
Page 1 of 206 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

GO bg Transit 

Title VI Program 
December 7, 2021 

 
 
 
 
 
 
 
 
 
 
 
 
 
 





Page 3 of 206 
 

Contents 
Authorization ................................................................................................................................................ 2 

Policy Updates – Activity Log ...................................................................................................................... 10 

Policy Statement ......................................................................................................................................... 11 

Purpose ....................................................................................................................................................... 12 

Authority ..................................................................................................................................................... 12 

Contact Information/Program Administration ........................................................................................... 12 

Neighborhood & Community Services Director..................................................................................... 12 

Transit Manager ...................................................................................................................................... 12 

Notice of Nondiscrimination ....................................................................................................................... 13 

Definitions ................................................................................................................................................... 13 

Environmental Justice ................................................................................................................................. 16 

Program Overview and FTA Requirements ................................................................................................. 19 

Program Objectives ................................................................................................................................. 19 

Statutory Authority ................................................................................................................................. 19 

Regulatory Authority .............................................................................................................................. 20 

Additional Documents ............................................................................................................................ 20 

Reporting Requirements ......................................................................................................................... 20 

Applicability To Contractors .................................................................................................................. 21 

Title VI Complaint Procedure and Complaint Form .................................................................................... 21 

Scope of Civil Rights Complaints ........................................................................................................... 21 

Civil Rights Investigations ...................................................................................................................... 21 

Public Participation Plan ............................................................................................................................. 22 

Limited English Proficiency (LEP) Plan ........................................................................................................ 22 

APPENDIX 1 Title VI - Notice of Nondiscrimination to the Public - ENGLISH .............................................. 23 

APPENDIX 1 Title VI - Notice of Nondiscrimination to the Public – ARABIC ............................................... 24 

APPENDIX 1 Title VI - Notice of Nondiscrimination to the Public – BOSNIAN ............................................ 25 

APPENDIX 1 Title VI - Notice of Nondiscrimination to the Public – BURMESE ........................................... 26 

APPENDIX 1 Title VI - Notice of Nondiscrimination to the Public – KAREN ................................................ 28 

APPENDIX 1 Title VI - Notice of Nondiscrimination to the Public – KARENNI............................................. 30 

APPENDIX 1 Title VI - Notice of Nondiscrimination to the Public – KISWAHILI .......................................... 32 

APPENDIX 1 Title VI - Notice of Nondiscrimination to the Public – SPANISH ............................................. 33 



Page 4 of 206 
 

APPENDIX 2 Complaint Procedure - ENGLISH ............................................................................................. 34 

APPENDIX 2 Complaint Procedure – ARABIC .............................................................................................. 38 

APPENDIX 2 Complaint Procedure – BOSNIAN ........................................................................................... 41 

APPENDIX 2 Complaint Procedure – BURMESE .......................................................................................... 45 

APPENDIX 2 Complaint Procedure – KAREN ............................................................................................... 51 

APPENDIX 2 Complaint Procedure – KARENNI ........................................................................................... 58 

APPENDIX 2 Complaint Procedure – KISWAHILI ......................................................................................... 66 

APPENDIX 2 Complaint Procedure - SPANISH ............................................................................................. 70 

APPENDIX 3 Complaint/Comment Form - ENGLISH ................................................................................... 74 

APPENDIX 3 Complaint/Comment Form – ARABIC ..................................................................................... 78 

APPENDIX 3 Complaint/Comment Form – BOSNIAN .................................................................................. 82 

APPENDIX 3 Complaint/Comment Form – BURMESE ................................................................................. 86 

APPENDIX 3 Complaint/Comment Form – KAREN ...................................................................................... 91 

APPENDIX 3 Complaint/Comment Form – KARENNI .................................................................................. 96 

APPENDIX 3 Complaint/Comment Form – KISWAHILI .............................................................................. 103 

APPENDIX 3 Complaint/Comment Form - SPANISH ................................................................................. 107 

APPENDIX 4 List of Complaints, Investigations and Lawsuits ................................................................... 111 

APPENDIX 5 Public Participation Plan ....................................................................................................... 112 

Public Outreach Activities .................................................................................................................... 114 

Summary of Outreach Activities........................................................................................................... 115 

Transit Advisory Committee ................................................................................................................. 116 

Facility Construction ............................................................................................................................. 116 

APPENDIX 6 Limited English Proficiency (LEP) Plan .................................................................................. 118 

Background and Legal Purpose ............................................................................................................ 119 

Vision Statement ................................................................................................................................... 119 

Limited English Proficiency (LEP) Population Assessment and Four-Factor Analysis: ....................... 119 

1. Number or Proportion of LEP individuals .................................................................................... 119 

2. Frequency of Contacts ................................................................................................................... 120 

3. Nature and Importance of the Program or Activity ....................................................................... 121 

4. Resources Available ...................................................................................................................... 121 

Purpose of City's Language Access Plan .............................................................................................. 122 

Definitions............................................................................................................................................. 123 



Page 5 of 206 
 

Language Assistance Procedures .......................................................................................................... 123 

Identifying LEP individuals that need language assistance ................................................................... 123 

Language Access Measures .................................................................................................................. 124 

Over-the-Phone Interpretation Procedures for all City Departments, except Bowling Green Police 
Department:........................................................................................................................................... 124 

Translated copies of essential forms ..................................................................................................... 129 

Providing notice to LEP individuals of language assistance .................................................................. 130 

Training staff on LEP policies and procedures ..................................................................................... 130 

1. Diversity, Equity, and Inclusion Trainings: ...................................................................................... 130 

2. Language Access Training: ............................................................................................................... 131 

Monitoring Agency and Contracted offices for compliance .................................................................. 131 

Outreach Measures ................................................................................................................................ 132 

APPENDIX 7 Service Standards Policy ....................................................................................................... 133 

SUMMARY ................................................................................................................................................. 134 

PURPOSE ................................................................................................................................................... 134 

GO bg TRANSIT SERVICE GUIDELINES ....................................................................................................... 135 

TRAVEL MARKETS ...................................................................................................................................... 136 

Travel Markets ...................................................................................................................................... 136 

TRANSIT COVERAGE .................................................................................................................................. 137 

Residential Density ............................................................................................................................... 137 

Suburban Areas ..................................................................................................................................... 137 

TRANSIT ACCESS ........................................................................................................................................ 138 

Road Condition ..................................................................................................................................... 138 

BUS STOP DESIGN ..................................................................................................................................... 138 

Universal Design and ADA Accessibility ............................................................................................ 138 

Accessibility .......................................................................................................................................... 138 

Boarding Areas ................................................................................................................................. 138 

Accessible Routes and Connectivity ................................................................................................. 139 

Clear Space ....................................................................................................................................... 139 

Signs, Maps and Elements of Communication ................................................................................. 139 

Detectable Warning Strips ................................................................................................................ 139 

Lighting ............................................................................................................................................. 140 



Page 6 of 206 
 

Bus Stop Spacing And Amenities ......................................................................................................... 141 

Bus Stop Spacing .................................................................................................................................. 142 

Guiding Principles ................................................................................................................................ 142 

Land Use Type and Population Density............................................................................................ 142 

Route Interconnectivity ..................................................................................................................... 143 

Guidelines ......................................................................................................................................... 143 

Bus Stop Types ..................................................................................................................................... 144 

Sign Stops ......................................................................................................................................... 144 

Bench Stops ...................................................................................................................................... 146 

Shelter Stop ....................................................................................................................................... 147 

Bus Stop Placement .............................................................................................................................. 150 

Far-Side (Preferred) .......................................................................................................................... 150 

Near-Side .......................................................................................................................................... 150 

Mid-Block ......................................................................................................................................... 151 

Customer Safety ................................................................................................................................ 152 

Visibility ........................................................................................................................................... 152 

Driveways and Intersection Sight Distance ...................................................................................... 153 

Amenities .............................................................................................................................................. 156 

Public Safety ..................................................................................................................................... 157 

Accessibility ...................................................................................................................................... 158 

Rider Comfort ................................................................................................................................... 158 

Signage .............................................................................................................................................. 159 

Uniform Color Usage ........................................................................................................................ 159 

Open Design ...................................................................................................................................... 160 

Design Elements ............................................................................................................................... 160 

Durable Materials .............................................................................................................................. 161 

Standardized Components................................................................................................................. 161 

Access & Replacement ..................................................................................................................... 161 

Cleaning ............................................................................................................................................ 162 

Introduction ....................................................................................................................................... 162 

Amenities - Matrix ............................................................................................................................ 164 

Amenities – Bus Stop Signs .............................................................................................................. 164 



Page 7 of 206 
 

Amenities – Benches ......................................................................................................................... 166 

Amenities – Shelters ......................................................................................................................... 168 

Amenities – System Maps and Timetables ....................................................................................... 170 

Transit Center........................................................................................................................................ 172 

Accessibility .......................................................................................................................................... 175 

NEW TRANSIT SERVICE.............................................................................................................................. 175 

Performance Evaluation ........................................................................................................................ 175 

New Employment Shuttles ................................................................................................................... 175 

Bus Services Outside City of Bowling Green ....................................................................................... 176 

LOAD STANDARDS ..................................................................................................................................... 176 

Load Standards...................................................................................................................................... 176 

Individuals in Wheelchair, Boarding’s ................................................................................................. 176 

Passenger Capacities ............................................................................................................................. 177 

ON-TIME PERFORMANCE .......................................................................................................................... 178 

On-Time Performance .......................................................................................................................... 178 

DUPLICATION OF SERVICE ......................................................................................................................... 178 

Duplication of Service .......................................................................................................................... 178 

ROUTE DIRECTNESS .................................................................................................................................. 178 

Directness:............................................................................................................................................. 178 

ROUTE PATTERNS...................................................................................................................................... 179 

Route Patterns: ...................................................................................................................................... 179 

SERVICE FREQUENCY AND SPAN ............................................................................................................... 179 

Headways and Frequency ..................................................................................................................... 179 

Service Span.......................................................................................................................................... 180 

VEHICLE ASSIGNMENT .............................................................................................................................. 180 

Vehicle Assignment .............................................................................................................................. 180 

TITLE VI ...................................................................................................................................................... 180 

Major Service Change Policy ..................................................................................................................... 180 

Disproportionate Burden Policy............................................................................................................ 181 

Route Planning Major Service Change Steps ....................................................................................... 181 

Disparate Impact Policy ........................................................................................................................ 181 

SERVICE CHANGE PROCESS ....................................................................................................................... 181 



Page 8 of 206 
 

Planning Process ................................................................................................................................... 182 

FARE AND SERVICE CHANGE PUBLIC COMMENT POLICY AND PROCEDURE ............................................ 182 

Purpose .................................................................................................................................................. 182 

Policy .................................................................................................................................................... 182 

Procedure .............................................................................................................................................. 182 

RESPONSIBILITIES ...................................................................................................................................... 183 

APPENDIX A – ADA GUIDELINES................................................................................................................ 185 

VEHICLE LOAD FOR EACH MODE .............................................................................................................. 187 

APPENDIX 8 General Requirements and Guidelines as Effected by Federal Policy .................................. 189 

Introduction ........................................................................................................................................... 189 

Requirement To Provide Title Vi Assurances ...................................................................................... 189 

Requirement To Prepare And Submit A Title Vi Program ................................................................... 189 

Contents ............................................................................................................................................ 189 

Upload Title VI Program to TrAMS ................................................................................................. 190 

Determinations .................................................................................................................................. 190 

Requirement To Notify Beneficiaries Of Protection Under Title VI .................................................... 191 

Contents ............................................................................................................................................ 191 

Effective Practices for Fulfilling the Notification Requirement ....................................................... 191 

Requirement To Develop Title Vi Complaint Procedures And Complaint Form................................. 191 

Requirement To Record And Report Transit-Related Title Vi Investigations, Complaints, And Lawsuits
 .............................................................................................................................................................. 192 

Promoting Inclusive Public Participation ............................................................................................. 192 

Requirement To Provide Meaningful Access To LEP Persons ............................................................ 193 

Four Factor Analysis ......................................................................................................................... 193 

Developing a Language Assistance Plan .......................................................................................... 195 

Safe Harbor Provision ....................................................................................................................... 196 

Minority Representation On Planning And Advisory Bodies............................................................... 196 

Determination Of Site Or Location Of Facilities .................................................................................. 197 

Requirement To Provide Additional Information Upon Request ......................................................... 197 

APPENDIX 9 Requirements and Guidelines for Fixed Route Transit Providers......................................... 198 

Introduction ........................................................................................................................................... 198 

Implementation ..................................................................................................................................... 199 



Page 9 of 206 
 

Requirement To Prepare And Submit A Title VI Program ................................................................... 199 

Requirement To Set System-Wide Service Standards And Policies .................................................... 200 

Effective Practices to Fulfill the Service Standard Requirement ...................................................... 200 

Vehicle load for each mode .................................................................................................................. 200 

Vehicle headway for each mode ........................................................................................................... 201 

On-time performance for each mode .................................................................................................... 201 

Service availability for each mode ........................................................................................................ 201 

Effective Practices to Fulfill the Service Policy Requirement .............................................................. 202 

Vehicle assignment for each mode ....................................................................................................... 202 

APPENDIX 10 Title VI and Limited English Proficiency Technical Assistance Resources........................... 204 

Relevant Websites ................................................................................................................................. 204 

FTA’s Title VI Website ........................................................................................................................ 204 

Federal Interagency Working Group on Limited English Proficiency ................................................. 204 

U.S. Department of Justice Civil Rights Division ................................................................................ 204 

Community Impact Assessment Website ............................................................................................. 204 

United We Ride..................................................................................................................................... 204 

Technical Assistance Products .............................................................................................................. 205 

“How to Engage Low-Literacy and Limited English Proficient Populations in Transportation Decision-
making.” ................................................................................................................................................ 205 

“Disaster Response and Recovery Resource for Transit Agencies” ..................................................... 205 

APPENDIX 11 City of Bowling Green Board of Commissioners Municipal Order and Approval ............... 206 

 

 

 

 

 

 

 

 

 



Page 10 of 206 
 

Policy Updates – Activity Log 
 
The City of Bowling Green will review its policy on an annual basis to determine if 
modifications are necessary. To be in compliance with FTA regulations and requirements under 
Title VI, the program administrator is hereby approved to make administrative changes to this 
document as needed without prior board approval from the City of Bowling Green Board of 
Commissioners. Furthermore, if there are major service changes to routes or the fare structure the 
City of Bowling Green Board of Commissioners will review for adoption and approval if 
needed. 
 
The City of Bowling Green will use the table below to record reviews/revisions made to the 
program.  
 
As applicable, the City of Bowling Green will discuss the Title VI Program requirements with its 
third-party transit contractors on an annual basis to ensure compliance with Title VI Program 
requirements. 
 

Date 
Activity 

(Review/Update/Addendum/ 
Adoption/Distribution) 

 
Person Responsible 

 
Notes 

12/07/2021  Adoption/Distribution Robert Gil/Nick 
Cook 

 

10/30/2021 Review/Update  Robert Gil/Nick 
Cook 

 

09/15/2020 Adoption Nick Cook  

05/16/2017 Adoption Nick Cook  
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Policy Statement 
 
The City of Bowling Green is committed to ensuring that no person is excluded from, 
participation in, denied the benefits of, or otherwise subjected to discrimination on the basis of 
race, color, national origin, disability, sex, age, religion, income status or limited English 
proficiency (LEP) in any and all programs, activities or services administered by the City of 
Bowling Green in accordance with Title VI of the Civil Rights Act of 19641 and related 
nondiscrimination authorities.  
 
The GO bg Transit System is a direct recipient with no subrecipients and operated by contracted 
services on behalf of the City of Bowling Green. Service is provided on multiple fixed routes, 
and complementary paratransit  services. Since City of Bowling Green does not have any 
subrecipients there are no monitoring procedures or processes used to aid subrecipients included 
for compliance in this document. 
 
The City of Bowling Green provides the community equal access to its public transportation 
services and is committed to enforcing its non-discrimination policy within all lines of business. 
It is the City’s policy to utilize its best efforts to make citizens aware of their rights as provided 
by Title VI of the Civil Rights Act of 1964. 
 
To this effect, it is the City of Bowling Green’s objective to: 

• Ensure that the level and quality of public transportation service is provided without 
regard to race, color, or national origin; 

• Identify and address, as appropriate, disproportionately high, and adverse human health, 
and environmental effects, including social and economic effects of programs and 
activities on minority populations and low-income populations; 

• Promote the full and fair participation of all affected populations in transportation 
decision making; 

• Prevent the denial, reduction, or delay in benefits related to programs and activities that 
benefit minority populations or low-income populations; 

• Ensure meaningful access to programs and activities by persons with limited English 
proficiency 

 
The City of Bowling Green’s Transit Manager (Transit Management Contractor) and the Transit 
Operations Contractor share the responsibility for carrying out the City’s commitment to Title 
VI. They are responsible for the day-to-day operation of the program and investigate all Title VI 
complaints that come through the complaint procedures process. 
 
The City of Bowling Green receives federal financial assistance to provide transportation service 
within the City Limits of the City of Bowling Green and to purchase vehicles to provide rides to 
elderly and persons with disabilities. 

 
1 Title VI of the Civil Rights Act of 1964 states “No person in the United Sates shall, on the grounds of race, color or national 
origin, be excluded from, participation in, denied the benefits of, or be subjected to discrimination under any program or 
activity receiving Federal financial assistance.” – Title 42 USC Section 2000d  
 

https://www.justice.gov/crt/fcs/TitleVI-Overview
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Purpose 
The purpose of this Title VI Program is necessary to carry out U.S. Department of 
Transportation (“DOT” or “the Department”) Title VI regulations (49 CFR part 21) and to 
integrate into City of Bowling Green’s public transportation program and activities, 
considerations expressed in the Department’s Policy Guidance Concerning Recipients’ 
Responsibilities to Limited English Proficient (“LEP”) Persons (70 FR 74087, December 14, 
2005). 
 
Authority 

a. Title VI of the Civil Rights Act of 1964, 42 U.S.C. § 2000d et seq. 
b. Federal Transit Laws, Title 49, United States Code, Chapter 53. 
c. 49 CFR § 1.51. 
d. 49 CFR part 21. 
e. 28 CFR § 42.401 et seq. 

 
Contact Information/Program Administration 
 
Neighborhood & Community Services Director 
The City of Bowling Green’s Neighborhood & Community Services Director will ensure 
compliance with Title VI of the Civil Rights Act of 1964 (42 U.S.C. 2000d) and the U.S. 
Department of Transportation implementing regulations. 
 

Name: Brent Childers 
Email: brent.childers@bgky.org 
Phone: (270) 393-3000 

 
Transit Manager 
The City of Bowling Green’s Transit Manager ensures Title VI Program compliance in 
accordance with the City of Bowling Green’s federally funded transportation activities. The 
Transit Manager has other duties and responsibilities in addition to the Title VI Program 
compliance. This position has a direct reporting relationship and access to the City of Bowling 
Green’s Neighborhood & Community Services Director.  
 

Name: Robert Gil III 
Email: robert.gil@ratpdev.com 
Phone: (270) 393-3695 

 
The Transit Manager is responsible for initiating, monitoring, and ensuring compliance of the 
City of Bowling Green’s nondiscrimination requirements, including the following activities: 
 Program Administration 

o Ensure compliance with federal Title VI Program requirements 
o Develop and implement the City of Bowling Green’s Title VI Program   
o Update and maintain Title VI Program policies and procedures 

 Complaints 
o Review, track, investigate and close Title VI Program complaints 

 Employee Training 

https://www.justice.gov/crt/fcs/TitleVI-Overview
mailto:brent.childers@bgky.org
mailto:robert.gil@ratpdev.com
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o Educate staff on Title VI Program requirements and procedures 
 Reporting 

o Prepare and submit Title VI Program reports per state and federal regulations 
 Public Dissemination 

o Notify the public of the City of Bowling Green’s Public Transit Nondiscrimination 
requirements via the City of Bowling Green’s public transportation area, on its 
website, in vehicles, etc.    

 Oversight 
o Ensure contractors and lessees adhere to Title VI Program requirements 

 
Notice of Nondiscrimination 
 
FTA Title VI Circular 4702.1B requires the City of Bowling Green as a recipient of federal 
financial assistance to notify the public of its obligations under U.S. Department of 
Transportation (DOT) Title VI regulations and the protections against discrimination afforded to 
them by Title VI.  
 
Title VI regulations require the City of Bowling Green to inform the public of their rights under 
Title VI by posting a Notice of Nondiscrimination. The Notice of Nondiscrimination should be 
posted in the following locations: agency website, public areas of the agency office, and as 
applicable, inside vehicles, rider guides/schedules, and transit shelters/facilities. 
 
The public notice must include a statement of nondiscrimination, information on how to request 
additional information about the agency’s Title VI obligations, including information on how to 
file a complaint, the location of the complaint form, etc., and information on how to request Title 
VI information in another language. 
The City of Bowling Green’s Notice of Nondiscrimination is provided in the following locations:  
 Agency website www.bgky.org/transit  
 Public area of the agency office (Lobby) 
 Inside vehicles 
 Rider Guides/Schedules 
 Transit Shelters and stations 

 
On English versions of the Notice of Nondiscrimination, a sentence is included in Spanish and 
Hmong to contact the City of Bowling Green at (270) 393-3695 if additional information is 
needed in another language. 
 
To view a copy of the City of Bowling Green’s Notice of Nondiscrimination, please see 
Appendix 1.  
 
Definitions 
Direct recipient means an entity that receives funding directly from FTA.  
 
Discrimination refers to any action or inaction, whether intentional or unintentional, in any 
program or activity of a Federal aid recipient, subrecipient, or contractor that results in disparate 

https://www.transit.dot.gov/sites/fta.dot.gov/files/docs/FTA_Title_VI_FINAL.pdf
http://www.bgky.org/transit
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treatment, disparate impact, or perpetuating the effects of prior discrimination based on race, 
color, or national origin. 
 
Disparate impact refers to a facially neutral policy or practice that disproportionately affects 
members of a group identified by race, color, or national origin, where the recipient’s policy or 
practice lacks a substantial legitimate justification and where there exists one or more 
alternatives that would serve the same legitimate objectives but with less disproportionate effect 
on the basis of race, color, or national origin. 
 
Disproportionate burden refers to a neutral policy or practice that disproportionately affects 
low-income populations more than non-low-income populations. A finding of disproportionate 
burden requires the recipient to evaluate alternatives and mitigate burdens where practicable. 
 
Disparate treatment refers to actions that result in circumstances where similarly situated 
persons are intentionally treated differently (i.e., less favorably) than others because of their race, 
color, or national origin. 
 
Fixed route refers to public transportation service provided in vehicles operated along pre-
determined routes according to a fixed schedule. 
 
Limited English Proficient (LEP) persons refers to persons for whom English is not their 
primary language and who have a limited ability to read, write, speak, or understand English. It 
includes people who reported to the U.S. Census that they speak English less than very well, not 
well, or not at all. 
 
Low-income person means a person whose median household income is at or below the U.S. 
Department of Health and Human Services (HHS) poverty guidelines. 
 

• Recipients are encouraged to use a locally developed threshold, such as the definition 
found in 49 U.S.C. 5302 as amended by MAP-21: “refers to an individual whose family 
income is at or below 150 percent of the poverty line (as that term is defined in Section 
673(2) of the Community Services Block Grant Act (42 U.S.C 9902(2)), including any 
revision required by that section) for a family of the size involved” or another threshold, 
provided that the threshold is at least as inclusive as the HHS poverty guidelines. 

 
Low-income population refers to any readily identifiable group of low-income persons who live 
in geographic proximity, and, if circumstances warrant, geographically dispersed/transient 
persons (such as migrant workers or Native Americans) who will be similarly affected by a 
proposed FTA program, policy, or activity. 
 
Metropolitan planning organization (MPO) means the policy board of an organization created 
and designated to carry out the metropolitan transportation planning process. 
 
Minority persons include the following: 
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a. American Indian and Alaska Native, which refers to people having origins in any of the 
original peoples of North and South America (including Central America), and who 
maintain tribal affiliation or community attachment. 

b. Asian, which refers to people having origins in any of the original peoples of the Far 
East, Southeast Asia, or the Indian subcontinent, including, for example, Cambodia, 
China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and 
Vietnam. 

c. Black or African American, which refers to people having origins in any of the Black 
racial groups of Africa. 

d. Hispanic or Latino, which includes persons of Cuban, Mexican, Puerto Rican, South or 
Central American, or other Spanish culture or origin, regardless of race. 

e. Native Hawaiian or Other Pacific Islander, which refers to people having origins in any 
of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands. 

