (CVCC) Program. The CVCC is a collaboration with
the Albemarle Area United Way in which Elizabeth City and/or Pasquotank County
residents who have experienced COVID-19-related hardship and meet low-to-moderate-
income requirements may receive relief for housing and/or utility payments. We are
extremely grateful to Commerce for awarding us this grant and providing this emergency
relief to local residents.

Implementation of this major grant award is ongoing; in addition to numerous conditions
necessary for Commerce to release funds, the City’s grant agreement also requires
adopting CDBG-related compliance plans. These plans are: an Equal Employment and
Procurement Plan, a Section 3 Plan, a Section 504 Plan, a Language Access Plan, and a
Fair Housing Plan.

ANALYSIS:

The proposed compliance plans are attached for review. This analysis will also summarize
each plan. However, City staff would first like to provide the following context to these
plans:

The State of North Carolina has divided CDBG programs and administration between the
NC Department of Commerce, which oversees grants related more to housing and
economic development, and the NC Department of Environmental Quality, which
oversees grants related to water/sewer infrastructure. For one reason or another, these
state agencies have implemented different versions of the compliance plans associated




with their CDBGs, even though the plans may impose responsibilities and procedures on
the City far broader than our grant-funded activities.

Therefore, City staff is presenting versions of compliance plans intended to satisfy the
Department of Commerce. Numerous efforts have been made to ensure no conflict
between these plans and any compliance plans that may subsequently be required by
NCDEQ. Notably, the agencies differ most significantly in their plans regarding Equal
Empioyment and Procurement, Fair Housing, and Section 504. Whenever the City next
recelves a CDBG through NCDEQ, significant additional documentation is likely to be
required in these areas.

With this context given, the plans may be summarized thusly:

» Equal Employment and Procurement Plan: This is essentiaily a resolution declaring
that the City is a nondiscriminatory, equal opportunity employer, and that the City
shall strive for greater use of “underutilized groups in the workforce, such as
minorities, women and the handicapped.” It restates the City’s current
commitment to employing a diverse workforce and supporting their professional
growth.

¢ Section 3 Plan: "Section 3" in this context refers to Section 3 of the Housing and
Urban Development Act of 1968, and it commits the City “to the policy that, to the
greatest extent possible, opportunities for training and employment be given to
lower-income residents of the community development project,” and that
contracts for work on a community development project be awarded to local
businesses owned by, or employing substantial numbers of, Section 3 residents.
The plan requires making good-faith efforts to generate employment for “Section
3" residents/businesses, including special effort to make them aware of work
opportunities; this is a familiar process for the City.

e Section 504 Self-Evaluation Survey and Grievance Procedure: Section 504 in this
context refers to Section 504 of the Rehabilitation Act of 1973. It concerns
nondiscrimination policies and procedures towards individuals with disabilities. The
City has a standing Grievance Procedure related to Section 504 claims, but the
responsible personnel have changed since it was adopted. Council approval is
requested for the Grievance Procedure. (WOTE: The Self-Evaluation Survey
requires no council action, but is included for review. Please also note that the
evaluation uses the acronym "HR” in apparent reference to "HUD Recipient, “ rather
than "Human Resources.”)

o Language Access Plan: A Language Access Plan is required to ensure the City
complies with Title VI of the Civil Rights Act of 1964, which forbids discrimination
due to national origin and thereby limited English proficiency. This plan
acknowledges that the main limited English proficiency population in the city is
Spanish-speaking, and defines our responsibility to try to ensure key
communications/vital documents are available in Spanish, as well as our
commitment to try to provide timely interpretive services to non-English speakers




who request it. The new plan is very similar to the City's current plan and largely
continues current practice.

» Fair Housing Plan: The Department of Commerce’s requirements and template for
this plan are significantly different than those of NCDEQ. It requires a simple — and
not exhaustive — listing of obstacies and impediments to Fair Housing within our
community, an explanation of Fair Housing complaint procedures, and a
requirement to conduct quarterly activities to educate the public on Fair Housing.
The proposed activities are similar in scope to those conducted under the City’s
last Fair Housing Plan, and strive to balance meaningful engagement with limited
staffing and monetary resources. City staff also wish to stress that this plan in no
way restricts the City from undertaking additional efforts to improve the fairness
and accessibility of local housing, as the Council may direct. (NOTE: The Council
may also be aware of a recent Fair Housing survey that City staff conducted, That
survey was conducted fo meet the public outreach requirements of the NCDEQ
version of a Fair Housing Plan, rather than the Commerce version presented
tonight. City staff intend to present those survey results at an upcoming meeting,
as they merit a separate explanation and discussion.)

STAFF RECOMMENDATION:

By motion, approve the enclosed Compliance Plans and authorize the Mayor’s signature
of the necessary Compliance Plan documents.




City of Elizabeth City

LANGUAGE ACCESS POLICY AND PLAN FOR CDBG GRANTEES

PURPOSE

The purpose of this Policy and Plan is to ensure compliance with Title VI of the Civil Rights Act of 1964,
Executive Order 13166, “Improving Access to Services for Persons with Limited English Proficiency,”
and other applicable federal and state laws and their implementing regulations with respect to persons
with limited English proficiency (LEP). Title VI of the Civil Rights Act of 1964, and clarified in
Executive Order 13166, requires units of general local government (UGLG) to ensure individuals with
limited English proficiency (LEP) have meaningful access to federally-funded programs and services.
These individuals are protected from the national origin discrimination under Title V1. All recipients are
federally-funded assistance are expected to make reasonable efforts to provide this language assistance.

MEANINGFUL OPPORTUNITIES

All CDBG recipients are required to take reasonable steps to ensure meaningful access to their programs
and activities. The methodology recommended by HUD to properly prepare a Limited English
Proficiency Plan is as follows:

1. Conduct a four factor analysis;
2. Develop a Language Access Plan (LAP); and
3. Provide appropriate language assistance.

DEFINITIONS

Limited English Proficient (LEP) Individual.

Any prospective, potential, or actual beneficiary of services from the local unit of government whose
primary language is not English and who has a limited ability to speak, read, write, or understand English
are entitled to language assistance with respect to a particular service, benefit, or encounter. May be
citizens or non-citizens.

Meaningful Access.
The ability to access programs and participate in services or activities.

Title VI Compliance Officer.
The person or persons responsible for administering compliance with the Title VI LEP policies.

ADDITIONAL INFORMATION AND RESOURCES

Additional LEP resources can be found at these websites:
¢ https://'www.lep.gov/
o http://portal.hud.eov/hudportal/HUD?sre=/program_offices/fair housing equal opp/promotingth

{lep-fag
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City of Elizabeth City

POLICY AND PLAN FOR PROVIDING MEANINGFUL COMMUNICATION
WITH PERSONS WITH LIMITED ENGLISH PROFICIENCY (LEP)

In order to comply with Title VI of the Civil Rights Act of 1964 and Executive Order 13166, the City of
Elizabeth City will take reasonable steps to ensure that persons with Limited English Proficiency (LEP)
have meaningful access and an equal opportunity to participate in benefits and services for which such
persons qualify. This Policy defines the responsibilities the unit of general local government (UGIL.G) has
to ensure LEP individuals can communicate effectively.

1. IDENTIFYING LEP PERSONS AND THEIR LANGUAGE(S)

FOUR FACTOR ANALYSIS

CDBG recipients must first assess and evaluate four factors when determining how to best serve eligible
LEP persons. These factors include:

1. The number or proportion of LEP persons eligible to be served/encountered in an eligible service
population (town/city/or county level);

2. The frequency with which LEP individuals come in contact with the CDBG program;

3. The nature and importance of the program, activity, or service provided by the CDBG program to
people's lives; and

4. The (financial and human) resources available to the grantee/recipient and costs of language
service options.

Factor 1. The number or proportion of LEP persons eligible to be served/encountered in an
eligible service population.

