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A. Language Access Overview. 

1. The Port of Houston Authority of Harris County, Texas (“Port Houston”) recognizes 
the importance of providing language access services to ensure meaningful access to 
its programs, activities, and services for individuals with Limited English Proficiency 
(“LEP”).  This Language Access Plan (the “Plan”) outlines the strategies and resources 
Port Houston will use to ensure that LEP individuals are provided such meaningful 
access; fulfill its obligations as a recipient of federal financial assistance; and comply 
with federal civil rights laws regarding LEP individuals, including:  

a. Title VI of the Civil Rights Act of 1964, which prohibits discrimination based 
on race, color, or national origin (including language). 

b. Executive Order 13166, Improving Access to Services for Persons with Limited 
English Proficiency. 

2. Applicability. The Plan applies to all the information, programs, services, and activities 
of Port Houston, not just those receiving applicable federal financial assistance. 

3. Background. Port Houston operates within a linguistically diverse region with a 
significant population of LEP individuals.  Port Houston receives federal financial 
assistance from the U.S. Department of Homeland Security (DHS) and other federal 
agencies and is subject to language access requirements.  In addition, the success of 
Port Houston’s operations is dependent upon meaningful interaction and cooperation 
with stakeholders throughout the world, including those with LEP. The Plan identifies 
steps Port Houston will take to ensure compliance with those requirements. 

B. Responsibility for Plan Implementation and Monitoring.  
1. Role of the Civil Rights Coordinator. The Chief People Officer shall serve as Port 

Houston’s Civil Rights Coordinator and shall be responsible for ensuring Port Houston 
takes appropriate steps to: 

a. Identify LEP individuals who need language assistance, 

b. Implement language assistance measures to provide adequate resources, 

c. Distribute and provide training regarding the Plan, both internally and 
externally, 

d. Provide notice to LEP individuals, 

e. Monitor, assess, and update the LEP plan, 

f. Consult with community organizations, 

g. Receive, address, and monitor complaints, and 



Language Access Plan 
August 2025 
Page 2 
 

Page 2 of 9 
 

h. Report as required, and as needed, for the overall Plan efficacy. 

2. Accountability in achieving the objectives of the Plan will be shared by all Port 
Houston management. 

C. Key Components of Language Access Plan 
1. Identifying LEP Individuals and Frequency of Contact. Port Houston will conduct 

ongoing assessments to determine the need for language assistance in connection with 
Port Houston programs, services, and activities: 

a. Demographic Information. Port Houston will identify the primary languages 
spoken by LEP individuals in Harris County using available demographic 
information, including the information available at data.census.gov and 
www.LEP.gov.  

i. Based upon U.S. Census data, specifically its 2022 American 
Community Survey 1-Year Estimates, the top five languages spoken 
(except English) in Harris County are: Spanish, Vietnamese, Chinese, 
Arabic and French. Within this data, the ability to speak English “Very 
Well” and “Less Than Very Well” is distinguished.  In the “Less Than 
Very Well” category, 750,487 persons in Harris County are estimated 
to have Spanish as their primary language. Also speaking English “Less 
Than Very Well” are an estimated 49,394 persons whose primary 
language is Vietnamese, 23,826 persons whose primary language is 
Chinese (including Mandarin and Cantonese), 8,019 persons who 
primarily speak Arabic and 6,548 persons who primarily speak Tagalog 
(including Filipino).   

ii. Relying on government data and past contacts with its stakeholders and 
the public, Port Houston assumes that it will, with greatest frequency, 
be called upon to provide language assistance to LEP individuals having 
Spanish as their primary language. As Port Houston strives to meet the 
language assistance needs of LEP individuals seeking access to its 
programs, services and activities, the reliability of this premise will be 
regularly tested. Adjustment to the Port Houston language assistance 
program and the Plan will be made, as necessary, based upon actual 
experience. 

