
  
 

  
  

 

 

 

What we Learned from the FAA
 
TITLE VI AUDIT OF OUR
 

CIVIL RIGHTS COMPLIANCE PROGRAM
 

MYRTLE BEACH INTERNATIONAL AIRPORT 

Title VI Coordinator:  Denise Hagemeier 

Title VI Airport Liaison:  Tracy Custard 



 

    

    

    
   

     
    

     
 

     GOT AUDIT NOTICE? WHAT NOW??
 

‣	 1.  PANIC  

‣	 2.  ONLY KIDDING! 

‣	 3. ORGANIZE, ORGANIZE, ORGANIZE!!! 

‣	 4.  GO STEP BY STEP THROUGH LETTER FROM FAA 
OUTLINING WHAT IS NEEDED FOR ADVANCE REVIEW. 

‣	 5.  GOT A TITLE VI COORDINATOR? THAT’S GOOD! IF AIRPORT 
IS PART OF GOVERNMENT ENTITY, CONSIDER A LIAISON 

‣	 6. OTHER STAFF SHOULD BE MADE AVAILABLE TO ASSIST 
COORDINATOR IN  PREPARATION FOR AUDIT 



  

    
   

   

     

    

    

  

Got Title VI Plan? 


‣	 Make sure that you are familiar with your Airport’s Title VI Plan.  Review it 
and be ready to discuss it. 

‣	 Make sure that your plan covers everything. 

‣	 Does it cover Limited English Proficiency issues? Does it go over the Four 
Factors? 

‣	 Does your plan discuss how to determine if Environmental Justice is a 
factor? 

‣	 Does your plan set out specific FAA requirements when a complaint is 
received? 
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LEP issues needed in Plan 1. Results of the Four Factor Analysis and Description of LEP 
Population(s) Served 

 Handbook for Public Transportation Providers at 
www.LEP.gov walks through every step of four factor analysis. 

‣ LEP INDIVIDUAL – A PERSON WHO DOES NOT SPEAK ENGLISH AS 
•	 “Implementing the Department of Transportation’s Policy 

Guidance Concerning Recipients’ Responsibilities to Limited
English Proficient (LEP) Persons: A Handbook for Public

THEIR PRIMARY LANGUAGE AND HAS A LIMITED ABILITY TO READ,
 Transportation Providers” 

Factor 1: Numbers of LEPs eligible to be served [FTA C4702.1B,WRITE, SPEAK OR UNDERSTAND ENGLISH. 
Chapter III-7] 
•	 Define your service area 

‣ OBLIGATION TO ACCOMMODATE LEP PERSONS TO THE EXTENT •	 Determine total service area population 
•	 Determine LEP populations eligible to be served in yourPOSSIBLE. service area 

o	 American Community Survey 5 year, 3 year, or 1 year
estimates (depending on population), Table B16001 

•	 Outreach to LEPS to determine literacy skills of LEP 
Populations and if LEPs are underserved due to language 
barriers 
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FOUR FACTOR ANALYSIS must be in Plan 

‣ Factor 1: Numbers of LEPs eligible to be served 

‣	 Define your service area 

‣	 Determine total service area population 

‣	 Determine LEP populations eligible to be served in your service area 

‣	 Outreach to LEPS to determine literacy skills of LEP Populations and if LEPs 
are underserved due to language barriers 
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Four Factor Analysis
 

‣ Factor 2: Frequency with which LEPs come into contact with your program 

‣ Outreach to LEPS to determine how they access your program 

‣ Review of staff experience with LEPS 

‣ Inventory and assess at what points can LEPS access your program 
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Four Factor Analysis
 
‣	 Factor 3: The nature and importance of services and programs to LEPs lives 

‣	 Outreach to LEPS to determine how they are using your program: trip 
purpose; are there barriers to access 

‣	 Review of staff experience with LEPS 
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Four Factor Analysis 

‣	 Factor 4: Resources available for LEP Outreach and Costs of outreach 

‣	 [FTA C4702.1B, Chapter III-8] 

‣	 What strategies are suggested in your Public Participation Plan? How much 
will these cost? What measures are in place to determine when a strategy 
should be used? Do you have an outreach budget? 

‣	 What resources are available to you for outreach? 
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§ ·§?ii 

Horry County 

WHEN YOU NEED AN INTERPRETER: 

1. DIAL: 866·874-3972 

2 . PROVIDE: your 6-digit Client ID 9 16003 

3. INDICATE: the language vou need or press 
1 for SpaniSh 

Quick Reference Guide 
ACaSSING INTERPRETERS 

• 2 for all other Janguagcs and state t he name of the language you need 

• O for as:5,1stance if you don' t know what language vou need 

4. PROVIDE: Additional information, if required 

ENTER PIN lf1325 

S. CONNECT: to an interpreter who will prOV1de his/her name and ID number which you 
can document for reference. Summarize what you wish to accomplish and give any 
5pedal ins.truction5. 