To determine the number of proportion of LEP persons served in City of Elizabeth City, use the most
recent American Community Survey data and complete the below table. Attach maps and/or relevant
data to this LAP. All data or maps provided must be accurately sourced,

Grantee Population (5 years and older) | 16,293
LEP Population (speaking English “not well” or | 196
“not well at all”’):
Languages Spoken: | Spanish
1. More than 5% of the eligible population The 2019 “Limited English Speaking
or beneficiaries and has more than 50 in Households” ACS Table estimates there are 56
number; or Limited English-speaking households in Elizabeth
City, and all are Spanish-speaking,
2. More than 5% of the eligibie population Click or tap here to enter text.
or beneficiaries but has less than 50 or
less in number; or
3. More than 1,000 individuals in the Click aor tap here to enter text.
eligible population in the market area or
among current beneficiaries.
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City of Elizabeth City

Factor 2. The frequency with which LE P persons come e —

into contact with the CDBG program. Note: In the case where the overall
jurisdiction numbers fall below the
This frequency with which a program engages with the threshold to provide translated written

public can vary depending upon the type of assistance. For
CDBG grants, grantees must engage with the public at these
critical steps:
e  When notifying the public about a grant award
application and its proposed activities
e  When notifying the public about the grant award and
its funded activities
e When seeking applicants to participate in the

documents but existing or planned target
areas exist, the recipient must evaluate
whether there are LEP households within
the target areas that may need notification
or other LAP services. The recipient’s
evaluation should use local knowledge or

data or other relevant data in conducting

program (i.e., seeking new connections/ hookups for its evaluation and should indicate its
water/sewer services) conclusions regarding the steps necessary
e When seeking qualified contractors to bid on to reach out to these households in the
projects language they speak to ensure that
e When working with homeowners selected for adequate notification is achieved. This
assistance evaluation will be particularly important
*  When notifying the public on their civil rights and for grants with limited rehabilitation

complaint procedures
e  When notifying the public about the grant closeout
and its accommodations

activities (new connections/hookups)
where eligible applicants for assistance
may need application or other documents

; e ; translated to take advantage of available
Provide below a description of how your community S 3

engages with the public and how frequently does this occur. Servies.

Available Census data show the City of Elizabeth City’s Limited-English Proficiency population is fewer
than 1,000 and fewer than 5 percent of our eligible population. LEP individuals are predominantly Spanish-
speaking. Our City staff also includes several bilingual staff able to assist with interpretation, both for
CDBG and non-CDBG activities, on a daily basis.

Regarding CDBG-funded applications and grant-funded activities, the City includes the appropriate
statement in Spanish with all required notices; the statement provides that further information, including
translated documents, shall be provided in Spanish or other languages after being requested. These notices,
with the included Spanish clause, are included in notices of public hearings, including but not limited to
pre-application, amendment, and closeout public hearings.

Notices to contractors, homeowners, and the public shall similarly include statements of LEP
translation/interpretation services.

The City also provides civil rights information, including complaint procedures, with printed materials in
Spanish, or through the help of interpreters.

Factor 3. The nature and importance of the programs, activities, or services to people’s lives

The more important the activity, information, service, or program, or the greater the possible consequences
of the contact to the LEP persons, the more likely the need for language services. The obligations to
communicate rights to a person who is being evicted differ, for example, from those to provide recreational
programming. A CDBG recipient needs to determine whether denial or delay of access to services or
information could have serious or even life-threatening implications for the LEP individual.

Provide below answers to the following questions: 1) What is the nature of the program? e.g. Providing
improved water and sewer services, 2) What is the importance of the program? 3) Would denial or delay
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City of Elizabeth City

of access to services or information could serious or even life-threatening implications for the LEP
individual?

1. The nature of CDBG activities shall vary by program. For 2021-2024, the City anticipates its CDBG
activities being limited to water-sewer infrastructure repairs and replacements, and short-term housing and
utility assistance payments.

2. The anticipated water-sewer activities are essential to providing reliable and efficient water and/or sewer
service to residents of the project area(s).

The proposed short-term housing and utility payments are intended to ensure individuals do not lose
housing or essential utility service during the COVID-19 pandemic.

3. Regarding the anticipated water-sewer activities, access to safe, reliable, efficient water and sewer service
is vital to all households. However, no households will be at risk of denied or delayed service due to the
anticipated water-sewer activities.

Regarding the short-term housing and utility payment activities, denial or delay of assistance payments
could negatively impact households who need them for preventing eviction or disconnection. However,
timely notice of the availability of translated documents and/or interpretive services will ensure LEP status
does not hinder any application for assistance.
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City of Elizabeth City

Factor 4. Resources available to grantee/recipient and costs.

City of Elizabeth City takes all reasonable steps to ensure meaningful access for LEP persons to CDBG
programs and activities. The availability of resources, however, may limit the provision of language
assistance services in some instances. “Reasonable steps™ may cease to be reasonable when the costs
imposed substantially exceed the benefits. City of Elizabeth City’s LAP balances the needs of the LEP
community with the funding resources available. If resources limit the provision of services already laid
out in this document, City of Elizabeth City will keep record of both the service requested and financial
reasoning for the limitation.

Langunage assistance measures that City of Elizabeth City might provide to LEP persons are outlined in
Section 2 below.

2. LANGUAGE ASSISTANCE MEASURES

The type of language assistance necessary to provide meaningful access will vary depending on the type of
communication City of Elizabeth City staff is having with the LEP person (i.e., phone, in-person, or
written communication) and in some circumstances more than one method will work. Regardless of how
the language assistance is provided, City of Elizabeth City recognizes the importance of providing such
services in a timely manner and in an appropriate place. Failure to do so may effectively delay or deny
LEP residents access to CDBG programs and services. City of Elizabeth City staff understands that the
extent of the City of Elizabeth City obligation is to provide both oral and written translations is dependent
on the four-factor analysis conducted by the community.

“]I SPEAK” CARDS

Language-specific cards should inform the reader on the use of the card on one side, while instructing staff
(on the other side and in their vernacular language) which procedures to follow to assist the card holder.
The “I Speak” card in Spanish, for example, would read in Spanish as follows: “The language I speak is
Spanish, Please find someone who is fluent so that I may communicate effectively, Thank you.”

The City of Elizabeth City will promptly identify the language and communication needs of the LEP
person. Staff will use a language identification card (or I speak cards,” http://www.lep.gov/resources) and
LEP posters to determine the langnage. In addition, when records are kept of past interactions with
individuals or family members, the language used to communicate with the LEP person will be included as
part of the record.

OBTAINING A QUALIFIED INTERPRETER

Note: The Unit of General Local
List the current name, office telephone number, office address and Government (UGLG) must notify the
email address of the local Title VI compliance officer(s): Division of Water Infrastructure (DWI)

CDBG-I Compliance Specialist

Jon Hawley, Grants Administrator, immediately of changes in name or contact

252-337-6861, ext. 251

302 E. Colonial Ave information for the local Title VI
Elizabeth City, NC 27909 compliance officer.
jhawley@cityofec.com
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City of Elizabeth City

Check all methods that will be used.

Maintaining an accurate and current list showing the language, phone number and hours of
availability of bilingual staff (provide the list):

Doris Waiton, Deputy City Clerk, 252-337-6864

Alicia Steward, Deputy Finance Director, 252-337-6861

Available Mondays through Fridays, 8 a.m. to 5 p.m.

X Contacting the appropriate bilingual staff member to interpret, in the event that an interpreter
is needed, if an employee who speaks the needed language is available and is qualified to
interpret;

X Obtaining an outside interpreter if a bilingual staff or staff interpreter is not available or does
not speak the needed language. Identify the organization (s) name(s) with whom you have
contracted or made arrangements.

The College of the Albemarle and Elizabeth City State University have agreed to provide bilingual
instructors as backup interpreters.

[J Have/has agreed to provide qualified interpreter services. The organization’s (or
organizations’) telephone number(s) is/are insert number here and the hours of availability are
insert hours here.

0 Other (describe):Describe here
UGLG Staff.

All staff will be provided notice of this policy and procedure, and staff that may have direct contact with
LEP individuals will be trained in effective communication techniques, including the effective use of an
interpreter.

Family Member or Friend as an Interpreter.

Some LEP persons may prefer or request to use a family member or friend as an interpreter. However,
family members or friends of the LEP person will not be used as interpreters unless specifically requested
by that individual and after the LEP person has understood that an offer of an interpreter at no charge to
the person has been made by the facility. Such an offer and the response will be documented in the person’s
file.

If the LEP person chooses to use a family member or friend as an interpreter, issues of competency of
interpretation, confidentiality, privacy, and conflict of interest should be considered. If the family member
or friend is not competent or appropriate for any of these reasons, competent interpreter services will be
provided to the LEP person.

Children and other residents will not be used to interpret, in order to ensure confidentiality of information
and accurate communication.

