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Introduction 

The City of Norco runs the “Seniors on the Move” transportation program, a unique door-
to-door transportation service available to all Norco resident seniors 50 years and older, 
able-bodied Norco resident military veterans 50 years and older, and disabled Norco 
residents of any age. This program provides free transportation to residents within a 30-
mile radius outside of Norco city limits for necessary grocery shopping, medical visits, 
obtaining prescriptions, paying bills, postal services, banking, etc. Reservations are made 
on a first-come, first-served basis, and residents are encouraged to make a trip request 
at least one week prior to their desired date. 

 
To confirm hours and trip availability, residents are asked to call the Senior Center. 

 
As a recipient of Federal Transit Administration (FTA) Section 5310 Program funding, the 
City of Norco is required to comply with the guidelines set forth in the Federal Transit 
Administration's (FTA) Title VI Circular 4702.1B, Title VI Program. 

Purpose 
The purpose of Title VI of the Civil Rights Act of 1964 is to protect persons in the United 
States from being excluded from participation in, denied the benefits of, or subjected to 
discrimination on the basis of race, color, or national origin in any program or activity 
receiving federal financial assistance. This document provides clarity on the legal 
requirements set forth by the statutes that govern the FTA federal assistance program. 

Plan Approval by Resolution 
This document was prepared and approved by the City Council to comply with Title VI of 
the Civil Rights Act of 1964, including provisions detailed in the U.S. Department of 
Transportation's FTA Circular 4702.1B, Title Vl Requirements and Guidelines for Federal 
Transit Administration Recipients (Attachment 2). 

Non-Discrimination Policy Statement 

The City of Norco is committed to ensuring that no person is excluded from the equal 
distribution of its transit services, programs, or resources on the basis of race, color, or 
national origin, in accordance with Title VI, 42 U.S.C. § 2000d, of the Civil Rights Act of 
1964, and other related statutes. 
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Title VI Reporting Structure 
The City of Norco’s Community Operations Department is responsible for developing, 
adopting, implementing, and managing the Title VI Program for the Seniors on the Move 
Program. All roles and responsibilities are listed by position below: 

 
Title VI Coordinator 

The City of Norco’s Community Services Manager serves as the Title VI Coordinator and 
is responsible for ensuring full compliance with the provisions of Title VI of the Civil Rights 
Act of 1964 and all related statutes, as required by the Federal Transit Administration’s 
Title VI Program. Responsibilities include: 

• Assisting with the development of the Title VI Plan and requesting City Council 
approval. 

• Developing procedures for the prompt processing and disposition of Title VI – 
related complaints alleging discrimination based on race, color, or national origin. 

• Supporting the development and implementation of Title VI training for City Council 
Members and City staff. 

• Ensuring all Title VI complaints are reviewed, processed, documented, and that 
appropriate actions are taken in accordance with the City’s written procedures. 

 
The Title VI Coordinator is also responsible for managing and uploading all required 
documents to the Caltrans BlackCat web portal, maintaining the City website to ensure 
accurate and current information, and overseeing public notices, brochures, and Title VI 
Complaint Forms. Additional responsibilities include: 

• Compiling and submitting the Title VI Plan and biannual reports to Caltrans. 
• Assisting with researching, developing, and compiling statistical data for the Title 

VI Plan. 
• Tracking and logging all Title VI complaints, including documenting final 

dispositions. 
• Preparing all Title VI training materials. 
• Preparing data and reviewing program performance for the Annual Title 

VI Accomplishments and Goals Report. 
• Tracking Limited English Proficiency (LEP) data and assessing language 

accessibility needs. 
• Assisting with the development and implementation of the Title VI Plan. 
• Assisting with training City Council Members, contractors, and volunteers on the 

Title VI Program. 
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Community Services Supervisor: 

Manages the Seniors on the Move Transportation Program. Duties include staff supervision, 
scheduling and training, budget management, program reporting, performance evaluation, 
marketing, communications, quarterly updates, ridership review, and preparation of monthly 
finance reports for reimbursement. 

• Participating in the design, development, and dissemination of Title VI notices, flyers, 
and brochures distributed to the public through websites, bulletin boards, and 
community outreach. 

• Overseeing day-to-day operations of the Title VI Program. 

Senior Center Part-Time Staff: 
Responsible for communications and marketing efforts, including the creation of promotional 
materials such as flyers, calendars, and posters, while also overseeing front desk 
operations. Additional responsibilities include coordinating with the Communications 
Division to maintain and update the Norco Senior Center subpage, producing monthly 
newsletters in English and Spanish with program and service information, and serving as 
the primary point of contact for trip scheduling requests. 
Full-Time Driver: 

Conducts daily vehicle safety inspections and drives regularly (four days per week) and 
occasionally (five days per week). Manages the shuttle calendar, documents trips, and 
maintains ridership records. Assists with reservations, marketing, and program evaluation. 
Engages with the community to share transportation information. Oversees vehicle 
maintenance, including cleaning, refueling, and scheduling routine services. 

Part-Time Driver: 

Conducts daily vehicle safety inspections and provides transportation services when the full-
time driver is unavailable. Serves as a backup driver and may drive on weekends as needed. 
Manages the shuttle calendar, completes documentation, and maintains ridership and 
survey records. Assists with trip reservations, marketing, program evaluation, and 
community outreach regarding available services. Monitors vehicle maintenance, including 
cleaning and refueling. 