 
Minority population means any readily identifiable group of minority persons who live in 
geographic proximity and, if circumstances warrant, geographically dispersed/transient 
populations (such as migrant workers or Native Americans) who will be similarly affected by a 
proposed DOT program, policy, or activity. 
Minority transit route means a route that has at least 1/3 of its total revenue mileage in a 
Census block or block group, or traffic analysis zone(s) with a percentage of minority population 
that exceeds the percentage of minority population in the transit service area. A recipient may 
supplement this service area data with route-specific ridership data in cases where ridership does 
not reflect the characteristics of the census block, block group, or traffic analysis zone. 
 
National origin means the particular nation in which a person was born, or where the person’s 
parents or ancestors were born. 
 
Noncompliance refers to an FTA determination that the recipient is not in compliance with the 
DOT Title VI regulations and has engaged in activities that have had the purpose or effect of 
denying persons the benefits of, excluding from participation in, or subjecting persons to 
discrimination in the recipient’s program or activity on the basis of race, color, or national origin. 
 
Non-profit organization A corporation or association determined by the Secretary of the 
Treasury to be an organization described by 26 U.S.C. 501(c) which is exempt from taxation 
under 26 U.S.C. 501(a) or one which has been determined under State law to be non-profit and 
for which the designated State agency has received documentation certifying the status of the 
non-profit organization. 
 
Predominantly minority area means a geographic area, such as a neighborhood, Census tract, 
block or block group, or traffic analysis zone, where the proportion of minority persons residing 
in that area exceeds the average proportion of minority persons in the recipient’s service area. 
 
Provider of fixed route public transportation (or “transit provider”) means any entity that 
operates public transportation service, and includes States, local and regional entities, and public 
and private entities. This term is used in place of “recipient” in chapter IV and is inclusive of 
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direct recipients, primary recipients, designated recipients, and subrecipients that provide fixed 
route public transportation service. 
 
Public transportation means regular, continuing shared-ride surface transportation services that 
are open to the general public or open to a segment of the general public defined by age, 
disability, or low income; and does not include Amtrak, intercity bus service, charter bus service, 
school bus service, sightseeing service, courtesy shuttle service for patrons of one or more 
specific establishments, or intra-terminal or intra- facility shuttle services. Public transportation 
includes buses, subways, light rail, commuter rail, monorail, passenger ferry boats, trolleys, 
inclined railways, people movers, and vans. Public transportation can be either fixed route or 
demand response service. 
 
Recipient as used in this document means any public or private entity that receives Federal 
financial assistance from FTA, whether directly from FTA or indirectly through a primary 
recipient. This term includes subrecipients, direct recipients, designated recipients, and primary 
recipients. The term does not include any ultimate beneficiary under any such assistance 
program. 
 
Subrecipient means an entity that receives Federal financial assistance from FTA through a 
primary recipient. 
 
Title VI Program refers to a document developed by an FTA recipient to demonstrate how the 
recipient is complying with Title VI requirements. Direct and primary recipients must submit 
their Title VI Programs to FTA every three years. The Title VI Program must be approved by the 
recipient’s board of directors or appropriate governing entity or official(s) responsible for policy 
decisions prior to submission to FTA.   
 
Environmental Justice 
Executive Order 12898, “Federal Actions to Address Environmental Justice in Minority 
Populations and Low-Income Populations,” was signed by President Clinton on February 11, 
1994. Subsequent to issuance of the Executive Order, the U.S. Department of Transportation 
(DOT) issued a DOT Order for implementing the Executive Order on environmental justice (EJ). 
The DOT Order (Order 5610.2(a), “Actions to Address Environmental Justice in Minority 
Populations and Low-Income Populations,” 77 FR 27534, May 10, 2012) describes the process 
the Department and its modal administrations (including FTA) will use to incorporate EJ 
principles into programs, policies, and activities. 
 
The Presidential memorandum accompanying EO 12898 identified Title VI of the Civil Rights 
Act of 1964 as one of several Federal laws that should be applied “to prevent minority 
communities and low-income communities from being subject to disproportionately high and 
adverse environmental effects.” According to the U.S. Department of Justice, “…the core tenet 
of environmental justice—that development and urban renewal benefitting a community as a 
whole not be unjustifiably purchased through the disproportionate allocation of its adverse 
environmental and health burdens on the community’s minority—flows directly from the 
underlying principle of Title VI (See Title VI Legal Manual, U.S. Department of Justice Civil 
Rights Division (2001), page 59). 
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Title VI prohibits discrimination by recipients of Federal financial assistance on the basis of race, 
color, and national origin, including the denial of meaningful access for limited English 
proficient (LEP) persons. Under DOT’s Title VI regulations, recipients of Federal financial 
assistance are prohibited from, among other things, using “criteria or methods of administering 
its program which have the effect of subjecting individuals to discrimination based on their race, 
color, or national origin.” For example, facially neutral policies or practices that result in 
discriminatory effects or disparate impacts violate DOT's Title VI regulations, unless the 
recipient can show the policies or practices are substantially justified and there is no less 
discriminatory alternative. In addition, Title VI and DOT regulations prohibit recipients from 
intentionally discriminating against people on the basis of race, color, and national origin. 
 

 Key Aspects of the 
Authorities 

   Title VI    Environmental Justice  

 
 
What is the basis for  
the authority? 

Title VI is a Federal statute and 
provides that no person shall, 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 basis for addressing 
environmental justice is an 
Executive Order: EO 12898 
directs each Federal agency to 
“make achieving environmental 
justice part of its mission.” The 
EO is intended to improve the 
internal management of the 
executive branch and not to create 
legal rights enforceable by a party 
against the U.S. 

 
 
 
What is the purpose of 
the authority? 

Title VI prohibits recipients of 
Federal financial assistance 
(e.g., states, local governments, 
transit providers) from 
discriminating on the basis of 
race, color, or national origin in 
their programs or activities, and 
it obligates Federal funding 
agencies to enforce compliance. 

EO 12898 calls on each Federal 
agency to achieve 
"environmental justice...by 
identifying and addressing, as 
appropriate, disproportionately 
high and adverse human health 
or environmental effects of its 
programs, policies, and 
activities on minority 
populations and low- income 
populations. " 

 
 
To whom does the 
authority apply? 

Title VI is a Federal law that 
applies to recipients and 
subrecipients of Federal 
financial assistance (e.g., States, 
local governments, transit 
providers), and not to DOT 
itself. 

EO 12898 applies to Federal 
agency actions, including 
DOT’s and FTA’s actions. Title 
VI is one of the tools used by 
Federal agencies to implement 
this directive. 
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What does the authority 
require, and of whom? 

Under Title VI, DOT has the 
responsibility to provide 
oversight of recipients and to 
enforce their compliance with 
Title VI, to ensure that 
recipients do not use DOT funds 
to subsidize discrimination 
based on race, color, or national 
origin. 

EO 12898 is a directive from 
the President of the United 
States to Federal agencies 
intended to improve the internal 
management of the Federal 
government. DOT issued its 
own Order implementing EO 
12898 and updated the Order in 
May 2012 (Order 5610.2(a)). 

 
 
 
What does the authority 
say with regard to 
negative effects or 
impacts? 

In accordance with 49 CFR part 
21 and Title VI case law, if an 
otherwise facially neutral 
program, policy, or activity will 
have a discriminatory impact on 
minority populations, that 
program, policy, or activity may 
only be carried out if (1) the 
recipient can demonstrate a 
substantial legitimate 
justification for the program, 
policy, or activity; (2) there are 
no comparably effective 
alternative practices that would 
result in less-disparate impacts; 
and (3) the justification for the 
program, policy or activity is 
not a pretext for discrimination.  

In accordance with EO 12898 
and the DOT Order on EJ, if a 
DOT program, policy, or 
activity will have a 
disproportionately high and 
adverse effect on minority or 
low-income populations, that 
program, policy, or activity 
may only be carried out if 
further mitigation measures or 
alternatives that 
would reduce the 
disproportionately high and 
adverse effects are not 
practicable. In determining 
whether a mitigation measure 
or an alternative is 
“practicable,” the social, 
economic (including costs) and 
environmental effects of 
avoiding or mitigating the 
adverse effects will be 
considered. 

Key Aspects of the 
Authorities 

   Title VI    Environmental Justice  

 
 
 

Does the authority 
create any rights 
or remedies? 

Title VI allows persons 
alleging discrimination based 
on race, color, or national 
origin by recipients of Federal 
funds to file administrative 
complaints with the Federal 
departments and agencies that 
provide financial assistance. 
Persons alleging intentional 
discrimination (i.e., disparate 
treatment) may bring a court 
action seeking to enforce Title 

EO 12898 establishes the 
Executive Branch policy on 
environmental justice; it is 
not enforceable in court and 
does not create any rights or 
remedies. 
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VI but cannot do so with 
regard to allegations of 
discrimination based on 
agency disparate impact 
regulations. Disparate impact 
claims may be filed with the 
Federal agency. 

 

Program Overview and FTA Requirements 
Program Objectives 
The direction, guidance and procedures in this document will help FTA recipients to: 
 

a. Ensure that the level and quality of public transportation service is provided in a 
nondiscriminatory manner; 

 
b. Promote full and fair participation in public transportation decision-making without 

regard to race, color, or national origin; 
 

c. Ensure meaningful access to transit-related programs and activities by persons with 
limited English proficiency. 

 
Statutory Authority  
Section 601 of Title VI of the Civil Rights Act of 1964 states the following: 
 
No person in the United States shall, on the ground 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. 
 
Therefore, compliance with this Circular does not relieve a recipient from the requirements and 
responsibilities of the DOT Title VI regulation at 49 CFR part 21, or any other requirements 
under other Federal agencies’ Title VI regulations, as applicable. This Circular only provides 
guidance on the transit-related aspects of an entity’s activities. Recipients are responsible for 
ensuring that all of their activities follow Title VI. In other words, a recipient may engage in 
activities not described in the Circular, such as ridesharing programs, roadway incident response 
programs, or other programs not funded by FTA, and those programs must also be administered 
in a nondiscriminatory manner. 
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Regulatory Authority  
The U.S. Department of Justice (“DOJ”) Title VI regulations can be found at 28 CFR § 42.401 et 
seq., and 28 CFR § 50.3. The U.S. Department of Transportation (“DOT”) Title VI 
implementing regulations can be found at 49 CFR part 21. 
 
All programs receiving financial assistance from FTA are subject to Title VI of the Civil Rights 
Act of 1964 (42 U.S.C. 2000d) and DOT’s implementing regulations. In addition, DOJ’s 
regulations require agencies such as DOT to issue guidelines to recipients to provide detailed 
information on the requirements of Title VI. In order to assist recipients in carrying out the 
provisions of DOT’s Title VI regulations, each of the requirements in this Circular includes a 
reference to the corresponding provision of 49 CFR part 21. 
 
Additional Documents  
In addition to the above-listed statute and regulations the following documents incorporate Title 
VI principles: 

a. The Department’s Policy Guidance Concerning Recipients’ Responsibilities to Limited 
English Proficient Persons (“DOT LEP Guidance”), 70 FR 74087, (December 14, 2005). 
This guidance is based on the prohibition against national origin discrimination in Title 
VI of the Civil Rights Act of 1964, as it affects limited English proficient persons. 

 
b. Section 12 of FTA’s Master Agreement, which provides, in pertinent part, that recipients 

agree to comply, and assure the compliance of each subrecipient, lessee, third party 
contractor, or other participant at any tier of the Project, with all provisions prohibiting 
discrimination on the basis of race, color, or national origin of Title VI of the Civil Rights 
Act of 1964, as amended, 42 U.S.C. §§ 2000d et seq., and with U.S. DOT regulations, 
“Nondiscrimination in Federally-Assisted Programs of the Department of 
Transportation—Effectuation of Title VI of the Civil Rights Act,” 49 CFR part 21. 
Except to the extent FTA determines otherwise in writing, recipients agree to follow all 
applicable provisions of the most recent edition of FTA Circular 4702.1B, “Title VI 
Requirements and Guidelines for Federal Transit Administration Recipients,” and any 
other applicable Federal directives that may be issued. Unless FTA states otherwise in 
writing, the Master Agreement requires all recipients to comply with all applicable 
Federal directives. 

Reporting Requirements 
Title 49 CFR Section 21.9(b) requires recipients to “keep such records and submit to the 
Secretary timely, complete, and accurate compliance reports at such times, and in such form and 
containing such information, as the Secretary may determine to be necessary to enable him to 
ascertain whether the recipient has complied or is complying with [49 CFR part 21].” FTA 
requires that all direct and primary recipients document their compliance by submitting a Title 
VI Program to their FTA regional civil rights officer once every three years. The Title VI 
Program must be approved by the direct or primary recipient’s board of directors or appropriate 
governing entity or official(s) responsible for policy decisions prior to submission to FTA. FTA 
will review and concur or request the recipient provide additional information. 
 
Chapters III, IV, V, and VI and appendices of FTA C4702.1b detail the specific information that 
shall be included in Title VI Programs, based on recipient characteristics. 
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Applicability To Contractors 
Contractors and subcontractors are responsible for complying with the Title VI Program of the 
recipient with whom they are contracting. Contractors are not required to prepare or submit Title 
VI Programs. Recipients are responsible for ensuring that contractors are following the Title VI 
Program and complying with Title VI. 
 

Title VI Complaint Procedure and Complaint Form 
 

The City of Bowling Green, as a recipient of federal financial assistance must develop a 
procedure for investigating, tracking, and resolving Title VI Program and LEP complaints and 
make the procedures available to the public upon request.  
 
Any person, group or firm that believes they’ve been discriminated against on the basis of race, 
color, national origin, disability, sex, age, religion, income status or limited English proficiency 
(LEP) by the City of Bowling Green may file a civil rights complaint.  
 
Scope of Civil Rights Complaints 
 
The scope of civil rights complaints covers all internal and external City of Bowling Green 
activities. Adverse impacts resulting in civil rights complaints can arise from many sources 
including the delivery of programs and services, or advertising, bidding and contracts.  
 
Complaints can originate as a result of project and program impacts on individuals or groups. 
Examples include social and economic impacts such as access to programs, activities and 
services, failure to maintain facilities and vehicles, traffic, noise, air quality, and accidents.  
Complaints can also originate from individuals or firms alleging inability to bid upon or obtain a 
contract with City of Bowling Green for the furnishing of goods and services. Examples include 
advertising for bid proposals; prequalification or qualification requirements; bid awards; 
selection of contractors, subcontractors, material and equipment suppliers, lessors, vendors, 
consultants, etc. 
 
The City of Bowling Green’s complaint procedure is shown in Appendix 2 and made available 
in the following locations: 
 
 Agency website, either as a reference in the Notice of Nondiscrimination or in its entirety  
 Agency office (Lobby)  

 
A copy of the City of Bowling Green’s Complaint Form is shown in Appendix 3.  
 
Civil Rights Investigations 
 
Recipients of federal financial assistance are required to maintain a list of any complaints 
alleging discrimination. The list shall include the date the civil rights complaint, investigation, or 
lawsuit was filed, a summary of the allegation(s), the status of the complaint, investigation, or 
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lawsuit, actions taken by the recipient in response, and final findings related to the complaint, 
investigation, or lawsuit.  
 
Appendix 4 is the City of Bowling Green’s procedure and tracking mechanism to investigate, 
track and resolve complaints.  
 
Since the last update of this Title VI Program, there has been no transportation related civil rights 
investigations, complaints, or lawsuits filed with the City of Bowling Green.  
 
Public Participation Plan 
 
Recipients of federal financial assistance are required to develop a public participation plan that 
includes outreach strategies and participation techniques to engage the public including minority, 
low-income, and limited English proficient (LEP) populations, as well as a summary of outreach 
efforts made since the last Title VI Program.  
 
While traditional means of seeking public participation may not reach all individuals, or might 
not allow for meaningful avenues of input, the intent of this effort is to take reasonable actions to 
provide opportunities for historically under-served populations to participate in transportation 
decision making efforts.  
 
A copy of the City of Bowling Green’s Public Participation Plan is shown in Appendix 5.  
Limited English Proficiency (LEP) Plan 
 
As a recipient of federal USDOT funding, the City of Bowling Green is required under Title VI 
of the Civil Rights Act of 1964 and Executive Order 13166 to develop and implement a plan to 
ensure accessibility to its programs and services for persons who are not proficient in the English 
Language.  
 
A copy of the City of Bowling Green’s Limited English Proficiency (LEP) Plan is shown in 
Appendix 6.   
 
The LEP plan outlines the policies and procedures the City of Bowling Green will use to address 
the needs of persons with limited English proficiency (LEP) that wish to participate in City of 
Bowling Green programs and services.   

https://www.justice.gov/crt/fcs/TitleVI
https://www.justice.gov/crt/fcs/TitleVI
https://www.justice.gov/crt/executive-order-13166
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APPENDIX 1 Title VI - Notice of Nondiscrimination to the Public - ENGLISH 
Notice of Nondiscrimination  

BE AWARE of YOUR RIGHTS as PROTECTED UNDER TITLE VI OF THE CIVIL RIGHTS ACT OF 
1964 

 
City of Bowling Green  

 
 The City of Bowling Green is committed to ensuring that no person is excluded from, participation in, 

denied the benefits of, or otherwise subjected to discrimination on the basis of race, color, national origin, 
disability, sex, age, religion, income status or limited English proficiency (LEP) in any and all programs, 
activities or services administered by the City of Bowling Green in accordance with Title VI of the Civil 
Rights Act of 1964 and related nondiscrimination authorities.  
 

 Any person who believes they’ve been aggrieved by any unlawful discriminatory practice may file a 
complaint with the City of Bowling Green. Filing a Title VI complaint is easy, just go to 
www.bgky.org/transit and locate the Title VI Complaint Form under documents, download it, fill it out, 
mail, email, or submit the form in person to the office below. Title VI Complaint Forms are available at the 
address below at suite 1 or 2, or by asking a transit employee to include bus drivers. 
 

 For additional information on the City of Bowling Green’s civil rights program, and the procedures to file a 
complaint, contact:  
 
Contact:  
Robert Gil  
304 E 11th Ave,  
Suite 2, Bowling Green, Kentucky 42101.   
(270) 393-3695 or (270) 782-3163 
TTY: (270) 782-3162 
KY Relay Service Dial 7-1-1  
email robert.gil@ratpdev.com 
 
For more information, visit www.bgky.org/transit    
 

 To file a discrimination complaint, the written complaint must be filed to the address above within 
180 days of the alleged discrimination. To accommodate limited English proficient individuals, oral 
complaints to be documented and/or translated may also be given at the above address.    
 

 A complainant may file a complaint directly with the Federal Transit Administration by filing a complaint 
with the Office of Civil Rights, Attention: Title VI Program Coordinator, East Building, 5th Floor-TCR, 1200 
New Jersey Ave., SE Washington, DC, 20590. 
 

 If information is needed in another language, contact (270) 393-3695. 
Si se necesita informacion en otro idioma de contacto, (270) 393-3695. 
 

 

http://www.bgky.org/transit
mailto:robert.gil@ratpdev.com
http://www.bgky.org/transit
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APPENDIX 1 Title VI - Notice of Nondiscrimination to the Public – ARABIC 
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APPENDIX 1 Title VI - Notice of Nondiscrimination to the Public – BOSNIAN 
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APPENDIX 1 Title VI - Notice of Nondiscrimination to the Public – BURMESE 
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APPENDIX 1 Title VI - Notice of Nondiscrimination to the Public – KAREN 
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APPENDIX 1 Title VI - Notice of Nondiscrimination to the Public – KARENNI 
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APPENDIX 1 Title VI - Notice of Nondiscrimination to the Public – KISWAHILI 
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APPENDIX 1 Title VI - Notice of Nondiscrimination to the Public – SPANISH 
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APPENDIX 2 Complaint Procedure - ENGLISH 
 

The City of Bowling Green is committed to a policy of non-discrimination in the conduct of its 
business, including its Title VI responsibilities for the delivery of equitable and accessible 
transportation services. It is the City’s policy to utilize its best efforts to assure that no person 
shall, 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 its program of transit service 
delivery and related benefits. 
 
These procedures cover all complaints filed under Title VI of the Civil Rights Act of 1964, 
Section 504 of the Rehabilitation Act of 1973, and the Americans with Disabilities Act of 1990, 
for alleged discrimination in any program or activity administered by the City. 
 
These procedures do not deny the right of the complainant to file formal complaints with other 
State or Federal agencies or to seek private counsel for complaints alleging discrimination. Every 
effort will be made to obtain early resolution of complaints at the lowest level possible. Any 
individual, group of individuals or entity that believes they have been subjected to discrimination 
prohibited under Title VI and related statutes may file a complaint. 
 
The City of Bowling Green’s Complaint Procedure is made available in the following locations:  
 
 Agency website, www.bgky.org/transit either as a reference in the Notice of 

Nondiscrimination or in its entirety  
 Agency office located at 304 E 11th Ave, Suite 1 & 2, Bowling Green, KY 42101 in the 

lobby and common areas 
 

 
Any person who believes they’ve been discriminated against on the basis of race, color, national 
origin, disability, sex, age, religion, income status or limited English proficient (LEP) by the City 
of Bowling Green may file a complaint by completing and submitting the City of Bowling 
Green’s Complaint Form found on www.bgky.org/transit under documents. The form can be 
submitted by email at robert.gil@ratpdev.com, mail at the address here or in person at the 304 E 
11th Ave, Suite 1 or Suite 2, Bowling Green, KY 42101 addressed to the Transit Manager.  
 
The Complaint Form may also be used to submit general complaints to the City of Bowling 
Green.  
 
The City of Bowling Green investigates complaints received no more than 180 calendar days 
after the alleged incident. The City of Bowling Green will process complaints that are complete. 
 
Complaints shall be in writing and signed by the individual or his/her representative, and will 
include the complainant’s name, address and telephone number, name or description of alleged 
discriminating respondent, basis of complaint (race, color, or national origin), and the date of 
alleged act(s). A statement detailing the facts and circumstances of the alleged discrimination 
must accompany all complaints. 
 

http://www.bgky.org/transit
http://www.bgky.org/transit
mailto:robert.gil@ratpdev.com


Page 35 of 206 
 

The City of Bowling Green strongly encourages the use of the official Title VI Complaint Form 
when filing official complaints. Reasonable measures will be undertaken to preserve any 
information that is confidential. 
 
The preferred method is to file your complaint in writing using the Title VI Complaint Form, and 
sending it to: 
 
City of Bowling Green  
Transit Manager 
Robert Gil 
304 East Eleventh Ave.  
Suite 2  
Bowling Green, KY 42101 
 
In the case where a Complainant is unable or incapable of providing a written statement, a verbal 
complaint of discrimination may be made to the Transit Manager of the City of Bowling Green. 
Under these circumstances, the Complainant will be interviewed, and the Transit Manager will 
assist the Complainant in converting the verbal allegations to writing. The City will provide 
appropriate assistance to complainants who are limited in their ability to communicate in 
English. 
 
Once the complaint is received, the City of Bowling Green will review the complaint and work 
to resolve the complaint informally, if possible. 
 
If the complaint warrants a formal civil rights complaint process, the City of Bowling Green will 
follow the steps listed in this complaint procedure. The City of Bowling Green may also use this 
formal procedure to address general complaints. If the City of Bowling Green determines it has 
jurisdiction the complainant will receive an acknowledgement letter stating the complaint will be 
investigated by the City of Bowling Green as a civil rights complaint.  
 
When a complaint is received, the Transit Manager will provide written acknowledgment to the 
Complainant, within 15 calendar days by registered mail. 
 
Within 20 calendar days from receipt of a complete complaint, the City will determine its 
jurisdiction in pursuing the matter and whether the complaint has sufficient merit to warrant 
investigation. Within 27 calendar days from receipt of the complete complaint, the Transit 
Manager or his/her authorized designee will notify the Complainant and alleged discriminating 
respondent, by registered mail, informing them of the disposition. 
 

1. If the decision is not to investigate the complaint, the notification shall specifically state 
the reason for the decision. 

2. If the complaint is to be investigated, the notification shall state the grounds of the City’s 
jurisdiction, while informing the parties that their full cooperation will be required in 
gathering additional information and assisting the investigator. 
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When the City of Bowling Green does not have sufficient jurisdiction, the Transit Manager or 
his/her authorized designee will refer the complaint to the appropriate State or Federal agency 
holding such jurisdiction. 
 
If the complaint has investigative merit, the Transit Manager or his/her authorized designee will 
fully investigate the complaint.  
 