WRITTEN TRANSLATIONS

The City of Elizabeth City has chosen to follow the Safe Harbor rule, contained in HUD’s final guidance,
to assist in determining when to provide translations of vital documents. The Safe Harbor rule for written
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City of Elizabeth City

translation of vital documents is based on the number and percentages of the market area-eligible population
or current beneficiaries and applicants that are LEP. According to the Safe Harbor Rule:

HUD would expect translation of vital documents to be provided when the eligible LEP
population in the market area or current beneficiaries exceeds 1,000 persons or if it
exceeds 5% of the eligible population or beneficiaries along with more than 50 people. In
cases where more than 5% of the eligible population speaks a specific language, but fewer
than 50 persons are affected, there should be a translated written notice of the person’s

right to an oral interpretation.

As such, the City of Elizabeth City’s eligible LEP population or current beneficiaries is:

(] Exceeds 1,000 persons. Therefore, vital documents will be translated.

[J More than 5% of the eligible LEP population or current beneficiaries and more than 50 in number.

Therefore, vital documents will be translated.

[J More than 5% of the eligible population or current
beneficiaries and 50 or less in number. Therefore,
there will be a translated written notice of the person’s
right to an oral interpretation of vital documents.

X 5% or less of the eligible population or current
beneficiaries and less than 1,000 in number.
Therefore, vital documents will not be translated at
this time but, rather, a translated written notice of the
person’s right to an oral interpretation will be
provided.

When translation of vital documents is needed, the City of
Elizabeth City will submit documents for translation into
frequently-encountered languages. Ensure records are kept of
those documents that apply to your local unit of government.

Facilities will provide translation of other written materials, if

needed, as well as written notice of the availability of
translation, free of charge, for LEP individuals.

VITAL DOCUMENTS

The City of Elizabeth City has chosen to follow the Safe
Harbor rule, contained in HUD’s final guidance, in
determining vital documents. The City of Elizabeth City has

Note: In the case where the overall
jurisdiction numbers fall below the
threshold to provide translated written
documents but existing or planned target
areas exist, the recipient must evaluate
whether there are LEP households within
the target areas that may need notification
or other LAP services. The recipient’s
evaluation should use local knowledge or
data or other relevant data in conducting
its evaluation and should indicate its
conclusions regarding the steps necessary
to reach out to these households in the
language they speak to ensure that
adequate notification is achieved. This
evaluation will be particularly important
for grants with limited rehabilitation
activities (new connections/hookups)
where eligible applicants for assistance
may need application or other documents
translated to take advantage of available
services.

identified those vital documents for each federally funded program that directly face LEP individuals and
for which a delay in service provision might significantly, negatively impact the wellness of any individual
that program serves.

The City of Elizabeth City has prioritized those documents for which either the following statements are
true, according to direct program contacts:

1) Without this document, an individual could not access the program;

2) This document allows access to a major activity within the program.

CDBG Program Language Access Policy & Plan (LAP)
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City of Elizabeth City

These vital documents include:

s Public Notices — public meetings and public hearings;
Notices of Intent to Request the Release of Funds;
Findings of No Significant Impact;

Bid Documents and Notices;
Fair Housing Information;
Civil Rights Notices;
Applications for Assistance;
Income Surveys; and
Complaint Procedures.

NoTICE TO LEP PERSONS

The City of Elizabeth City will inform LEP persons of the availability of language assistance, free of
charge, by providing written notice in languages LEP persons will understand. For example, the
notification will include, in the primary language of the applicant/recipient, the following language:

“Important: If you need help reading this, ask the City of Elizabeth City for an interpreter for assistance.
An interpreter is available free of charge.”

Minimum Required Phases.

The City of Elizabeth City shall include at minimum the following phrases in English and Spanish in any
document requesting public comments, or notifying the community of any modifications/amendments to
the CDBG program during the life of the grant, including but not limited to, public hearing notifications,
citizen participation documents, fair housing notices and documentation, Environmental Review
notifications, among other documents:

“This information is available in Spanish or any other language upon request. Please contact Doris
Walton at 252-337-6864 or at 306 East Colonial Avenue, Elizabeth City, for accommodations for
this request.”

“Esta informacion estd disponible en espafiol o en cualquier otro idioma bajo peticion. Por favor,
pongase en contacto con Doris Walton al 252-337-6864 o en 306 East Colonial Avenue, Elizabeth
City ,de alojamiento para esta solicitud.” *

All interpreters, translators and other aids needed to comply with this policy shall be provided without cost

to the person being served, and individuals and their families will be informed of the availability of such
assistance free of charge.

MINIMUM REQUIRED NOTICES AND SIGNS

At a minimum, notices and signs will be posted and provided in intake arcas and other points of entry,
including but not limited, to the main lobbies, waiting rooms, etc.

The City has waiting areas in City Hall and our satellite customer setvice office at 407 B South
Griffin St.

Notification will also be provided through one or more of the following: outreach documents, telephone
voice mail menus, local newspapers, radio and television stations, and/or community-based organizations
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City of Elizabeth City

Notification of interpretive services will be provided, at minimum, in newspaper notices and Public
TV (Channel 11). A non-profit partner may also assist in providing notice specific to our short-
term housing and utility assistance program.

3. MONITORING LANGUAGE NEEDS AND IMPLEMENTATION

On an ongoing basis, the City of Elizabeth City will assess changes in demographics, types of services or
other needs that may require reevaluation of this policy and its procedures. In addition, the City of
Elizabeth City will regularly assess the efficacy of these procedures, including but not limited to
mechanisms for securing interpreter services, complaints filed by LEP persons, feedback from residents
and community organizations, etc.

{COMPLIANCE PROCEDURES, REPORTING AND MONITORING

1. Reporting:
The City of Elizabeth City will complete an annual compliance report and send this report to

DWI. The form can be found at on the Division of Water Infrastructure website under CDBG-
I Reports.

2. Monitoring:
The City of Elizabeth City complete a self-monitoring report on a semi-annual basis, using a

standardized reporting system proposed by the local government. These reports will be
maintained and stored by the Title VI Compliance Officer and will be provided to the Division
of Water Infrastructure upon request. The City of Elizabeth City will cooperate, when
requested, with special reviews by the Division of Water Infrastructure.

APPLICANT/RECIPIENT COMPLAINTS OF DISCRIMINATORY TREATMENT

1. Complaints:
The City of Elizabeth City will provide assistance to LEP individuals who do not speak or

write in English if they indicate that they would like to file a complaint.
a. A complaint will be filed in writing, contain the name and address of the person
filing it, or his/her designee, and briefly describe the alleged violation of this policy.

b. The HUD-approved complaint form, in English and Spanish, is included with this
plan as an attachment, and will be provided to the person wishing to file the
complaint

¢. The City of Elizabeth City will maintain records of any complaints filed, the date of
filing, actions taken and resolution.

d. The City of Elizabeth City will notify the appropriate section of the appropriate state
agency of complaints filed, the date of filing, actions taken and resolution. This
information will be provided within 30 days of resolution.

2. Resolution of Matter:

If the matter cannot be resolved by informal means, then the individual will be informed of
his or her right to appeal further to the Department of Justice (DOJ). This notice will be
provided in the primary language of the individual with Limited English Proficiency. If not
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City of Elizabeth City

resolved by state agency overseeing the City’s CDBG award, then complaint will be
forwarded to U.S. Department of Justice (DOJ} and U.S. Department of Housing and Urban

Development (HUD) Field Office.

SUBMITTED AND ADOPTED BY:

Bettie J. Parker
Chief Elected Official’s Name Printed

Signature of Chief Elected Official

April 12, 2021
Date
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LOCAL JOBS INITIATIVE
SECTION 3 PLAN

L APPLICATION AND COVERAGE OF POLICY

The City of Elizabeth City is committed to the policy that, to the greatest extent possible, opportunities
for training and employment be given to lower income residents of the community development project
area and contracts for work in connection with the federally assisted community development project be
awarded to business concerns located or owned in substantial part by persons residing in the Section 3
covered area, as required by Section 3 of the Housing and Urban Development Act of 1968, the City of
Elizabeth City has developed and hereby adopts the following Plan.

The City of Elizabeth City will comply with all applicable provisions of Section 3 of the Housing and
Urban Development Act of 1968, as amended (24 C.R.F. Part 135), all regulations issued pursuant thereto
by the Secretary of Housing and Urban Development, and all applicable rules and orders of the Department
issued thereunder.

This Section 3 covered project area for the purposes of this grant program shall include the City of
Elizabeth City and portions of the immediately adjacent area.