b. Information Gathered from Port Houston Activities. Port Houston will 
gather information from numerous points of contact within Port Houston 
regarding interactions with outside parties and other potential LEP individuals, 
including, but not limited to, staff working in receptionist positions and 
members of the Community Relations, Human Resources, Government 
Relations, Trade Development, Real Estate, Marketing, Branding, and External 
Communications, Environmental Affairs, Project and Construction 
Management, Police, Fire, Security, Emergency Management, Safety, 
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Procurement Services, Risk Management, and Legal Departments, and the 
Executive, Business Equity, Government and Public Relations, Operations, 
Maintenance, and Channel Infrastructure Divisions. 

i. Frequency of Contact. Based on the information gathered from these 
various sources, Port Houston will assess frequency with which LEP 
individuals encounter Port Houston’s various programs, services, and 
activities. 

2. Prioritizing Access to Certain Programs, Services and Activities.  

a. While all information, programs, services, and activities are valuable, the ones 
that provide immediate or emergency assistance are considered most essential. 
Next highest priority is given to information, programs, or services addressing 
Port Houston’s policies and other major decisions, such as Port Commission 
meetings. 

b. Port Houston will continuously assess the need for LEP services and what 
constitutes “vital” documents in accordance with federal guidance. 
Classification of a document as “vital” depends upon the importance of the 
program, information, encounter, or service involved, and the consequence to 
the LEP individual if the information in question is not provided accurately or 
in a timely manner. “Vital” documents may include, but are not limited to: 

i. Administrative complaints, release, or waiver forms, 

ii. Claim or application forms, 

iii. Letters of findings, 

iv. Public outreach or educational materials (including web-based 
material), 

v. Letters or notices pertaining to statutes of limitations, referrals to other 
federal agencies, a decision to decline to investigate a case or matter, 
or closure of an investigation, case or matter, 

vi. Written notices of rights, denial, loss, or decreases in benefits or 
services, 

vii. Forms or written material related to individual rights, 

viii. Notices of community meetings or other case-related community 
outreach, 

ix. Press releases announcing activities or matters that affect communities 
with LEP, 
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x. Notices regarding the availability of language assistance services 
provided by Port Houston at no cost to LEP individuals, and 

xi. Certain consent orders, decrees, Memoranda of Agreement, or other 
types of pleadings or litigation materials, within the discretion of the 
department/division of Port Houston. 

3. Language Assistance Measures. 

a. Port Houston has a variety of language assistance resources and measures from 
which to draw.  When making a selection, the needs of the LEP individual and 
surrounding circumstances are to be considered.  Available language services 
include: 

i. Oral interpretation (in-person, remote/virtual audio-visual, telephonic).  
Interpretation is provided by qualified Bi-Lingual Staff subject to their 
availability.  When qualified Bi-Lingual Staff are not reasonably 
available, a third party or telephone service lines proficient in the 
required language will provide the necessary oral interpretation 
assistance.   

ii. American sign language (in person, remote/virtual audio visual).  
Qualified staff members or, in their absence, qualified third parties 
proficient in sign language provide this service. 

iii. Translation of written materials.  Translation is provided by qualified 
Bi-Lingual Staff, to the extent they are reasonably available.  When 
qualified Bi-Lingual Staff are not available, third parties proficient in 
the required language provide the necessary translation. 

iv. Written information in other formats (large print, audio, accessible 
electronic formats, etc.). Reformatting is routinely accomplished in-
house by qualified staff.  When not possible, qualified third parties 
provide reformatting services.  