If a complaint is deemed incomplete, additional information will be requested, and the 
Complainant will be provided 45 calendar days to submit the required information. Failure to do 
so may be considered cause for a determination of no investigative merit and the case will be 
closed. 
 
If the investigator is not contacted by the complainant or does not receive the additional 
information within 45 calendar days, the City of Bowling Green will administratively close the 
case. A case will be administratively closed also if the complainant no longer wishes to pursue 
their case. 
 
A complete investigation will be conducted, and an investigative report will be submitted to the 
City Manager within 60 calendar days from receipt of the complaint. The report will include a 
narrative description of the incident, summaries of all persons interviewed, and a finding with 
recommendations and conciliatory measures where appropriate. If the investigation is delayed 
for any reason, the Transit Manager will notify the appropriate authorities, and an extension will 
be requested. 
 
The City of Bowling Green has 90 calendar days to investigate the civil rights complaint. If more 
information is needed to resolve the case, the City of Bowling Green may contact the 
complainant.  
 
The City Manager or his/her authorized designee will issue letters of finding to the Complainant 
and Respondent within 90 calendar days from receipt of the complaint. 

After the investigator investigates the complaint, one of two (2) letters will be issued to the 
complainant by the office of the City Manager: a closure letter or a letter of finding (LOF).  
 A closure letter summarizes the allegations and states that there was not a Title VI 

violation and that the case will be closed.  
 A letter of finding (LOF) summarizes the allegations and the interviews regarding the 

alleged incident, and explains whether any disciplinary action, additional training of the 
staff member, or other action will occur.  

 
If the complainant wishes to appeal the decision, the complainant has 60 calendar days after the 
date of the letter or the LOF to do so.  
 
A person may also file a complaint directly with the Federal Transit Administration, at FTA 
Office of Civil Rights, Attention: Title VI Program Coordinator, East Building, 5th floor -
TCR, 1200 New Jersey Avenue SE, Washington, DC 20590. 
 
Process Timeline 
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Notice* Complaints over 180 calendar days after the alleged incident will not be accepted. 
 
Complaint Received & Acknowledged – 15 calendar days  
Jurisdiction identified – 20 calendar days 
Notification of Identified Jurisdiction to complainant – 27 calendar days 
If more information is required complainant must respond – 45 calendar days 
Completed initial investigation report sent to City Manager – 60 calendar days 
Letter from the Office of the City Manager – 90 calendar days 
Appeal – 60 business days from the date of the closure letter or Letter of Finding (LOF) 
  
If information is needed in another language, then contact 270-393-3695.  
Si se necesita informacion en otro idioma de contacto, 270-393-3695. 
Yog muaj lus qhia ntxiv rau lwm hom lus, hu rau 270-393-3695. 
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APPENDIX 2 Complaint Procedure – ARABIC 
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APPENDIX 2 Complaint Procedure – BOSNIAN 
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APPENDIX 2 Complaint Procedure – BURMESE 
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APPENDIX 2 Complaint Procedure – KAREN 
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APPENDIX 2 Complaint Procedure – KARENNI 
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APPENDIX 2 Complaint Procedure – KISWAHILI 

 



Page 67 of 206 
 

 



Page 68 of 206 
 

 



Page 69 of 206 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Page 70 of 206 
 

APPENDIX 2 Complaint Procedure - SPANISH 
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APPENDIX 3 Complaint/Comment Form - ENGLISH 
 
City of Bowling Green is committed to providing you with safe and reliable transportation services 
and we want your feedback. Please use this form for suggestions, compliments, and complaints.  
 
Please submit this form electronically by emailing the document to robert.gil@ratpdev.com or in 
person at the address below.  
 
City of Bowling Green 
Robert Gil  
Transit Manager 
304 E 11th Ave  
Suite 2  
Bowling Green, Kentucky 42101 
  
You may also call us at (270) 393-3695. Please make sure to provide your contact information in 
order to receive a response. 

 

Section A: Accessible Format Requirements 
Please check the preferred format for this document 

☐ Large Print ☐ TDD or 
Relay 

☐ Audio 
Recording 

☐ Other (if selected please state what 
type of format you need in the box 
below) 

 

Section B: Contact Information 

Name   
Telephone Number (including area code)  
 
 

Address  City  

State  Zip Code  

Email Address  

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

If no, please provide the name and relationship of the person for whom you are complaining and why 
you are completing the form on their behalf in the box below. 

 

mailto:robert.gil@ratpdev.com


Page 75 of 206 
 

 
 
Section C: Type of Comment  
What type of comment are you providing? Please check which category best applies. 

☐ Complaint ☐ Suggestion ☐ Compliment ☐ Other 

Which of the following describes the nature of the comment? Please check one or more of the 
check boxes. 

☐ Race ☐ Color ☐ National Origin ☐ Religion 

☐ Age ☐ Sex ☐ Service ☐ Income Status 

☐ Limited English Proficient (L.E.P) ☐ Americans with Disability Act (A.D.A) 

 
 
Section D: Comment Details 
Please answer the questions below regarding your comment 
Did the incident occur on the following type 
of service? Please check any box that may 
apply.  

☐ Paratransit ☐ Shared Ride 
Taxi ☐ Bus 

What was the date of the occurrence?   

What was the time of the occurrence?  

What is the name or identification of the 
employee or employees involved?  

What is the name or identification of 
others involved, if applicable?  

What was the number or name of the route 
you were on, if applicable?   

What was the direction or destination you 
were headed to when the incident occurred, 
if applicable? 

 

Where was the location of the occurrence?  

Please confirm that you have obtained the permission of the aggrieved 
party if you are filing on behalf of a third party. ☐ Yes ☐ No 
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Was the use of a mobility aid involved in the 
incident? ☐ Yes     ☐ No 

Please add any additional descriptive details 
about the incident.   

In the box below, please explain as clearly as possible what happened and why you believe 
you were discriminated against. 

 

 
 

Section E: Follow-up 

May we contact you if we need more details or 
information? ☐ Yes     ☐ No 

If yes, how would you best liked to be reached? Please select your preferred form of contact 
below 

  ☐ Phone  ☐ Email  ☐ Mail 

If you would prefer to be contacted by phone, please list the best day and time to reach you. 

  

 
 
Section F: Desired Outcome 

Please list below, what steps you would like taken to address the conflict or problem. 

 

If applicable, please list below all additional agencies you have filed this complaint with such 
as Federal, State, Local agencies, or with any Federal or State Court. Please include the 
contact information to where the complaint was sent.  

 

 
 

Section G: Signature 
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Please attach any documents you have which support the allegation. Then date and sign 
this form and send it to the City of Bowling Green. 

Name  Date:  

Signature  
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APPENDIX 3 Complaint/Comment Form – ARABIC 
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APPENDIX 3 Complaint/Comment Form – BOSNIAN 
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APPENDIX 3 Complaint/Comment Form – BURMESE 
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APPENDIX 3 Complaint/Comment Form – KAREN 
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APPENDIX 3 Complaint/Comment Form – KARENNI 
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APPENDIX 3 Complaint/Comment Form – KISWAHILI 
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APPENDIX 3 Complaint/Comment Form - SPANISH 
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APPENDIX 4 List of Complaints, Investigations and Lawsuits2 
 
The City of Bowling Green maintains a log to track and resolve transit related complaints, 
investigations, and lawsuits.  

Check One:  

X 

 
Since the last update of this Title VI Program, there has been no transportation 
related civil rights investigations, complaints, or lawsuits filed with the City of 
Bowling Green. 

 
 

 
There have been investigations, complaints and/or lawsuits filed against us. See 
list below. Attach additional information as needed.   

 

Type 
Complaint 

Investigation 
Lawsuit 

 
Date 

(Month,  
Day, 
Year) 

 
Complainant

’s 
Name/Addres

s 

 
Basis of 

Complaint
3 
 

 
Summary 
Complaint 
Description 

 
 

Status 

 
Action Taken/  
Final Outcome 

 if Resolved 

None N/A N/A N/A N/A N/A N/A 
 
 
  

 
2 Lawsuit: The protected class under Title II is disability. The protected classes under Title VI are Race, Color 
and Nation Origin.  
 

3 Basis of Complaint: Specify Race, Color, National Origin, Disability, Religion, Sex, Age, Service, Income 
Status, Limited English Proficient (LEP), Safety, Other 



Page 112 of 206 
 

APPENDIX 5 Public Participation Plan 
 
The purpose of the Public Participation Plan is to establish procedures that allow for, 
encourage, and monitor participation of all citizens within the City of Bowling Green service 
area including but not limited to low income and minority individuals, and those with limited 
English proficiency (LEP).  
 
While traditional means of soliciting public participation may not reach such individuals, or 
might not allow for meaningful avenues of input, the intent of this effort is to take reasonable 
actions to provide opportunities for historically under-served populations to participate in 
transportation decision making efforts.  
 
Goal 
The goal of public participation is to offer real opportunities for the engagement of all citizens 
within the City of Bowling Green service area to participate in the development of plans, 
programs, and services.  
Strategies  
In order to promote inclusive public participation, the City of Bowling Green uses the following 
strategies, as appropriate.  

o Coordination and Consultation 
o Coordinate and consult with partners, stakeholders, program participants and their 

caregivers, and the public affected by the distribution of state and federal transit 
grant programs. 
 

o Seek guidance and input from the Kentucky Office of Transportation Delivery on 
public participation mechanisms and strategies.    

o Maintain an electronic distribution list of all potential program participants, 
partners, stakeholders, etc. 
 

o Accessibility and Information  
o Meetings 

 Adhere to state and federal public hearing requirements 
 Provide a general notification of meetings, particularly forums for public 

input, in a manner that is understandable to all populations in the area. 
 Hold meetings in locations which are accessible and reasonably 

welcoming to all area residents including, but not limited to, low-income 
and minority members of the public. 

 Employ different meeting sizes and formats 
 Provide avenues for two-way flow of information and input from 

populations which are not likely to attend meetings. 
 

o Make public information available in electronically accessible formats 
o Use social media in addition to other resources to gain public participation  
o Use radio, television, or newspaper ads on stations and in publications that serve 

LEP populations. Outreach to LEP populations may also include audio 
programming available on podcasts. 
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o Expand traditional outreach methods by visiting ethnic stores/markets and 
restaurants, community centers, libraries, faith-based institutions, local festivals, 
etc. 

 
o Timeliness  

o Provide timely information about state and federal grant programs to affected 
program participants, the public, partner agencies, and other interested parties. 
 

o Provide adequate notice of public participation activities and time for public 
review and comment.   

 
o Public Comment 

o Work openly and diligently to incorporate public comments received and to notify 
respondents of final plans, reports, programs, etc. 

o Provide for early, frequent, and continuous engagement by the public 
 
  

o Social/Environmental Justice 
o Seek and consider the needs of those traditionally underserved by participating in 

outreach efforts that address the needs of minority persons, the elderly, persons 
with disabilities, limited English Proficient individuals, and low-income 
households.  
 

o Determine what non-English languages and other cultural barriers exist to public 
participation within the City of Bowling Green service area.  
 

o Training 
o Participate in training to continuously improve the knowledge and understanding 

of civil rights and environmental justice principles.   
 

o Evaluation 
o Document and maintain records of public outreach efforts. 
o Review the effectiveness of public participation activities. 
o Seek news ways to providing public input opportunities.   

 
Participation Techniques 
The City of Bowling Green will use the following participation techniques as deemed 
appropriate. Participation techniques will be reviewed and modified each year, as necessary. If 
new techniques are tried and found to be successful, this list will be updated to include the new 
techniques.  

o Booth at Community events (craft fair, festival, farmers market, parades, etc.) 
o Advisory meetings and committees 
o Direct mailings (letters, fliers, etc.) 
o Website and social media 
o Project-specific newsletter articles 
o Public information meetings 
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o Legal advertisements 
o Presentations to community partners, citizens/residents, etc. 
o Press releases, meetings with local media representatives 
o Surveys (telephone, internet, and public information meetings) 
o Work with partner organizations 

 
Public Outreach Activities 
Before significant changes are made that would affect any person’s ability to access 
transit services, City of Bowling Green Staff and its contractors associated with the 
public transit program will seek and document commentary and other input from all 
parties and representatives from community-based organizations.  
 
When decisions are made that directly affect the overall level of service provided, all 
individuals and entities are given access and the opportunity to provide commentary. 
These decisions would include change in service, fee changes, additional routes, changes 
in para-transit services or any other effective decision. Individuals and entities will be 
provided the opportunity to make comments either in person or in writing to the City of 
Bowling Green Transit Manager. 
 
Bowling Green is home to several local organizations that provide essential services to 
low income residents. The City of Bowling Green will discuss proposed changes with 
these organizations to determine how the change might impact their clientele. 
 
The City of Bowling Green monitors Title VI compliance by reviewing complaints, if 
received, monthly reports and monthly DBE reports. The City has membership on the 
Transit Advisory Committee to assist in making sure that services are provided equally 
and fairly. The Transit Manager routinely make presentations to the Bowling Green 
Board of Commissioners and work directly with staff on changes and updates to the 
Transit program. 
 
The City of Bowling Green posts a copy of its Title VI public notice in the common areas  
of the offices of the Department of Neighborhood and Community Services and on the 
City of Bowling Green website located at www.bgky.org. The notice is available in 
English, Spanish, and Bosnian. These represent the three main languages spoken in the 
city, as determined in the City of Bowling Green LEP Plan. 
The City of Bowling Green operates the public transit system through contracted firms. 
The City uses a variety of methods to disseminate Title VI information to its riders. Title 
VI notices are made available in English, Spanish and Bosnian. Contractors for GO bg 
Transit posts similar notices in the following locations: 
Location                                                                                            Area(s) 
Downtown Transit Center    Lobby 
    Driver’s Room 
     Maintenance Shop 
All Revenue Vehicles    Behind the Driver 
 

http://www.bgky.org/


Page 115 of 206 
 

Summary of Outreach Activities  
The City of Bowling Green maintains a summary of the various types of outreach activities it 
uses to promote inclusive public participation. On an annual basis, the City of Bowling Green 
reviews its summary of outreach activities to determine if additional or different strategies are 
needed to promote inclusive public participation. 
 
The direct public outreach and participation activities conducted by the City of Bowling Green 
are summarized below. Efforts include meetings, surveys, focus groups, attendance at 
community events, etc.  
 
Information collected on the size, location, meeting format, number of attendees, etc. as well as 
the scope of the distribution method (i.e., information posted to social media, fliers in grocery 
stores and community centers, etc.) will be used for future planning efforts.   
 

Summary of Outreach Activities 

Event 
Date 

Name of  
Event/Activity  

Date Publicized 
and  

Communication 
Method  

(Public Notice, 
Posters,  

Social Media, etc.) 

 
Outreach 
Method  

(Meeting,  
Focus Group, 
Survey, etc.). 

 
Staff  

Members Responsible Notes 
 

11/12/19 GO bg Transit 
Customer 

Satisfaction 
Survey 

11/12/2019                       
Onboard Bus Survey 

Survey                            
(Face-to-Face) 

Carroll Duckworth First/Last 
response 
received 

11/12/19 & 
12/13/19 

02/09/21 GO bg Transit 
Development 

Study 

Direct E-Mail Stakeholder 
Focus Group 

GO bg Transit 
Administration/BG&WC 

MPO 

Michael 
Baker 

International 
02/10/21 GO bg Transit 

Development 
Study 

Direct E-Mail Stakeholder 
Focus Group 

GO bg Transit 
Administration/BG&WC 

MPO 

Michael 
Baker 

International 
02/10/21 

to 
02/23/21 

GO bg Transit 
Development 

Study  

Direct E-Mail, Public 
Notice, Social Media 

Survey GO bg Transit 
Administration/BG&WC 

MPO 

Michael 
Baker 

International 
02/16/21 GO bg Transit 

Development 
Study  

Direct E-Mail, Public 
Notice, Social Media 

Public Virtual 
Meeting 

GO bg Transit 
Administration/BG&WC 

MPO 

Michael 
Baker 

International 
02/16/21 GO bg Transit 

Development 
Study  

Direct E-Mail  Local Officials 
Meeting 

GO bg Transit 
Administration/BG&WC 

MPO 

Michael 
Baker 

International 
 
The City of Bowling Green is governed by an elected Board of Commissioners (4) that each 
serves a two-year term and a mayor that serves a four-year term. The Board of Commissioners 
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appoints members to a total of 33 separate boards, none of which oversee the operation or 
management of the transit program.  

The City of Bowling Green does not select members to transit-related, non-elected planning 
boards, advisory councils, or committees as it is governed with a dedicated administration.  

In coordination with the City of Bowling Green, the oversight of the transit program is provided 
by a Transit Management Contractor which oversees a contracted transit operator in which both 
firms work with the Transit Advisory Committee. 
 
Transit Advisory Committee 

 

Facility Construction 
The GO bg Transit System rarely undertakes new construction activities. If a National 
Environmental Policy Act (NEPA) activity is going to take place with FTA funding, the City of 
Bowling Green will integrate Environmental Justice into their NEPA documentation. If the City 
of Bowling Green will be completing documentation related to a Categorical Exclusion (CE), 
staff will use the standard FTA CE Checklist. If the project will require an Environmental 
Assessment (EA) or an Environmental Impact Statement (EIS), staff will integrate environmental 
justice analyses that include the following components: 
 

• A description of low-income and minority population within the affected area with a 
discussion of source methodology; 

• A description of all the effects, both adverse and positive of the project both during and 
after construction that would affect the identified minority and low- income population; 

• A description of all mitigation and environmental enhancement actions incorporated into 
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the project to address the adverse effects; 
• A description of other effects and a justification on why additional mitigation was not 

proposed; 
• When projects affect both minority and low-income areas and non-monitory and non-low-

income areas, a comparison of mitigation and environmental actions for both areas should 
be completed. If a determination is made that there is no basis for comparison, a description 
should be included. 
 

The City of Bowling Green does not have any pending and does not currently have any plans for 
FTA related construction projects that would require an equity analysis. 
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APPENDIX 6 Limited English Proficiency (LEP) Plan 
 

 

 

 

 

 

 

 

 

 

 

 

 
 
CITY OF BOWLING GREEN  
LANGUAGE ACCESS PLAN 

Revised November 2021 
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Background and Legal Purpose 
The City of Bowling Green (“City”) is growing more diverse. Increasing numbers of those who 
live, work, or spend time in the City are not proficient in English. The City must be capable of 
delivering services to all residents regardless of their English language ability in order to 
execute municipal functions effectively. Whether seeking to protect public safety, responding to 
emergencies, or collecting revenues, poor communications between city employees and limited 
English proficient (LEP) residents will undermine the quality of services rendered. The ability 
to deliver services in different languages makes the city a more hospitable location for 
newcomers to settle, promotes the development of small businesses and facilitates sound 
emergency management planning. 
 
This document serves as the plan for the City of Bowling Green to provide a framework for the 
provision of timely and effective language assistance to City services for persons with limited 
English proficiency (LEP). It is designed to respond to Title VI of the Civil Rights Act of 1964 
Section 601 which provides that no person shall “on the ground 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 Supreme Court, in Lau v. Nichols, 414 U.S. 563 (1974), stated that a recipient’s failure to 
ensure meaningful opportunity to national origin minority, limited-English proficient persons 
to participate in the federally funded program violates Title VI and Title VI regulations 
because such conduct constitutes national-origin discrimination. 
 
On August 11, 2000, President Clinton signed Executive Order 13166, “Improving Access to 
Services for Persons with Limited English Proficiency.” The Executive Order requires federal 
agencies to examine the services they provide, identify any need for services to those with 
Limited English Proficiency (LEP), and develop and implement a system to provide those 
services so LEP persons can have meaningful access to them. 
 
Vision Statement 
The City of Bowling Green will be a leader in customer service to all people who live, work, 
and play here; specifically, it will be a pacesetter among organizations seeking to eliminate 
language as a barrier and obstacle to its residents and visitors enjoyment of the full scope of its 
municipal services. We will seek to achieve levels of service which are fully compliant with 
Title VI and Executive Order 13166, and which set a high, consistent standard across 
departments that meets or exceeds the expectations of its residents, partners, and peers. 
 
Limited English Proficiency (LEP) Population Assessment and Four-Factor Analysis: 
1. Number or Proportion of LEP individuals 
To determine the number or proportion of LEP individuals in the City of Bowling Green, 
language data is compiled through the following data sources: U.S. Census Bureau, Warren 
County Public School System, Bowling Green Independent School District, Western Kentucky 
Refugee Mutual Assistance Association (WKRMAA/Bowling Green International Center). The 
most accurate data source comes from the most recent records provided by the City’s 
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interpretation services provider LanguageLine Solutions. 

According to the 2019 American Community Survey, 5-year estimates, approximately 12.8% 
of the total population in the City of Bowling Green is foreign-born, and consequently 16.2% 
of residents in Bowling Green over the age of five (5) speak a language other than English at 
home. Of the 12,500 residents in the City of Bowling who speak a language other than English, 
7,277 speak English “less than very well.” 

Warren County Public Schools is the fourth largest school district in the state of Kentucky, 
boasting a total student population of 17,939. According to the 2020-2021 School Report Card, 
there are currently 2,778 students identified as English Learners. The most prevalent languages 
spoken by these students are Spanish (32%), Burmese (11.6%), Bosnian (10.6%), Swahili 
(9.5%), Karenni (6.2%). The Bowling Green Independent School District also reports that 14% 
of their total student populations are English Learners (EL), with a total student population of 
4,858 and 733 students identified as English Learners. The most prevalent languages spoken by 
these students are Spanish (53%), Swahili (26%), Burmese (2.4%), Bosnian (2.3%), Karen 
(1.6%). 

The International Center of Bowling Green serves as a designated Refugee Resettlement 
Agency reporting 198 total arrivals to Bowling Green from October 1, 2020, to September 8, 
2021, divided by immigration status as: 156 Refugees, 28 Secondary Migrants, and 14 Cuban 
entrants. The top five languages spoken by arrivals include Bembe (100), Swahili (68), Spanish 
(17), Karen (5), Chin (3). The International Center projects to resettle 490 refugees in FY 2022. 

The City of Bowling Green compiles language data primarily via its interpretation services 
provider LanguageLine Solutions. Language Data compiled derives from LEP patrons seeking 
language assistance via the Bowling Green Police Department 911 Dispatch Center and the 
language line provided to the rest of the City Departments. Over-the-phone interpretation 
services indicate that, over the months of November 2020 through October 2021, the 
languages most frequently requested for interpretation were Spanish, Swahili, Burmese, 
Arabic, and Karen in order of relevance. There were 32 languages documented for over-the-
phone and video remote interpreter use in a twelve-month period. 
 
2. Frequency of Contacts 

To gauge the frequency of contacts from LEP patrons seeking City services, two main methods 
are utilized to collect data: 

1. Contracted Interpreter Services via LanguageLine Solutions: Data collected over 
the past 12 months (Nov. 2020 – Oct. 2021) shows a total of 1,695 calls placed by 
City employees to our interpreter services provider. These calls can be divided into 
1,227 placed by 911 Police Dispatch, 441 placed by all other City Departments, and 
27 placed to the video remote interpreter service. Collectively there were 22,800 
minutes of language interpretation provided to LEP patrons seeking City services. 

 
2. International Communities Liaison Division (ICL): The City of Bowling Green's 

International Communities Liaison (ICL) serves to coordinate the City's role in 
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communicating and working effectively with the diverse international communities 
represented in Bowling Green, and to serve as an advocate for Limited English 
Proficient (LEP) persons who may seek City services. Because of the nature of the 
division, this position’s primary target is the LEP population seeking City services. 
The ICL tracks information and assistance provided to the LEP population via a web-
based tracking system called New World. Data compiled between Jan. 2020 and July 
2021 shows there were 1,351 cases recorded in New World, 798 of the cases recorded 
was assistance provided to Spanish-speaking patrons, and the services were provided 
directly in Spanish without the need of an interpreter. The 798 cases would be 
considered unduplicated cases since they were not counted in the report for contracted 
interpreting services. 
 

3. Nature and Importance of the Program or Activity 
The services provided by the City of Bowling Green are varied and diverse, ranging from 
emergency to parks and recreation services. The Bowling Green Police Department and the 
Bowling Green Fire Department provide services that are of an emergency nature. 
Because access to emergency services is crucial for all residents, the Bowling Green Police 
Department, whose dispatch center also processes incoming emergency contacts for the 
Bowling Green Fire Department, has two dedicated 24/7 language lines whose calls are 
escalated to emergency nature. Access to other City services may not necessarily rise to an 
emergency; nevertheless, ensuring equal access by all residents promotes the development of 
an inclusive community. 