The City of Elizabeth City will be responsible for implementation and administration of the Section 3
Plan. In order to implement the City of Elizabeth City’s policy of encouraging local residents’ and local
businesses’ participation in undertaking community development activities, the City of Elizabeth City
will follow this Section 3 Plan which describes the steps to be taken to provide increased opportunities for
local residents and businesses

This Section 3 Plan shall apply to services needed in connection with the grant including, but not limited
to, businesses in the fields of planning, consulting, design, building construction/renovation, maintenance
and repair, etc.

When in need of a service, the City of Elizabeth City will identify suppliers, contractors or subcontractors
located in the Section 3 area. Resources for this identification shall include the Minority Business Directory
published through the State Department of Administration, local directories and Small Business
Administration local offices. Word of mouth recommendation shall also be used as a source.

The City of Elizabeth City will include the Section 3 clause and this Plan in all contracts executed under
this Community Development Block Grant (CDBG) Program. Where necessary, listings from any agency
noted above deemed shall be included as well as sources of subcontractors and suppliers. The Section 3
Plan and the Section 3 minimum numerical goals shall be mentioned in the pre-bid meetings and the
preconstruction meetings.

The Section 3 minimum numerical goals shall be met by the City of Elizabeth City, if the minimum
numerical goals are not met, an explanation and the efforts taken by City of Elizabeth City to meet the
goals shall be described in the Annual Section 3 report. The report must be submitted along with the Annual
Performance Report (APR) during the life of the grant.
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Section 3 minimum numerical goals (the Section 3 regulations established thresholds and goals at 24 CFR
13530 ):

Goals:
1. 30 % of the aggregate number of new hires shall be Section 3 residents
2. 10 % of the total dollar amount of all covered construction shall be awarded to Section 3 business
concems.
3. 3 % ofthe total dollar amount of all covered non-construction contracts shall be awarded to Section
3 business concerns.

A Section 3 business concern is defined as a business where:
1. 51% or more of the business is owned by Section 3 residents or
2. 30% or more employed staff are Section 3 residents; or
3. 25% of subcontracts are committed to Section 3 businesses.

All potential prime construction bidders, where the estimated value is at least $100,000 will be required to
submit a Section 3 Plan with their bids, which will outline their good faith efforts to comply with Section
3 in connection with the project. Should a need exist to hire any additional personnel, the Pasquotank
County NCWorks agency (https://www.ncworks.gov/vosnet/Default.aspx) shall be notified and referred
to the contractor. All received bids will be maintained in the grant files to document Section 3 compliance,

Each subcontract for rehabilitation, replacement or new construction under the program, as applicable, for
jobs having contracts in excess of $100,000 shall be required to submit a Section 3 Plan.

This Plan will be maintained on file in the grant office and shall be updated from time to time or as the
grant staff may deem necessary.

Early in the project, prior to any contracting, major purchases or hiring, we will develop a listing of jobs,
supplies and contracts likely to be utilized during the project. We will then advertise the pertinent
information regarding the project including all Section 3 required information.

When Bid Materials are available, the granting state agency should be contacted to distribute the
information, such as through a list serve, to reach out to communities.

IL. AFFIRMATIVE ACTIONS FOR RESIDENT AND BUSINESS PARTICIPATION

The City of Elizabeth City will take the following steps to assure that low-income residents and businesses
within the community development project area and within the City of Elizabeth City are used whenever
possible:

* The City will place qualified residents and businesses on a solicitation list assuring that the residents and
businesses are solicited when they are potential sources of contracts, services or supplies;

City of Elizabeth City CDBG-I Section 3 Page 3

» The City will divide total requirements, when economically feasible, into smaller tasks or quantities to
permit maximum participation by residents and businesses;
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Please check the methods to be used for the Section 3 program in your community:

The City of Elizabeth City will place a display advertisement in the local newspaper containing
the following information:

a) A brief description of the project.
b) A listing of jobs, contracts and supplies likely to be utilized in carrying out the project.

¢} An acknowledgement that under Section 3 of the Housing and Community Development Act,
local residents and businesses will be utilized for jobs, contracts and supplies in carrying out
the project to the greatest extent feasible.

d) A location where individuals interested in jobs or contracts can register for consideration.

e) A statement that all jobs will be listed through and hiring will be done through the local office
of the NCWorks agency (https://www.ncworks.gov/vosnet/Default.aspx); a statement that all
contracts will be listed with the North Carolina Division of Purchase and Contracts; and a
statement that potential employees and businesses may seek development and training
assistance through various state and local agencies, of which the City of Elizabeth City will
maintain a list for individuals and business concerns inquiring information.

[J Training and technical assistance will be provided by the local community college for low income
residents requiring skills to participate in community development project activities. Referrals will
be made to the community college, local Private Industry Councils, Job Training Partnership Act
(29 U.8.C. 1579 (a)) (JTPA) Programs, and job training programs provided by local community
action agencies as appropriate. Residents and businesses will be encouraged to participate in state
and/or federal job training programs that may be offered in the area.

4

Low income residents and businesses will be informed and educated regarding employment and
procurement opportunities in the following ways:

a) Advertisement in the local newspaper.

b) Posting of Section 3 Plan at the Town/City Hall and /or County Courthouse.

c) City Council meeting when project activities and schedules are discussed.

d) Open meetings where project is discussed and which everyone in project area is invited

e) Notification to other agencies that provide services to low-income people.

[0 Other; Describe here

The City of Elizabeth City will, to the greatest extent feasible, utilize lower-income area residents as
trainees and employees:

1. Encourage rehabilitation contractors to hire local area residents.
2. Encourage public works contractors to hire local area residents.
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The City of Elizabeth City will, to the greatest extent feasible, utilize businesses located in or owned in
substantial part by persons residing in the area:

1. Contract with local contractors to perform demolition activities, and housing rehabilitation
activities.

2. Encourage public improvement contractors to hire local residents for site clearance work, hauling
materials, and performing other site improvements.

3. Encourage all contractors to purchase supplies and materials from the local hardware and supply
stores

III. RECORDS AND REPORTS

The City of Elizabeth City will maintain such records and accounts and furnish such information and
reports as are required under the Section 3 regulations, and permit authorized representatives of state
granting agencies, and federal agencies access to books, records, and premises for purposes of investigation
in connection with a grievance or to ascertain compliance with this Section 3 Plan.

The City of Elizabeth City shall report annually the Section 3 numbers using the form HUD 60002 to
NCDEQ-DWTI at the end of the calendar year as part of the Annual Performance Report (APR).

IV. MONITORING COMPLIANCE

The City of Elizabeth City will require each applicable contractor to provide a copy of the Section 3 Plan
with their bids and will monitor compliance during the performance of the contract. Copies of all Section
3 efforts from all parties will be kept to document compliance. Copies of all advertisements, notice, and
published information will be kept to document the implementation of the plan.

V. SECTION 3 COORDINATOR CONTACT INFORMATION

Please provide the main contact in case that any complaint is received or general information is requested
by the public on Section 3 compliance: (name, phone number, address, and email):

Jon Hawley, Grants Administrator
252-337-6861

302 E. Colonial Ave., Elizabeth City, NC 27909
jhawley@eityofec.com

Adopted this 12th day of April, 2021.

Chief Elected Official
ATTEST:

Clerk
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Requirements for Completing the Fair Housing Plan

L Indicate whether this is the first Fair Housing Plan submitted by the recipient or if
one has been previously submitted.

I List the major obstacles and impediments to affirmatively furthering fair housing
in the recipient’s community, e.g. lack of knowledge among citizens of fair housing laws,
lack of affordable housing stock, etc. These will be specific to the recipient community.

111 Indicate whether the activities apply to part or all of the recipient’s community. If
some of the activities apply to only part, include an explanation.

IV.  List the activities the recipient will undertake to affirmatively further fair housing
in the recipient’s community. The activities should address the obstacles identified in
Section II. Activities should be planned for the life of the grant beginning with the
quarter in which the grant agreement was signed and should be listed by quarter with at
least one activity per quarter. (For example, Quarter 1, Jan —Mar 2009: Distribute fair
housing brochures to public library and local banks). The first activity must be
establishing and/or publishing the grantee’s fair housing complaint procedure and TDD
number in the local newspaper. In addition, the grantee must have at least one activity for
community outreach for fair housing in the form of a workshop or designated fair housing
fair within an identified quarter. Many recipients have chosen to do this particular
activity in the quarter containing April to celebrate National Fair Housing Month.