 

Public Notices 
All recipients and subrecipients of federal funding must comply with Title VI of the Civil Rights 
Act of 1964 by informing the public of their nondiscrimination policies and procedures. The 
City of Norco is committed to developing processes that ensure meaningful access to 
information for the public, including individuals with limited English proficiency (LEP). These 
processes include providing accessible forms and informing 



7 
 

individuals of how to file a Title VI complaint. Title VI notices are posted inside the Senior 
Center, on all Seniors on the Move vehicles, and on the City’s website.  

Title Vl Notice to the Public 
Title VI of the Civil Rights Act of 1964 requires that no person in the United States, on the 
grounds of race, color, or national origin, be excluded from participation in, be denied the 
benefits of, or be subjected to discrimination under any program or activity receiving 
federal financial assistance. 

 
The City of Norco is responsible for informing the public of its Title VI obligations through 
public notices that outline the City’s Title VI complaint procedures. Any person who 
believes they have been denied access to, or discriminated against while using, the 
Seniors on the Move transit service on the basis of race, color, or national origin may file 
a written complaint. All complaints will be investigated fairly and objectively. 

 
For more information about the City of Norco’s Title VI Program or to file a complaint, 
individuals may contact the Title VI Coordinator at 951-270-5648 or visit 
www.norco.ca.us/titlevi to request and complete a Title VI Complaint Form. The form is 
available in English and Spanish (Attachment 5). To request information in another 
language or an alternative format, please contact the City of Norco’s Title VI Coordinator 
at 951-270-5648. 

 
A complaint may also be filed directly with the Federal Transit Administration by 
submitting a written complaint to: 

 
Federal Transit Administration 
Office of Civil Rights 
Title VI Program Coordinator 
East Building, 5th Floor – TCR 
1200 New Jersey Ave., S.E. 
Washington, D.C. 20590 

 
(See attachments 5 for English and Spanish versions.) 

List of Title VI Notice Locations 
The City of Norco’s Title VI Notice to the Public is posted in English and Spanish at the 
following locations: 

 
 

http://www.norco.ca.us/titlevi
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Location Name Address City 

Senior Center 2690 Clark Avenue, Norco, CA 92860 
 
Norco, CA 

Seniors on the Move Vehicle – 
2019 Ford E-450 (20 Passenger) 2690 Clark Avenue, Norco, CA 92860 Norco, CA 

Seniors on the Move Vehicle – 
2007 Ford E-150 (8 Passenger) 2690 Clark Avenue, Norco, CA 92860 Norco, CA 

Complaints 
Any person who believes they were subjected to discrimination while using the Seniors 
on the Move Program on the basis of race, color, or national origin may file a written Title 
VI complaint. Complaints must be submitted to the City of Norco’s Title VI Coordinator 
within 180 days of the alleged discriminatory act(s). All complaints will be reviewed. 

Complaint Forms 
See Attachment 5 for the Title VI Complaint Form (available in English and Spanish). 

Title Vl Complaint Procedures 
The City of Norco must investigate all Title VI complaints received within 180 days of the 
alleged incident. Only complete complaints will be processed. The following procedures 
will be used to investigate formal Title VI complaints: 

 
• Within 10 business days of receiving the complaint, the City of Norco’s Title VI 

Coordinator will review the complaint to determine whether the City has 
jurisdiction. The complainant will receive an acknowledgement letter indicating 
whether the complaint will be investigated. 

 
• The investigation will be conducted and completed within 30 days of receipt of the 

formal complaint. 
 

• If additional information is needed to resolve the case, the City of Norco may 
contact the complainant. The complainant has 10 business days from the date of 
the request letter to provide the requested information. If the complainant does not 
respond within 10 business days, the City may administratively close the case. 

 
• The complainant will be notified in writing if an extension to the 30-day investigation 

period is required and the reason for the extension. 
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• A case may also be administratively closed if the complainant no longer wishes to 
pursue the matter. After the investigation is completed, the Title VI Coordinator will 
issue one of two letters to the complainant. 
1) Closure Letter – summarizes the allegations and states that no Title VI violation 
was found and that the case will be closed. 
2) Letter of Finding (LOF) – summarizes the allegations and the interviews 
conducted during the investigation, and explains whether any disciplinary action, 
additional staff training, or other corrective measures will occur. 

 
• If the complainant is unsatisfied with the decision, they have 30 days from the date 

of the City of Norco Closure Letter or LOF to appeal to the Norco City Council. The 
complainant is entitled to a review of the denial, the opportunity to present 
additional information or arguments, and a separation of functions (i.e., the appeal 
will be decided by an individual who was not involved in the initial determination). 
The complainant will receive written notification of the appeal decision and the 
reason for that decision. 

 
• The complainant may also file a complaint directly with the Federal Transit 

Administration at: 
 

Federal Transit Administration 
Office of Civil Rights 

Attn: Title Vl Program Coordinator 
East Building, 5th Floor – TCR 
1200 New Jersey Ave., S.E. 