 
4. Resources Available 
The City of Bowling Green recognizes the growing diversity of its citizens and strives to offer, 
whenever practicable, and provide the same high quality of service to all citizens, regardless 
of their language and communication abilities. This is a list current available resources: 
 
A. Language Access: 

1. Language Access Plan (LAP): This document serves as the plan for the City of 
Bowling Green to provide a framework for the provision of timely and effective 
language assistance to City services for persons with Limited English Proficiency 
(LEP). A copy of the city’s Language Access Plan is available to City staff via 
OnBase under the BGKY – Language Access Section. 

2. International Communities Liaison Coordinator (ICL): The ICL serves to 
coordinate the City's role in communicating and working effectively with the diverse 
international communities represented in Bowling Green, and to serve as an advocate 
for LEP (Limited English Proficient) persons who may seek City services. The ICL is 
responsible for the oversight and implementation of the City’s Language Access Plan. 

3. Bilingual Staff: bilingual and multicultural City employees may work in various 
departments, contact the International Communities Liaison (ICL) for updated 
information on which staff is qualified to provide language assistance. 

4.  LanguageLine Solutions Interpreter Service: The City contracts with this service 
provider to provide telephonic & video remote interpreting free of charge to LEP 
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patrons in 200+ different languages. Refer to the Language Access Measures on 
page to see procedures related to accessing this service. 

5. Interpretation Services: Procuring face-to-face interpreters is provided to 
employees via the City’s International Communities Liaison Division at 270-393- 
3766. 

 
B. Translated copies of essential forms:  

Translated documents are available via the City’s Language Access Portal and the 
International Communities Liaison Division and include: 

a. “I Speaks Cards:” available in 15 languages 
b. International Communities Liaison Brochure: available in 10 languages 
c. Information for Victims of Crime Brochure: available in English, Spanish, 

and Burmese (electronic form available). 
d. Traffic Laws Brochures: available in English, Spanish, and Burmese 

(electronic form available). 
e. Keeping Your Children Safe Brochures: available in English, Spanish, 

Burmese, Swahili, and Arabic (electronic form available). 
f. In Case of Emergency Brochures: available in English, Spanish, Arabic, and 

Swahili (electronic form available). 
g. International Driver’s License Scam Notice: available in English, Spanish, 

and Burmese (electronic form available). 
h. Miranda Rights Form: available in English and Spanish (electronic form 

available). 
i. Consent to Search Form: available in English and Spanish (electronic form 

available). 
j. Welcome to the Neighborhood Brochure: available in Spanish and Bosnian 

(few copies available in print, no electronic copy available). 
k. City of Bowling Green Website: can be translated into multiple languages by 

clicking on a small link labeled “Translate” on the top right hand corner of the 
website. All information on the site will be translated, although the accuracy of 
the translation using Google translate is questionable. As of November 2021, 
there are 109 languages supported by Google Translate. 

 

Purpose of City's Language Access Plan 
The purpose of this plan is to establish and provide greater access and participation in public 
services, programs, and activities for residents of the City of Bowling Green with limited or no-
English proficiency. “Access and participate” means to be informed of, participate in, and 
benefit from public services, programs, and activities offered by the City of Bowling Green at a 
level equal to English proficient individuals. 
Following these guidelines is essential to the success of our mission to: “strengthen our 
vibrant community by focusing on quality of life, service delivery, fiscal responsibility, 
public safety, neighborhood revitalization, visionary leadership, and economic 
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development. 
 

Definitions 
1. Limited English Proficiency (LEP). Individuals who do not speak English as their 

primary language and who have a limited ability to read, speak, write, or understand 
English can be limited English proficient, or "LEP." These individuals may be entitled 
language assistance with respect to a particular type or service, benefit, or encounter. 

 
2. Bilingual Staff. People who are fully bilingual are fluent in two languages. They are 

able to conduct the business of the workplace in either of those languages. Bilingual 
staff can assist in meeting the Title VI and Executive Order 13166 requirement for 
federally conducted and federally assisted programs and activities to ensure 
meaningful access to LEP persons. 

 
3. Interpretation vs. Translation. Interpretation involves the immediate 

communication of meaning from one language (the source language) into another 
(the target language). An interpreter conveys meaning orally, while a translator 
conveys meaning from written text to written text. As a result, interpretation 
requires skills different from those needed for translation. 

 
Language Assistance Procedures 
Identifying LEP individuals that need language assistance 
The City of Bowling Green will have in place mechanisms to assess, on a regular and 
consistent basis, the language assistance needs of current and potential residents who access 
City services and the City’s capacity to meet the needs according to the elements of this plan. 

The following procedures have been adopted to identify the language needs of LEP 
individuals seeking City services: 

a. All current staff and personnel in a public contact position (PCP) will use language 
identification cards, or “I speak cards” which invite LEP individuals to identify their 
language need. City specific “I speak cards” are available in 15 languages and can be 
accessed by employees and residents via the Language Access Portal on the City’s main 
website at: https://www.bgky.org/language. 

b. Bilingual staff can provide assistance in the target language of the LEP patron, for 
services, that they have been hired and trained by the City to provide within the scope of 
their position and duties. Bilingual staff should not be assumed to be competent 
interpreters and should not be used in such manner unless they have gone through 
approved training to provide language interpretation. The ICL should be consulted to 
make a determination of the language fluency and interpretation capacity for bilingual 
staff in question. 

c. If an LEP individual is unable to identify his/her primary language spoken, the (PCP) 
staff will call the City’s over-the-phone service provider LanguageLine Solutions at 1- 

http://www.bgky.org/language
http://www.bgky.org/language
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866-874-3972 to obtain assistance in identifying the language. 
d. Notices shall be posted at public entrances notifying LEP individuals of language 

assistance and the right to obtain free interpretation services if needed. This will 
encourage LEP individuals to identify themselves and request an interpreter in their 
preferred language. 

e. Language fields will be added to forms and documents, paper or electronic, available for 
the public to complete in order to access City services. Staff will be able to identify the 
preferred language used on the form and seek appropriate interpretation services. 
 

Language Access Measures 
City staff can provide language access to residents who are Limited English Proficient (LEP), 
whether the need is over-the-phone interpretation, video remote interpretation or face-to-face 
interpretation. Staff should refer to the procedures below that best apply to their position: 
 
Over-the-Phone Interpretation Procedures for all City Departments, except Bowling Green Police 
Department: 

1. If caller is on the telephone and speaking a language other than English, the 
LanguageLine Solutions line shall be accessed immediately. If the caller speaks 
limited English, notify them of their right to an interpreter. If there is difficulty 
communicating, the language line shall be accessed. 

2. Ask the caller what language they speak: 

o In Spanish: ¿Habla Usted Español? This means: “Do you speak Spanish?” 
o If the answer is:  Si = Yes 
o Ask the caller to please hold – In Spanish: Un momento, por favor. No 

cuelgue (kwel – geh). This means: “One moment, please. Do not hang 
up.” 

o If the caller does not speak Spanish, “Language Line” will help in 
determining the caller’s language. 

3. To access the Language Line Solutions over-the-phone Interpretation Services you 
must have a three-way conference call.  To add on a third party: 

 
o From a connected call (not on hold), press the Conference  button 
o Make a new call to LanguageLine Solutions at: 

DIAL: 1-866-874-3972 

o A voice response system will prompt you to enter your 6-digit Client ID: 
o Enter the City’s Client ID: 
o You will be prompted to choose between two (2) options: 

• For Spanish Press 1 
• For Other Press 2 

o If the LEP patron requires a language other than Spanish, you must be able to 



Page 125 of 206 
 
 

 

 

speak the requested language onto the phone. The voice response system 
will repeat the name of the language requested and you must verify if it is 
correct. 

o An interpreter in the requested language will be live on the phone within 
seconds. The Interpreter will introduce themselves and provide an #ID. 
Document the name and ID# of the interpreter for reference. 

o The interpreter will collect the following pieces of information from the 
employee: Department Name and Employee Number. This information is 
necessary to monitor how the service is being utilized across City 
Departments. Press the Conference button again. The conference begins and 
the phone displays “Conference” instead of caller ID. 

 
 

o Repeat these steps to add more participants. 
 

4. Continue with the call as usual, offering services and making appropriate referrals.  
Be mindful of working with an interpreter over-the-phone and follow the tips 
provided during training on how to work effectively with interpreters. The 
conference ends when all participants hang up. 

 
 “Conference in” a held call 

1. From a connected call  (not on hold), press the Conference button  

2. Press the pulsing green line button  for the held call that you want to add. Or, if 
the held call is on another line, press the Active Calls softkey, choose a call from the 
list, and press the Conference button. 

3. The conference ends when all participants hang up. 
 
 Over-the-phone Interpretation Procedures for the Bowling Green Police 

Department: To expedite access to a language interpreter, the Bowling Green Police 
Department has two separate dedicated over-the-phone interpreter lines through 
Language Line Solutions, one specifically for Spanish language calls, which can be 
accessed through 911 Police dispatch. This line is available for emergency personnel 
and first responders only. 

1. To access the “LanguageLine Solutions” you must contact Police dispatch at 393- 
3537 or 393-4580, a dispatcher will assist you in connecting to this service. 
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 Over-the-Phone Interpretation Procedures from Mobile Phones: The over-the- 
phone interpretation service is available from any phone. If you are on the field and 
require this service to communicate with an LEP resident face-to-face follow these 
procedures: 
 

1. If resident is speaking another language, the over-the-phone interpreter service” shall 
be accessed immediately. If the resident speaks limited English, notify them of their 
right to an interpreter. If there is difficulty communicating, the language line shall be 
accessed. 

2. Ask the resident what language they speak: 
o In Spanish: ¿Habla Usted Español? This means: “Do you speak Spanish?” 
o If the answer is:  Si = Yes 
o Ask the resident to please wait – In Spanish: Un momento, por favor. This 

means: “One moment, please.” 
3. If the resident does not speak Spanish, show them the Language Identification 

Brochure or “I Speak Card;” show him/her the portion of the card for the area of the 
world you believe he/she comes from. This will help you determine what language 
you need. 

4. Make a new call to LanguageLine Solutions at: 
DIAL: 1-866-874-3972 

5. A voice response system will prompt you to enter your 6-digit Client ID: 
Enter the City’s Client ID: 

6. You will be prompted to choose between two (2) options: 
• For Spanish Press 1 
• For Other Press 2 

7. If the LEP patron requires a language other than Spanish, you must be able to speak 
the requested language onto the phone. The voice response system will repeat the 
name of the language requested and you must verify if it is correct. 

8. An interpreter in the requested language will be live on the phone within seconds. The 
Interpreter will introduce themselves and provide an #ID. Document the name and 
ID# of the interpreter for reference. 

9. The interpreter will collect the following pieces of information from the employee: 
Department Name and Employee Number. This information is necessary to monitor 
how the service is being utilized across City Departments. 

10. Inform the interpreter that you are face-to-face with an LEP resident and are using a 
mobile phone and you will need to put the interpreter on speakerphone in order for all 
three individuals to communicate. 

11. Communicate with resident as usual, offering services and making appropriate 
referrals. Be mindful of working with an interpreter over-the-phone and follow the tips 
provided during training on how work effectively with interpreters. 

 Video Remote Interpretation for City Staff with Mobile Devices: City employees with 
city-issued mobile devices have access to a video remote interpreting (VRI) mobile app 
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that offers on-demand, one-touch access to trained interpreters in more than 240 audio-
only languages, as well as video interpreters in 36 languages, including American Sign 
Language (ASL). The City contracts with LanguageLine InSight Video Interpreting® to 
have access to this technology. It is available via tablet, smartphone, or laptop. It allows 
limited-English speakers, as well as the Deaf and Hard-of-Hearing, to feel heard and seen 
by another person. Functioning much like FaceTime or Skype, a City employee presses a 
single button, and within seconds, a live, professional ASL or language interpreter appears 
on the screen to interpret questions and answers between the employee and citizen. 
 
Video Remote Interpreter (VRI is an added resource and does not substitute the 1- 800 
language line. Employees should continue using the Language Line over-the- phone as the 
preferred method and use Video if the situation warrants. The VRI App. is available to City 
employees with City issued devices and or Cell Stipends ONLY – the services should NOT be 
downloaded to personal phones/devices unless you receive a stipend. 

 
1. Download the LanguageLine Insight App. onto your mobile device 

 

 

 
 

 
2. Naming the Device – users must name their device with their computer login 

name/username, i.e., beckl51 
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3. If user has a second device it should be named with their login name/username 
followed by #2, i.e., beckl51#2 

4. Devices NOT assigned to particular employees should contact IT Helpdesk to assist in 
naming the device. 

5. The device name is the ONLY way to identify the user, therefore devices with 
incorrect names are subject to deactivation 

6. The authentication code is the same for all devices is: . Once user 
activates the device, it will remain activated, and it will NOT require activation code 
for each use. 

7. For 24/7 Technical Support, please call 1 (844) 373 – 1951 and for any other issues 
please contact the City’s ICL. 

 
 In-person Interpretation for City Staff in Public Contact Positions: If your 

position deals with the public, please follow these procedures when helping an LEP 
resident in person: 

 
1. If the resident speaks limited English, notify them of their right to an interpreter by 

pointing to the public notice or “I Speak cards” that specify this information. 
2. Ask the resident what language they speak: 

o In Spanish: ¿Habla Usted Español? This means: “Do you speak Spanish.” 
o If the answer is:  Si = Yes 
o Ask the resident to please wait – In Spanish: Un momento, por favor. 
o Call Leyda Becker at #3766 and if available, will come to help interpret for 

the resident face-to-face or over the telephone. 
3. If the resident does not speak Spanish and/or Leyda Becker is not available to 

interpret face-to-face show them the Language Identification Brochure or “I Speak 
Card;” show him/her the portion of the card for the area of the world you believe 
he/she comes from. This will help you determine what language you need. 

4. City Staff will never require a family member or friend to be used as an interpreter 
unless the applicant/customer requests such assistance from their family member or 
friend. 

5. Make a new call to LanguageLine Solutions at: 
DIAL: 1-866-874-3972 

6. A voice response system will prompt you to enter your 6-digit Client ID: 
Enter the City’s Client ID: 

7. You will be prompted to choose between two (2) options: 
• For Spanish Press 1 
• For Other Press 2 

8. If the LEP patron requires a language other than Spanish, you must be able to speak 
the requested language onto the phone. The voice response system will repeat the 
name of the language requested and you must verify if it is correct. 

9. An interpreter in the requested language will be live on the phone within seconds. The 
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• All full-time and permanent part-time employees of the City of Bowling Green are 

required to attend this training within the first year of employment. 
 

• Trainings are scheduled on an as-needed basis by the International Communities 
Liaison (ICL) working with Human Resource Department to identify employees in 
need of training. The ICL coordinates with each Department’s Language Access 
Taskforce representative to notify employees and supervisors of upcoming training 
opportunities. Sign-in sheets with employee signatures will be used to record 
participation and employees will be credited for attending the training in Target 
Solutions. 

 
2. Language Access Training: 

• All full-time and permanent part-time employees of the City of Bowling Green are 
required to attend this training within the first year of employment and provided in 
conjunction with the Cultural Competency Training. 

 
• Language Access Training refresher will be offered annually to all City employees 

via the Target Solutions platform. 
 

• The City’s Language Access Taskforce representatives will be the main point of 
contact in each Department and will work with the ICL to ensure that all new 
employees have been signed up to attend a training within their first year of 
employment. 

 
• The ICL will work with managerial and supervisory staff, even if they do not interact 

regularly with LEP persons, to integrate the city’s Language Access Plan into every 
city department in order to reinforce its importance and ensure its implementation by 
staff. 

 
• The ICL will oversee the development of the necessary internal training programs, 

documents, and materials to inform City staff of language access programs, policies, 
and procedures. 

 
Monitoring Agency and Contracted offices for compliance 
a. A City employee Language Access Taskforce will be created to assist the International 

Communities Liaison in monitoring and implementing the language access plan. This 
taskforce will be composed of City staff and personnel who are key stakeholders to the 
success of the plan’s implementation and appointed by Senior Management in each 
department. 

b. The Language Access Taskforce will convene on an as needed basis. The taskforce will 
make the following assessments in considering changes and improvements to the plan: 
• Reports indicating the number of requests for interpretation received and what 

languages were requested will be compiled by the taskforce. 
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• A determination of whether existing assistance is meeting the needs of residents with 
Limited English Proficiency. For example, were they able to assist the patron in getting 
the document they requested, did they refer them to the correct agency if we were 
unable to assist them? 

• An assessment of whether staff members understand the City’s Language Access Plan 
its policies and procedures and how to implement them. 

• Available Language Resources and a determination of their effectiveness in providing 
language assistance. 

 
c. The ICL will work with the City’s International Communities Advisory Council to 

provide advisement regarding the needs of New Americans residing in Bowling Green. 
Changes and improvements will be made to the Language Access Plan based on 
recommendations made by the International Communities Advisory Council and the 
Language Access Taskforce. 
 

Outreach Measures 
The International Communities Liaison will develop a plan to conduct outreach to 
communities with limited or no-English proficient populations about the City of Bowling 
Green’s language access plans and about the benefits and services to be offered under the 
Language Access Plan. Methods of outreach may include the following: 

• Organize events in LEP communities (e.g., fairs, community meetings, forums, 
educational workshops, etc.); 

• Disseminate information through LEP media outlets when applicable (e.g., local TV, 
newspapers, and radio); 

• Partner with Community-based organizations to implement a project and/or deliver a 
service; 

• Distribute flyers, brochures, and other printed material; 
• Disseminate information through the city’s website; 
• Issue press releases; 
• Run a topic-specific campaign to raise awareness of a particular service or project in an 

LEP community; 
• Sponsor educational, informational, cultural and/or social events in LEP 

communities; 
• Participate in LEP community events and/or meetings; 
• Invite LEP community to visit city service site(s) and government facilities; 
• Cosponsor community events with Community-based organizations and other LEP 

organizations; 
• Organize regular needs assessment meetings with LEP Community-based 

organizations. 
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SUMMARY 
GO bg Transit was started in 1993 by Community Action of Southern Kentucky with funds from 
The United Way. The City of Bowling Green, Kentucky, had no public transit service in place at 
that time. In 2003, the City of Bowling Green became eligible to receive funds from the Federal 
Transit Administration’s Urbanized Area Formula Grant Section 5307 for public transportation.  
 
In 2020, the City of Bowling Green solicited through the procurement process for Transit 
Management and Operations Services. The decision was made by the City of Bowling Green to 
award a management contract to RATP Dev USA and an operations contract to the Community 
Action of Southern Kentucky. The City of Bowling Green has planned to continue competitively 
procure management and operations services every three years.   
 
GO bg Transit coordinates with community partners to secure alternative funding opportunities 
to procure and install additional bus shelters and transit stop amenities for the fixed route stops as 
financially permitted. GO bg Transit collaborates with private business and property owners 
wherever possible to include transit stop amenities in new property and land use development, 
and property rehabilitation when it will serve the community and be readily accessible adhering 
to Americans with Disabilities Act (ADA) requirements. The City of Bowling Green has 
previously assisted GO bg Transit with funding from Community Development Block Grants 
(CDBG) to procure bus shelters. Additional bus stop amenities are incorporated into the 
development as financial resources permit. 
 
The City of Bowling has adopted a Title VI Policy and Procedures to ensure service design and 
operational practices do not result in discrimination on the basis race, color, or national origin. 
Service policies may differ from service standards in that they are not necessarily based on 
quantitative threshold. 
 

PURPOSE 
The Transit Service Guidelines are designed to provide cost effective, convenient, and reliable 
service for transit customers. The guidelines define the conditions that require action when 
standards are not met but allow flexibility to respond to varied customer needs and community 
expectations in an accountable, equitable and efficient manner. As stated above this document is 
a guideline and is subject to transit administration interpretation and discretionary use. Due to 
the sustaining and projected growth in City of Bowling Green, markets, and customer 
expectations are ever changing as well as growing thus these service guidelines are considered to 
be a living document. 

 

GO bg Transit ensures that no person or groups of persons shall be discriminated against with 
regard to the routing, scheduling, or quality of service of transportation service furnished as part 
of the project on the basis of race, color, or national origin. Furthermore, frequency of service, 
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age and quality of vehicles assigned to routes, quality of stations serving different routes, and 
location of routes shall not be determined on the basis of race, color, or national origin. 

 

GO bg TRANSIT SERVICE GUIDELINES 
The adopted service guidelines are in the following areas: 

• Transit Coverage 
• Transit Access 
• Bus Stop Spacing and Amenities 
• Route Monitoring System 
• New Transit Services 
• Load Standards 
• On-time Performance 
• Duplication of Service 
• Route Directness 
• Route Patterns 
• Service Frequency and Span 
• Vehicle Assignment 
• Title VI Guidelines 
• Service Change policy and procedures 

 

The service guidelines are intended to be applied to two primary areas of focus: the evaluation of 
existing services and the evaluation of proposals for new service. 

As an example, the service guidelines can be applied in the following situations: 

• Restructuring service to eliminate lower productivity segments or branches or 
adjusting service frequency to better reflect the demand for service. Routes that do 
not meet standards are not automatically eliminated. These guidelines call for the 
elimination of unproductive routes only as a last resort when it has been determined 
that no cost- effective actions are available to improve the productivity of the service. 
The guidelines for evaluation of existing routes are not intended to preclude changes 
to routes that meet these minimum standards. 
 

In many cases, it may be possible to improve the productivity of routes that meet the 
minimum standards by making changes to headways or trip times. These guidelines 
should not be used to prevent changes to improve the efficiency of existing routes, as 
long as the changes meet the route design standards. 
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• The evaluation of new service proposals will take place as proposals are received or 
needs identified. New service proposals will be evaluated based on the most recent 
information available regarding system standards. Decisions regarding 
implementation of new routes will be made through the service planning process and 
by the Internal Transit Service Development Review Committee. 

 

TRAVEL MARKETS 
Public Transportation cannot reasonably serve all person trips within a city. However, transit 
can compete effectively for market share in many situations. To guide decisions on resource 
allocation and to provide a basis for measuring performance over time, GO bg Transit has 
identified those markets where it will seek to be competitive. The selected local travel markets 
are consistent with the GO bg Transit Vision and will support attainment of the GO bg Transit 
Strategic Objectives, regional coordination plan, and the objectives of the City of Bowling 
Green plan. 
 

Travel Markets 
GO bg Transit will identify and consider City of Bowling Green and area economic 
development plans when service changes or reductions are proposed. Travel markets reviewed 
will include but not limited to the following: 

 

• Financial (e.g., banks and loan institutions) 
• Medical (e.g., hospitals and health clinics) 
• Educational (e.g., primary, secondary, and post-secondary institutions) 
• Social Services 
• Dining 
• Safety (Road safety, city engineers, power company, cable company & other utilities) 
• Legal Services 
• Grocery 
• Fitness 
• Recreation 
• Parks 
• Entertainment (e.g., Theaters, Bingo, etc.) 
• Extracurricular Activities 
• Nutrition Centers 
• Assisted Living Centers 
• Business Centers 
• Workforce Development Centers 
• Nonprofit Services 
• Emergency Housing 
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• Emergency Services 
• Alternative Transportation (e.g., Greyhound, Taxi, Airport) 
• Mail Logistic Centers (USPS, FedEx, UPS) 
• Utility Services; 
• Community Centers 
• Housing and Urban Development Centers 
• Religious Services 
• Neighborhood Services 
• Vital Records 
• Security 

 

TRANSIT COVERAGE 
The purpose of these guidelines is to provide convenient access to transit service in all areas 
exceeding a minimum density. It is very difficult to provide effective transit services in low- 
density areas. This guideline supports the land-use goal of encouraging higher densities in 
coordination with transit services. Census block group and Traffic Analysis Zone (TAZ) data 
will be used to measure residential and employment density. City of Bowling Green 
Neighborhood & Community Services Department – Neighborhood Improvements Program, 
City-County Planning Commission, and Warren County Metropolitan Planning Organization 
issues documents, study’s, and guides to aid in aggregating the information. The coverage 
area will be three-quarter mile around the desired pick-up area. 

 

Residential Density 
In order for an area within City of Bowling Green UZA to be considered for GO bg Transit 
fixed- route services, the area must meet a residential density more than 2.8 persons per acre. 

 

Employment factors will be considered when recommending transportation coverage to UZA 
areas around City of Bowling Green. 