V. Describe recipient’s method of receiving and resolving housing discrimination
complaints. The four key elements to include in complaint procedures are given in the
example below. The recipient may add additional information as appropriate.

Note: Municipalities may elect to adopt the fair housing plan and activities in the county
Analysis to Impediments to Fair Housing Choice, of the county in which they are located,
but CI needs this in writing, signed and dated by the local chief elected officer with the
local complaint procedure. The local activities must also adopt the county’s Analysis of
Impediments to Fair Housing Choice and the local activities must coincide with the
county activities.

Fair Housing Links
For more information on promoting fair housing, please visit:

http://www.hud.gov/offices/theo/promotingth.cfm
http://www.hud.gov/local/index.cfm?state=nc
http://www.hud.gov/offices/theo/FHLaws/index.cfm
http://www.doa.state.nc.us/hrc/fairhousing.aspx
http://www.hud.gov/offices/theo/images/fthpg.pdf




VL. To have the plan approved, please do the following:

1. Itis recommended to submit an electronic copy in Word format to the Compliance
Office at compliance(@nccommerce.com. After review, a Compliance staff
person will notify the contact person of any required changes.

2. For approval, please submit an original hardcopy with signature of the local
Certifying Officer to the Compliance Office.

3. Upon receipt of the plan, the Compliance Office will issue an official letter
notifying the grantee that the Fair Housing Plan is approved.

VII.  Compliance Reviews

Please note that the Compliance Office will conduct random desktop and on-site reviews
of fair housing plans in conjunction with Grant Representatives to ensure that applicants
are conducting fair housing activities as certified in the approved Fair Housing Plan.
Please ensure to maintain comprehensive documentation of fair housing activities for
reporting and monitoring.




Recipient’s Plan to Further Fair Housing

Grantee: City of Elizabeth City

Recipient’s Address: 306 E. Colonial Ave.,

Elizabeth City, NC 27909
Contact Person: Jon Hawley Contact Phone #: 252-337-6861
Contact Email: jhawley@cityofec.com TDD #: 1-800-735-2962

I Indicate if the Recipient will be affirmatively furthering fair housing for the
first time or has implemented specific activities in the past.

First Time Past Activities X

II. Identify and analyze obstacles to affirmatively furthering fair housing
in recipient’s community. (Use additional pages as necessary)

The City of Elizabeth City is a municipality of 17,751 people, according to 2019 Census
estimates, located in rural, northeastern North Carolina. It is 50.5 percent Black/African
American and 43.1 percent white, with Hispanic or Latino persons comprising the bulk of
the remaining population at 8 percent. Approximately 1 in 5 residents live in poverty, and
our median household income is $38,917, while median gross rent is $881 and median
selected monthly owner costs with a mortgage are $1,524.

Based upon Census data and local knowledge and input, the City therefore identifies the
following obstacles and impediments to Fair Housing:

1. Poverty: As mentioned previously, 1 in 5 City residents live in poverty, while HUD
classifies 55.6 percent of the City’s population as low- to moderate-income. Considering
these numbers, and the City’s median household income, it is apparent that many City
residents are either cost-burdened by their housing, or would risk becoming cost-
burdened if they tried to move into larger or more desirable housing. “Cost-burdened” has
long been measured as spending more than 30 percent of one’s income on housing.

Poverty impinges on Fair Housing in many ways, and ultimately may leave a household
unwilling or unable to combat instances of discrimination.

2. Limited Affordable Housing Stock: The City and surrounding area are seeing
significant construction of “market-value” apartments, as well as houses for purchase at
more than $200,000 per unit. Development of more affordable units, public housing or
not, is limited. This means that many City residents cannot afford newer housing, and so
their housing options may be disproportionately aged/outdated, deteriorated, and
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otherwise undesirable. Elizabeth City residents are also predominantly renters. There are

factors unique to our community that justify a high rental occupancy rate — such as Coast
Guard service members stationed here for a few years — but many households also cannot
buy quality housing. This denies housing stability and a means of building wealth.

3. Limited Knowledge of and Engagement in Fair Housing Laws and Processes: During
the course of its 2018-2021 Fair Housing activities, the City several times hosted public
events and promoted Fair Housing information, including whom to contact with
assistance in conciliating a Fair Housing complaint. Unfortunately, attendance and
interest was extremely limited, even when the events where held at different times, in
different formats, and geared towards different andiences. Based on the very few claims
of housing discrimination reported to the City over that time, many City residents may
simply not experience housing discrimination. However, it is also possible that many
residents were not aware they experienced discrimination, or lacked familiarity or trust in
the processes to correct housing discrimination. It is the City’s continuing obligation to
ensure that City residents, as well as housing industry stakeholders, understand their Fair
Housing rights and obligations, and have confidence in the Fair Housing resources and
authorities available to them,

III. 'Will the above activities apply to the total municipality or county?

Yes X No If no, provide an explanation.
(Use additional pages as necessary)

IV.  Briefly describe the quarterly activities that the recipient will undertake over
the active period of the grant to affirmatively further fair housing in their
community. A time schedule and estimated cost for implementation of these
activities must be included. Activities must be scheduled for implementation at
least on a quarterly basis. (Use attached table)



Grantee Name: City of Elizabeth City

Quarterly Fair Housing Activity Months Year | Estimated ,'g";_:t_u'?l_l
Cost Cas
Place new posters in newly suggested areas regarding Oct.- 2020 $100 $0
Fair Housing rights Dec.
New Fair Housing ads for cable station Jan- | 2021 $0 80
March
Publish the grantee’s Fair Housing complaint April- | 2021 $400 TBD
procedure and TDD number in the newspaper June
Community Meeting/Webinar on Fair Housing, with July- | 2021 $0 TBD
emphasis on Fair Housing complaint procedure Sept.
Update Fair Housing Posters, Educational Materials Oct.- | 2021 $0 TBD
Dec.
Update Fair Housing Ads on Public Access TV Jan.- 2022 $0 TBD
March
Host in-person/virtual workshop on Fair Housing, April- | 2022 $0 FBD
focus on renter and landlord rights/obligations June
Publish the grantee’s Fair Housing complaint July- 2022 $400 IBD
procedure and TDD number in the newspaper Sept.
Send out Fair Housing flyers in utility bills Oct.- | 2022 $850 TBD
Dec.
Host an in-person/virtual workshop on first-time Jan- | 2023 $0 IBD
home-buying tips, with emphasis on Fair Housing March
rights regarding lending, homeowners’ associations
Present Fair Housing information to elected officials | April- | 2023 $0 iTBD
during regular, public meetings; solicit feedback on June
ways to better reach the public
Conduct community-wide Fair Housing survey July- | 2023 $100 TBD
Sept.
Update Fair Housing Posters, Educational Materials Oct.- 2023 $0 TBD
Dec.




V. Describe recipient’s method of receiving and resolving housing
discrimination complaints. This may be either a procedure currently being
implemented or one to be implemented under this CDBG graant. Include a
description of how the recipient informs the public about the complaint
procedures. (Use additional pages as necessary)

D Any person or persons wishing to file a complaint of housing discrimination in the
City of Elizabeth City may do so by informing the City Manager or their designee of the
facts and circumstance of the alleged discriminatory acts or practice.

2) Upon receiving a housing discrimination complaint, the City Manager or their
designee shall acknowledge the complaint within 10 days in writing and inform the Rural
Development Division and the North Carolina Human Relations Commission about the
complaint,

3 The City Manager or their designee shall offer assistance to the Commission in
the investigation and reconciliation of all housing discrimination complaints which are
based on events occurring in the City of Elizabeth City.

4) The City Manager or their designee shall publicize in the local newspaper, with
the TDD#, who is the local agency to contact with housing discrimination complaints.
The City of Elizabeth City shall also inform the public about Fair Housing complaint
procedures through its Quarterly Fair Housing Activities.

