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GOALS 

1. Understanding of Rights and Obligations 

 

2. Translation Office Overview 

 

3. Procedures and Best Practices 

 

4. Address and Clarify Doubts 
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AGENDA 
1. Title VI 

 

2. Fundamentals of Translation and Interpreting  

 

3. Overview & Mission of the Translation Office 

 

4. Interpreting & Parent Teacher Conferences 

 

5. Translating Parent Communications 

 

6. How to Use the Translation Office’s Services 
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TITLE VI and Language Assistance for 
EL Students and Parents 
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Title VI of the Civil Rights Act of 1964, 42 U.S.C. §§2000d – 
2000d-7 (Title VI) 
“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 
otherwise subjected to discrimination under any program to which this part 
applies.”  
 
● Language includes the parents of students enrolled in a school district, in 

addition to the students themselves. 
 

● National origin status --->limited English proficiency may result from 
national origin --> invokes Title VI jurisdiction 
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May 25, 1970 Memorandum -“Identification of Discrimination and Denial of 
Services on the Basis of National Origin,” 35 Fed. Reg. 11595 (July 18, 1970) 

● School districts have the responsibility to adequately notify national 
origin-minority group parents of school activities which are called to the 
attention of other parents. 

 
● Such notice in order to be adequate may have to be provided in a 

language other than English. 
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Lau v. Nichols 
● The U.S. Supreme Court adopted OCR’s 1970 memorandum in reference to EL 

students. 
 

● “Where the inability to speak and understand the English language excludes 
national origin-minority group children from effective participation in the 
educational program offered by a school district, the district must take 
affirmative steps to rectify the language deficiency in order to open its 
instructional program to these students.”  
 

● “There is no equality of treatment merely by providing students with the same 
facilities, textbooks, teachers, and curriculum; for students who do not 
understand English are effectively foreclosed from any meaningful education.”  
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“Guidance for Federal Financial Recipients Regarding Title VI Prohibition 
Against National Origin Discrimination Affecting Limited English Proficient 
Persons,” 66 Fed. Reg. 3834 (Jan. 16, 2001) 

Test to determine whether recipients of Federal financial assistance are taking 
reasonable steps to ensure the meaningful access  

 
(1) The number or proportion of LEP persons eligible to be served or likely to be 
encountered by the program or grantee; 
(2) the frequency with which LEP individuals come in contact with the program;  
(3) the nature and importance of the program, activity, or service provided by the 
program; and  
(4) the resources available to the grantee/recipient and costs.  
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Requirements for Interpreters and Translators 

● Interpreters must have knowledge in both languages of any specialized terms 
or concepts peculiar to the entity’s program or activity and of any 
particularized vocabulary and phraseology used by the EL person. 
 

● Translators should understand the expected reading level of the audience 
and, where appropriate, have fundamental knowledge about the target 
language group’s vocabulary and phraseology.  
 

● Districts should ensure that its interpreters are trained on the role of an 
interpreter and translator, the ethics of interpreting and translating, and the 
need to maintain confidentiality. 
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Professionals Required 
● Professional interpreters and translators are subject to specific codes of conduct 

and should be well-trained in the skills, ethics, and subject-matter language.  
○ Those utilizing the services of interpreters and translators should request 

information about certification, assessments taken, qualifications, experience, 
and training.  

 
● In some instances using a professional interpreter or translator is not necessary or 

possible, and it may be suitable to use a bilingual staff member – but only if the 
bilingual staff is appropriately qualified.  
 
○ Assessment of ability, training on interpreter ethics and standards, and clear 

policies that delineate appropriate use of bilingual staff, staff or contract 
interpreters and translators, will help ensure quality and effective use of 
resources. 
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Effective, Appropriate, and Competent Language Assistance 

● OCR, under Title VI, expects districts to provide language assistance for EL parents 
effectively, with appropriate, competent staff — or appropriate and competent 
outside resources.  
 

● It is not sufficient for the staff to be merely bilingual. 
 

● Competency requires more than self-identification as bilingual. 
 

● DOJ states that formal certification as an interpreter is helpful, but not required. 
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Using Friends, Family, and Children 

● The use of family members, friends and children to help in providing language 
assistance to parents may raise issues of confidentiality, privacy, or conflict of 
interest, according to DOJ, which also states that, in many circumstances, such 
persons “are not competent to provide quality and accurate interpretations.” 
 

● Recipients “should not plan to rely on these individuals to provide meaningful 
access to important programs and activities.” 
 

● Provide  interpreter, even if the parent has brought along his or her own person to 
assist in interpretation. 
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When is a Translation Required? 
● The failure to provide written translations of certain types of documents is not a per se 

violation of Title VI. 
 