Washington, D.C. 20590 

 
List of Transit-Related Title VI Investigations, Complaints, or Lawsuits 

FTA requires that recipients maintain records of all investigations, complaints, or lawsuits 
alleging discrimination on the basis of race, color, or national origin in transit-related 
activities and programs. These records must be retained for three years, and a list of all 
such cases must be maintained for five years. 

 
The City of Norco has not received any transit-related Title VI complaints, nor has it been 
involved in any transit-related Title VI investigations or lawsuits since Lisette Free was 
appointed as City Manager (the current City Manager at the time of this plan’s 
development). 
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Training 
At least every three years, the City of Norco’s Community Operations Department will 
provide Title VI training for its transportation staff. Training will be developed by the Title 
VI Coordinator and will also be made available at the time of hire. Title VI training will 
include, at minimum: 

• Review of the Title VI Implementation Plan and other relevant documents 
• Overview of language assistance services, including use of the call center 

and visual translation cards (if budget permits) 
• Procedures for identifying and handling potential complaints 
• Guidance on where to seek assistance for Title VI questions or concerns 
• Office for Civil Rights — Training for Grantees Title VI Overview Video 

 
Transit Equity Analysis 
Seniors on the Move is administered by the City of Norco. The City of Norco does not 
own or operate any transit facilities, land, or transit centers. All operations are part of the 
City’s government. 

 
Because the City of Norco does not own any transit-related property, its Title VI 
responsibilities focus on service delivery equity, policy adoption, and monitoring potential 
disparate impacts or disproportionate burdens through its planning and operational 
decisions. 

https://www.ojp.gov/program/civil-rights/video-training-grantees/title-vi-overview
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Public Participation Plan 
As part of its Title Vl Program, the City of Norco is increasing its public participation 
processes. The City is also enhancing strategies for engaging minority and Limited 
English Proficient (LEP) individuals. This plan provides guidelines for involving the public 
in the City’s planning efforts to ensure that all groups are represented and their needs 
considered. 

 
The City of Norco is committed to ensuring it serves seniors and adults with disabilities 
fairly, consistently, and in the most cost-efficient and appropriate manner within available 
resources. Through conversation and collaboration with riders, prospective riders, and 
the larger surrounding community, the City of Norco will be able to assess the quality of 
its service, measure potential impacts to the community from initiatives or proposed 
initiatives, and ensure that it provides valuable services to the residents and visitors of 
the City of Norco. 

Public Participation Process 
The public participation process should be considered at 
the earliest stages of any City of Norco project that may 
impact the surrounding community, its riders, and 
potential riders. 

 
The Seniors on the Move Program provides a door-to-
door dial-a-ride service for seniors 50 years and older, 
able-bodied Norco resident military veterans 50 years and 
older, and disabled Norco residents of any age. 

 
A monthly newsletter is produced in both English and 
Spanish, detailing events and activities at the Senior 
Center. A brochure promoting Seniors on the Move is also available in both English and 
Spanish. Seniors on the Move services are additionally advertised on the City of Norco’s 
website. 

 
The service is also promoted through the Riverside County Transportation Commission 
under its Specialized Transit division: https://www.rctc.org/travel-riverside-
county/specialized-transit/ 

 
Seniors on the Move also hosts tabling events throughout the year at neighboring senior 
housing communities, including Clark Terrace and Heritage Park Apartments, as well as 
at the annual Senior Health and Wellness Expo. 

https://www.norco.ca.us/home/showpublisheddocument/2217/638693348313870000
https://www.norco.ca.us/departments/community-services/senior-programs-resources/transportation-program
https://www.rctc.org/travel-riverside-county/specialized-transit/
https://www.rctc.org/travel-riverside-county/specialized-transit/
https://www.rctc.org/travel-riverside-county/specialized-transit/
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There have not been instances in which the City has needed to seek public participation 
for any process that may impact its riders or potential riders. Seniors on the Move services 
have not changed since 2002, when the City began service. However, if changes to 
Seniors on the Move are proposed that may impact the surrounding community, its riders, 
or potential riders, the City of Norco has established minimum requirements for public 
participation (see below). The Title VI Coordinator will be responsible for conducting the 
Participation Plan when appropriate. 

Outreach Requirements and Activities 
The following guidelines outline the minimum level of outreach to ensure that all riders 
and potential riders in the City of Norco have equal access and opportunity to participate 
in transportation planning and decision-making. These guidelines also provide strategies 
for soliciting input and engaging various communities when needed. 

Minimum Outreach Requirements 

• Notice for “Seniors on the Move” public events 
may include posters, email blasts, press 
releases to local newspapers, social media 
posts, or radio announcements if funding 
allows. 

• All notices will be posted at least two weeks 
prior to the public participation event. 

• Notices may be posted at the Senior Center 
and on the Seniors on the Move van, as appropriate. 

• Information about public participation opportunities will also be posted on the City’s 
webpage at least two weeks prior to the event. 

• Comments will be accepted through the City’s webpage, at public outreach events, 
via email, by mail, and by phone, to ensure that all populations have the opportunity 
to participate. 

Outreach Methods to Engage Minority and Limited English Proficient Populations 

• Notice for “Seniors on the Move” public events may include posters, email blasts, 
press releases to local papers, social media posts, or radio announcements if 
funding allows, and will be translated into Spanish. 

• Spanish notices will be posted alongside the English notices in the Senior Center 
and on the vehicle. 