4. How to Respond to LEP Individuals Who Have In-Person Contact with Port 
Houston.  

a. Every contact with the public, including LEP individuals, should be polite, 
courteous and nondiscriminatory at all times. 

b. I-Speak Cards.   

i. All primary reception areas and manned points of entry throughout Port 
Houston which members of the public may enter, Port Houston are/shall 
be equipped with I-Speak preferred language identification cards (“I-
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Speak Cards”) with instructions on how to contact the third party vendor 
if any need arise.  

ii. By referring to translated text present on these cards, an LEP individual 
can identify and point to the language they speak.  A Port Houston 
employee or representative can then contact either the Director of 
Marketing, Branding, and External Communications, Chief People 
Officer or contracted third parties for reasonable and necessary 
language assistance.  

c. Instructions - I-Speak Cards.   

i. To reach an interpreter, dial 832-637-6488 from any phone.  

ii. When prompted, please enter your PIN Number (location identifying 
number).  

iii. When prompted, Press 1 for a Spanish interpreter, or Press 2 for any 
other language.  

iv. Give the interpreter your name and the non-English speaker's name. The 
interpreter is only allowed to give you their first name and ID number.  

v. Speak clearly in short phrases, pausing to allow for interpretation.  

vi. Ask one question at a time.  

vii.   Use simple language to express your meaning. Remember that slang     
does not translate.  

viii. Explain any terms you believe may be unclear.  

ix.  Allow the interpreter to stop you and seek an explanation when 
necessary and to repeat back to you any critical information that requires 
clarification. 

x. Don't say anything that you do not want interpreted.  

xi.  If for any reason you get disconnected during a call, please hang up and 
call again. You may or may not get connected to the same interpreter.  

All language interpretation sessions are STRICTLY CONFIDENTIAL. 
To reach a supervisor for technical support dial 800-428-6149. 

d. Spanish Language Safety Posters. Notices posted in English to ensure the 
safety of personnel or visitors to Port Houston are/shall be posted in Spanish in 
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proximity to the English language version in areas where LEP individuals are 
likely to be present. 

e. Other Forms. Forms facilitating the delivery of services, programs or activities 
to LEP individuals are translated or reformatted based upon need as determined 
through ongoing monitoring of requests for language assistance services.  The 
Chief People Officer serves as custodian of translated forms and, as appropriate, 
arranges for their posting on the Port Houston website. 

5. How Staff Can Obtain Language Assistance Services. 

a. Contacting Director of Marketing, Branding, and External Communications or 
internal staff.   Staff members may contact the Director of Marketing, Branding, 
and External Communications at 713.670.2860 or 
cabbruscato@porthouston.com or Melinda Solorio at 713.670.2691 or 
msolorio@porthouston.com for assistance in obtaining language assistance 
services. 

b. Bi-lingual Staff.  Port Houston shall identify employees proficient in languages 
other than English (“Bi-Lingual Staff”).  The Chief People Officer shall 
compile a list of Bi-Lingual Staff known to be capable of reliable interpretation 
and/or translation services.  This list, which includes contact information, 
language aptitude and the staff member’s department location, is provided to 
each public facing department and Port Houston personnel expected to have 
contact with the general public.  The Chief People Officer as custodian of the 
list ensures that the list remains current and that updates are promptly and 
appropriately circulated.  

c. Contract Translation Services. Port Houston maintains a contract with 
Universe Technical Translation, a third party, to provide translation and/or 
interpretation services in instances when Bi-Lingual staff lack required 
language proficiencies or are not available to provide timely assistance. 

i. Port Houston personnel may request the assistance of the third-party 
translator/interpreter through either the Director of Marketing, 
Branding, and External Communications or Melinda Solorio at 
713.670.2691 or msolorio@porthouston.com.   

d. Translation Applications and Programs. Staff may contact either the 
Director of Marketing, Branding, and External Communications or Chief 
People Officer for information regarding translation applications/programs 
available on-line, or on tablets or phones. 

e. Choosing Appropriate Translation Resource. The appropriateness of using 
any of the above translation resources will depend upon the context and 
importance of the information, program, service, or activity the LEP individual 
seeks from Port Houston. 
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6. Training and Awareness. 

a. Distribution. Copies of the Plan will be provided as part of new hire orientation 
and posted on internal and external websites. When significant changes are 
made, the updated Plan will be redistributed to employees and posted on 
internal and external websites. 

b. Training. As a preventative and proactive step, Port Houston employees will 
receive training on preventing discrimination and knowledge and utilization of 
the Plan and the complaint process. 

c. Community Outreach. Port Houston will engage with local community 
organizations to understand the needs of LEP individuals and inform them 
about the language access services available. 