Approved By:
Bettie J. Parker April 12, 2021
Name and Title of Signature Date

Chief Elected or Executive Officer



504 SELF-EVALUATION SURVEY

CDBG/HUD RECIPIENT INFORMATION

CDBG/HUD RECIPIENT NAME

CDBG/HUD RECIPIENT ADDRESS

NAME OF STAFF PERSON
RESPONSIBLE FOR SELF-EVALUATION SURVEY:

EMAIL:

PHONE NUMBER:

DATE SELF-EVALUATION WAS COMPLETED:

CDBG GRANT NUMBER

City of Elizabeth City

302 E. Colonial Ave.

Elizabeth City

NC, 27909

Jon Hawley

jhawley@cityofec.com

252-337-6861, ext. 251

4/7/2021

20-V-3513




SECTION 504 COMPLIANCE

SECTION 1. PROGRAM OUTREACH AND CONMUNICATION

For each question in this section circle either Yes or No. If a question does not apply to your
HR, then write “N/A” next to the question and explain below. If your response to a question is
No, then identify what modification to policies and practices will be undertaken or what
corrective action will be taken to remedy any discrimination found. In some cases, a Yes answer
will also require that additional information be supplied to complete the evaluation process.

NOTIFICATION

1. Has the HR taken steps to notify participants, applicants, employees, and unions or
professional organizations that it does not discriminate on the basis of disability? Yes
No

Yes — Briefly describe the methods used to notify the public about non-discrimination
policies.

Equal Employment and/or non-discrimination statements are included in appropriate
bids, advertisements, and notices. Requests for assistive services, such as TTY . may be

requested through the City Clerk.

No — Modification or corrective action:

2. Has the HR adopted special procedures to notify persons with disabilities, especially
those with vision and hearing impairments? Yes No

Yes — Briefly describe the methods used to ensure program participation by those who
have visual or hearing impairments. (Methods include, but are not limited to, qualified
sign language and oral interpreters, readers, or the use of taped and Braille materials.)

Those with visual or hearing impairments may contact the City Clerk or Human
Resources staff, as appropriate for the service or activity, for assistance, such as TTY.

| No — Modification or corrective action:

PRINTED MATERIALS

1. Are written materials including posters with non-discrimination notices placed in
physically accessible locations? Yes No




2. Can small print of posted announcements be read from a wheelchair? Yes No
3. Are all words in printed materials clearly legible? Yes No

4. Would color-blind individuals be able to distinguish all contents in printed materials?
Yes No

5. Are representations of disabled individuals free of patronizing stereotypes? Yes No
6. Do graphics in printed material permit easy reading of the contents? Yes No
7. Is all necessary program information included in printed material? Yes No

8. Are procedures for providing program access to disabled individuals stated clearly? Yes
No

9. Do all appropriate HR documents now include policy statements about non-
discrimination on the basis of disabilities? Yes No

10. Are the Section 504 contact person’s name, address, and phone number listed in printed
material? Yes No

No to any question above — Modification or corrective action:

As noted above, the City Clerk or Human Resources staff are the best, direct contacts for
assistance: the Section 504 contact is a resource for unusual circumstances/requests.

INFORMATION DISSEMINATION

1. Can copies of written materials be reasonably obtained by individuals with disabilities?
Yes No

2. Have disability groups been included in the dissemination process? Yes No

3. Does the HR use all available print and broadcast media to ensure that all individuals
with disabilities receive appropriate notification? Yes No

4. Does the HR disseminate information to all agencies or organizations that deal with
persons with disabilities in the HR service jurisdiction? Yes No

5. Does all of the information disseminated by the HR include current non-discrimination
policies? Yes No

No to any question above — Modification or corrective action:




COMMUNICATION

1. Has the HR taken appropriate steps to ensure effective communication with
applicants, program participants, and members of the public by providing auxiliary
aids where necessary so that individuals with disabilities (particularly persons with
impaired vision or hearing) can have the opportunity to participate in, and enjoy the
benefits of HR programs and activities? Yes No

No — Modification or corrective action:

2. Hasthe HR installed a telecommunications device (TDD) to communicate with
hearing impaired and deaf persons? Yes No

No — Modification or corrective action:

3. Ifthe HR has a TDD, is the number listed in the commercial telephone or TDD
directories? Yes No N/A (HR does not have a TDD)

No — Modification or corrective action:

4. Has the HR installed a reader, developed Braille materials, audio recordings or other

similar services and devices for persons with impaired vision? Yes No

No — Modification or corrective action:

SECTION 2. COMPLAINT PROCESSING PROCEDURES

For each question in this section circle either Yes or No. If a question does not apply to your
HR, then write “N/A” next to the question and explain below. If your response to a question is
No, then identify what modification to policies and practices will be undertaken or what
corrective action will be taken to remedy any discrimination found. In some cases, a Yes answer
will also require that additional information be supplied to complete the evaluation process.

1. Does the HR have a written policy for handling complaints of discrimination based
on disability? Yes No

Yes — ATTACH a copy of the current HR policy which should include the date the
policy was established, the date the policy was distributed to staff, and the citation for the
policy.

See attachments. The City has updated its Grievance Procedure to reflect changes in

personnel. This procedure specifically governs allegations of Section 504-related
discrimination related to any City activities that are federally funded.




Additionally. the City’s Personnel Handbook and its Table of Contents clearly outline
unlawful discrimination. and provide a grievance procedure for addressing allegations of
discrimination. whether on disability or other grounds.

No — Modification or corrective action:

2. Has the HR adopted procedures that incorporate due process standards and allow for
prompt resolution of any complaints or alleged discrimination based on disabilities?
Yes No

Yes — ATTACH a copy of your current grievance procedures and list the name of the
person or unit responsible for receiving and processing complaints.

See attachments.

No — Modification or corrective action:

3. Has the HR notified staff and program participants about the grievance procedures?
Yes No

No — Modification or corrective action:

SECTION 3. ELIGIBILITY AND ADMISSION CRITERIA

For each question in this section circle either Yes or No. If a question does not apply to your
HR, then write “N/A” next to the question and explain below. If your response to a question is
No, then identify what modification to policies and practices will be undertaken or what
corrective action will be taken to remedy any discrimination found. In some cases, a Yes answer
will also require that additional information be supplied to complete the evaluation process.

1. Has the HR examined all policies pertaining to program eligibility and admission
criteria to determine if they had the purpose or effect or excluding or limiting the
participation of individuals with disabilities in HR programs and activities? Yes No

No — Modification or corrective action:

2. Has the HR, in examining its policies on program eligibility and admission criteria,
paid particular attention to those incorporating or establishing: physical or mental
fitness or performance requirements, safety standards, testing requirements,
educational requirements, work experience requirements, income level requirements,




credit rating requirements, requirements based on disability, requirements that
prohibit participation because of disability, and insurability requirements? Yes No

No - Modification or corrective action:

3. Has the HR altered or eliminated policies that have the direct or indirect effect of
excluding or limiting the participation of individuals with disabilities in HR programs
and activities? Yes No N/A (explain below then skip to next section)

Yes- List any policies that have been altered or eliminated.

No — Modification or corrective action:

N/A — Explain (e.g. no such policies found in review): No such policies found in review.
4. Has the HR communicated the policy changes to staff members and the public?

Yes No

No — Modification or corrective action:

SECTION 4. EMPLOYMENT POLICY AND PRACTICE

For each question in this section, circle either Yes or No. If a question does not apply to your
HR, then write “N/A” next to the question and explain below. If your response to a question is
No, then identify what modification to policies and practices will be undertaken or what
corrective action will be taken to remedy any discrimination found. In some cases, a Yes answer
will also require that additional information be supplied to complete the evaluation process.

REASONABLE ACCOMMODATION

1. Has the HR made a reasonable accommodation (an accommodation which does not
impose an undue hardship on the HR operation) to the known physical or mental
limitations of an otherwise qualified applicant with disabilities or employee with
disabilities? Yes No N/A (explain below then skip to next section)

No — Modification or corrective action:

N/A — Explain (e.g. have not had disabled applicants or employees): Have not had
disabled applicants or employees.

IMPORTANT INFORMATION




Reasonable accommodation would include making facilities used by employees
accessible to and usable by individuals with disabilities, job restructuring, job relocation,
part-time or modified work schedules, acquisition or modification of equipment and
devices, the provision of readers or interpreters, and other similar actions.

2. Indetermining whether an accommodation imposed an undue hardship on the
operation of the HR program, were the following factors considered?

a) The overall size of the HR program with respect to the number of employees,
number and type of facilities, and size of budget? Yes No

b) The type of the HR operation, including the composition and structure of the
work force? Yes No

¢) The nature and cost of the accommodation? Yes No

No to any question above - Modification or corrective action:

EMPLOYMENT CRITERIA

IMPORTANT INFORMATION

The HR may not deny any employment opportunity to a qualified handicapped or
disabled employee or applicant if the basis for the denial is the need to make
reasonable accommodation to the physical or mental limitations of the employee or
applicant.