• Event information on the City’s webpage will be posted in both English and Spanish 
at least two weeks prior to the event. 
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• The City of Norco will distribute information about participation “Seniors on the 
Move” events to community groups and agencies that work with LEP populations, 
if such contracts exist. 

• Spanish interpretation or translation will be provided (if resources allow and when 
necessary) for any meetings the City holds. 

Currently, Spanish is the most common language spoken by Limited English Proficient 
individuals within the City’s service area. The City of Norco is also exploring options for 
creating brochures in Mandarin and/or Cantonese, as a number of seniors who speak 
those languages have begun participating on the Seniors on the Move program. 

 
The City of Norco will continue to assess other language needs 
during its annual review. If another group with limited English 
proficiency reaches a significant population level, the Title VI 
Coordinator will explore strategies to engage this population 
through community outreach and other appropriate 
communication methods. 

 
In addition to the minimum levels of outreach listed above, all 
public meetings comply with the Americans with Disabilities Act. 
Any person who requires a modification or accommodation in 
order to participate in a meeting is encouraged to contact the 
City Clerk’s Office at (951) 270-5623 or cityclerk@ci.norco.ca.us 
at least 48 hours prior to the meeting so that reasonable arrangements can be made to 
ensure accessibility. Staff reports are on file in the City Clerk’s Office. Any writing or 
documents provided to a majority of the presiding governmental body regarding any item 
on the agenda will be available for public inspection at the City Clerk’s Office during 
normal business hours at Norco City Hall, located at 2870 Clark Avenue in Norco. All 
public meetings are recorded. 

mailto:cityclerk@ci.norco.ca.us
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Membership of Non-elected Committees and Councils 
The City Council is the elected body of the City government and appoints members to 
various citizen commissions, committees, and advisory councils. The non-elected 
committees include the following commissions: 

- Planning Commission 
- Historic Preservation & Agricultural Heritage Commission 
- Measure R Citizens’ Oversight Committee 
- Parks and Recreation Commission 
- Streets, Trails & Utilities Commission 
- Veterans Commission 
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Language Assistance Plan 

This Language Assistance Plan (LAP) was developed during the preparation of the City 
of Norco’s Title VI Program to ensure that the transportation services operated by the City 
are accessible to limited-English proficient (LEP) individuals. Title VI of the 1964 Civil 
Rights Act is one of two federal mandates that guarantee meaningful access to federally 
funded services for LEP individuals. 
Data Collection and Analysis 

The City gathers and analyzes demographic data from various governmental entities, 
including the U.S. Census Bureau, California Employment Development Department, 
California Department of Finance, U.S. Bureau of Labor Statistics, Riverside County 
Transportation Commission, and U.S. Bureau of Transportation Statistics. This 
information allows the City to analyze its service area population, identify the languages 
spoken within the service area, and address any unmet language needs to ensure 
inclusiveness. 
Four Factor Analysis 

The four-factor analysis is a framework used to assess how recipients of federal funding 
can provide meaningful access to their programs and services for individuals with Limited 
English Proficiency (LEP) under Title VI of the Civil Rights Act of 1964. This analysis helps 
determine what steps are necessary to ensure that LEP individuals are not excluded from 
accessing benefits and services due to language barriers. 

 
1. The number or proportion of LEP individuals eligible to be served or 

likely to be encountered 
2. The frequency of LEP contacts 
3. The nature and importance of the programs, services, or activities provided 
4. The resources that are available for LEP individuals 

 
Factor 1: Number of LEP individuals eligible for services or likely to be encountered 

 
Seniors on the Move provides transportation services to senior citizens, disabled 
residents, and veterans within a 30-mile radius outside of Norco city limits for grocery 
shopping, medical visits, obtaining prescriptions, paying bills, and other essential needs. 

 
LEP Data 

 
LEP data helps to identify the need for language translation services and ensure that 
information is widely available based on eligibility and need. The source of data for the 
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Four Factor Analysis comes from the 2023 American Community Survey (ACS) 5-Year 
Estimates. This Plan will be updated every three years using the most current ACS data 
available. 

 
American Community Survey 

 
According to the 2023 U.S. Census Bureau’s American Community Survey, the City of 
Norco has a total population of 24,123. The 2023 ACS 5-Year Estimates indicate that 
16,458 residents (68%) speak only English, 6,606 residents (27%) speak Spanish, and 
1,843 residents (8%) speak English less than “very well.” The ACS also reports that 158 
residents, or 1% of the population, who speak Mandarin also speak English less than 
“very well.” 

 
Table 1-City of Norco Language Spoken at Home for Population 5 Years and Over 

 
 City of Norco, California Percentage of Population 

Total: 24,123 100% 

Speak only English 16,458 68% 

Spanish: 6,606 27% 

Speak English "very well" 4,763 20% 

Speak English less than "very well" 1,843 8% 

Mandarin: 220 1% 

Speak English “very well” 62 0% 

Speak English less than “very well” 158 1% 

Source: U.S. Census Bureau 2023 American Community Survey 5-year Estimates Table C16001 

 

The data shows that the highest percentage of LEP individuals eligible to be served or 
most likely to be encountered are Spanish-speaking. If this data changes during the next 
annual review, the City of Norco will explore the need for materials in additional 
languages. 
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Factor 2: The frequency of LEP contacts 

 
The City of Norco uses a variety of methods to capture the data needed to identify and 
analyze the frequency of LEP contacts. When an individual calls for a ride, a series of 
required questions are asked under Riverside County’s Measure A Program, which helps 
fund the service. Additional data is collected by the driver when the individual is picked 
up and dropped off. 