 

Suburban Areas 
In outlying suburban areas, park and ride lot plans will be considered only if practical in UZA 
areas likely to attract good ridership and in locations where they can effectively intercept 
potential riders. Currently GO bg Transit does not have service in the surrounding areas to City 
of Bowling Green. 
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TRANSIT ACCESS 
Buses can do substantial damage to parking lots and roadways that are not built to accommodate 
the weight of a bus. This needs to be considered in the planning for transit services. 

 

Road Condition 
Transit service will only be provided on paved roadways that have sufficient strength to 
accommodate repetitive bus and transit vehicle axle loads. The roadways must be in good 
condition and buses must safely be able to maneuver. 

 

BUS STOP DESIGN 
This section contains recommended steps and guidelines for locating and designing bus stops. 
Further guidance is provided on effectively spacing and locating bus stops as well as principles 
to consider when configuring a stop.  

 

Universal Design and ADA Accessibility 
When designing stops, it is important to consider usability and equity. These two core 
components are incorporated through universal design elements and accessibility standards, 
which ensure that the system is familiar at every point a customer accesses it and that it is 
accessible to anyone that wishes to use it. Universal design also makes the system easier to use 
because the design elements are reinforced through repetition, making the communication of 
system information easier and reducing the cost of maintenance by making components 
interchangeable across the system.  

 

Before beginning any bus stop design, the responsible party should review the most current 
applicable ADA Standards for Accessible Design, as well as transit agency, local, state, and 
federal guidelines that may impact accessibility or universal design elements.  

 

Accessibility  
Boarding Areas  
Bus stops should be located to allow safe and convenient ingress and egress for passengers at all 
bus doors. Designers need to consider all buses in GO bg Transit’s fleet that would typically be 
assigned to that route. In addition, ADA standards require a 5’ x 8’ accessible landing pad for 
passengers.  
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Accessible Routes and Connectivity  
It is important to maintain connectivity to bus stops through clearly defined paths between the 
stop and pedestrian destinations. Ideally, sidewalks are already present on streets with bus stops, 
but there may be cases where the stop needs to be connected via a path. ADA guidelines also 
require that the ADA accessible landing pad must be connected to the street, sidewalk, or other 
pedestrian path via an accessible route.  

 

Clear Space  
Clear space around stop elements like shelters and benches is important for allowing pedestrians 
to safely walk around the stop. Narrow paths or misplaced amenities can create pinch points that 
reduce pedestrian flow and make the stop uncomfortable. They also may restrict access for 
passengers with disabilities, especially those in wheelchairs. Bus stop and pedestrian path of 
travel standards from the City of Bowling Green Street Plan should be adhered to; any proposed 
modification to the standards should be coordinated and approved by GO bg Transit 
Administration in coordination with respective City departments and MPO. In addition, 
companion space next to benches and within shelters is an important consideration for those 
accessing the transit system via wheelchair. The latest ADA guidelines regarding clear space and 
companion space should be referenced for any shelter or enclosed area at a bus stop or transit 
center.  

 

Signs, Maps and Elements of Communication  
It is important that passengers be able to clearly identify bus stops via signage. GO bg Transit 
utilizes templates to outline the design and layout of all signs at a bus stop including stop 
identification, schedules, timetables, and system maps and are discussed further in this 
document. The design and layout of all signs at bus facilities including stop identification, 
schedules, timetables, and system maps should follow the most up-to-date GO bg Transit 
templates. 

 

Detectable Warning Strips  
Detectable warning strips are a tactile device installed on walking surfaces to warn visually-
impaired pedestrians of hazards when they are leaving a pedestrian area. They consist of a slip 
resistant surface with raised domes that provide a tangible distinction from the pedestrian 
walkway and are used to indicate a boundary between pedestrian-only paths and paths for other 
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modes of travel. They should be used when pedestrian routes cross or transition into other modes 
via a flush rather than a curbed transition, such as a curb ramp leading to a pedestrian crosswalk 
at an intersection or a shared path between bicycles and pedestrians. 

 

Lighting  
The use of lighting at bus stops (when applicable) not only makes the system usable during non-
daylight hours but also adds security by increasing visibility. The type and context of a stop as 
well as existing lighting should first be looked at before considering lighting options. When 
lighting is added to a stop, care should be taken so that the transition from darkness to light is not 
too abrupt. Considering this transition will ease the adjustment of eyesight and prevent the 
creation of a light halo that can negatively affect nighttime visibility. 

 

 

 

ADA Bus Stop 
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Bus Stop Spacing And Amenities 
It is recognized that bus stops, and amenities help customers access GO bg Transit services, 
and make their riding experience more comfortable, safe, and friendly. Amenities include 
bus shelters, benches, waste receptacles, and travel information signs. 

 

Bus stop spacing has a major impact on transit performance. Stop spacing affects both access 
time and line-haul time, and therefore affects the demand for transit service. In general, there is 
a tradeoff between: 

 

(a) closely spaced, frequent stops and shorter walking distance, but more time on the  
         vehicle, and 

(b) stops spaced further apart and longer walking distance, but less time on the 
vehicle. 
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Some of the findings of optimization studies across the United States are: 

• As acceleration or deceleration rates increase, optimal stop spacing will narrow (i.e., 
an intermediate stop imposes a smaller time penalty). 

• As steady running speed attained after acceleration increases, optimal spacing 
will widen (i.e., an intermediate stop will impose a greater time penalty). 

• As the speed of the feeder mode is increased, optimal spacing will widen. 
• As dwell time is reduced, optimal spacing will narrow. 

 

Although analytical studies to determine optimal stop spacing provide some useful guidelines, 
stops must ultimately be sited to serve major trip generators, and attractors in the service area. 
Over time there is a tendency for additional stops to be added to bus routes, as requests for 
service in front of more places are accepted. When stops are as frequent as every or every 
other city block, it may be useful to comprehensively re-examine the location of all stops. 

 

Bus Stop Spacing 
The spacing of bus stops impacts travel time and system performance and involves trade-offs. 
Efficient bus stop spacing balances the goal of minimizing travel time for the bus and walking 
distance for the passenger. This section provides guidance to inform the spacing of bus stops.  

 

Guiding Principles  
Stop spacing is an important tool in achieving operational performance and service coverage 
goals. When stops are uniformly placed, passengers can more easily understand the layout of the 
system and rely less on maps and guides. In general, bus stop spacing should adhere to the 
following principles:  

 

Land Use Type and Population Density  
Stops should be located near areas of high population density or activity. This typically means 
shorter spacing between stops in core areas of cities and increased spacing as land-use becomes 
less dense and more spread out. Certain types of land use present unique circumstances for stop 
consideration when they are outside of dense urban environments, including:  

 

• Major employment and/or retail centers  

• Education centers  

• Major medical facilities with out-patient care  
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• Housing developments accommodating senior citizens or persons with disabilities  

• Popular recreational areas  

 

Stop spacing for these types of land use and activity centers may deviate from the preferred 
spacing based on consideration of the route type and expected ridership. Exceptions should be 
kept to a minimum in order to ensure that routes operate as efficiently as possible and provide 
reliable service to passengers.  

Route Interconnectivity  
Stops should be strategically placed at transfer points where routes overlap in order to enhance 
coordination in the network. When nearby routes don’t overlap, stop spacing should be adjusted 
to take into consideration the shortest path between nearby bus routes.  

 

Guidelines  
GO bg Transit has developed general spacing standards based on the type of service and nearby 
land use as outlined below:  

• Local service stops serve as moderately spaced stops to connect passengers to frequent service. 
This stop type is designed with neighborhoods as a focus, with routes that may serve less 
congested areas.  

• Rapid service stops are spaced closer together to allow for easier connections to the frequent 
service that serves the stops. These stops serve dense, mixed-use areas along major corridors in 
the region. 

• Circulator service stops serve downtown and popular destinations with convenient stop 
locations placed close-by along routes. 

 

Factors that should be considered in determining bus stop locations/spacing are as follows: 

1. Provide stops at major generators (For example: employment centers, residential 
areas with 100+ units, retail centers, public education centers, major medical facilities, 
etc.). 

2. Provide bus stops at transfer locations. (For example, GO bg Transit Center 
transfer location) 

3. To the extent possible, provide bus stops at signalized intersections where there are 
designated crossings. 

4. Provide intermediate stops based on the distance a person has to travel to arrive at a 
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bus stop:  
The items listed below outline GO bg Transit’s recommended spacing for bus stops. 
While these are recommended there are unique conditions that may require exceptions. 
Closer stops may be needed to provide access to highly utilized facilities such as 
government buildings, senior centers, and healthcare facilities, or stops may be further 
apart due to considerations such as sparse development, operating needs, or unsafe 
roadside conditions. 
Residential and Business Districts (Local Service Type):  

A. High Minimum 500 feet  

B. High to medium density areas: 750 to 900  

C. Medium to low density areas: 900 to 1,300 feet  

D. Low density to rural areas: as needed, no more frequent than 1,500 to 2,500 feet. 
Business District or Commercial District (Circulator Service Type): 

A. Key landmarks and destinations 

5. Bus stop spacing shall correspond to the spacing established in the GO bg 
Transit Passenger Amenities Guidelines. 

 

Bus Stop Types 
GO bg Transit uses a few types of bus stops for its service routes and utilizes transit centers for 
multimodal transit modes. Stop type is driven primarily by the level and type of ridership in an 
effort to maximize the cost-effectiveness of the investment in amenities and infrastructure. Stops 
with higher ridership or a larger number of youth, senior, or disabled passengers may incorporate 
amenities such as shelters, benches, and bike racks. Stops with lower ridership may simply have 
a sign indicating the stop.  

 

The types of stops are described below with corresponding examples and guidelines for their 
application. The Transit center is discussed later in this document.  

 

Sign Stops  
Sign stops include only two components, a sign indicating where the front of the bus stops, and 
an ADA accessible landing surface connected to a pathway. An example is shown in Figure 2. 
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Guidelines  

The following guidelines should be used to guide the design of a sign stop:  

 

• Sign placement should adhere to the guidance provided. Signs should be placed 2’ from the 
5’ x 8’ clear  

  landing area and 2’ from the face of the curb to prevent being struck by the mirror of the bus. 
The edge  

  of any sign below 7’ should be placed outside of the 5’ clear pedestrian walkway or City 
Department   

  overseeing streets.  

• The bus stop sign should be located at the front of each bus zone as the bus driver will align 
the front of  

  the bus with the sign.  

• The bus stop sign should be on an independent post, separate from other signage.  

• The bus stop sign must be clearly visible to the approaching bus driver and should neither 
block nor be  

  blocked by other jurisdictional signs or other obstructions.  
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• Sign locations should be coordinated with existing street lights and security cameras, when 
possible, to  

  increase visibility and enhance security at the stop. 

 

Bench Stops 
Bench stops are used at locations that serve over 25 riders boarding daily, locations that incur 
long wait times, or locations that are likely to attract riders with difficulty walking or standing. A 
bench stop includes the components of a sign stop with the addition of a bench and may also 
include trash cans as shown in Figure 3. ADA standards related to bench stops can be found in 
Appendix A. 

 

 

 

Guidelines 

Bench stops should follow the guidelines for signs noted in the previous section, with the 
addition of the following guidelines: 
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• Benches should incorporate backs and companion seating areas per ADA standards. 

• Bus stop and pedestrian path of travel standards from the Street Plan should be  

  adhered to; any proposed modification to the standards should be coordinated. 

• The bench should be installed adjacent to (but not impeding) the ADA landing area and  

  connected to a pedestrian pathway. 

• Benches and other stop elements should be located outside of a minimum 10-foot radius around  

  an Electric Service pole for a fall safe zone. 

• Locate benches away from driveways to enhance patron safety and comfort. 

• Coordinate bench locations with existing shade, if possible, to avoid direct exposure to heat and  

  sun, which can discourage use of the bench. 

 

Shelter Stop 
Shelter stops should be applied where possible at locations that serve over 25 riders boarding 
daily, transfer points, stops in weather-exposed locations without nearby shelter, and stops with a 
relatively high use by senior and child passengers. Shelter stops incorporate the elements of sign 
and bench stops with the addition of a partially closed waiting area. Shelters can significantly 
improve the perception of wait time and customer satisfaction. ADA standards related to shelter 
stops can be found in Appendix A. 

Shelter stops may incorporate additional amenities such as bike racks, route maps, trash cans and 
advertisements depending on site or service needs. An example of a shelter stop is shown in 
Figure 4. 
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Guidelines 

Shelter stops should include the guidelines for signs and benches noted in the previous sections, 
with the addition of the following guidelines: 

• The 5’ x 8’ ADA accessible landing pad may be located within or outside the shelter. 

• Shelters must not be more than 15’ from the ADA landing pad. 

• Shelters must not be located within 15’ of a fire hydrant or handicap parking space. 

• A minimum clearance of 2’ between the shelter roof and curb face is required to prevent it from 
being struck by mirrors. 

 

GO bg Transit bus stops should be located at intersections to provide safe access to crosswalks 
and improve the connectivity to intersecting bus routes. Stops may be placed before the 
intersection (near-side) or after a bus crosses an intersection (far-side). Under certain situations, 
bus stops may also be placed at mid-block locations away from intersections. These three types 
are illustrated in Figure 6. 
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GO bg Transit prefers the use of far-side stops because 
they reduce conflicting interactions with other vehicles 
and encourage passengers to cross at the intersection 
behind the bus, improving their visibility to oncoming 
traffic. Each location has its advantages and disadvantages, 
which are highlighted in Table 2. 

Bus stops may be placed at midblock locations on long 
blocks or to serve a major transit generator. At midblock 
bus stops, crosswalks should be considered based on 
pedestrian and bicycle access patterns. 
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Bus Stop Placement 
Far-Side (Preferred) 
Advantages 

• Minimizes conflicts between right turning vehicles and buses 

• Provides additional right turn capacity (because bus is not stopped in lane) 

• Encourages pedestrians to cross behind bus 

• Creates shorter deceleration distances for buses since the bus can use the intersection to  

  decelerate 

• Bus can re-enter traffic via gaps in traffic flow created at signalized intersections 

• Minimizes sight distance issues on approach to intersection 

 

Disadvantages 

• Could result in traffic queued into intersection when bus is stopped in travel lane 

• May obscure sight distance for crossing vehicles 

• May cause sight distance problems for pedestrians crossing from behind the bus in the same  

  direction of travel 

• Potential for double stopping – stopping for signal and then at stop 

• May increase rear-end accidents if drivers do not anticipate the bus stopping after the 
intersection 

 

Near-Side 
Advantages 

• Minimizes potential for “gridlock” when traffic is heavy on the far side of the intersection 

• Allows passengers to access closest crosswalk 

• Driver has width of intersection to pull away from curb 
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• Eliminates the potential of double stopping – stopping for passengers and stopping for traffic  

  signal 

• Allows passengers to board and alight while bus is stopped at red light 

 

Disadvantages 

• Increases conflict with right turning vehicles  

• May result in stopped buses obscuring curbside traffic control devices and crossing pedestrians 

• May block through lanes during peak period with queuing buses 

• May introduce sight distance problems for pedestrians and motorists 

• Vehicles may attempt to turn in front of a stopped bus that is beginning to pull away 

• Pedestrians may try to cross in front of the bus at an unsignalized or mid-block crosswalk 

 

Mid-Block 
Advantages 

• Minimizes sight distance problems for vehicles and pedestrians 

• May result in passenger waiting areas experiencing less pedestrian congestion 

• Reduces influence of congestion at intersections 

 

Disadvantages 

• Requires additional distance for no-parking restrictions 

• Encourages patrons to cross street at mid-block 

• Increases walk distance for patrons to reach intersection crossing 

• Interrupts traffic flow 
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Customer Safety 
Stops should ultimately be located at safe crossing locations or have access to safe crossings. To 
improve safety, near-side stops should be avoided at unsignalized or mid-block crosswalks to 
prevent pedestrians from crossing in front of the bus. The relative safety of any potential site 
should be considered, with GO bg Transit maintaining the ability to adjust stop spacing. 

 

Visibility 
Bus stops should not be located over the crest of a hill, immediately after a road curve to the 
right, or at other locations that limit the visibility of the stopped bus to oncoming traffic. Stops 
should also be placed in areas that are easily identifiable by passengers and allow clear visibility 
between waiting passengers and the bus driver. Locating stops near major trip generators should 
increase the 

visibility of GO bg Transit service. 

 

Guidelines 

The following guidelines should be used to assist in deciding stop placement: 

 

• At stops adjacent to crosswalks, the boundaries of the stop should be at least 10’ away from the  

  crosswalk. 

• Bus stops should be located within public right-of-way. (Easements can be considered on a 
case- 

  by-case basis) 

• Bus stops should avoid being placed in front of curb cuts, storm drains and swales. 

• Bus stops should be located in places with minimal above grade obstacles (guide wires, power  

  poles, utility boxes, etc.). 

• Desired minimum lengths for bus stops based on stop location and bus size are provided below 
in Table 3. 
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In general, far-side alignment is preferable. The following table provides guidance for common 
scenarios and the preferable placement of the stop. 

 

Driveways and Intersection Sight Distance 
GO bg Transit is focused on areas of activity within a network of intersections that emphasize 
pedestrian mobility at its core. The system operates within City of Bowling Green’s existing and 
growing development space, so overlap with commercial driveways may be common. The 
interaction of buses with intersections and driveways introduces opportunities for conflict, both 
for buses and passengers. 
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Guiding Principles 

Stops need to make the best use of available space and avoid sight distance issues. Buses stopped 
at intersections may block visibility for both pedestrians attempting to cross the street and 
vehicles attempting to enter the roadway. Placement of the stop should balance the need to be 
near the intersection for passenger access and the need to maintain safe visibility. Placement near 
driveways should be avoided, when possible, but poor access management along corridors may 
make the occurrence unavoidable. When presented with an instance that involves intersections 
and driveways, it is preferable to block driveways rather than intersections. 

 

Below is a set of guidelines focusing on safety and visibility at intersections and driveways that 
should be followed when installing or updating GO bg Transit bus stops or transit centers. 

 

Guidelines 

As mentioned in earlier guidelines, at least 10’ of clear sidewalk space should be provided 
between the bus and the intersection at stops to allow for pedestrian visibility. This facilitates eye 
contact between pedestrians attempting to cross the street and vehicle or bus drivers at the 
intersection. 

 

It is preferable that bus stops are not placed near a driveway; however, if placement near a 
driveway is unavoidable, the guidelines below should be followed: 

 

• Locate bus stops to allow adequate visibility for vehicles leaving the property and to minimize 
vehicle/bus conflicts. This is best accomplished by placing bus stops where driveways are behind 
the stopped bus. 

• Attempt to keep at least one exit and entrance open to vehicles accessing the property while a 
bus is loading or unloading passengers. 

 

Figure 6 - Driveway Arrangements 

• When there are two driveways to a parcel on the same street, the upstream driveway would 
preferably be blocked in order to force vehicles to turn behind the bus to access the driveway. 
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• It is preferable to fully block rather than partially block a driveway to prevent vehicles from 
attempting to circumvent the bus in a situation with reduced sight distance.  

• Ensure that passengers have a safe area to wait when loading must occur in or adjacent to a 
driveway.  

Figure 6  

provides  examples of undesirable and acceptable driveway arrangements. 
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Figure 6 Driveway Arrangements 

 

Amenities 
Introduction 

An investment in passenger amenities enhances the overall transit experience by making 
facilities more comfortable, safe, functional, and efficient. Strategically placed amenities have 
the potential to increase ridership and attract non-riders to the system by making transit more 
accessible and easier to use. However, due to limited investment resources, GO bg Transit 
should utilize planning guidelines to maximize the impact and cost-effectiveness of their 
investment in passenger amenities. Selection of bus stops at which to install amenities considers 
a number of factors, including: 

 

• Total boarding activity 

• Proximity to major trip generators 

• Passenger transfer activity 

• Wait times 

• Feasibility of construction (site specific) 

• Planned neighborhood improvements 

• Transit corridor marketing efforts 

• Equity among communities 

• Community requests 

 

Guiding Principles 

Well-designed and cared for facilities reflect positively on the entire transit system. Good design 
incorporates two primary elements: customer experience and the life-cycle of the stop 
components. In choosing and applying amenities that improve the customer experience, the 
following guiding principles should be applied. 
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Public Safety 
Public safety is an important consideration at all 
levels of the passenger experience because it 
affects the public perception of the transit service 
and their choice to use the system. While the 

accessible nature of public transportation makes it 
difficult to control all aspects of safety, there are 
important considerations to be made in the design 
of transit facilities that can improve it. For 
example, visibility in and around transit stops 
improves the customer’s ability to maintain 
awareness of their surroundings and can discourage 

inappropriate activity. Visibility can be improved 
for the customer by utilizing transparent materials 
for shelters and implementing or improving site 
lighting. Installing surveillance cameras at select 

transit locations provide an opportunity to monitor 
the site and add an extra layer of comfort for users 
knowing that they are in use. The combination of 
these two strategies creates a site that discourages 

inappropriate activity by making it difficult to conceal. 

 

Some stops may not be able to incorporate elements of monitoring due to site specific conditions, 
and larger sites with more elements 

and amenities will also provide more opportunities for blocked site lines and covered spaces. In 
these situations, the design concept should be focused on being as open as possible with special  
attention applied to evaluating the stop in the context of the surrounding site and maintaining 
unobstructed site lines to public spaces. Site lighting may also be a higher priority at these stops. 
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Accessibility 
People of all ages and abilities should be 
accommodated in the planning and design of bus 
stops. In addition to state and local requirements, 
ADA guidelines for accessibility must be adhered to 
when selecting and designing amenities for a transit 
facility. These guidelines help ensure that amenities 
benefit all users and can help ensure they do not 
conflict with accessibility requirements. 
Improvements to existing stations should seek to 
improve accessibility as is feasible. 

 

 

Rider Comfort 
Rider comfort is an important consideration 
because it can influence the overall perception 
of the bus transit and affect customer 
perception of wait and travel times. Comfort 
can be measured both in the physical comfort in 
using the transit amenities and vehicles, and in 
the mental ease in navigating the system itself. 
Basic amenities such as seating and 
windscreens are low cost investments with high 
impact on comfort. Clear, consistent, and easily 
accessible information is a fundamental 
investment in the system that makes it more accessible for new and regular passengers. 
Amenities like public art, electric vehicle charging stations and accessible Wi-Fi are more 
intensive investments, but they can make a larger impact on the impression of the agency’s brand 
as being progressive and invested in the community. Art, architecture, and landscaping can have 
an especially important impact as a strategy of place-making that leaves a lasting impression in 
the customer’s mind. 

 



Page 159 of 206 
 
 

 

 

Signage 
Maps, signs, and their graphic elements should 
be standard across the entirety of the system to 
improve familiarity and provide consistency 
across the journey. In addition, the level of 

signage and detail should be appropriate to the 
stop so neither are overwhelming nor lacking 
information. All new station and wayfinding 
signage should follow the most up to date GO 
bg Transit signage and mapping available to 
create graphically consistent elements across 
the system. In addition, all applicable ADA 

guidelines for communication elements must be adhered to when selecting and developing these 
types of amenities. Principles for the types, amount, and location of signage for bus stops are 
defined in this chapter. 

 

Uniform Color Usage 
Uniform color usage is an important part of 
consistent signage as well as in the elements of 
stop design. Color can be used to define stop 
elements or provide visual cues, but they must 
be uniform to be consistently interpreted. Color 
can also be used in wayfinding to convey 
information much simpler and faster, much in 
the same way red, yellow, and green are used in 
traffic signal systems. Principles for the 
application of the color palette at stops should 
follow the most up-to-date GO bg Transit branding graphics. 
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Open Design 
The addition of amenities to new or existing 
stops should strive to mitigate clutter in the 
stop area and adjacent circulation paths. 

Poorly orchestrated amenities can affect the 
customer perception of the quality of service 
and affect site security and monitoring. 

Placing amenities in such a way that blocks 
circulation or sightlines makes it more difficult 
for customers to efficiently navigate the stop 

and read key information, while also affecting security by reducing visibility. Standardizing the 
placement of stop elements in an open and efficient manner can improve operational efficiency 
and customer satisfaction. 

 

Design Elements 
The life-cycle of existing and new materials used to create amenities is an important 
consideration because it affects how often maintenance and replacement will interrupt operation, 
how the customer perceives the stop, and will dictate the cost and effort to maintain the stop. A 
comprehensive evaluation of the life-cycle cost includes: 

 

• Sourcing and availability 

• Manufacturing and delivery lead times 

• Potential for cost fluctuation 

• Ease of installation and access 

• Availability of replacement parts 

• Required maintenance routine 

• Performance life 

• Degree of customization of components 

• Need for special protective coatings and finishes 
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Choosing the right material for the stop amenity can reduce its 
overall cost by reducing the time needed to maintain, repair, or 
replace it. In choosing amenities that meet these life-cycle 
goals, the following guiding principles should be applied. 