If YOU hayg a dual handset Phone: lift handsel and prf!SS the •Red" i"l t erpreter button, then 
follow the pro mpts.. Once connected to an interpreter, give the second handset to the limited 
English proficient individual. 

When c.altlng or receiving a call from a llmlted Englkh profldent 1ndN'ldual: Use the 
conference ftature on your phone to make a 3-way call, and follow the instructions above to 

connect to an interpreter. 

IMPORTANT N FORMATION: 

INTERPRfTER IDENTIFICATtON . 1nterp~er$ Identify t he1T!$elvel by name and () number. f e,:I free to note t h,, 
information for future reference: if yQUr organ4at 1Ql't, rc,qu,re$ it for th,e ,r ~(Otd$ or to (Ol'np'y wt~ regulilOJ"Y 
~Quiremenu .. 

WORKING w n H AN INTERPRnER - At t he beg6'1"U'C oft~ ult brle:flV tel t~ l"lt erpreter the ~ ture of the ca 
S~lcd red¥ io the limt,ed El'lf ,,-h prof.oent lndN dJal, not to t ~ .nt,erpr,eter. and l)aUM at the end of ~ comp'ete 
tho\ight . Pl,e~e note, t o el\iU~ a<(uracy, yQur ,nterprtter ~ $()f'l'l,et.me,; ,»le fl)rc~r.tl(atlOn or re:pet rt ion. 

W STOMER SERVICt:-To prov"ct feeclt),Kk,. tol'T'~M a.n il"lterpreter, or report a,"'lyseMce co"'l(tm,:, a 11-800·752· 
6096 or go to www arcvatt ot co.., ~no tl ex on t he "Omorner Serv ce· t a>b, t -iel"I select vo,ce of t he Customer 
and t;'Omp'ete the form. 
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Got ADA plan?
 

‣	 Need to have plan that provides that disabled individuals are not to be 
discriminated against. 

‣	 Must provide process by which public may request “Reasonable 
Accommodation” to help them access programs, services, facilities 

‣	 Should have forms that public is able to access 
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• I:lonY,~ 
C..IUldtdto&Duia 
1301 Second Avenue 

Human Rcsoun:es Depanmenl 
Conway, SC 29528-0296 
Phone: (843) 915·7354 
Fax: (843) 915-6230 

E-mail: hagemeid@ho!'!YCOUJJty.org 

CITIZEN REQUEST FOR ACCOMMODATION 

Pcrson Submitting Request. ____________ ~---Address. _____________________ _ 

Telephone. ___________________ _ 

Requc,t ismadeonbchalfofmysclf Yes __ No __ _ 
If Request is madt on behalf of another ptrson, please provide the aame of the persoo on 
whose bch,slftbe Request is submitted. ___________ _ 
Addiess. _______ ___________ _ 
Tclcpbonc. _ ____ ______________ _ 

lndividuah -w·ith disabilities who wish to participate in County programs, scrvica, 
or actfvfties and who need an accommodation in ordrr to do so are invited to 
pres<.nt their Request. for Accommodation to the County by compldiag Uus 
Rcqu<St for Atcommodatioa form or by <1llling (843) 9JS-73S4. 

Please Indicate the Type of Accommodation you are Requesting Btlow: 

O Conununity Services 
Nome of Activity or Service ___________ ___ _ 
Datc(s) of Activity or Service ____ __________ _ 
Location. ____________________ _ 

O Board/Commission Meeting 
DC-9CriptionofMe,-· "'--------------- -
Date Lccetioo~----------- ---

O Access to County Department or Public Hearing 
Departrna,t O!' Hearing Description. _ _ _______ ___ _ 
Date Locatioo _______________ _ 
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Steps for Audit
 

‣	 1.  Meet to determine appropriate level and identity of staff needed to help 
compile and document items requested by FAA 

‣	 2.  If you find items or areas that have inadvertently not been completed or 
addressed, make specific immediate plans to remedy these items so that you 
are able to show good faith. 

‣	 3. Make an INDEXED BINDER for the Audit process.  Start with your Title VI 
Plan in the front and the letter and instructions from the FAA regarding the 
audit next. 