 
Table 2-City of Norco Seniors on the Move FY25 Ridership Demographics 

 

Demographics Number Served 
Seniors 1,514 
Disabled 85 
Low-Income 0 

 

Table 3-Example of a Driver Log 
 

Currently, the Senior Center has 
several Spanish-speaking staff 
members who are available to assist 
with reservation calls requiring 
language support. While these staff 
members can effectively assist 
Spanish-speaking seniors, the Center 
faces challenges when assisting 
seniors whose primary language is 
neither English nor Spanish, such as 
Mandarin speakers. 

 
Although specific demographic data is not requested from each rider, drivers document 
riders served in the following categories on their daily trip sheets: Seniors, Disabled, and 
Limited English Proficiency. Additionally, the Senior Center collects demographic data 
through Community Development Block Grant surveys, which are gathered annually from 
Senior Center participants. 
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Factor 3: The nature and importance of the programs, services, or activities provided 

 
The City of Norco Seniors on the Move Transportation Program aims to fill transportation 
gaps for seniors and disabled individuals, as identified in the 2021–2025 Coordinated 
Public Transit–Human Services Transportation Plan for Riverside County. Current 
services in the region include the Riverside Transit Agency (RTA) and Corona 
Dial-A-Ride, but limitations exist. RTA, as a fixed-route service, poses accessibility 
challenges for seniors with limited mobility, and Corona Dial-A-Ride primarily serves 
Corona residents, with a standard fare of $2.50. For seniors needing to travel for 
healthcare to locations such as Loma Linda Hospital or various Kaiser Permanente 
facilities, existing public transportation options are often insufficient. The Coordinated 
Plan highlights the need for specialized transportation for individuals living on dirt roads, 
those with mobility limitations, or those requiring door-through-door service due to health 
fragility. 

 
The Seniors on the Move Transportation Program addresses these needs by offering 
service in areas not served by RTA, using vehicles equipped for wheelchair access and 
providing door-to-door transportation. The program supports essential local trips, helps 
overcome financial barriers to transportation, and assists with long-distance medical 
appointments. Drivers are trained to assist passengers, accommodate same-day trip 
requests when possible, and ensure safety measures such as plexiglass barriers and 
temperature screenings. The program also accommodates non-English speakers by 
providing brochures in English and Spanish, supporting the communication needs of 
seniors and individuals with limited English proficiency. 

 
As the older adult population in Riverside County is expected to significantly increase by 
2040, the demand for specialized transportation services like the Seniors on the Move 
Transportation Program will continue to grow, underscoring the importance of ongoing 
funding and support for these essential services. 

 
Factor 4: Resources available for LEP individuals 

 
The City of Norco will be developing resources to ensure it provides meaningful access 
to LEP individuals. These include: 

 
The following documents are offered in both English and Spanish: 

 
• Title VI Public Notices 
• Title VI Complaint Forms 
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• Title VI Complaint Process 
• Seniors on the Move Brochure 

Outreach 

The City of Norco actively promotes its Title VI Program to ensure that the public is aware 
of its rights under Title VI of the Civil Rights Act of 1964. Information about the City’s Title 
VI Program, including the nondiscrimination policy, complaint procedures, and 
instructions on how to file a complaint, is made available to the public through multiple 
outreach methods. These methods are designed to reach minority populations, 
individuals with limited English proficiency (LEP), and other protected classes to the 
greatest extent practicable. 

Implementation Plan 

The Title VI Coordinator is responsible for overseeing the implementation of this plan and 
ensuring ongoing compliance with the Title VI Program. 

The Title VI Program is available on the Title VI tab located on the City’s website at 
www.norco.ca.us/titlevi 

Monitoring, Evaluating and Updating the Language Assistance Plan 

A thorough review of the Language Assistance Plan will be undertaken every three years, 
concurrently with the updating and submission of the City of Norco’s Title VI 
Implementation Plan, or as required by federal, state, city, or local regulations. The review 
and plan update will include evaluating current and future LEP population trends to 
reassess the languages offered to meet the needs of the service area. The City of Norco 
will compile data using reputable sources such as the U.S. Census Bureau, Federal and 
California Departments of Transportation, Riverside County Transportation Commission 
surveys, and other acceptable data sources. 

http://www.norco.ca.us/titlevi
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Safe Harbor Provision 
The Federal Transit Authority Circular 4702.1B states: 