 

Durable Materials 
Material durability directly affects the transit facility, with 
strong durability allowing for less service interruption and 
maintenance interference, which enhances the rider experience. 
The effects of weather and daily public usage are the two 
primary factors in measuring durability. Transit facilities 
receive daily wear and tear from these two sources, requiring 
more robust materials to ensure length in their serviceable life. Characteristics to consider are 
resistance to vandalism, susceptibility to moisture, scratch resistance and the durability of 
moving parts. 

 

 

Standardized Components 
Customized amenities can give unique character to a transit facility and add context sensitivity to 
the surrounding site, but they also have more specific manufacturing, installation, and 
replacement requirements. In general, amenities should be standardized to reduce cost and time 
requirements. The standardization of pieces reduces the overall cost and makes their installation 
and maintenance procedures repetitive and thus easier to learn. Materials can be ordered in bulk 
and kept in stock, cutting down on lead times, and they are easily interchangeable. 

 

Access & Replacement 
Replacement parts should be quick to source, easy to find, or simple to reproduce if they are 
produced in-house. Easy, secure access to materials or stocked items should be considered early 
in 
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the planning and design process due to how this affects the speed of repair and replacement. 
Amenities that require electrical and IT infrastructure need easily identified and well-placed 
access panels to be incorporated into the design of stop structures, and secure access should be 
standardized to reduce the opportunities for lost keys, pass codes, etc. 

 

Cleaning 
The cleanliness of transit facilities impacts both 
the customer and the general public’s perception 
of the transit system. Choosing materials that 
require less cleaning or are less susceptible to 

showing dirt or fingerprints reduces the amount 
of time and staff needed to maintain a clean 
appearance. For example, designing stops that 
are open with less corners for dirt and debris to 

accumulate reduces the cleaning effort needed at 
the stop. Protective coatings, such as anti-
fingerprint, scratch-resistant, and anti-graffiti 
coatings, should be used, when possible, to reduce maintenance and cleaning needs, while 
fabrics shall be avoided for any components. 

 

Large transit centers, which are likely to have more passengers waiting or transitioning between 
modes, should be designed with cleaning equipment in mind. When cleaning is required, surface 
materials should be easy to wipe down or require uncomplicated equipment and processes. 

 

Introduction 
The GO bg Transit system includes various bus stops that can be unique depending on their 
location, site constraints and surroundings. Many factors must be evaluated at each site when 
determining the types of amenities to consider: Right of way, adjacent properties, zoning 
restrictions, ridership, safety, and accessibility. Guidelines help to determine the level of 
investment and the types of amenities for each stop type including sign, bench, shelter, or transit 
center.  
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City of Bowling Green, GO bg Transit is investing in the overall system and its patrons. GO bg 
Transit is committed to improving rider experience and its facilities so that every passenger has a 
safe, comfortable, and efficient experience. Perceived passengers wait time is affected greatly by 
the amenities that each stop has and by providing shelters, bus arrival times, wayfinding and 
other stop elements, the passenger will be more informed and comfortable during their trip. This 
section of the guidelines establishes the various amenities that accompany each transit stop type.  

 

Table 7 provides a list of each system amenity along with the associated bus stop type. The 
following amenities should be provided where listed with an important understanding that each 
site may have constraints which restrict the placement of a particular element. Basic ADA-
related notes are included with amenity descriptions with additional ADA details for specific 
amenities located in Appendix A. 
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Amenities - Matrix 

 

Amenities – Bus Stop Signs 
Bus route and passenger information can be displayed in various ways, the most common being 
flag signs. Each bus stop must be marked with a sign showing GO bg Transit’s logo as well as 
the bus route numbers that serve that stop. Signs indicate to passengers and drivers where buses 
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stop, as well as publicize the availability of the service. Sign visibility, ADA requirements, and 
vandalism prevention should all be considered prior to installing a bus stop sign. 

 

GO bg Transit Guidelines 
Bus stop signs should be located at the downstream end of the bus stop, on the far side of the 
accessible landing area, as sign location will identify the approximate location of the front door 
of the bus. Sign color and style should be coordinated with the most current GO bg Transit colors 
and styles used for bus stop signs. Signs containing information for the route designation, bus 
number, nearby destinations, and access information must comply with ADA regulations. 
Examples of ADA requirements related to bus signs include, but are not limited to, character 
size, spacing, and  legibility. 

 

Design Elements 
Bus stop signs should indicate the destination or direction that the stop is serving. All bus stop 
signs should meet reflective standards to provide adequate visibility. Signs will be standardized 
to allow for easy maintenance and replacement. 

 

Guiding Principles: Public Safety, Accessibility, Consistent and Appropriate Signage, Uniform 
Color Usage 
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Included at: All Bus Stops 

 

 

 

 

 

 

 

 

 

                 Single Route Sign Example 

 

 

                                                            Multi-Route Sign Example 

 

Amenities – Benches 
Bus benches are often viewed as an important amenity for passengers who may have difficulty 
walking and standing, and generally provide comfort and convenience at the stop. Benches are 
installed at all standard shelters, and priority at sites without shelters should be given to: 

 

• Stops that serve over 25 riders boarding daily 

• Stops with existing infrastructure that can accommodate a minimum clearance of 60 inches (5- 

  feet) between the bench and the edge of the sidewalk curb 

• Stops with potential passenger demand due to committed changes in land use development (i.e.  

  increased employment and/or residential density) 
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• Stops in proximity to establishments such as hospitals, assisted living facilities, schools, or 
other  

  facilities that serve a diverse group of abilities and ages. 

 

In addition, bus stops with long headways and sites where there is evidence of bus patrons sitting 
on nearby structures are factors that could influence the decision to install a bench. Providing 
benches can improve the perception of wait time and customer satisfaction. 

 

GO bg Transit Guidelines 

Benches outside of shelters should consider locations near natural cover to promote comfort and 
provide shade and protection from rainfall. To maintain safety in these situations, locations 
should also be coordinated with existing ambient lighting to increase visibility of the surrounding 
area for the transit user as well as to provide notice for approaching buses and passing traffic. 
Benches at GO bg Transit bus stops must comply with ADA standards such as clear space, 
accessible routes, bench dimensions, and other related requirements. When benches are located 
outside shelters, backs must be incorporated that meet ADA standards. 

 

Design Elements 

Benches used by GO bg Transit should maintain a uniform design to best utilize standard 
components and replacement parts. When located in shelters, benches should utilize the back of 
the shelter for support instead of featuring a permanent back. Benches should use durable yet 
comfortable materials to encourage their use. 

 

Guiding Principles: Public Safety, Accessibility, Rider Comfort, Uniform Color Usage, Open 
Design 
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Included at: Bench Stops, Shelter Stops, and Transit Center. 

 

 

 

 

 

 

               Bus Bench with Advertising                                        Bus Bench in a Shelter 

 

 

Amenities – Shelters 
A bus shelter provides protection from the elements while waiting for a bus. Their placement is 
limited by available funding, right-of-way constraints, and site-specific conditions. Selecting bus 
stops at which to install shelters considers a number of factors, including: 

 

• Number of daily boarding’s and/or transfers 

 

Type Criteria 

Standard Shelter 50 Daily Boarding’s 

Large Shelter 
Over 100 Daily Boarding’s and/or Regularly have 5 or More Passengers 
Waiting 

Slim Shelter 
Applied When site Conditions Can't Accommodate the Size of a Standard 
Shelter 
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• Frequency of service 

• Existing land use compatibility or expected passenger demand due to committed changes in 
land  

  use development (i.e., increased employment and/or residential density) 

• Availability of space and existing infrastructure to accommodate GO bg Transit’s standard bus  

  shelter design, ADA requirements and City Street Standards. 

• Proximity to hospitals, assisted living facilities, schools, social service facilities or other major  

  activity centers  

System equity, local priorities, and neighborhood requests can also influence the decision to 
include a shelter at a bus stop. GO bg Transit utilizes four types of standardized shelter to 
accommodate various site demands and different passenger volumes. 

 

Shelter size, design, and layout will vary, but when feasible, should be large enough to 
accommodate the number of passengers typically waiting during the busiest times of day. 

 

GO bg Transit Guidelines 

Shelters at GO bg Transit stops should incorporate transparent panels to enhance visibility for 
transit users waiting for their next bus as well as for approaching drivers checking for customers. 
Shelter panels should use the most up to date GO bg Transit graphics to promote visibility of the 
shelter for pedestrians and vehicles. Like benches, shelter placement relies heavily on context 
and should aim to use existing amenities such as site lighting and landscaping to help create a  
defensible space for transit users while also promoting visibility of the stop. Additionally, 
adequate clearance between the shelter and the curb should be maintained at a recommended 24 
inches to prevent buses from clipping shelters. Shelter design should take into consideration all 
applicable ADA requirements such as clear floor, accessible routes, landing pads, and other 
related standards before installation. 
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Design Elements 

Shelters with solar powered lighting are currently used in GO bg Transit’s system and should be 
used for replacements and new installations. Photo cells are included on shelters and will manage 
when lighting comes on and off based on sunlight. Refer to the most recent vendor specifications 
used by GO bg Transit for shelter equipment and installation details. 

 

When considering new shelter design, material durability and standardized components across 
the GO bg Transit system should be prioritized to ease maintenance and upkeep. The use of  
interchangeable wall panels should also be considered in the event that vandalism becomes an 
issue at shelter locations. Steel mesh can replace glass panels in the shelter, which are more 
resistant to vandalism. 

 

Guiding Principles: Public Safety, Accessibility, Rider Comfort, Consistent & Appropriate 
Signage, and Open Design 

 

Included at: Shelter Stops   

 

Amenities – System Maps and Timetables 
Route maps and timetable displays are not required at all bus stops, but efficient distribution of 
route and schedule information to the public is critical to the success of a transit network and 
adds to the convenience and comfort of the passengers. At busy stops with a large number of 
passengers or transfers, clear and easily identifiable route information can promptly guide 
passengers to their 

destination and improve the efficiency of bus operations. 

 

Route maps may show a single route with fixed schedules or frequencies but can also be scaled 
up depending on the type of stop, with larger system maps showing pertinent transfer 
information and timetables. GO bg Transit requires that route maps and timetable displays be 
provided at the following locations: 
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• Transfer Points (A fixed location where passengers interchange from one route or vehicle to  

  another) 

• Timepoints (A location on a bus route assigned a specific scheduled time that is part of a larger  

  line schedule) 

• Downtown Transit Center – Full system map and timetables 

• All buses – Full system map and timetables 

• All transit shelters – Full system map and timetables 

 

GO bg Transit Guidelines 

At shelter and rapid stops, route maps and timetable displays should be provided within the 
shelter, when possible. At stops without shelters, route and schedule information should be 
visible from the accessible landing pad. Signs should be placed perpendicular to the street and 
mounted below the bus stop sign when possible. Maps and timetables should be displayed for all 
routes that use the 

stop. 

 

Design Elements 

Maps and timetables will utilize GO bg Transit logos and route colors to designate routes that 
frequent each stop. Maps will be produced on durable surfaces that are easily cleaned to prevent 
graffiti, scratches, and other elements from defacing the map. 

 

Guiding Principles: Accessibility, Consistent and Appropriate Signage, Uniform Color Usage 

 

Included at: Shelter Stops, and Transit Center 
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Transit Center 
This section discusses the transit center, explored through three layers: location, essential 
components, and expanded sites. Each layer includes an increasing level of detail for the creation 
of a GO bg Transit Center. Locating the transit center relies on analysis of GO bg Transit routes 
and examination of potential qualitative site benefits. Defining basic components quantifies the  
necessary elements that serve to differentiate the transit center from a typical bus stop. With 
basic components determined, site-specific improvements can then be added to the transit center 
using the amenity guidelines in this document. Note that the elements of universal design and 
ADA 

accessibility outlined in this document also apply to the transit center. 

 

Location 

The Transit center is designed to be a multi-modal focal point of transportation. The Transit 
center is typically applied at the junction between local service, and other modes of 
transportation at layover stops or transfer points and can be a mixture of on-street stops and off-
street bus berths depending on the types of routes served. The Transit center is a destination 
point that can serve as a transportation hub by including connections to park & ride lots, electric 
vehicle recharging, car-share and bike-share services, greenways, bicycle routes and facilities, 
and paratransit service. This benefit can only be realized if the Transit center is located properly 
at the convergence 
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of important routes and in an area that will draw riders to utilize them through accessible and 
safe means. By  implementing the following guidelines, GO bg Transit can enhance its ability to 
choose appropriate site for a transit center. 

 

Guiding Principles 

Locating and selecting a site for a transit center requires a balance between multiple factors. 
Location can be considered from a broad perspective in terms of how the location fits within the 
greater GO bg Transit system and from a more focused perspective in terms of how the center 
fits into the available area and nearby intersections. Below are a set of principles that highlight 
the system and location-specific considerations that should be made when evaluating the 
placement of a transit center. 

 

Route Coordination 

Because transit centers are intended to be a multi-modal focal point, they should be placed at the 
intersection of two or more routes. By placing transit centers at locations where higher transit 
activity is expected, the cost to develop and enhance the stop can be maximized to impact more 
riders. It also provides a higher quality of service at transfer points. 

 

Neighborhood Context 

In any area throughout the system, a transit center should be located in a neighborhood, business 
district or near an activity center that will help drive ridership and in turn, result in a positive 
investment for the community. Transit center placement should incorporate neighborhood input 
and be sited in a way that ensures the transit center can become a focal point within the 
community. Suggested locations include civic institutions such as universities and hospitals as 
well as neighborhood, business districts, and development centers for offices and shopping that 
have high levels of pedestrian activity to enhance ridership and security at the transit center. 

 

On- or Off-Street Placement 

When considering locations for a transit center, the level of development and congestion at the 
location should be taken into consideration in conjunction with the characteristics of the transit 
service to determine whether an on-street or off-street center is appropriate. Off-street facilities 
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require more time for the bus to enter and exit the facility, which is affected by the turning 
requirements, traffic congestion, and internal circulation. This type of site is most appropriate at 
a location where layovers occur. On-street facilities only require time for boarding and alighting 
and entering and exiting the traffic stream, which aligns well with rapid service requirements. 

This type of site would be appropriate at facilities that include parking or off-street passenger 
pick-up and drop-off because it removes the conflict between circulating buses and passengers 
walking to and from the parking area. 

 

Efficient Access 

When transit centers are constructed as off-site facilities, care should be taken to ensure that the 
bus operations are not significantly affected by its location. This means making sure driveways 
are adequately spaced to avoid congestion at the intersection, and that every effort is made to 
provide convenient access for buses, which means avoiding or mitigating left turns to and from 
the site as much as possible. If left turns are unavoidable, it is preferable to coordinate with a 
signalized intersection from the main street to a side street access point with more opportunities 
for accessible gaps. 

 

Placement of amenities should be based upon factors that consider equity in distribution 
throughout the service area, and factors that consider the benefit to the user and site-related 
constraints. Greater consideration should be given to stops on key bus routes due to a 
generally higher level of demand. Stop locations that have boarding greater than 25 
people per day will be given priority. 

 

Other factors that should be considered in determining the priority for amenities at stops are: 

 

– Lengthy wait times between buses (Closer to 60 minutes), 
– High percentage of transfer passengers (more than 25 percent), and 
– High percentage of seniors or disabled persons using the stop (more than 25 percent) 

 

The necessary infrastructure (such as sidewalks and ADA accessibility) must be in place in 
order to consider a full installation. The integration of the necessary infrastructure and 
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amenities in newly developed or redeveloped areas should be coordinated with the 
development. 

 

GO bg Transit will at times work with private landowners, and developers to the extent 
practicable, to leverage the construction or the monies to offset the construction costs of 
necessary infrastructure and bus stop amenities. 

 

Accessibility 
All of GO bg Transit services and passenger facilities will be accessible to people with 
disabilities and the elderly in accordance with the rules and regulations of the Americans with 
Disabilities Act (ADA). 

 

NEW TRANSIT SERVICE 
Proposals for new service come from a variety of sources including: The Transit Development 
Plan (updated every five (5) years), customers, employees, and reviews of system performance. 

New service proposals are reviewed during the service change process and are 
implemented based upon customer need and resource availability. 

 

Performance Evaluation 
All new services will be subject to performance evaluations and will be expected to meet the 
performance standards for their service type within two (2) years of implementation. 

New services will be expected to meet a performance monitoring score of 0.5 or better after 
one year. If this does not occur, GO bg Transit will review the service and look for ways to 
improve its performance. If the service performance slips to below 0.5 after two years, the 
route will be a candidate for discontinuation. 

 

New Employment Shuttles 
New shuttle services in employment areas may require a financial contribution from business 
community stakeholders of up to 104 percent of the marginal operating cost and at this time 
City of Bowling Green does not actively have engaged stakeholders with a budget to aid for 
new employment shuttles. 
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Passenger Capacities 
To design facilities for buses, it is important to know the specifications of the design vehicles 
using the facilities. GO bg Transit currently uses 3 sizes of bus in its fleet: all under 31 feet 
standard cutaway buses. Elements of the bus such as wheelchair ramp location, door spacing, 
and bike racks need to be considered when designing bus facilities to ensure coordination. 
Critical dimensions for each bus are provided below for reference. Designers should verify with 
GO bg Transit that they have the most current bus specifications prior to initiating the design of a 
bus facility. 

 

Minimum turning paths are also important design considerations as they affect the space required 
to accommodate the bus. Turning path templates can assist in determining the proper intersection 
curve radii and show how the bus may encroach into adjacent lanes or curbside space. It should 
be noted that the outer turn radii shown in the turning path templates include accommodation for 
the clearance of bike racks attached to the front of the bus. 
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ON-TIME PERFORMANCE 
GO bg Transit will perform reliably in accordance with the public timetables prepared and 
distributed by GO bg Transit, on-time performance standards have been established. A vehicle 
is considered “late” when it arrives five (5) minutes or more after the scheduled time. A vehicle 
is considered “early” if it departs zero (0) minutes or more prior to the scheduled time. All other 
trips are considered “on time.” 

 

On-Time Performance 
GO bg Transit routes that achieve an on-time performance score of 80 percent (80%) or less 
over a course of two (2) service changes will be reviewed and remedial action to improve 
performance will be put in place at the next service change. 

 

DUPLICATION OF SERVICE 
Service duplication occurs when two (2) or more routes serve the same roadway. Duplication 
of service can sometimes be needed or unavoidable due to the presence of activity centers or 
the lack of alternate routing options. When services share the same street, segment GO bg 
Transit will do the following: 

 

Duplication of Service 
If two (2) services use the same street, schedules should be adjusted to maximize frequency 
on the shared alignment. 

 

ROUTE DIRECTNESS 
GO bg Transit will design routes to operate as directly as possible to and from major 
destinations in order to minimize passenger travel time. Routes shall operate on major arterial 
streets as much as possible. When a deviation exists or is being considered, the gain in 
convenience to those passengers who are boarding or alighting during the deviation must be 
balanced against the additional travel time for the passengers traveling through. 

 

Directness: 
1. To the extent possible, bi-directional service shall be provided on the same street. 
2. Express service shall be routed in the most direct manner possible. 
3. Deviations from the basic route alignment to serve activity centers will be made only 

when they have the potential to attract new riders equal to or exceeding the route 
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performance evaluation standard for the corresponding route category. 
4. Additional time to operate route deviations should not exceed five (5) minutes (one-

way) or 10 percent (10%) of the one-way run time, whichever is less. 
5. No mid-route loops shall be operated. 
6. Terminal loops shall not exceed 25 percent (25%) of a route’s total length for routes 

that exceed 60 minutes in one-way travel time. 
 

ROUTE PATTERNS 
It is sometimes more efficient to provide service to a certain area with one route having several 
branches than to operate several different routes. In addition, some bus trips on a route may 
not go to the end of the line due to very low ridership in that area at a particular time of day, 
also known as a turn back. These service designs can result in a route network that is difficult 
for current and potential customers to understand and utilize. Therefore, to provide a user-
friendly service and to encourage maximum use of the system by all current and potential 
riders, standards for branches and turn backs shall be set. 

 

Route Patterns: 
– No route shall have more than two (2) distinct branches 
– No route shall have more than one (1) turn around on a given branch. When two (2) 
routes  
    are interlined, each route shall be treated as a separate route for the application of this       
    standard. 

 

SERVICE FREQUENCY AND SPAN 
Service frequency is established to provide a sufficient number of vehicles to accommodate 
passenger volume at the most crowded location(s), during a given time period. On high 
ridership routes, the frequency of service provided is a function of demand and peak period 
loads. 

 

Service span refers to the hours that service is provided and defines the minimum period of 
time that service will operate at any point in the system. 

 

Headways and Frequency 
The policy headway for GO bg Transit local and neighborhood routes will be 60 minutes or 
better. Crosstown services will be no greater than 120 minutes in frequency during peak or 
non-peak service. In peak periods, 60-minute headways will be the norm on local routes 
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unless low demand warrants less frequent service. Express services will have a minimum of 
three (3) trips in each peak direction. 

 

Service Span 
GO bg Transit Fixed-Route and Special Transportation Services will operate between 6:00 

a.m. and 6:00 p.m. Monday through Friday, and no weekend service. Exceptions will be 
based on ridership and productivity to follow utilizing service change policies and 
procedures. 
 

VEHICLE ASSIGNMENT 
GO bg Transit vehicles shall be assigned to specific service types according to the following 
guidelines. Exceptions to this may take place based upon operational and scheduling practices to 
maintain optimal efficiency. 

 

Vehicle Assignment 
Fleet types should be assigned based on the service type it is intended to serve when feasible. 

• Express Service = 25’-39’ foot cutaway 
• Local Service = 25’-39’ foot cutaway 
• Shuttle Services = 25’-39’ foot cutaway 
• Crosstown Services = 25’-39’ foot cutaway 

 

TITLE VI 
Major Service Change Policy 

All major service changes as specified by GO bg Transit in coordination with the Federal 
Transit Administration (FTA) are subject to a Title VI Equity Analysis prior to Transit 
Administration approval of the service change. 

GO bg Transit will work to complete an equity analysis for a major service change and present 
to the public in the form of public meetings and to the City of Bowling Green Commission for 
its consideration and included in the Title VI program with a record of action taken by the City 
of Bowling Green Commission. 

A major service change is defined by GO bg Transit as: route elimination, new route creation, 
change of a route in which is 25% or more revenue miles are adjusted to a different route. In 
addition, anytime there is a 25% or greater change in revenue hours or revenue miles, 25% or 
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greater reduction in span of service or fare change all of which will constitute a major service 
change. 

 

Disproportionate Burden Policy 
Reference: FTA C 4702.1B Chapter IV Requirements and Guidelines for Fixed-Route Transit 
Providers 

GO bg Transit is not required to follow a Route Monitoring System, evaluating service and 
fare equity changes, provide service monitoring because it does not operate 50 or more fixed-
route vehicles in peak service and is not located in a UZA of 200,000 or more in population. 
Alternatively, GO bg Transit will use its resources to ensure that changes will not create a 
disparate impact on the community. 

 

Route Planning Major Service Change Steps  
STEP 1 Service change proposal development  

STEP 2 Community involvement 

STEP 3 Schedule development  

STEP 4 Infrastructure needs 

STEP 5 Customer information and education  

STEP 6 Implementation 

 

Disparate Impact Policy 
Reference: FTA C 4702.1B Chapter IV Requirements and Guidelines for Fixed-Route Transit 
Providers 

GO bg Transit is not required to have a Disparate Impact Policy, evaluating service and fare 
equity changes, provide service monitoring because it does not operate 50 or more fixed-route 
vehicles in peak service and is not located in a UZA of 200,000 or more in population. 

 

SERVICE CHANGE PROCESS 
GO bg Transit typically reviews and works to implement service changes to its bus service 
system annually if deemed necessary. The service change month typically take place in July, 
of every year, although GO bg Transit reserves the right to reschedule any service change to 
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coincide with the change or implementation of any other GO bg Transit service and skip 
year(s) if service proves to have positive results. 

 

Planning Process 
Service changes for GO bg Transit services are initiated by proposals generated by the 
realization of GO bg Transit goals and objectives and the identification of problems and 
issues concerning GO bg Transit service. 