‣ 

Federal Register 50123
 



 

,, ... t~ ~~~~/U.S. Department of Transportation 
'4.)., ~ ~ '<"" ~- Federal Aviation Administration ~11' FY-2016 DBE COMPLIANCE REVIEW QUESTIONNAIRE & DOCU 

Aif• Nilme; -'I County o.portmont of Alrpoots IMYR. CR£. HYW, 519) 

10. In the past thme yNrs, h.s t he Airport h~ •nv complaints filed ,1llegln& that it did not tomply I with the DBE rrgulations? · 
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Ycslil NoD 

4. In situations where I ODE contract goal ha1 betn establfshe<f I nd I OBf k.lbcontf'Xtor b termtnated YesO No0 

or f1ils to com~~e its worlc: on lht contncl do you require di e prime contractor to make cooi:t-.... '°'M:~ 
faith efforts to flnd ano1her Ol!IE subc-onuacr:orto tubnitute for the ori,gin.11 OBE to perform at le.it': <~cir· 
tht Mme ~O:Jnt of work or to the extent needed to meet the estabJis~ contna: goant§ 26.37) v, ~ 

S. Do you conduct ri&ular .1ile visit.$ to ~rifv that~ nam~ on nuloment and vehide-:s are not V.s® NoO 
covered with pmfnt o, matr,f!'tic sfcr,sasYJCft tivfflfywho ..-npJoyi: the VIJIOt'k,ers on site. Oovou 

l\a'Jewt'ittenc.ertificaUonofW:J ocess? §26.37 
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A. '1.Jrpon Of1Jnitition ctt11n. showf,. oeElO"s position. Ill ,11,tud'lld a NoRcarrd 0 NotR1Qlal'Wd ffiYCTet~TI~~ ?iR~b B. R.ocords showinc approval and/or rejealon of 08( l'k'ms' l'I .......... a ··- 0 Nat RtQVl!Wd 
___ ,_,rmiMlioni/w~tution. 

C. P.ec.ords documenti.._ monhortnr. ot contracts wtth 08£ parddp,don. s Aiiiciitd a No~ 0 NotR .... ed 

/"[). Sample forms used to mOMor monthly DBE pardcfp,1tion. l'I Att.cfted a ··- 0 -·-C. -.r.ic:ords doc:urMntirc wo,k lite 'tisits. l'I Atu-Cfled a No!lt-:Ord 0 NotRtQl,iirt4 

F. Copy of airport's apptowd DBE Plan & Tr1-nnllil Go•L Ill Attactied a No Record a ffotRtqUhd 

G. RiKOitds ~tlrc Good Fait h Ctron: r~ 11!1 Att..t,,d a ........ D NotR~lted 

H. Copy of .«OfflpHshment rtPQru for the mo,t recent three yars.. c;, Att ..... a NoRKOfd D ~otR.,;r-

I. LnJ: of all kti'va FAA fund.ct projicts. Ill Antclltd a No,.._ 0 NotRt,qulr.d 

J. Ust or KtiYI FM funded projects lmit IH.v. DBE putic~tion. Ill An ....... a NoRtt.crd D NotRequfr-.d 

iden~i~ 08( (Diii and actual contr-act eermntaiJt! adHwd to data. 

K. C¢p,; of• rlKltnl U:*t\JUtd f .AA. fiJndtd (.c)nb'a(;t. l'I A!hd><d a NO.._. 0 NcitRequ"r.d' 

L Copy of a recent cx~utcd c:ontnct that indudc-s a D6l 1oal Ill An..,_, a Nol!Konj D Notbqulrtd 

re uiremrnt. 

M. copv of a ~t ~Md DBE.1t1Mi0ntt•t1: ~l'Hfnfflt yot.i r~M. IE) Attached O NoRtt.otd 0 Not~nd 

PART 3 -Comrnents/ Oar'iffcHlons.: 
(Pleau Uit lhl, sKtion to p,oMd« addidonol infrxmorJor, and ~atiwu" tu raur ,~sponsn in Prxb J & 2, attach additiond lhffts" if 
n<assa,y 

PIJ•l of 3 15
 



  

  
 

   
 

  
 

  

   

 
 

Steps for Audit
 

‣	 4.  Separate indexed section for documents requested by FAA PRIOR to site 
visit 

‣	 5. Separate indexed section for documents to be made available DURING 
site visit 

‣	 6. Compile and index list of staff to be interviewed, per FAA instructions, 
along with contact information 

‣	 7.  Index trainings/powerpoints provided to staff 

‣	 8. Index Complaint forms or Encounter forms that may be in use 
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List ofJntcrviewe~ 