1. If the HR uses an employment test or other criteria for selection that screens out or
tends to screen out individuals with disabilities, can the HR show that the test score or
other selection criteria is job related? Yes No N/A (explain below then skip to Q3)

No — Medification or corrective action:

N/A — Explain (e.g. no such test/criteria used): No such test/criteria used.

2. Has the HR obtained information from the appropriate HUD official that
demonstrates that alternative job-related tests or criteria that tend to screen out fewer
individuals with disabilities are unavailable? Yes No

No — Modification or corrective action:




3. Does the HR administer tests which accurately reflect the applicant’s or employee’s
job skills or aptitude rather than the applicant’s or employee’s impaired sensory,
manual, or speaking skills (except where those skills are the factors that the test is
designed to measure)? Yes No

No — Modification or corrective action:

PRE-EMPLOYMENT INQUIRIES

1. Isthe HR aware that it cannot make a pre-employment inquiry or conduct a medical
examination of an applicant to determine whether the individual is a person with
disability unless the HR is undertaking affirmative action efforts or conditioning an
offer of employment on the results of a medical examination given to all prospective
employees in the same job category? Yes No

No — Modification or corrective action:

IMPORTANT INFORMATION

HR may make a pre-employment inquiry into an applicant’s ability to perform job-related
functions.

2. When the HR is undertaking affirmative action efforts, voluntary or otherwise, and
inviting applicants for employment to indicate whether and to what extent they are
disabled, does the HR meet the following conditions:

a) State clearly either orally or in writing that the requested information is
intended for the HR’s affirmative action efforts? Yes No

b) State clearly that the information is being requested on a voluntary basis, that
it will be kept confidential and that refusal to give the information will not
subject the applicant or employee to any adverse treatment? Yes No

No to either question above - Modification or corrective action:

3. Has the HR informed job applicants that an employment offer may be conditioned on
the results of a medical examination if all entering employees in a job category must
take an examination regardless of disability, and the examination accurately reflects
the employee’s job skills? Yes No




No — Modification or corrective action:

4. Has the information obtained by the HR concerning the medical condition or history
of job applicants been collected and maintained on separate forms and accorded
confidentiality as medical records? Yes No

No — Modification or corrective action:

IMPORTANT INFORMATION

Supervisors and managers may be informed of restrictions on the work or duties of
individuals with disabilities and informed of necessary accommodations; first aid and
safety personnel may be informed if the medical condition might require emergency
treatment; and Section 504 compliance officers can have access to relevant medical
information upon request.

SECTION 5. PHYSICAL ACCESSIBILITY OF BUILDINGS AND
FACILITIES

For each question in this section, circle either Yes or No. If a question does not apply to
your HR, then write “N/A” next to the question and explain below. If your response to a
question is No, then identify what modification to policies and practices will be
undertaken or what corrective action will be taken to remedy any discrimination found.
In some cases, a Yes answer will also require that additional information be supplied to
complete the evaluation process.

REASONABLE ACCOMMODATION

1. Has the HR made a reasonable accommodation (any accommodation which does not
place an undue financial and administrative burden on the HR) to the known physical
and mental limitations of qualified persons with disabilities to allow access to
facilities, programs, and services? Yes No

No — Modification or corrective action:

2. In determining whether an accommodation imposed an undue financial or
administrative burden on the operation of the HR program, were the following factors
considered:




a) The overall size of the HR’s program with respect to the number of
employees, number and type of facilities, and the size of budget? Yes No

b) The type of the HR operation, including the composition and structure of the
workforce? Yes No

c¢) The nature and cost of the accommodation? Yes No
No to any question above — Modification or corrective action:
3. Has the HR identified the individual responsible for making the final decision about
undue financial and administrative burdens? Yes No
Yes — Please identify the individual responsible for making the final decision:

City Manager Montré Freeman.

No — Modification or corrective action:

4. Has the HR adopted a procedure for ensuring that decisions about undue financial and
administrative burdens are made properly and quickly? Yes No

Yes — ATTACH a copy of the current HR policy, which should include the date the
policy was established, the date the policy was distributed to staff, and the citation for the
policy.

This is addressed through our Grievance Procedure and the Personnel Policy
Manual/Handbook. See attachment, Section VII, pages 23-33.

No — Modification or corrective action:

NON-HOUSING FACILITIES

1. Has the HR designed or constructed any new non-housing facilities since July 11,
19887 Yes No

No — Proceed to question 2.

Yes — Are these new HR non-housing facilities designed and constructed to be readily
accessible to and usable by individuals with disabilities? Yes No

No — Modification or corrective action:
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2. Has the HR otherwise altered any existing HR non-housing facilities or designed any
alterations to existing HR non-housing facilities since July 11, 1988. Yes No

No —Proceed to question 3.
Yes — Have these alterations or designs for alterations to existing HR non-housing
facilities, to the maximum extent feasible, been made so that the facilities are readily

accessible to and usable by individuals with disabilities? Yes No

No — Modification or corrective action:

IMPORTANT INFORMATION

HUD recipients are not necessarily required to make each of its existing non-housing
facilities accessible to and usable by individuals with disabilities. In the case of historic
preservation programs or activities, HR is not required to take any action that would
result in a substantial impairment of significant historic features of a historic property.
HR is not required to take any action that it can demonstrate would result in a
fundamental alteration in the nature of its program or activity. HR is not required to take
any action if the change would impose undue financial and administrative burdens. If the
HR determines that making a facility accessible would result in significant or
fundamental alterations or would cause undue financial or administrative burdens, the HR
should use other methods of providing accessibility to ensure that individuals with
disabilities receive program or activity benefits and services.

3. Does the HR operate each non-housing program or activity receiving federal financial
assistance so that the program or activity, when viewed in its entirety, is readily
accessible to and usable by individuals with disabilities? Yes No

No — Modification or corrective action:

4. Does the HR need to make structural changes to non-housing facilities to achieve
program accessibility? Yes No

No —Proceed to question 5.

Yes - Has the HR developed a transition plan setting forth the steps necessary to
complete such changes? Yes No

No — Modification or corrective action:
Yes — Does the transition plan include the following?

a) Identification of the physical obstacles in the HR’s non-housing facilities
that limit accessibility to programs? Yes No
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b) Detailed description of the methods that will be used to make the facilities
accessible? Yes No

c) A schedule for taking the steps necessary to achieve compliance in making
facilities accessible? Yes No

d) A schedule for each year of the plan if the time period of the transition
plan is longer than one year? Yes No

e) The name of the official responsible for implementation of the plan? Yes
No

f) The name(s) of the persons or groups who assisted with the preparation of
the plan? Yes No

No to any question above — Modification or corrective action:

5. Has the HR determined that making a non-housing facility accessible to individuals
with disabilities would result in a fundamental alteration or would pose an undue
financial or administrative burden? Yes No

No — Proceed to next section, Existing Housing Facilities and Programs.

Yes - Have other methods of providing accessibility been considered? Yes No

No — Modification or corrective action:

Yes — Please answer the following questions in the self evaluation.
Self Evaluation

1. Have services been reassigned to accessible facilities or accessible portions of
facilities? Yes No

2. Have aides been assigned to beneficiaries? Yes No

3. Have home visits been conducted? Yes No

4. Has equipment been added or redesigned? Yes No

5. Have changes been made in management policies and procedures? Yes No
6. Have additional accessible facilities been acquired or constructed? Yes No

7. Have alterations to existing facilities on a selective basis been completed? Yes
No
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8. Have other methods been employed? Yes No

No to any question above — Modification or corrective action:

IMPORTANT INFORMATION

HR is not required to make structural changes in existing facilities where other methods
are effective in achieving compliance for program accessibility in non-housing
environments. In choosing among available methods for meeting the requirements, the
HR shall give priority to those methods that offer programs and activities to qualified
individuals with disabilities in the most integrated setting appropriate.

EXISTING HOUSING FACILITIES AND PROGRAMS

IMPORTANT INFORMATION

This section applies to the Rental Rehabilitation and Section 8 Moderate Rehabilitation
Programs.

1. Has the HR made any substantial alterations to existing housing facilities since July
11, 1988 (that is, made to a facility with 15 or more units and costing an amount
equal to 75 percent or more of the replacement cost of the completed facility?) Yes
No N/A (no existing housing facilities, skip to end)

Not applicable.