7. Monitoring and Evaluation. 

a. Feedback Mechanisms. Port Houston will establish a process for collecting 
feedback from LEP individuals and community stakeholders on the 
effectiveness of language access measures. 

b. Periodic Review. Every two years (or as otherwise required by law), Port 
Houston will conduct an annual review of the Plan to assess its effectiveness 
and make necessary adjustments.  

8. Budgetary Resources. Port Houston will allocate sufficient resources to support the 
implementation of the Plan, including funding for translation and interpretation 
services, staff training, and community outreach. 

D. Complaints. 
1. Filing a Complaint.  

a. Complaints to Port Houston.  Port Houston provides a procedure for filing of 
complaints of alleged discrimination by aggrieved parties, including employees 
and members of the public. Any aggrieved party who feels subjected to 
discrimination by Port Houston or representatives of Port Houston, can file a 
discrimination complaint to Port Houston by: 

i. contacting Port Houston’s Civil Rights Coordinator: 
Carlecia Wright 
Chief People Officer  
111 East Loop North 
Houston, Texas 77029 
713.670.2436  
cwright@porthouston.com  
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ii. e-mailing communityrelations@porthouston.com or by calling Port 
Houston’s Community Information Line at 713-670-1000; 

iii. following the instructions contained in Port Houston’s Misconduct 
Reporting Policy, available at https://porthouston.com/wp-content 
/uploads/2022/11/Misconduct_Reporting_Policy_June_2014_FINAL.
pdf; or 

iv. using the online portal at https://secure.ethicspoint.com/domain/media 
/en/gui/65635/index.html  

2. Complaints to DHS. Complaints can also be filed with the U.S. Department of 
Homeland Security Office for Civil Rights and Civil Liberties at via the web portal 
available at https://www.dhs.gov/file-civil-rights-complaint, e-mail to: 
CRCLCompliance@hg.dhs.gov, fax to 202 401-4708, or postal mail to U.S. Dept. 
of Homeland Security, Office for Civil Rights and Civil Liberties Compliance 
Branch, 245 Murray Lane, SW, Building 410, Mail Stop #0190, Washington, D.C. 
20528. For additional information visit: www.dhs.gov/crcl or call 202-401-1474 or 
toll-free 1-866-644-8360. 

3. Confidentiality. Port Houston recognizes that confidentiality is important to all parties 
involved in a discrimination investigation. Confidentiality will be maintained to the 
extent possible; however, it cannot be guaranteed, particularly in light of Port 
Houston’s obligations to comply with the Texas Open Meetings Act and the Texas 
Open Records Act (Texas Government Code, Sections 551 and 552, as amended, 
respectively).   

4. No Retaliation. Port Houston will not tolerate retaliation against an individual who 
initiates, pursues, or assists with a complaint of alleged discrimination reported to Port 
Houston or to any government agency. 

5. Complaint Process: The details of the complaint process can be reviewed by 
accessing the Port Houston’s Misconduct Reporting Policy, available at 
Misconduct_Reporting_Policy_June_2014_FINAL.pdf (porthouston.com). 

E. Language-Related Accommodations.  
1. Port Houston will make every reasonable effort to ensure access to its programs and 

services. For persons with disabilities, services will be made available in accordance 
with the Americans with Disabilities Act and Port Houston’s policies on diversity, 
equity, inclusion, and nondiscrimination, and may include, but are not limited to: 

a. Auxiliary aids and services, such as real-time transcription, qualified sign 
language interpreters, and written information in other formats (large print, 
audio, accessible electronic formats, etc.), to communicate effectively with 
persons with disabilities. 
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b. If these services are needed in connection with anything other than Port 
Houston’s public meetings, please contact the Chief People Officer, Carlecia 
Wright, by phone at 713.670.2436, email at cwright@porthouston.com, or mail 
at 111 East Loop North, Houston, Texas 77029. Requests should be made at 
least 48 hours prior to the need of the services. 

c. If these services are needed for Port Houston’s public meetings, please 
contact the Chief Legal Officer, Erik Eriksson, by phone at 713.670.2614, email 
at eeriksson@porthouston.com, or mail at 111 East Loop North, Houston, 
Texas 77029. Requests should be made at least three days prior to the meeting. 