I. Pat A pone, Director of Airports 

2. Denise Hagemeier, Hwnan Resources l.ega!ist (11~e VI Cootdinalor) 

3. April Johnston, Airport Project M3I13gcr (Title VI Liaison) 

4. Kirk Lovell, Marlceting Director 

S. Allegiant Airlines (air carrier) 
Sprint Airlines (air carrier) 

6. Nacho Hippo (concessionaire) 
Hudson News (concessionaire) 

7. U·Save (ground lranSpOrtation provider) 
Tluifly Car (gio1md transpOrtation provid".') 

8. Tim Jackson, FBO '.\ianager 
. Huffirum Helicopter (tour operator) 

NOTE: The timing and duration for the on-site interview, is included. in tho site visit schedule. 
Jnfonn.alion nbout the interviewees identified for the on-site interviews will be conveyed to the 
Title VJ Coordinar:or/ Liaison prior to the site visit to schedule the interviews with the identified 
individuah. 
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List of Contracts to be Reviewed 

~ 
l. Myrtle Beach Aviation 
2. Huffman Hclicopt<r 

AirCaairni 
I. Allegiant Airlines 
2. Sprint Airlines 
3. US Airways 
4. Delta Airlines 
S. Porttr Airlines 
6. We.t!c1 Airli"<'S 

Concessionaires: 
l . Nacho Hippo (Foods) 
2. Hudson News (gin shop) 
3. Hudson News/Airport Management (gift , hop) 
4. MSE Branded Food! (Five conce,sions ,= under one contract) 

GroWJd Transportation Provider:,· 
I. U-Save (rental car) 
2. Thrifty Cu (rental car) 
3. EuyWayLimo 
4. Sunway Charters 

CoMffllction· 
I. Package 0--Signagc & Wayfinding (Tyson Sign Co) 
2. ITAP Ramp and Taxiway -Conslluction (Heritage Hauling) 
3. Fuel F.u:rn Rehabilitation (MDM Services, Inc) 
4. TClll' Acces, Conirol & Camera System (Johnson Conll'Qls, Inc.) 

~ 
I. MYR-TCEP- BHS CM (Adobe Palms) 
2. MYR-ALP Update (CHA) 
3. MYR-HYW-CRE-5J9-SWPPP's & MYR Stonnwater Sampling (Tcrracon ConsultanlS, 

Inc.) 
4. MYR-HYW- Hanpr Dc, ign Service, (Mead & Hunt) 
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Do you see any issues in 

your facility? 

‣ Are the FAA required notices posted in conspicuous 

locations? 

‣ Are Title VI brochures available at public information centers? 

‣ If you have language services, do your employees who 
interact with public know how to use them? 

‣ Do you see any obvious access issues in your facility that 
may present an obstacle to disabled individuals? 

‣ Does staff know what to do when complaint is received? 
19 
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Preliminary and Final Report
 
Whew!  We made it Through!
 

1.	 Compliance Review Summary of Required Action and Recommended Best 
Practices will be received. 

2.	 Start a new binder for Audit Required Actions.  Assign tasks to appropriate 
personnel to complete. 

3.	 Set realistic deadlines for completion of tasks after conferring with staff 
involved. 

4.	 Coordinator should be responsible to compile all documentation that best 
practices have been complied with. 

5.	 Set realistic deadlines for completion of tasks after conferring with staff 
involved. 
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Table of Required Action(s) and Recommended Best Practice(s) as of July 31, 2014 

Items in blue are to be completed by Airport Sponsor (including the "as of date" above). 
As items are closed, provide an updated table to Cherry Smith at cJumy.smith@laa.gov upon completion. 

Reference Requirement Fmding Required Action(s) Recommended Best Estimated Actual Closure 
Pnctice(s) Closure Date Date for each 

for each action action 
(date only) (date only) 

Compliance R eview Summary Table of Required Action(s) and Recommended Best P ractice(s) as of July 31, 2014 

Items in blue are to be completed by Airport Sponsor (including the "as of date" above). 
As items are closed, provide an updated table to Cherry Smith at cherry.smith@faa.gov upon completion. 

Reference Requirement Finding Required Action( s) Recommended Best Estimated Actual Closure 
Practice(s) Closure Date Date for each 

for each action action 
(date only) (date only) 

l 49CFR R ecords and l\lIYR has Title VI None 1. MYR should consider 
2 1.9(b) Reports for discrimination complaint posting their Title VI 

Compliance procedures identified in their complaint form and 
49 CFR 21, Title VI plan. These external Title VI complaint 
Appendix 

procedures incorporate what 
process on their website. 