 
"DOT has adopted DOJ’s Safe Harbor Provision, which outlines circumstances that can 
provide a “safe harbor” for recipients regarding translation of written materials for LEP 
populations. The Safe Harbor Provision stipulates that, if a recipient provides written 
translation of vital documents for each eligible LEP language group that constitutes five 
percent (5%) or 1,000 persons, whichever is less, of the total population of persons 
eligible to be served or likely to be affected or encountered, then such action will be 
considered strong evidence of compliance with the recipient’s written translation 
obligations. Translation of non-vital documents, if needed, can be provided orally. If there 
are fewer than 50 persons in a language group that reaches the five percent (5%) trigger, 
the recipient is not required to translate vital written materials but should provide written 
notice in the primary language of the LEP language group of the right to receive 
competent oral interpretation of those written materials, free of cost. These safe harbor 
provisions apply to the translation of written documents only. They do not affect the 
requirement to provide meaningful access to LEP individuals through competent oral 
interpreters where oral language services are needed and are reasonable. A recipient 
may determine, based on the Four Factor Analysis, that even though a language group 
meets the threshold specified by the Safe Harbor Provision, written translation may not 
be an effective means to provide language assistance measures. For example, a recipient 
may determine that a large number of persons in that language group have low literacy 
skills in their native language and therefore require oral interpretation. In such cases, 
background documentation regarding the determination shall be provided to FTA in the 
Title VI Program." 
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Attachment 1-Title VI Plan Checklist 
 

City of Norco 

All recipients of federal funds must submit: 
 

☐ Title VI Notice to the Public, including a list of locations where the notice is posted 
☐ Title VI Complaint Procedures, including instructions to the public on how to file a 

Title VI discrimination complaint 
☐ Title VI Complaint Form 
☐ List of transit-related Title VI investigations, complaints, and lawsuits 
☐ Public Participation Plan, including information about outreach methods to engage 

minority and limited English proficient (LEP) populations, as well as a summary of 
outreach efforts made since the last Title VI Program submission 

☐ Language Assistance Plan for providing language assistance to persons with 
limited English proficiency, based on DOT LEP Guidance 

☐ A table showing the membership of non-elected committees and councils selected 
by the recipient, broken down by race, and a description of the process used to 
encourage minority participation 

☐ For primary recipients, a description of how the agency monitors its subrecipients 
for Title VI compliance, and a schedule of subrecipient Title VI Program 
submissions 

☐ A Title VI equity analysis if the recipient has constructed a facility such as a 
vehicle storage facility, maintenance facility, or operation center 

☐ A copy of board meeting minutes, resolution, or other documentation showing that 
the board of directors or appropriate governing body reviewed and approved the 
Title VI Program 
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Attachment 3-Title VI Public Notice English 
 

 
TITLE VI NOTICE TO PUBLIC: 

Your Rights Under Title VI 
of the Civil Rights Act of 1964 

 
Title VI of the Civil Rights Act of 1964 requires that no person in the United States, on the 
grounds of race, color or national origin be excluded from, be denied the benefits of, or 
be subjected to discrimination, under any program or activity receiving federal financial 
assistance. 

 
The City of Norco is responsible for informing the public of its obligations through public 
notices that describe the Seniors on the Move Title VI complaint procedures. Any person 
who believes they have been denied access to, or discriminated against while using, the 
transit service due to their race, color, or national origin may file a written complaint. All 
complaints will be investigated fairly and objectively. 

 
For more information about the City of Norco’s Title VI Program or to file a complaint, you 
may contact the Title VI Coordinator at 951-270-5648 or visit www.norco.ca.us/titlevi to 
request and complete a Title VI Complaint Form. The form is available in English and 
Spanish. To request information in another language or format, please contact the Title 
VI Coordinator at 951-270-5648. 

 
A complaint may also be filed directly with the Federal Transit Administration by filing a 
complaint with the Title VI Program Coordinator at: 

 
FTA Office of Civil Rights 
East Building, 5th Floor – TCR, 1200 New Jersey Ave., S.E., 
Washington, D.C. 20590 

http://www.norco.ca.us/titlevi


25 
 

Attachment 4-Title VI Public Notice Spanish 
 

AVISO AL PÚBLICO SOBRE EL TÍTULO VI: 
Sus derechos bajo el Título VI de la Ley 

de Derechos Civiles de 1964 

 
El Título VI de la Ley de Derechos Civiles de 1964 exige que ninguna persona en los 
Estados Unidos, por motivos de raza, color u origen nacional, sea excluida, se le nieguen 
los beneficios o sea objeto de discriminación en ningún programa o actividad que reciba 
asistencia financiera federal. 

 
La responsabilidad de la Cuidad de Norco es informar al público sobre sus obligaciones 
mediante avisos públicos que detallan los procedimientos de quejas del Título VI de la 
Cuidad. Cualquier persona que considere que se le ha negado el acceso o el uso del 
servicio de transporte Seniors on the Move debido a su raza, edad u origen nacional 
puede presentar una queja por escrito. Todas las quejas se investigarán de forma justa 
y objetiva. 

 
Para obtener más información sobre el Programa del Título VI de la Ciudad o para 
presentar una queja, puede comunicarse con la Ciudad al 951-270-5648 o visitar 
www.norco.ca.us/titlevi para solicitar y completar un Formulario de Queja del Título VI. El 
formulario está disponible en inglés y español. Para solicitar información en otro idioma 
o formato, comuníquese con el Administrador del Título VI al 951-270-5648. 