 

• Input and request for service changes are taken from customers, citizens, and elected 
officials. 
• GO bg Transit conducts research and analysis of the input and request for service 
changes that are received.  
• GO bg Transit will review the research and analysis conducted to develop 
alternatives and create service change recommendations. 
• Reviews, research, and analysis of the GO bg Transit System is taken before GO bg 
Transit Advisory groups for further review and approval. 
• GO bg Transit reviews service change recommendations by evaluating available 
budget and equipment resources to determine when to implement certain service 
change recommendations, or if certain service changes recommendations can be 
implemented. 

 

FARE AND SERVICE CHANGE PUBLIC COMMENT POLICY AND PROCEDURE 
Purpose 
To establish the policy and procedure for soliciting public comments regarding fare and service 
changes. 

 

Policy 
It is the policy of GO bg Transit that an adequate process is in place to solicit and consider 
public comments before implementing a fare or service change on GO bg Transit services if 
major or outside FTA rules. 

 

Procedure 
A. Service Levels: GO bg Transit bases fixed-route service on the approved annual 
operating budget as adopted by City of Bowling Green Commission. 
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B. Fare Changes: All changes to GO bg Transit fares require approval through City of 
Bowling Green Commission. 
 

C. Minor Service Changes: Minor service changes include service increases and schedule or 
route adjustments that do not meet the major service reduction threshold per FTA rules. A 
public meeting and public comment period are not required for minor service changes. GO 
bg Transit may hold public meetings to solicit feedback or a public information open house 
to inform GO bg Transit users of the proposed changes. 
 

D. Major Service Reductions: Major Service Reductions require a public meeting and 
public comment period. A major service reduction is defined as follows: 

 

a) The elimination of a route, 
b) A decrease in at least 25 percent of an existing route’s pattern, measured in route 

miles, 
c) The reduction in the span of service or frequency of service on any route by at 

least 25 percent, measured in timetable revenue hours, or, 
d) The reduction in regular days of service on any route 

 

The following activities are not considered a major service reduction: 

 

a) Service for special events, 
b) Routing changes to address construction or road closures, and 
c) Added or reduced service operated during emergencies 

 

E. Program of Projects: The Program of Projects (POP) is the list of projects that GO bg 
Transit is proposing to undertake with Federal Transit Administration (FTA) formula funds. 
As required by the FTA, GO bg Transit must provide an opportunity for citizens to review 
and comment on the proposed POP. City of Bowling Green’s Transportation Improvement 
Program (TIP) process is used to satisfy the public participation and public hearing process 
of the POP as required by 49 U.S.C. 5307. 

 

RESPONSIBILITIES 
A. GO bg Transit: 
 

For public meetings or public information open houses conducted by GO bg Transit, the 
Transit Manager, or their designee, shall: 
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1. Assure that meetings and open houses are fair and open, 
2. Assure that the meeting place is accessible to the elderly and persons with disabilities, 
3. Address significant comments that oppose the GO bg Transit proposed changes, 
4. In most cases, GO bg Transit responds in writing, when applicable, to public input. 
When comments are received as a result of a public comment period, a report on the 
disposition of comments is made to GO bg Transit Administration. The report can also be 
made available to the public upon request through the Open Records Act. 
5. Provide adequate notice to City of Bowling Green residents. All GO bg Transit 
public meetings shall be advertised at least 72 hours before the public meeting. 
Meetings may be further advertised via on-bus notification, public service 
announcements, through www.bgky.org/transit, and media outlets to include 
newspapers, and 
6. Public meeting advertisements will offer the opportunity for assistance with 
listening devices or interpreters with 48 hours’ advance notice. 
7. If a meeting is to be conducted on a virtual platform all listed items above will be 
followed as possible and best practicable.  

 

B. GO bg Transit: 
Public participation activities for GO bg Transit shall: 

1. State that the public participation activities and established timelines for public 
review and comments on the TIP will satisfy the POP requirements, and 
2. The POP as presented during the TIP public participation process will serve as the 
final POP unless amended. 

 

C. City of Bowling Green Commission: 
 

The City of Bowling Green Commission must provide GO bg Transit with an annual operating 
budget according to procedures described in City of Bowling Green financial plan. 

 

Public hearings conducted by City of Bowling Green Commission according to City of Bowling 
Green Code of Ordinances: 

1. All meetings of City of Bowling Green Commission will be public, 
2. City of Bowling Green Commission by ordinance shall adopt procedures for 
maximum reasonable public notice of all meetings, 
3. At each such meeting the public shall have reasonable opportunity to be heard, and 
4. No official action may be taken in executive sessions. 

 

http://www.bgky.org/transit,
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APPENDIX A – ADA GUIDELINES 
GO bg Transit bus stops and transit centers are required to follow the latest ADA Standards 
related to transportation facilities. The 2010 Standards are referenced and current as of the 
publishing of these guidelines. The references to these standards are not intended to be all 
encompassing but rather act to direct the user of the guidelines to areas of ADA that may need to 
be incorporated when implementing amenities and elements at bus stops and transit centers. 
Guidelines that apply to the general design and layout of a stop are introduced first, as the 
application of these specific guidelines will occur repeatedly throughout stop design and 
implementation. Individual amenities are then presented with related ADA sections. 

 

Accessible Routes 

ADA guidelines related to accessible routes are included in this document Scoping Requirements 
Accessible Routes. 

 

Building Blocks 

Building Blocks, illustrate how to apply ADA standards to provide necessary space and usability 
for passengers. Important sections in this document include 302 Floor or Ground Surfaces, 303 
Changes in Level, 304 Turning Space, 305 Clear Floor or Ground Space, 306 Knee and Toe 
Clearance, 307 Protruding Objects, 308 Reach Ranges, and 309 Operable Parts. Many of these 

components play a part in the design and layout of a bus stop or transit center, as different 
elements can affect the applicability of certain ADA standards. 

 

Amenities 

Bus Stop Signs  

Signs should follow 810.4 which references the user to section 703 Signs, where other 
requirements are listed. 

 

Benches 

Benches used at GO bg Transit stops should follow section 903 Benches. 
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Shelters 

Shelters should follow the requirements listed under section 810.3 

 

Real-Time Bus Displays 

Transit centers and stops that use real-time bus displays should follow section 810.8. 

 

Emergency Call Boxes 

Emergency telephones installed at transit centers should follow section 704. 

 

Employee Restrooms  

Employee restrooms require multiple considerations under ADA. Sections to  

examine include 404, 603, 605, 606, and 703. 

 

Parking Areas 

Parking areas tied to Park & Rides at transit centers should follow section  

502 related to handicap parking spaces. 

 

Passenger Pick-Up and Drop-Off Areas 

Loading areas for passengers should follow section 503. 
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VEHICLE LOAD FOR EACH MODE 
 

Vehicle Type Average Passenger Capacities 

 Seated Standing  Total 
Maximum 

Load 
Factor 

30' Standard 
Bus 32 13 45 1.4 

29' Low Floor 
Bus 20 8 28 1.4 

26' Low Floor 
Bus 18 7 25 1.4 

20' Low Floor 
Bus 15 6 21 1.4 

20' Standard 
Bus 18 7 25 1.4 

18' Van 9 0 9 1.0 

16' Van 4 0 4 1.0 

 
 
 
 
 
 
 
Vehicle headways for each mode 
 

Weekday Peak Base Evening Night 

Urban Service 85 75 75 0 

     
Saturday Peak Base Evening Night 

Urban Service 85 75 75 0 
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On-time performance for each mode 
Ninety-Five (95%) percent of GO bg Transit vehicles will complete their established runs no 
more than 0 minutes early or 5 minutes late in comparison to the established schedule/published 
timetables. 
 
Service availability for each mode:  
The City of Bowling Green will distribute transit service so that most residents in the service 
have access to bus service. 
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APPENDIX 8 General Requirements and Guidelines as Effected by Federal Policy 
 
Introduction 
This section describes requirements that all FTA recipients must follow to ensure that their 
programs, policies, and activities comply with DOT’s Title VI regulations. 
 
Requirement To Provide Title Vi Assurances 
In accordance with 49 CFR Section 21.7(a), every application for financial assistance from FTA 
must be accompanied by an assurance that the applicant will carry out the program in 
compliance with DOT’s Title VI regulations. This requirement shall be fulfilled when the 
applicant/recipient submits its annual certifications and assurances to FTA. Primary recipients 
shall collect Title VI assurances from subrecipients prior to passing through FTA funds. The text 
of FTA’s annual certifications and assurances is available on FTA’s website. 
 
Requirement To Prepare And Submit A Title Vi Program 
Title 49 CFR Section 21.9(b) requires recipients to “keep such records and submit to the 
Secretary timely, complete, and accurate compliance reports at such times, and in such form and 
containing such information, as the Secretary may determine to be necessary to enable him to 
ascertain whether the recipient has complied or is complying with this [rule].” FTA requires that 
all direct and primary recipients document their compliance with DOT’s Title VI regulations by 
submitting a Title VI Program to their FTA regional civil rights officer once every three years or 
as otherwise directed by FTA. For all recipients (including subrecipients), the Title VI Program 
must be approved by the recipient’s board of directors or appropriate governing entity or 
official(s) responsible for policy decisions prior to submission to FTA.  
 
Contents 
Every Title VI Program shall include the following information: 
 

1. A copy of the recipient’s Title VI notice to the public that indicates the recipient complies 
with Title VI and informs members of the public of the protections against discrimination 
afforded to them by Title VI. Include a list of locations where the notice is posted.  

 
2. A copy of the recipient’s instructions to the public regarding how to file a Title VI 

discrimination complaint, including a copy of the complaint form.  
 

3. A list of any public transportation-related Title VI investigations, complaints, or lawsuits 
filed with the recipient since the time of the last submission. This list should include only 
those investigations, complaints, or lawsuits that pertain to allegations of discrimination 
on the basis of race, color, and/or national origin in transit-related activities and programs 
and that pertain to the recipient submitting the report, not necessarily the larger agency or 
department of which the recipient is a part. 

 
4. A public participation plan that includes an outreach plan to engage minority and limited 

English proficient populations, as well as a summary of outreach efforts made since the 
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last Title VI Program submission. A recipient’s targeted public participation plan for 
minority populations may be part of efforts that extend more broadly to include other 
constituencies that are traditionally underserved, such as people with disabilities, low-
income populations, and others. 

 
5. A copy of the recipient’s plan for providing language assistance to persons with limited 

English proficiency, based on the DOT LEP Guidance. 
 

6. Recipients that have transit-related, non-elected planning boards, advisory councils or 
committees, or similar bodies, the membership of which is selected by the recipient, must 
provide a table depicting the racial breakdown of the membership of those committees, 
and a description of efforts made to encourage the participation of minorities on such 
committees or councils. 

7. Primary recipients shall include a narrative or description of efforts the primary recipient 
uses to ensure subrecipients are complying with Title VI, as well as a schedule of 
subrecipient Title VI program submissions. 

 
8. If the recipient has constructed a facility, such as a vehicle storage facility, maintenance 

facility, operation center, etc., the recipient shall include a copy of the Title VI equity 
analysis conducted during the planning stage with regard to the location of the facility. 

 
9. Additional information as specified in chapters IV, V, and VI, of FTA Circular 4702.1b 

depending on whether the recipient is a fixed route transit provider, a State, or an MPO. 
 
Upload Title VI Program to TrAMS 
Direct and primary recipients must upload their Title VI Program into FTA’s TrAMS system, or 
other tracking system as directed by FTA. Recipients must also notify their FTA Regional Civil 
Rights Officer via email that they have uploaded their Title VI Program to TrAMS. The Title VI 
Program must be uploaded to TrAMS no fewer than sixty calendar days prior to the date of 
expiration of the Title VI Program. 
Determinations 
The status of a direct or primary recipient’s Title VI Program will be noted in TrAMS. The three 
status determinations are: 
 

1. Concur. This status indicates that the recipients’ Title VI Program meets the requirements 
as set out in this Circular. The recipient may receive grant funds. 

 
2. In review. This status indicates that the recipient’s Title VI Program is being reviewed by 

FTA staff and a determination as to sufficiency has not yet been made. “In review” status 
is only effective for sixty days and grants may be processed while a Title VI Program has 
an “in review” status. 

 
3. Expired/Expiration. This status indicates that the recipients’ Title VI Program has expired 

and that an updated Title VI Program must be submitted. A recipient with an expired 
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Title VI Program may have its draw-down privileges suspended and grants may not be 
processed. 

 
Requirement To Notify Beneficiaries Of Protection Under Title VI 
Title 49 CFR Section 21.9(d) requires recipients to provide information to the public regarding 
the recipient’s obligations under DOT’s Title VI regulations and apprise members of the public 
of the protections against discrimination afforded to them by Title VI. At a minimum, recipients 
shall disseminate this information to the public by posting a Title VI notice on the agency’s 
website and in public areas of the agency’s office(s), including the reception desk, meeting 
rooms, etc. Recipients should also post Title VI notices at stations or stops, and/or on transit 
vehicles.   
 
Contents 
The Title VI notice shall include: 
 

1. A statement that the agency operates programs without regard to race, color, or national 
origin. 

 
2. A description of the procedures that members of the public should follow in order to 

request additional information on the recipient’s Title VI obligations. 
 

3. A description of the procedures that members of the public shall follow in order to file a 
Title VI discrimination complaint against the recipient. 

 
Effective Practices for Fulfilling the Notification Requirement 

1. Dissemination. Agencies shall inform the public of their rights under Title VI through 
such measures as posting the Title VI notice on posters, comment cards, or flyers placed 
at stations, bus shelters, and in transit vehicles. The type, timing, and frequency of these 
measures are at the recipient’s discretion, as long as the type, timing, and frequency are 
sufficient to notify passengers and other interested persons of their rights under DOT’s 
Title VI regulations with regard to the recipient’s program. 

 
2. Document translation. Notices detailing a recipient’s Title VI obligations and complaint 

procedures shall be translated into languages other than English, as needed and consistent 
with the DOT LEP Guidance and the recipient’s language assistance plan. 

  
Requirement To Develop Title Vi Complaint Procedures And Complaint Form  
In order to comply with the reporting requirements established in 49 CFR Section 21.9(b), all 
recipients shall develop procedures for investigating and tracking Title VI complaints filed 
against them and make their procedures for filing a complaint available to members of the 
public. Recipients must also develop a Title VI complaint form, and the form and procedure for 
filing a complaint shall be available on the recipient’s website. FTA requires direct and primary 
recipients to report information regarding their complaint procedures in their Title VI Programs 
in order for FTA to determine compliance with DOT’s Title VI regulations. In order to reduce 
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the administrative burden associated with this requirement, subrecipients may adopt the Title VI 
complaint investigation and tracking procedures and complaint form developed by the primary 
recipient.  
 
Requirement To Record And Report Transit-Related Title Vi Investigations, Complaints, And 
Lawsuits 
In order to comply with the reporting requirements of 49 CFR Section 21.9(b), FTA requires all 
recipients to prepare and maintain a list of any of the following that allege discrimination on the 
basis of race, color, or national origin: active investigations conducted by entities other than 
FTA; lawsuits; and complaints naming the recipient. This list shall include the date that the 
investigation, lawsuit, or complaint was filed; a summary of the allegation(s); the status of the 
investigation, lawsuit, or complaint; and actions taken by the recipient in response, or final 
findings related to, the investigation, lawsuit, or complaint. This list shall be included in the Title 
VI Program submitted to FTA every three years.  
 
Promoting Inclusive Public Participation 
The content and considerations of Title VI, the Executive Order on LEP, and the DOT LEP 
Guidance shall be integrated into each recipient’s established public participation plan or process 
(i.e., the document that explicitly describes the proactive strategies, procedures, and desired 
outcomes that underpin the recipient’s public participation activities). Recipients have wide 
latitude to determine how, when, and how often specific public participation activities should 
take place, and which specific measures are most appropriate. Recipients should make these 
determinations based on a demographic analysis of the population(s) affected, the type of plan, 
program, and/or service under consideration, and the resources available. Efforts to involve 
minority and LEP populations in public participation activities can include both comprehensive 
measures, such as placing public notices at all transit stations, stops, and vehicles, as well as 
targeted measures to address linguistic, institutional, cultural, economic, historical, or other 
barriers that may prevent minority and LEP persons from effectively participating in a recipient’s 
decision-making process. FTA has developed a Circular, 4703.1, “Environmental Justice Policy 
Guidance for Federal Transit Administration Recipients,” that includes many examples of 
effective strategies for engaging minority and low-income populations. FTA encourages 
recipients to review that Circular for ideas when developing their public engagement strategy. 
Some of those effective practices include: 
 

a. Scheduling meetings at times and locations that are convenient and accessible for 
minority and LEP communities. 

 
b. Employing different meeting sizes and formats. 

 
c. Coordinating with community- and faith-based organizations, educational institutions, 

and other organizations to implement public engagement strategies that reach out 
specifically to members of affected minority and/or LEP communities. 
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d. Considering radio, television, or newspaper ads on stations and in publications that serve 
LEP populations. Outreach to LEP populations could also include audio programming 
available on podcasts. 

 
e. Providing opportunities for public participation through means other than written 

communication, such as personal interviews or use of audio or video recording devices to 
capture oral comments. 

 
Grant recipients are required to comply with the public participation requirements of 49 
U.S.C. Sections 5307(b) (requires programs of projects to be developed with public 
participation) and 5307(c)(1)(I) (requires a locally developed process to consider public 
comment before raising a fare or carrying out a major reduction in transportation service). 
FTA/FHWA (Federal Highway Administration) joint planning regulations (23 CFR part 450) 
require States and MPOs engaged in planning activities to seek out and consider the needs and 
input of the general public, including interested parties and those traditionally underserved by 
existing transportation systems, such as minority and LEP persons, who may face challenges 
accessing employment and other services, as States and MPOs develop and conduct their public 
involvement activities. Recipients engaged in planning and other decision-making activities at 
the local level should consider the principles embodied in the planning regulations and develop 
and use a documented public participation plan or process that provides adequate notice of public 
participation activities, as well as early and continuous opportunities for public review and 
comment at key decision points. 
 
Requirement To Provide Meaningful Access To LEP Persons 
Consistent with Title VI of the Civil Rights Act of 1964, DOT’s implementing regulations, and 
Executive Order 13166, “Improving Access to Services for Persons with Limited English 
Proficiency” (65 FR 50121, Aug. 11, 2000), recipients shall take reasonable steps to ensure 
meaningful access to benefits, services, information, and other important portions of their 
programs and activities for individuals who are limited-English proficient (LEP). Circular 
4702.1b contains only a summary of the LEP requirements as they apply to FTA recipients; 
recipients are encouraged to review DOT’s LEP guidance for additional information (70 FR 
74087, Dec. 14, 2005) http://www.gpo.gov/fdsys/pkg/FR-2005-12-14/pdf/05-23972.pdf. 
Recipients are also encouraged to review DOJ’s guidelines on self-assessment, Language Access 
Assessment and Planning Tool for Federally Conducted and Federally Assisted Programs (May 
2011), as well as other materials, available at www.lep.gov. 
 
Four Factor Analysis  
In order to ensure meaningful access to programs and activities, recipients shall use the 
information obtained in the Four Factor Analysis to determine the specific language services that 
are appropriate to provide. A careful analysis can help a recipient determine if it communicates 
effectively with LEP persons and will inform language access planning. The Four Factor 
Analysis is an individualized assessment that balances the following four factors: 
 

http://www.gpo.gov/fdsys/pkg/FR-2005-12-14/pdf/05-23972.pdf
http://www.lep.gov/


Page 194 of 206 
 
 

 

 

(1) The number or proportion of LEP persons eligible to be served or likely to be 
encountered by the program or recipient. This population will be program- 
specific. In addition to the number or proportion of LEP persons served, the 
recipient’s analysis should, at a minimum, identify: 

 
 How LEP persons interact with the recipient’s agency; 

 
 Identification of LEP communities, and assessing the number or 

proportion of LEP persons from each language group to determine the 
appropriate language services for each language group; 
 

 The literacy skills of LEP populations in their native languages, in order to 
determine whether translation of documents will be an effective practice; 
and 

 Whether LEP persons are underserved by the recipient due to language 
barriers. 

 
(2) The frequency with which LEP persons come into contact with the program. 

Recipients should survey key program areas and assess major points of contact 
with the public, such as: 

 
 Use of bus and rail service; 

 
 Purchase of passes and tickets through vending machines, outlets, 

websites, and over the phone; 
 Participation in public meetings; 

 
 Customer service interactions; 

 
 Ridership surveys; 

 
 Operator surveys. 

 
(3) The nature and importance of the program, activity, or service provided by 

the program to people’s lives. Generally speaking, the more important the 
program, the more frequent the contact and the likelihood that language services 
will be needed. The provision of public transportation is a vital service, especially 
for people without access to personal vehicles. An MPO’s regional planning 
activities will impact every person in a region. Development of a coordinated plan 
to meet the specific transportation needs of seniors and people with disabilities 
will often also meet the needs of LEP persons. A person who is LEP may have a 
disability that prevents the person from using fixed route service, thus making the 
person eligible for ADA complementary paratransit. Transit providers, States, and 
MPOs must assess their programs, activities, and services to ensure they are 
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providing meaningful access to LEP persons. Facilitated meetings with LEP 
persons are one method to inform the recipient on what the local LEP population 
considers to be an essential service, as well as the most effective means to provide 
language assistance. 

 
(4) The resources available to the recipient for LEP outreach, as well as the costs 

associated with that outreach. Resource and cost issues can often be reduced by 
technological advances, reasonable business practices, and the sharing of 
language assistance materials and services among and between recipients, 
advocacy groups, LEP populations and Federal agencies. Large entities and those 
entities serving a significant number of LEP persons should ensure that their 
resource limitations are well substantiated before using this factor as a reason to 
limit language assistance. 

 
Developing a Language Assistance Plan  
After completing the Four Factor Analysis, the recipient shall use the results of the analyses to 
determine which language assistance services are appropriate. Additionally, the recipient shall 
develop an assistance plan to address the identified needs of the LEP population(s) it serves. The 
DOT LEP Guidance recognizes that certain recipients, such as those serving very few LEP 
persons or those with very limited resources, may choose not to develop a written plan. 
However, FTA has determined it is necessary to require its recipients to develop an assistance 
plan in order to ensure compliance. A recipient may formally request an exemption from this 
requirement if it believes it fits within the exception described. 
 
Recipients have considerable flexibility in developing a Language Assistance Plan, or LEP Plan. 
An LEP Plan shall, at a minimum: 
 

a. Include the results of the Four Factor Analysis, including a description of the LEP 
population(s) served; 

 
b. Describe how the recipient provides language assistance services by language; 
c. Describe how the recipient provides notice to LEP persons about the availability of 

language assistance; 
 

d. Describe how the recipient monitors, evaluates, and updates the language access plan; 
and 

 
e. Describe how the recipient trains employees to provide timely and reasonable language 

assistance to LEP populations. 
 
FTA will solely determine, at the time the recipient submits its Title VI Program or subsequent 
to a complaint investigation or compliance review, whether a recipient’s plan is sufficient to 
ensure meaningful access and thus ensure the recipient is not engaging in discrimination on the 
basis of national origin. 
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After completing the Four Factor Analysis, a recipient may determine that an effective LEP plan 
for its community includes the translation of vital documents into the language of each 
frequently encountered LEP group eligible to be served and/or likely to be affected by the 
recipient’s programs and services. Vital written documents include, but are not limited to, 
consent and complaint forms; intake and application forms with the potential for important 
consequences; written notices of rights; notices of denials, losses, or decreases in benefits or 
services; and notices advising LEP individuals of free language assistance services. Examples of 
vital documents include an ADA complementary paratransit eligibility application, a Title VI 
complaint form, notice of a person’s rights under Title VI, and other documents that provide 
access to essential services. Failure to translate these vital documents could result in a recipient 
denying an eligible LEP person access to services and discrimination on the basis of national 
origin. 
 
Safe Harbor Provision  
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. 
 