Yes — Do the facilities with the substantial alterations meet the same accessibility
requirements as those for new construction? Yes No

No — Modification or corrective action:

2. Has the HR made other alterations to dwelling units since July 11, 19887 Yes No

Yes — Have the altered units been made accessible to and usable by individuals with
disabilities to the maximum extent feasible? Yes No

No — Modification or corrective action:
3. Has the HR made alterations of single elements or spaces of dwelling units which,

when considered all together, amount to an alteration of the units since July 11, 19887
Yes No
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Yes — In these units have the entire dwelling units been made accessible? Yes No

No — Modification or corrective action:

IMPORTANT INFORMATION

HUD recipients should operate each existing housing program receiving federal financial
assistance so that when viewed in its entirety, the program is readily accessible to and
usable by persons with disabilities. HUD recipients are not necessarily required to make
each of its existing facilities accessible. HR is not required to take any action if the
change would impose undue financial and administrative burdens. If the HR determines
that making a program accessible would result in significant or fundamental alterations or
would cause undue financial or administrative burdens, the HR should use other methods
of providing accessibility to ensure that individuals with disabilities receive program or
activity benefits and services.

4. Are a minimum of five percent of the dwelling units altered since July 11, 1988 (or
more based on a higher need prescribed by HUD) readily accessible to individuals
with mobility impairments? Yes No

No — Modification or corrective action:

5. Have alterations to common areas or parts of existing facilities been made (since July
11, 1988) to the maximum extent feasible, so that the areas are accessible to and
usable by individuals with disabilities? Yes No

No — Modification or corrective action:

6. Has the HR determined that making an existing facility accessible to individuals with
disabilities would result in a fundamental alteration or would pose undue financial or
administrative burdens? Yes No

Yes — Have the following options been considered:

a) Have services been reassigned to accessible facilities or accessible
portions thereof? Yes No

b) Have aides been assigned to beneficiaries? Yes No
) Have home visits been conducted? Yes No

d) Has equipment been added or redesigned? Yes No
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e) Have changes been made in management policies and procedures? Yes

No

f) Have additional accessible facilities been acquired or constructed? Yes
No

g) Have alterations to existing facilities on a selective basis been

completed? Yes No
h} Have other methods been employed? Yes No

No to any question above — Modification or corrective action:

IMPORTANT INFORMATION

HR is not required to make structural changes in existing facilities where other
methods are effective in achieving compliance for program accessibility in housing
environments or to provide supportive services that are not part of the program. In
choosing among available methods for meeting the requirements, the HR shall give
priority to those methods that offer programs and activities to qualified individuals
with disabilities in the most integrated setting appropriate.

END -

o Be sure to attach grievance procedure and current HR
policy.
e Be sure CDBG grant number is written on cover sheet.

U. S. Department of Justice
Civil Rights Division
Coordination and Review Section

TECHNICAL ASSISTANCE GUIDE
SUPPLEMENTAL INFORMATION
ABOUT

THE SECTION 504 TRANSITION PLAN
REQUIREMENTS

TAG-88-11
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City of Elizabeth City
(City/County/Town)

20-V-3513
(Grant number)

Equal Employment and Procurement Plan

The City of Elizabeth City maintains the policy of providing equal employment opportunities for
all persons regardless of race, color, religion, sex, national origin, handicap, age, political
affiliation, or any other non-merit factor, except where religion, sex, national origin, or age are
bona fide occupation qualifications for employment.

In furtherance of this policy, the City of Elizabeth City prohibits any retaliatory action of any
kind taken by any employee of the locality against any other employee or applicant for
employment because that person made a charge, testified, assisted or participated in any manner
in a hearing, proceeding or investigation of employment discrimination,

The City of Elizabeth City shall strive for greater utilization of all persons by identifying
previously underutilized groups in the workforce, such as minorities, women, and the
handicapped, and making special efforts toward their recruitment, selection, development and
upward mobility and any other term, condition, or privilege of employment.

Responsibility for implementing equal opportunities and affirmative action measures is hereby
assigned to the Mayor and/or other persons designated by the Chief Elected Official to assist in
the implementation of this policy statement.

The City of Elizabeth City shall development a self-evaluation mechanism to provide for periodic
examination and evaluation. Periodic reports as requested on the progress of Equal Employment
Opportunity and Affirmative Action will be presented to the Chief Elected Official.

The City of Elizabeth City is commifted to this policy and is aware that with its implementation,
the City of Elizabeth City will receive positive benefits through the greater utilization and
development of all its human resources.

Adopted this 12" day of April, 2021.

(Mayor and Chief Elected Official)
ATTEST:

(Clerk)




SECTION 504 COMPLIANCE OFFICER/GRIEVANCE PROCEDURE
COMMUNITY DEVELOPMENT BLOCK GRANT

City of Elizabeth City
306 E. Colonial Ave.
Elizabeth City, NC 27909

The City of Elizabeth City has adopted an internal grievance procedure providing for prompt and
equitable resolution of complaints alleging any action prohibited by the Americans with Disabllities
Act (ADA) and by United Stated Department of Housing and Urban Development regulations
implementing Section 504 of the Rehabilitation Act of 1973, as amended (29 U.S.C. §794).

Section 504 states, in part, that "no otherwise qualified individual with a disability ... shall, solely
by reason of her or his disability, be excluded from the participation in, be denied the benefits of,
or be subjected to discrimination under any program or activity receiving federal financial
assistance." Complaints should be addressed to: Deborah Malenfant, 302 E. Colonial Ave.,
Elizabeth City, NC 27909 (aiso reachable at 252-337-6672 or interimcd@cityofec.com), who has
been designated to coordinate Section 504/ADA compliance efforts.

1. A complaint should be filed in writing or verbally (alternate methods of communication such as
personal interview, tape recording, Braille, etc. are acceptable), contain the name and address of
the person filing it, and briefly describe the alleged violation of the regulations.

2. A complaint should be filed within seven (7) days after the complainant becomes aware of the
alleged violation. (Processing allegations of discrimination that occurred before this grievance
pracedure was in place will be considered on a case-by-case basis.)

3. An investigation, as may be appropriate, will follow a filing of a complaint. The investigation

will be conducted by Deborah Malenfant, Community Development Director, who shall be
appointed by the chief elected official. These rules contemplate informal but thorough
investigations, affording all interested persons and their representatives, if any, an opportunity
to submit evidence relevant to a complaint.

4, A written determination as to the validity of the complaint and a description of the resolution,
if any, will be issued by Deborah Malenfant, Community Development Director, and a copy
forwarded to the complainant no later than ten (10) days of its filing.

5. The Section 504/ADA coordinator will maintain the files and records of the City of Elizabeth
City relating to the complaints filed.

6. The compiainant can request a reconsideration of the case in instances where he or she is
dissatisfied with the resolution. The request for reconsideration should be made within seven (7}
days to Montré Freeman, City Manager. The request for reconsideration may be mailed to PO Box
347, Elizabeth City, NC 27909 or hand-delivered at 306 E. Colonial Ave., Elizabeth City, NC 27909.
The request will be promptly reviewed and a final determination issued.

7. If the citizen is dissatisfied with the local response, they may write to the North Carolina
Department of Environmental Quality (DEQ), Division of Water Infrastructure (DWI), 1633 Mail
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Service Center, Raleigh, North Carolina, 27699-1633, Phone: (919) 707-9057, TDD: (800) 735-
2962. DEQ will respond only to written comments within ten (10) calendar days of the receipt of
the comments.

8. The right of a person to a prompt and equitable resolution of the filed complaint shall not be
impaired by the person's pursuit of other remedies such as the filing of a Section 504 or ADA
complaint with the U.S. Department of Housing and Urban Development (HUD). Using this
grievance procedure is not a prerequisite to the pursuit of other remedies.

9. These rules will be construed to protect the substantive rights of interested persons, meet
appropriate due process standards and assure that City of Elizabeth City complies with the ADA,
Section 504 and their implementing regulations.

This information is available in Spanish or any other language upon request. Please contact Doris
Walton at 252-337-6864 or at 306 E. Colonial Ave., Elizabeth City, NC 27909, for accommodations
for this request.

Esta informacion esta disponible en espafiol o en cualquier otro idioma bajo peticién. Por favor,
pongase en contacto con Doris Walton al 252-337-6864 o en 306 E. Colonial Ave. de alojamiento
para esta solicitud.

EQUAL HOUSING
OPPORTUNITY
Adopted this 12th day of April, 2021.
(Chief Elected Official)
ATTEST: (Clerk)