 
También puede presentar una queja directamente ante la Administración Federal de 
Tránsito (FTA), enviándola al Coordinador del Programa del Título VI en: 

 
 

FTA Office of Civil Rights 
East Building, 5th Floor – TCR, 1200 New Jersey Ave., S.E., 
Washington, D.C. 20590 

http://www.norco.ca.us/titlevi
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Attachment 5-Title VI Complaint Forms 

1. Title VI Complaint Form and Review Process - English (3 Pages) 
2. Title VI Complaint Form and Review Process - Spanish (3 Pages) 
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City of Norco’s Seniors on the Move 

Title Vl Complaint Form 

Attachment 5-1 
Page 1 of 3 

SECTION l: Please write legibly 

NAME: 

ADDRESS: 

TELEPHONE: MOBILE: EMAIL ADDRESS: 

ACCESSIBLE FORMAT ☐ Large Print ☐ Audio 

☐ TDD ☐ Other: 

SECTION lI: 

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

If yes, go to Section III. If not, complete the rest of this section. 

What is your name? What is your relationship to complainant? 

Why are you filing this complaint on behalf of another party? 

Do you have permission to file this complaint from the complainant? ☐ Yes ☐ No 

SECTION lII: 

I believe the discrimination I experienced was based on race (check all that apply): 

☐ Race ☐ Color ☐ National Origin 

Date of alleged discrimination (MM/DD/YYYY): 

Explain as clearly as possible what happened and why you believe you were discriminated against. Describe all persons who 
were involved. include the names and contact information of the person(s) who discriminated against you (if known), as well 
as names and contact information of any witnesses. lf more space is needed, please use the back of this form or a blank piece 
of paper and attach to this form. 
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Attachment 5-1 
Page 2 of 3 

 
SECTION IV: 

Have you previously filed a Title Vl complaint with 
Seniors on the Move? 

☐ Yes ☐ No 

SECTION V: 

Have you filed this complaint with any other Federal, 
State, or local agency, or with any Federal or State 
court? 

☐ Yes ☐ No 

If yes, check all that applies and list date: MM/DD/YYYY 
 
☐ Federal Agency  ☐ State Agency  ☐ Local Agency  

☐ Federal Court  ☐ State Court  

lf you answered "Yes" to 15, provide information about a contact person at the 
agency/court where the complaint was filed. 

Name: 

Title: 

Agency: 

Address 

Telephone: Email: 

 
You may attach any written materials or other information that you think is relevant to your 
complaint. 

 
Signature and date are required below to complete form: 

 
 
Signature: Date:  

 
 
Please submit this form in person or mail this form to the address below: 

 
 

Seniors on the Move 
City of Norco 

Title Vl Coordinator 
Alejandra Gonzalez Marshall 

2690 Clark Avenue, Norco, CA 92860 
AGMarshall@ci.norco.ca.us 

mailto:AGMarshall@ci.norco.ca.us
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Attachment 5-1 
Page 3 of 3 

Title Vl Complaint Procedures 
The City of Norco must investigate complaints received no more than 180 days after the 
alleged incident. Only complete complaints will be processed. The following procedures 
will be followed to investigate formal Title Vl complaints: 

 
• Within 10 business days of receiving the complaint, the City of Norco’s Title Vl 

Coordinator will review the form to determine whether our office has authority over 
the complaint. The complainant will receive an acknowledgement letter informing 
them whether the complaint will be investigated by our office. 

• The investigation will be conducted and completed within 30 days of receipt of the 
formal complaint. 

• If more information is needed to resolve the case, the City of Norco may contact 
the complainant. The complainant has 10 business days from the date of the 
request letter to provide the additional information to the Title VI Administrator. If 
the investigator is not contacted by the complainant or does not receive the 
requested information within 10 business days, the City of Norco may 
administratively close the case. 

• The complainant will be notified in writing of the reason for any extension beyond 
the 30-day investigation period. 

• The case may also be administratively closed if the complainant no longer wishes 
to pursue it. Following the investigation, the Title VI Administrator will issue one of 
two letters to the complainant: (1) a closure letter or (2) a Letter of Finding (LOF). 
A closure letter summarizes the allegations and states that no Title VI violation was 
found and that the case is closed. A LOF summarizes the allegations and the 
interviews conducted regarding the incident, and explains whether any disciplinary 
action, additional staff training, or other corrective action will occur. 

• If the complainant is not satisfied with the decision, they have 30 days from the 
date of the City’s closure letter or LOF to file an appeal with the City Council or its 
designee. The complainant is entitled to a review of the denial, the opportunity to 
present additional information or arguments, and a separation of functions, 
meaning the appeal will be decided by someone not involved in the initial 
determination. The complainant will receive written notification of the appeal 
decision and the reasons for it. 

• The complainant may also file a complaint directly with the Federal Transit 
Administration, as follows: 

 
Office of Civil Rights 

Attn: Title Vl Program Coordinator 
East Building, 5th Floor - TCR, 1200 New Jersey Ave., S.E. 

Washington, D.C. 20590 
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Attachment 5-2 
Page 1 of 3 

 
Cuidad de Norco 

Formulario de queja del Título VI 

SECCIÓN l: Por favor escriba legiblemente 

NOMBRE: 

DIRECCIÓN: 

TELÉFONO: MÓVIL: DIRECCIÓN DE CORREO ELECTRÓNICO: 

FORMATO ACCESIBLE ☐ letra grande ☐ Audio 

☐ TDD ☐ Otro: 

SECCIÓN II: 

¿Está presentando esta queja en su propio nombre? ☐ Si ☐ No 

En caso afirmativo, pase a la Sección III. En caso negativo, complete el resto de esta sección. 