Minority Representation On Planning And Advisory Bodies 
Title 49 CFR Section 21.5(b)(1)(vii) states that a recipient may not, on the grounds of race, color, 
or national origin, “deny a person the opportunity to participate as a member of a planning, 
advisory, or similar body which is an integral part of the program.” Recipients that have transit-
related, non-elected planning boards, advisory councils or committees, or similar committees, the 
membership of which is selected by the recipient, must provide a table depicting the racial 
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breakdown of the membership of those committees, and a description of efforts made to 
encourage the participation of minorities on such committees. 
Determination Of Site Or Location Of Facilities 
Title 49 CFR Section 21.9(b)(3) states, “In determining the site or location of facilities, a 
recipient or applicant may not make selections with the purpose or effect of excluding persons 
from, denying them the benefits of, or subjecting them to discrimination under any program to 
which this regulation applies, on the grounds of race, color, or national origin; or with the 
purpose or effect of defeating or substantially impairing the accomplishment of the objectives of 
the Act or this part.” Title 49 CFR part 21, Appendix C, Section (3)(iv) provides, “The location 
of projects requiring land acquisition and the displacement of persons from their residences and 
businesses may not be determined on the basis of race, color, or national origin.” For purposes of 
this requirement, “facilities” does not include bus shelters, as these are transit amenities and are 
covered in Chapter IV, nor does it include transit stations, power substations, etc., as those are 
evaluated during project development and the NEPA process. Facilities included in this 
provision include, but are not limited to, storage facilities, maintenance facilities, operations 
centers, etc. In order to comply with the regulations: 
 

a. The recipient shall complete a Title VI equity analysis during the planning stage with 
regard to where a project is located or sited to ensure the location is selected without 
regard to race, color, or national origin. Recipients shall engage in outreach to persons 
potentially impacted by the siting of facilities. The Title VI equity analysis must compare 
the equity impacts of various siting alternatives, and the analysis must occur before the 
selection of the preferred site. 

 
b. When evaluating locations of facilities, recipients should give attention to other facilities 

with similar impacts in the area to determine if any cumulative adverse impacts might 
result. Analysis should be done at the Census tract or block group where appropriate to 
ensure that proper perspective is given to localized impacts. 

 
c. If the recipient determines that the location of the project will result in a disparate impact 

on the basis of race, color, or national origin, the recipient may only locate the project in 
that location if there is a substantial legitimate justification for locating the project there, 
and where there are no alternative locations that would have a less disparate impact on 
the basis of race, color, or national origin. The recipient must show how both tests are 
met; it is important to understand that in order to make this showing, the recipient must 
consider and analyze alternatives to determine whether those alternatives would have less 
of a disparate impact on the basis of race, color, or national origin, and then implement 
the least discriminatory alternative. 

 
Requirement To Provide Additional Information Upon Request 
FTA may request, at its discretion, information other than that required by this Circular from a 
recipient in order for FTA to investigate complaints of discrimination or to resolve concerns 
about possible noncompliance with DOT’s Title VI regulations. 
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APPENDIX 9 Requirements and Guidelines for Fixed Route Transit Providers 
 
Introduction 
The requirements described in this section apply to all providers of fixed route public 
transportation (also referred to as transit providers) that receive Federal financial assistance. 
Contractors are responsible for following the Title VI Program(s) of the transit provider(s) with 
whom they contract. Transit providers that are subrecipients will submit the information required 
in this chapter to their primary recipient (the entity from whom they directly receive transit 
funds) every three years on a schedule determined by the primary recipient. Direct and primary 
recipients will submit the information required in this section to FTA every three years.  
 
All transit providers—whether direct recipients, primary recipients that receive financial 
assistance from FTA are also responsible for following the general requirements in Chapter III of 
FTA Circular 4702.1b. The requirements in this section are scaled based on the size of the fixed 
route transit provider. 
 
Providers of public transportation that operate fixed route and demand response service, or only 
fixed route service, are responsible for the reporting requirements in this chapter, but these 
requirements only apply to fixed route service. 
 
 
 
  Requirement  

 
Transit Providers that 
operate fixed route 
service 

 Transit Providers that operate 
50 or more fixed route vehicles 
in peak service and are located 
in a UZA of 200,000 or more in 
population 

 

 Set system-wide 
standards and policies 

 Required Required 

 Collect and report 
data 

 Not required Required: 
Demographic and service profile maps and 
charts 
Survey data regarding customer demographic 
and travel patterns 

 

 Evaluate service and 
fare equity changes 

 Not required Required 

 Monitor transit 
service 

 Not required Required 

 
If a transit provider: 
 
Operates 50 or more fixed route vehicles in peak service and is located in an Urbanized Area 
(UZA) of 200,000 or more in population; or 
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Has been placed in this category at the discretion of the Director of Civil Rights in consultation 
with the FTA Administrator, 
 
Then the transit provider’s Title VI Program must contain all of the elements described in this 
section. 
 
If a fixed route transit provider does not meet the threshold in the previous paragraph, then the 
transit provider is only required to set system-wide standards and policies, as further described 
below. 
 
Threshold. FTA requires all transit providers to submit a Title VI Program to comply with DOT 
Title VI regulations; the threshold provides a distinction regarding the degree of evidence a fixed 
route transit provider must provide to demonstrate compliance with those regulations. 
 
Implementation 
Service Equity Analyses. Transit providers under 50 or more vehicles in fixed route service may 
follow the service equity analysis guidance provided in FTA Circular 4702.1A. A transit 
provider may conduct a service equity analysis consistent with the new Circular for major 
service changes occurring prior to April 1, 2013. City of Bowling Green is not currently required 
to do so.  
 
Requirement To Prepare And Submit A Title VI Program 
As stated in Chapter III of this Circular, in order to ensure compliance with the reporting 
requirements of 49 CFR Section 21.9(b), FTA requires that all direct and primary recipients 
document their compliance by submitting a Title VI Program to their FTA regional civil rights 
officer once every three years or as otherwise directed by FTA.  
 
For all transit providers, the Title VI Program must be approved by the transit provider’s board 
of directors or appropriate. 
Transit providers shall submit a copy of the board resolution, meeting minutes, or similar 
documentation with the Title VI Program as evidence that the board of directors or appropriate 
governing entity or official(s) has approved the Title VI Program. FTA will review and concur or 
request the recipient provide additional information.  
 
Contents of the Title VI Program. Providers of fixed route public transportation shall include the 
following information in their Title VI Program. 
 
All fixed route transit providers shall submit: 
All general requirements set out in Section 4 of Chapter III of FTA Circular 4702.1b; and 
 
System-wide service standards and system-wide service policies, whether existing or new. 
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Requirement To Set System-Wide Service Standards And Policies 
These requirements apply to all fixed route providers of public transportation service. Title 49 
CFR Section 21.5 states the general prohibition of discrimination on the grounds of race, color, 
or national origin. Section 21.5(b)(2) specifies that a recipient shall not “utilize criteria or 
methods of administration which have the effect of subjecting persons to discrimination because 
of their race, color, or national origin, or have the effect of defeating or substantially impairing 
accomplishment of the objectives of the program with respect to individuals of a particular race, 
color, or national origin.”  
 
Section 21.5(b)(7) requires recipients to “take affirmative action to assure that no person is 
excluded from participation in or denied the benefits of the program or activity on the grounds of 
race, color, or national origin.” Finally, Appendix C to 49 CFR part 21 provides in Section 
(3)(iii) that “[n]o person or group of persons shall be discriminated against with regard to the 
routing, scheduling, or quality of service of transportation service furnished as a part of the 
project on the basis of race, color, or national origin. Frequency of service, age and quality of 
vehicles assigned to routes, quality of stations serving different routes, and location of routes 
may not be determined on the basis of race, color, or national origin.” 
 
All fixed route transit providers shall set service standards and policies for each specific fixed 
route mode of service they provide.  
 
These standards and policies must address how service is distributed across the transit system 
and must ensure that the manner of the distribution affords users access to these assets. 
 
Providers of fixed route public transportation shall also adopt system-wide service policies to 
ensure service design and operations practices do not result in discrimination on the basis of race, 
color, or national origin. Service policies differ from service standards in that they are not 
necessarily based on a quantitative threshold. 
 
Effective Practices to Fulfill the Service Standard Requirement  
FTA requires all fixed route transit providers to develop quantitative standards for all fixed route 
modes of operation for the indicators listed below. Providers of public transportation may set 
additional standards as appropriate or applicable to the type of service they provide.  
 
Vehicle load for each mode  
Vehicle load can be expressed as the ratio of passengers to the total number of seats on a vehicle. 
For example, on a 40-seat bus, a vehicle load of 1.3 means all seats are filled and there are 
approximately 12 standees. A vehicle load standard is generally expressed in terms of peak and 
off-peak times. Transit providers that operate multiple modes of transit must describe the specific 
vehicle load standards for peak and off-peak times for each mode of fixed route transit service 
(i.e., bus, express bus, bus rapid transit, light rail, heavy rail, commuter rail, passenger ferry, etc., 
as applicable), as the standard may differ by mode. 
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Vehicle headway for each mode 
Vehicle headway is the amount of time between two vehicles traveling in the same direction on a 
given line or combination of lines. A shorter headway corresponds to more frequent service. 
Vehicle headways are measured in minutes (e.g., every 15 minutes); service frequency is 
measured in vehicles per hour (e.g., 4 buses per hour). Headways and frequency of service are 
general indications of the level of service provided along a route. Vehicle headway is one 
component of the amount of travel time expended by a passenger to reach his/her destination. A 
vehicle headway standard is generally expressed for peak and off-peak service as an increment of 
time (e.g., peak: every 15 minutes; and off peak: every 30 minutes). Transit providers may set 
different vehicle headway standards for different modes of transit service. A vehicle headway 
standard might establish a minimum frequency of service by area based on population density. 
For example, service at 15- minute peak headways and 30-minute off-peak headways might be 
the standard for routes serving the most densely populated portions of the service area, whereas 
30- minute peak headways and 45-minute off-peak headways might be the standard in less 
densely populated areas. Headway standards are also typically related to vehicle load. For 
example, a service standard might state that vehicle headways will be improved first on routes 
that exceed the load factor standard or on routes that have the highest load factors. 
 
On-time performance for each mode 
On-time performance is a measure of runs completed as scheduled. This criterion first must 
define what is considered to be “on time.” For example, a transit provider may consider it 
acceptable if a vehicle completes a scheduled run between zero and five minutes late in 
comparison to the established schedule. On-time performance can be measured against route 
origins and destinations only, or against origins and destinations as well as specified time points 
along the route. Some transit providers set an on-time performance standard that prohibits 
vehicles from running early (i.e., ahead of schedule) while others allow vehicles to run early 
within a specified window of time (e.g., up to five minutes ahead of schedule). An acceptable 
level of performance must be defined (expressed as a percentage). The percentage of runs 
completed system-wide or on a particular route or line within the standard must be calculated 
and measured against the level of performance for the system. For example, a transit provider 
might define on-time performance as 95 percent of all runs system-wide or on a particular route 
or line completed within the allowed “on-time” window. 
 
Service availability for each mode 
Service availability is a general measure of the distribution of routes within a transit provider’s 
service area. For example, a transit provider might set a service standard to distribute routes such 
that a specified percentage of all residents in the service area are within a one-quarter mile walk 
of bus service. A standard might also indicate the maximum distance between stops or stations. 
These measures related to coverage and stop/station distances might also vary by population 
density. For example, in more densely populated areas, the standard for bus stop distance might 
be a shorter distance than it would be in less densely populated areas, and the percentage of the 
total population within a one-quarter mile walk of routes or lines might be higher in more 
densely populated areas than it would be in less densely populated areas.  
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Effective Practices to Fulfill the Service Policy Requirement 
FTA requires fixed route transit providers to develop a policy for each of the following service 
indicators. Transit providers may set policies for additional indicators as appropriate.  
Distribution of transit amenities for each mode. Transit amenities refer to items of comfort, 
convenience, and safety that are available to the general riding public. Fixed route transit 
providers must set a policy to ensure equitable distribution of transit amenities across the system. 
Transit providers may have different policies for the different modes of service that they provide. 
Policies in this area address how these amenities are distributed within a transit system, and the 
manner of their distribution determines whether transit users have equal access to these 
amenities. This subparagraph is not intended to impact funding decisions for transit amenities. 
Rather, this subparagraph applies after a transit provider has decided to fund an amenity. 
 
This policy does not apply to transit providers that do not have decision-making authority over 
the siting of transit amenities. Transit providers are not responsible for setting a policy for transit 
amenities that are solely sited by a separate jurisdiction (e.g., a city, town, or county) unless the 
transit provider has the authority to set policies to determine the siting of these amenities. Transit 
providers are responsible for setting a policy for transit amenities that are installed under a 
contract between the transit provider and a private entity. In these cases, the transit provider shall 
communicate its service policy to the private entity. 
 
Transit providers shall submit their siting policy where the definition of transit amenities 
includes but is not limited to: 
 
Seating (i.e., benches, seats at stops/stations) 
bus and rail shelters and rail platform canopies 
Provision of information: 
Printed signs, system maps, route maps, and schedules. 
Digital equipment such as next vehicle arrival time signs along bus routes and at fixed guideway 
stations (i.e., electronic signage that depicts when a transit vehicle will next arrive at the station 
or stop). 
Escalators 
Elevators 
Waste receptacles (including trash and recycling) 
 
Vehicle assignment for each mode 
Vehicle assignment refers to the process by which transit vehicles are placed into service in 
depots and on routes throughout the transit provider’s system. Policies for vehicle assignment 
may be based on the age of the vehicle, where age would be a proxy for condition. For example, 
a transit provider could set a policy to assign vehicles to depots so that the age of the vehicles at 
each depot does not exceed the system-wide average. The policy could also be based on the type 
of vehicle. For example, a transit provider may set a policy to assign vehicles with more capacity 
to routes with higher ridership and/or during peak periods. The policy could also be based on the 
type of service offered. For example, a transit provider may set a policy to assign specific types 
of vehicles to express or commuter service. Transit providers deploying vehicles equipped with 
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technology designed to reduce emissions could choose to set a policy for how these vehicles will 
be deployed throughout the service area. 
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APPENDIX 10 Title VI and Limited English Proficiency Technical Assistance Resources 
 
The following resources should help recipients integrate the guidance and procedures of this 
circular into their planning and operations. Recipients seeking additional resources that may have 
been published subsequent to the date of FTA Circular 4702.1b may inquire with their local FTA 
Regional Office or FTA’s Office of Civil Rights. Technical assistance resources will be 
published on the FTA Office of Civil Rights website, http://www.fta.dot.gov/civil_rights.html, 
on an ongoing basis. 
 
Relevant Websites 
Recipients and subrecipients are encouraged to review information on the following websites: 
 
FTA’s Title VI Website 
www.fta.dot.gov/civilrights/civil_rights_5088.html. This website provides an overview of FTA’s 
Title VI activities, including links to recent compliance reviews of recipients, related websites, 
policy guidance and procedures, and instructions on how to file a Title VI complaint. 
 
Federal Interagency Working Group on Limited English Proficiency 
www.lep.gov promotes a cooperative understanding of the importance of language access to 
Federal programs and Federally-assisted programs. The site acts as a clearinghouse, providing 
and linking to information, tools, and technical assistance regarding limited English proficiency 
and language services for Federal agencies, recipients of Federal funds, users of Federal 
programs and Federally-assisted programs, and other stakeholders. 
 
U.S. Department of Justice Civil Rights Division 
http://www.justice.gov/crt/ The Civil Rights Division of the Department of Justice, established in 
1957, is the program institution within the Federal government responsible for coordinating the 
implementation and enforcement of Federal statutes prohibiting discrimination on the basis of 
race, color, national origin, and other protected classes. 
 
Community Impact Assessment Website 
http://www.ciatrans.net. The Community Impact Assessment (CIA) website seeks to inform 
transportation officials and the general public about the potential impacts of proposed 
transportation actions on communities and their subpopulations. 
 
United We Ride 
www.unitedweride.gov. United We Ride is an interagency Federal national initiative that 
supports States and their localities in developing coordinated human service delivery systems 
originating from the Office of Program Management or the Federal Transit Administration. In 
addition to State coordination grants, United We Ride provides State and local agencies a 
transportation-coordination and planning self- assessment tool, help along the way, technical 
assistance, and other resources to help their communities succeed. 
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Technical Assistance Products 
Recipients and subrecipients are encouraged to review information on the following technical 
assistance products. Interested parties can access these products through the relevant website or 
by contacting FTA’s Office of Civil Rights. 
 
“How to Engage Low-Literacy and Limited English Proficient Populations in Transportation 
Decision-making.”  
http://www.fhwa.dot.gov/hep/lowlim/. This report documents “best practices” in identifying and 
engaging low-literacy and limited-English- proficiency populations in transportation decision-
making. These “best practices” were collected during telephone interviews with individuals in 30 
States. 
 
“Disaster Response and Recovery Resource for Transit Agencies”  
http://transit- safety.volpe.dot.gov/Publications/order/singledoc.asp?docid=437. This resource 
provides local transit agencies and transportation providers with useful information and best 
practices in emergency preparedness and disaster response and recovery, including information 
on how to respond to the needs of low-income persons, limited English proficient persons, 
persons with disabilities, and older adults. 
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APPENDIX 11 City of Bowling Green Board of Commissioners Municipal Order and 
Approval 

 

 

 

 

 

 

 

 

 

 

 

 

 



AGENDA 
BOARD OF COMMISSIONERS 

CITY OF BOWLING GREEN, KENTUCKY 
REGULAR MEETING - CITY HALL 

December 7, 2021, 4:30 p.m. 
  

CALL TO ORDER 
 
INVOCATION/PLEDGE OF ALLEGIANCE 
 
ROLL CALL 
 
AWARDS & RECOGNITIONS    
  
CITY MANAGER COMMENTS  
   
APPROVAL OF MINUTES Regular Meeting November 16, 2021  
 
ITEMS FOR CONSIDERATION:  
Municipal Orders require one reading and vote 
 
 
1. Municipal Order No. 2021 – 204  Municipal Order approving the probationary appointments of 

Daylan Brookshire, Cole Burton, John Chidester, Brian 
Donnelly, Justin Gentry, Garrett Houchins, Kristina Stivaletti 
and Wade Weisbrodt to the position of Firefighter in the Fire 
Department 

 
 
2. Municipal Order No. 2021 – 205 Municipal Order approving the probationary appointment of 

Telia Butler to the position of Downtown Development 
Coordinator in the Neighborhood and Community Services 
Department 

 
 
3. Municipal Order No. 2021 – 206 Municipal Order approving the probationary appointment of 

Jeffrey Carter to the position of Parks Facility Maintainer I in 
the Parks and Recreation Department 

 
 
4. Municipal Order No. 2021 – 207 Municipal Order approving the probationary appointment of 

Farah Wallace to the position of Office Associate I in the 
Public Works Department 

 
 
 
 
 



(Agenda-December 7, 2021) 
 

 2

5. Municipal Order No. 2021 – 208 Municipal Order approving the probationary appointments of 
Matthew Taylor and Nicholas Updegraff to the position of 
Service Technician in the Public Works Department 

 
 
6. Municipal Order No. 2021 – 209 Municipal Order approving the probationary appointment of 

Benjamin Hall to the position of System Analyst I in the 
Information Technology Department 

 
 
7. Municipal Order No. 2021 – 210 Municipal Order authorizing and accepting Bid #2022-25 for 

ADA improvements from NPM LLC of Elizabethtown, 
Kentucky in the amount of $104,800 

 
 
8. Municipal Order No. 2021 – 211 Municipal Order approving actions of the City Manager and 

accepting the emergency purchase of two Dodge Durangos 
from Don Franklin Chrysler Nissan located in Somerset, 
Kentucky, and further approving the painting and up-fitting 
from various vendors in the total amount not to exceed 
$91,781.50 

 
 
9. Municipal Order No. 2021 – 212 Municipal Order approving the Title VI Civil Rights Plan for 

the City of Bowling Green Transit Program and authorizing its 
submission to the Federal Transit Administration (FTA) 

 
 
10. Municipal Order No. 2021 – 213 Municipal Order authorizing the acceptance of a grant through 

the 2021 Community Oriented Policing Services (COPS) 
Hiring Program from the U.S. Department of Justice in the 
amount of $500,000 

 
 
11. Municipal Order No. 2021 – 214  Municipal Order authorizing the submission of a grant 

application to the U.S. Department of Homeland Security 
through the Federal Emergency Management Agency (FEMA) 
Assistance to Firefighters Grant Program in an amount up to 
$582,167 for the purchase of a vehicle for the Fire Department 

 
 
12. Municipal Order No. 2021 – 215 Municipal Order authorizing the submission of a grant 

application to the U.S. Department of Homeland Security 
through the Federal Emergency Management Agency (FEMA) 
Assistance to Firefighters Grant Program in an amount up to 
$255,605 for equipment and training for the Fire Department  
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13. Municipal Order No. 2021 – 216 Municipal Order authorizing and approving an Interlocal 
Contract for Cooperative Purchasing between the City of 
Bowling Green and Houston-Galveston Area Council 

  
 
14. Ordinance No. BG2021 – 46 ORDINANCE APPROVING MUTUAL AID AGREEMENT 
      (First Reading – Non-Binding)  Ordinance approving a Mutual Aid Agreement between the 

City of Bowling Green and Warren County Sheriff’s Office  
  
  
 
PUBLIC COMMENTS   
 
 
NEXT SCHEDULED MEETING December 21, 2021 
 
   
ADJOURNMENT 
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Demographic Representation Information1 

A. Demographic Representation Table2 

The table below depicts U.S. Census data City of Bowling Green population data by race and the City 
of Bowling Green’s Transit Advisory Committee.  

Body Caucasian Hispanic
/ Latino 

Black/ 
African 

American 

Asian 
American 

Native 
American 

Two or 
More 
Races 

City of Bowling Green 
Population 64% 10% 14% 8% 0.4122% 7% 

City of Bowling Green 
Transit Advisory 
Committee 

0.0301% 0.0285% 0.0100% 0.0000% 0.0000% 0.000% 

 

B.   Efforts to Encourage Minority Participation  

The City of Bowling Green understands diverse representation on committees, councils, and boards 
as it results in a sound policy reflective of its entire population. As such, City of Bowling Green 
encourages participation of all its citizens.  
 
As vacancies on non-elected boards such as the Transit Advisory Committee become available, City 
of Bowling Green will make efforts to encourage and promote diversity.  
 
To encourage participation on its committees, City of Bowling Green will continue to reach out to 
community organizations to connect with all population groups in its service area. In addition, City 
of Bowling Green will use creative ways to make participating realistic and reasonable, such as 
scheduling meetings at times best suited to its members.  

 
 

Demographic Representation Data Collection Form3  
 
Transit Advisory Committee 
 

Date: 

 
1 If City of Bowling Green has transit-related, non-elected planning boards, advisory councils or committees, 
or similar bodies, the membership of which is selected by City of Bowling Green, Title VI regulations require 
City of Bowling Green to provide a table depicting the membership of those committees broken down by 
race and a description of efforts made to encourage the participation of minorities on such committees.   
 
2 County data by race is available at the US Census Bureau website http://data.census.gov  
 
3 This form is an optional tool City of Bowling Green can use to gather information on the racial composition 
of its committee members for the purposes of meeting the Title VI plan requirements.   

http://data.census.gov/
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___________________________________________________________________________________  
 
RE: Request to self-identify 
 
Dear Transit Advisory Committee Member, 
 
The City of Bowling Green, as a recipient of federal transportation funds is required under Title VI of the 
Civil Rights statue to ascertain the racial/ethnic make-up of any non-elected boards, commissions, 
councils, etc. 
 
Data from this section is used for statistical and reporting purposes. The information may be subject to 
disclosure under federal or state law or rule.  
 
Anti-Discrimination Notice 
 
It is unlawful for City of Bowling Green to fail or refuse to provide services, access to services or 
activities, or otherwise discriminate against an individual because of an individual’s race, color, religion, 
sex, national origin, disability, or veteran status. 
 
As a program under the jurisdiction of City of Bowling Green, we invite committee members to 
voluntarily self-identify their race/ethnicity in order for us to comply with FTA Title VI and LEP 
requirements. This information will be used according to the provisions of applicable federal and state 
laws, executive orders and regulations, including those requiring the information to be summarized and 
reported to the federal government for civil rights enforcement purposes.  
 
Race/Ethnicity 
 
If you choose to self-identify, please mark the one box describing the race/ethnicity category with which 
you primarily identify: 
 
___ Asian or Pacific Islander: All persons having origins in any of the peoples of the Far East, Southeast 
Asia, the Indian subcontinent, or the Pacific Islands. This area includes, for example, China, Japan, Korea, 
the Philippine Islands and Samoa.  
 
___ Black and/or African American (not of Hispanic origin): All persons having origins in any of the Black 
racial groups of Africa. 
 
___ Hispanic: All persons of Mexican, Puerto Rican, Cuban, Central or South American, or other Spanish 
culture or origin, regardless of race. 
 
___ American Indian or Alaskan Native: All persons having origins in any of the original peoples of North 
America, and who maintain cultural identification through tribal affiliation or community recognition. 
 
___ Caucasian (not of Hispanic origin): All persons having origins in any of the original peoples of 
Europe, North Africa or the Middle East.  
 




