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Review and approve each request to determine whether the
position has completed the language certification form.

Arrange for the employee to be tested to determine employee's
proficiency in the language.

Notify employee of the results of the language certification
examination.

Forward the application to payroll to initiate the Language Skills
stipend in the employee's paycheck and to the Office of Finance
and Budget for placement into the TACIS system.

Maintain the database of all employees who have been certified
to speak a foreign language.

Re-evaluate employees each year to determine their continuing
eligibility to receive a language skills stipend.

Notify the Command Staff and the Office of Finance and Budget
of employees no longer qualified to receive a language skills
stipend.

Notify the Office of Professional Responsibility of improprieties
regarding the language skills stipend program.

Arrange for employees to be re-tested in the event employees
fail the certification examination and wish to have their test
scores reviewed.

Section Heads and Unit Commanders

Section Heads and Unit Commanders may submit the names of

employees to receive language skills stipends through their ROC Commanders to
the Human Services Director for consideration. Such request shall include:

a. Employee name, Badge Number where applicable and
Social Security Number;

b. Employee Classification and Job Title;

C. The foreign language for which the employee requires
certification.

PCJF v. DC (FOIA)



Publication Effective Date Change Number § Fage Number

Special Order 99-16 October 18, 1999 N/A 4 of 4

C. The Office of Finance and Budget

The Office of Finance and Budget shall include the Language Skills
Stipend on the employee's stipend check.

IX. Appeal of Denial of Language Skills Stipend

Any employee who has taken the language skills examination but has not
scored a proficiency level of three or above may request to have his or her test
reviewed by the certifying agency. The request for review of the test score shall be
made in writing to the Human Services Director and shall state the reasons the
employee believes he or she is entitled to a re-test.

The Human Services Director shall review the request and upon
determination that the employee is entitled to a re-test shall forward the request to
the certifying agency for the re-test. The decision of the certifying agency with
respect to the re-test is final.

Employees who fail the proficiency test must wait one year before they can
re-apply to take the proficiency examination.

harles H. Ramse
Chief of Police

Attachment
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REQUEST FOR LANGUAGE SKILLS STIPEND

Employee Name:

Social Security # Badge No.

Job Classification

Job Assignment

Supervisor

Language Used Reading Speaking Reading & Speaking

Date of Request

CERTIFICATION

I hereby request to be certified as proficient in

. T'understand that by obtaining certification

and receiving a Language skills stipend, I may be called upon to provide reading and /or
translation services in the language for which I have been certified throughout the
operational command. [ further acknowledge that I must retain my certification in order

to continue to receive the language skills stipend.

Employee Signature Commanding Officer

ROC Commander/ Director Human Services Officer
Approved Date
Disapproved

Office of Finance and Budget
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