C(b)(3) 
steps the Title VI Coordinator 
and Title VI Liaison are to 
take when a complaint is 2. MYR should provide 

recei\·ed, as well as where a tenants with procedures for 

passenger can file a complaint. handling discrimination 
A compliant form is in the complaints. 
Title VI plan but not posted on 
the MYR website. 

Most tenants were not aware 
that they should notify the 
airport sponsor if they 
receive a Title VI complaint. 

NOTE: Identify action(s) taken by the airport for each required action and recommended best practice. Identify the date the action was completed. If item 
response references a link, menttons a document oc indicates something has been posted ( e.g. "Unlawful Discrimination" posters) - provide the URL, a copy of the 
document (if a large document the cover page, table of contents and relevant page(s) al a minimum) and pictures of "'-here the item was posted. 22
 



 

ACTION ITEMS TITI.£ VI AUDIT 

DENISE 
1. OMLOP TRAINING FOR TENANTS AND EMPLOYEES 
2. AMENDMENT TO AEP PLAN TO INCLUDE PROCEDURES USED TO INFORM LEP IN SECC 

APRIL 
L CONTRACTS KAVING NONDISCRJM CLAUSE-APRIL WILL CONTACT RYAN BETCHER TO VERlrt 

THAT STANDARD CAB CONTRACTS HAVE otANGED 
2. RYAN NEEDS TO HAVE TliE CURRENT COlffllACTS AMENDED 

3. APIRL Wlll GET Tl-IE TRAINING TO THE TENANTSVlA THE TENANTS MEETING, WITH WRITTEN 
MEMO THAT REQUESTS THAT TliE TRAINING &E DEIMRED ON OR BEFORE 12/31/lA FOR 
£XISTING EMPLOYEES 

4. FOLLOW UP Wlltt ll)R~ TO ADD TITLE VI COMPLAINT FORM ANO PROCEDURES ON WEBSITE 
NEW TAB? 

PLAN FOR DELIVERING TRAINlr-.G TO EMPLOYEES. APRIL WILL DELIVER TRAINING TO EMPLOYEES. 
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Ongoing RESPONSIBILITIES to comply with Title VI
 
to get ready for NEXT Audit!
 

‣	 IDENTIFY FEDERALLY FUNDED PROJECTS AND ENSURE THAT TITLE 
VI ISSUES ARE COMPLIED WITH 

‣	 DETAIL EFFORTS IN PLANNING AND BIDDING PROCESS TO ENSURE 
THAT DBE, LEP AND ENVIROMENTAL JUSTICE FACTORS ARE 
CONSIDERED THAT OUTREACH OCCURS 

‣	 DOCUMENT CONTACTS AND ENCOUNTERS WITH LEP or disadvantaged 
population (have a form!) 

‣	 ENSURE THAT CONTRACT LANGUAGE HAS REQUIRED TITLE VI 
ASSURANCE LANGUAGE 

‣	 MONITOR CONTRACTORS FOR COMPLIANCE 
24 



 

LIMITED ENGLISH PROFICIENCY'& ADA 
ENCOUNTER FORM 

Name (of Person lilng out fonn): Kelli .Snyder 
Employu/Posttlon: HCbA/Network Technician 
o.ie: 1 n L1 ',/?01 !'.. 

Namt(lfknown): 

Data of Encounter. 

O..scripllon of Enoountcr: 

Unknown 
1Q/15/2015 
Thecommunicalionscentercalledandaskedfom,eto 
assistaSpanishspeakingSpiritpassengeratinfo 
booth1. ' . 

linterpretedforpassengerandtheSpiritagentsuntil 
thesttuatlonwasresolved. 

( "") 

to·fi:-- . 10/1 5/2015 

PINse reNm fo,,n to: 

(S.3) 91.S-ns- 25
 



  
      

     

   

    

 

  

     

   

 

 

Ongoing RESPONSIBILITIES to comply with Title VI 
to get ready for NEXT Audit! 

1.	 RECEIVE AND ACT ON COMPLAINTS/ SEND TO FAA—Keep a log 

2.	 ENSURE THAT RESPONSIBLE STAFF RECEIVE TRAINING 

3.	 ENSURE THAT ASSIGNED STAFF ADDRESS ASSIGNED ISSUES THROUGHOUT YEAR 

AND UNDERSTAND TASKS 

4.	 CONDUCT ENVIRONMENTAL JUSTICE ANALYSIS FOR PROJECTS 

5.	 REVIEW CONTRACTS (PRE & POST AWARD) FOR COMPLIANCE 

6.	 Create Binder to show ways Airport is compliant 
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