 
 
 
APPROVED BY: ____________________________   Effective Date: May 21, 2024 
     Charlie Jenkins 
     Chief Executive Officer  
 
 
 
Plan Owner:   Chief People Officer 
 
Plan Version:   Revised _________________ 
 
Review Frequency: At least every two years 
 
 
 
 

Charlie Jenkins (Aug 5, 2025 10:41:48 CDT)

Charlie Jenkins

08/05/2025



Version 1.2 Updated 2/2021 

Language Identification 
Guide
 

A 
Amharic 

Arabic
 

Armenian

B 
Bengali

Bosnian 
Ja govorim bosanski 

Bulgarian 
Аз говоря български 
Burmese 

C 
Cambodian

Cantonese 

(Traditional) 

(Simplified) 

Catalan 
Parlo català 

Croatian 
Govorim hrvatski 

Czech 
Mluvím česky 

D 
Danish 
Jeg taler dansk 

Dari 

Dutch 
Ik spreek het Nederlands 

E
 

Estonian 
Ma raagin eesti keelt 

F 
Finnish 
Puhun suomea 
French 
Je parle français 

G 
German 
Ich spreche Deutsch 
Greek 
Μιλώ τα ελληνικά 
Gujarati 

H
 
Haitian Creole 
M pale kreyòl ayisyen 

Hebrew 

Hindi 

Hmong 
Kuv has lug Moob 
Hungarian 
Beszélek magyarul 

I
Icelandic 
Ég tala íslensku 

Ilocano 
Agsaonak ti Ilokano 

Indonesian 
saya bisa berbahasa Indonesia 

Italian 
Parlo italiano 

J 

Japanese 

K
 
Kackchiquel
Quin cha güic ḱ á chá ba l ruin rí

Korean
 

Kurdish 
man Kurdii zaanim 
Kurmanci 
man Kurmaanjii zaanim 

L 
Laotian

Latvian 
Es runâju latviski 
Lithuanian 
Að kalbu lietuviškai 

M
 
Mam
 
Bán chiyola tuj kíyol mam 

Mandarin 
(Traditional) 

(Simplified) 

Mon 

N 
Norwegian 
Jeg snakker norsk

P
 
Persian
 

Polish 
Mówię po polsku
Portuguese 
Eu falo português do Brasil 
(for Brazil) 

Eu falo português de Portugal 
(for Portugal) 

Punjabi

Q 

Qanjobal 
Ayin tí chí wal q΄ anjob΄ al 
Quiche 
In kinch´aw  k´uin  ch´e quiche 

R
 
Romanian 
Vorbesc româneşte 
Russian 

S
 

Serbian 

Sign Language 

Slovak 
Hovorím po slovensky 

Slovenian 
Govorim slovensko 
Somali 
Waxaan ku hadlaa af-Soomaali 
Spanish 
Yo hablo español 
Swahili 
Ninaongea Kiswahili 
Swedish 
Jag talar svenska 

T
 
Tagalog 
Marunong akong mag-Tagalog 
Tamil 

Thai 

Turkish 
Türkçe konuşurum 

U
 
Ukrainian 
Я розмовляю українською мовою 
Urdu 

V
 
Vietnamese 
Tôi nói tiêng Việt 

W 
Welsh 
Dwi’n siarad 

X
 
Xhosa 
Ndithetha isiXhosa 

Y
 

Yiddish 

Yoruba 
Mo nso Yooba 

Z
 

Zulu 
Ngiyasikhuluma isiZulu 

Executive Order 13166 requires DHS to take reasonable steps to 
provide meaningful access to its programs and activities for persons 
with limited English proficiency and - as also required by Title VI of the 
Civil Rights Act of 1964 - to ensure that recipients of federal financial 
assistance do the same. 