¿Cómo te llamas? ¿Cuál es tu relación con el demandante? 

¿Por qué presenta esta queja en nombre de otra parte? 

¿Tiene usted permiso del denunciante para presentar esta queja? ☐ Si ☐ No 

SECCIÓN III: 

Creo que la discriminación que sufrí se basó en la raza (marque todas las que correspondan): 

☐ Carrera ☐ Color ☐ Origen Nacional 

Fecha de la presunta discriminación (MM/DD/YYYY: 

Explique con la mayor claridad posible qué sucedió y por qué cree que fue discriminado. Describa a todas las personas 
involucradas. Incluya los nombres y la información de contacto de la(s) persona(s) que lo(s) discriminaron (si los conoce), así 
como los nombres y la información de contacto de cualquier testigo. Si necesita más espacio, utilice el reverso de este 
formulario o una hoja en blanco y adjúntela a este formulario. 
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Attachment 5-2 
Page 2 of 3 

 
SECCIÓN IV: 

¿Ha presentado anteriormente una queja del Título 
VI ante Seniors on the Move? 

☐ Si ☐ No 

SECCIÓN V: 

¿Ha presentado esta queja ante alguna otra agencia 
federal, estatal o local, o ante algún tribunal federal o 
estatal? 

☐ Si ☐ No 

En caso afirmativo, marque todo lo que corresponda e indique la fecha: MM/DD/YYYY 
 
☐ Federal Agency  ☐ State Agency  ☐ Local Agency  

☐ Federal Court  ☐ State Court  

Si respondió "Sí" a la pregunta 15, proporcione información sobre una persona de contacto en la agencia/tribunal donde se 
presentó la queja. 

Nombre: 

Título: 

Agencia: 

Dirección: 

Teléfono: correo electrónico: 

 
Puede adjuntar cualquier material escrito u otra información que considere relevante para 
su queja. 

 
Para completar el formulario, se requiere la firma y la fecha a continuación: 

 
 
Firma:  Fecha:   

 
 
Por favor envíe este formulario en persona o por correo a la siguiente dirección: 

 
 

Seniors on the Move 
City of Norco 

Title Vl Coordinator 
Alejandra Gonzalez Marshall 

2690 Clark Avenue, Norco, CA 92860 
AGMarshall@ci.norco.ca.us 

mailto:AGMarshall@ci.norco.ca.us
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Procedimientos de Quejas del 
Título VI 

Attachment 5-2 
Page 3 of 3 

La Senior on the Move debe investigar las quejas recibidas en un plazo máximo de 180 
días desde el presunto incidente. Solo procesaremos las quejas completas. Se seguirán 
los siguientes procedimientos para investigar quejas formales del Título VI: 

• Dentro de los 10 días hábiles siguientes a la recepción de la queja, el 
Administrador del Título VI de la Ciudad de Norco revisará el formulario para 
determinar si nuestra oficina tiene autoridad sobre la queja. Recibirá una carta de 
acuse de recibo informando al denunciante si nuestra oficina la investigará. 

• La investigación se llevará a cabo y completará dentro de los 30 días siguientes a 
la recepción de la denuncia formal. 

• Si se necesita más información para resolver el caso, la Ciudad de Norco podrá 
contactar al denunciante. El denunciante tiene 10 días hábiles a partir de la fecha 
de la carta para enviar la información solicitada al Administrador del Título VI. Si 
el denunciante no se comunica con el investigador o este no recibe la información 
adicional en un plazo de 10 días hábiles, la Seniors on the Move podrá cerrar el 
caso administrativamente. 

• Se notificará al reclamante por escrito la causa de cualquier extensión prevista de 
la regla de 30 días. 

• El caso también puede cerrarse administrativamente si el denunciante no desea 
continuar con su caso. Tras la investigación, el Administrador del Título VI emitirá 
una de dos cartas al denunciante: 1) una carta de cierre o 2) una carta de 
conclusiones (LOF). La carta de cierre resume las acusaciones y declara que no 
hubo ninguna violación del Título VI y que el caso se cerrará. La LOF resume las 
acusaciones y las entrevistas relacionadas con el presunto incidente, y explica si 
se tomarán medidas disciplinarias, capacitación adicional para el miembro del 
personal u otras medidas. 

• Si el reclamante no está satisfecho con la decisión, tiene 30 días a partir de la 
fecha de la carta de cierre de la Seniors on the Move o de la LOF para apelar ante 
la Junta Directiva de la Ciudad de Norco. El reclamante tiene derecho a revisar la 
denegación, a presentar información y argumentos adicionales, y a la separación 
de funciones (es decir, a que una persona ajena a la decisión inicial de denegar 
la elegibilidad deba tomar la decisión). El reclamante tiene derecho a recibir una 
notificación por escrito de la decisión de la apelación y sus motivos. 

• El reclamante también podrá presentar una queja directamente ante la 
Administración Federal de Tránsito, de la siguiente manera: 

Oficina de Derechos Civiles 
Atención: Coordinador del Programa del Título VI East 

Building, 5th Floor -TCR, 1200 New Jersey Ave., S.E. 
Washington, D.C. 20590 
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