I Speak is provided by the Department of Homeland Security Office for Civil Rights and Civil 
Liberties (CRCL).  Special thanks to the Department of Justice Bureau of Justice Assistance and 
the Ohio Office of Criminal Justice Services, for inspiration and permission to use their “I Speak” 

guide as the initial source.

Contact the DHS Office for Civil Rights and Civil Liberties at CRCLTraining@dhs.gov for digital 
copies of this poster or a “I Speak” booklet.  Other resources at www.lep.gov.  

Download copies of the DHS LEP plan and guidance to recipients of financial assistance at  
www.dhs.gov/crcl



Language Codes 

Ff 
Translation Assistance Guide 

To reach an interpreter, dial 832-637-6488 from any phone. 

• When prompted, please enter one of the PIN Numbers below based on which location 
you calling from. 

 Turning Basin Terminal   6324 
 Industrial Park East          8727 
 Bayport Terminal              7537 
 Barbours Cut Terminal   7477 

 
• When prompted, Press 1 for a Spanish interpreter, or Press 2 for any other language. 

• If pressing 2, please enter in the language code for language of preference. 

• Give the interpreter your name and the non-English speaker's name. The interpreter is 
only allowed to give you their first name and ID number. 

• Speak clearly in short phrases, pausing to allow for the interpretation. 

• Ask one question at a time. 

• Use simple language to express your meaning. Remember that slang does not 
translate. 

• Explain any terms you believe may be unclear. 

• Allow the interpreter to stop you and seek an explanation when necessary and to repeat 
back to you any critical information that requires clarification. 

• Don't say anything that you do not want interpreted. 

• If for any reason you get disconnected during a call, please hang up and call again. You 
may or may not get connected to the same interpreter. 

• All language interpretation sessions are strictly confidential. 
 

To reach a supervisor for technical support dial 800-428-6149. 

 

 
 
Albanian 47 
Amharic 39 
Arabic 23 
Armenian 59 
Bangla 58 
Bengali 48 
Bosnian 37 
Bulgarian 67 
Burmese 21 
Cambodian 51 
Canadian Fr. 55 
Cantonese 31 
Chinese 32 
Chin-Hakha 95 
Croatian 92 
Czech 91 
Dari 80 
Dutch 84 
Farsi 33 
Filipino 73 
French 26 
Fulani 36 
Georgian 82 
German 61 
Greek 68 
Gujarati 40 
Haitian Creole 28 
Hakka - Chin 95 
Hakka - China 87 
Hebrew 90 
Hindi 43 
Hmong 44 
Ibo 65 
Indonesian 70 
Italian 56 
Japanese 63 
Karen 34 
Karenni 60 
Kinyarwanda 94 
Kirundi 53 

 
 
Korean 30 
Kurdish 76 
Laotian 50 
Lithuanian 69 
Macedonian 93 
Mai Mai  78 
Malayalam 75 
Mandarin 24 
Mandingo 89 
Marshallese 81 
Mongolian 72 
Nepali 25 
Oromo 96 
Pashto 77 
Persian 74 
Polish 42 
Portuguese 35 
Punjabi 49 
Romanian 52 
Russian 27 
Samoan 79 
Serbian 62 
Serbo-Croatian 64 
Somali 29 
Spanish   1 
Swahili 38 
Tagalog 46 
Tamil 85 
Teddim 86 
Thai 57 
Tibetan 83 
Tigrinya 45 
Tongan 97 
Turkish 54 
Twi 66 
Ukrainian 71 
Urdu 41 
Vietnamese 22 
Yoruba 88 
All Other  99 
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