● Rather, the determination of whether the failure to translate certain documents denies 
EL parent meaningful access, in violation of Title VI, must be made on a case-by-case 
basis. 
 

● In determining whether “meaningful access” would be assisted by a written translation, 
districts or schools should first consider the kind of information that is included in the 
document and whether it is important for EL parents to have this information in writing. 
 

● “The more important the activity, information, service, or program, or the greater the 
possible consequences of the contact to the LEP individuals, the more likely language 
services are needed.” 
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Interpretation in lieu of Translation - IS IT ALLOWED? 

There may be appropriate circumstances in which a district may find it more feasible to orally 
interpret a document and not translate it 
 

- EL parent’s native language does not have a written component 
- EL parent is illiterate, 
- EL parent’s native language is less common 
- Document is less vital 
- Obtaining a professional translator in a particular language is prohibitively expensive or 

difficult, given the resources available to the school district. 
 

It may be appropriate for a district or school to provide a mix of written translations and oral 
interpretations. 
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More important activities – especially those that are compulsory or 
consequential – necessitate effective communication with EL persons 

● meetings in which parents participate in eligibility and placement decisions affecting 
their children with disabilities; 

● disciplinary notices and procedures; 
● registration/enrollment forms, emergency notification forms and other forms most 
● commonly used by the district to communicate with parents;  report cards and student 

progress reports; 
● parent-teacher conferences or meetings; 
● parent handbooks and fact sheets; 
● academic options and planning, including gifted and talented programs, alternative  

language programs, and counseling and guidance services;  
● screening procedures that request information from parents about the child’s language 

background and the parents’ preferred language for communication with the school. 
 

15 



IDEA and Section 504 of the Rehabilitation Act of 1973 

● District’s most important activities may include:   
○ procedures related to parents’ rights to receive procedural safeguards in the 

context of providing children with disabilities with a free appropriate public 
education (FAPE) under Section 504 of the Rehabilitation Act of 1973 (Section 
504) and the Individuals with Disabilities Education Act (IDEA); 

 
● Implementing regulations for IDEA are not enforced by OCR BUT include 

requirements regarding the provision of certain information to parents 
whose native language is not English.  

 
● There are no express requirements regarding interpretation, translation or other 

forms of language assistance for EL parents in Section 504’s implementing 
regulations. 
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Communication with EL Parents 

● School districts should be aware of parents’ language needs.  
 

● EL parents have the right to meaningful access to the same information other parents 
receive about school matters in an accurate and timely manner.  
 

● Schools may not charge parents for the translation and interpreter services that a school 
provides. 
 

● Parent’s EL status is independent of his/her child’s English proficiency level.  
 

● Effective, appropriate, and competent interpreters and translators 
 

● Mix of written translations and oral interpretations may be appropriate  
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Fundamentals of Translation and 
Interpreting 
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True or False Statements 

1. Translation is written and interpreting is spoken: they're two 

different skills.  

 

2. Being bilingual is enough to make you a translator or interpreter. 

 

3. Translation is more than word-substitution. 

 

4. Machine translation can replace human translators.  
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Overview and Mission 
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Mission 
The Translation Office’s mission is to provide effective translation and interpreting 

services to families whose primary language is not English in order to ensure access to 

all aspects of their children’s education.  

 

1. Civil Rights 

 

2. Family Partnering 
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Family Partnering  
 

“When parents are involved in their children’s education, 

children have higher grade point averages and scores on 

standardized tests, better attendance, improved behavior at 

home and at school and better social skills and adaptation to 

school.” (Henderson & Mapp, 2002, p. 24) 
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# of students at FPS: 9,290 

 

# of English Learners enrolled in FPS Bilingual 

and SEI Programs: 2,015 

 

% of students identified as English Language 

Learners: ~22% 

 

# of monitored FELs: 612 

 

% of students who speak a language in 

addition to English: ~44% 

 

# of world languages represented at FPS: 70 

 

(As of August 14th 2018) 

 

Who is our audience? 
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What services do we offer? 

1. Interpreting services for “all languages”, including 

American Sign Language (ASL). 

 

2. Written translation services for the district’s two major 

languages: Portuguese and Spanish. 

 

3. Oral translations of documents for other languages. 
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https://www.framingham.k12.ma.us/cms/lib/MA01907569/Centricity/Domain/67/Cover Sheet_DESE Guidance.pdf


Interpreting 

● Parent-Teacher Conferences 

 

● Curriculum Nights 

 

● Telephone Calls 

 

● New Student Registrations 

● Community Forums 

 

● Open Houses, etc. 
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Translation 

● Press releases 

● Handbooks 

● Report Cards 

● Permission Slips and Field Trips 

● School and Class Letters Home 

● Events to be publicized 

● Newsletters 

● After school activities info 

● Flyers and Announcements, etc. 
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DOJ and DOE require 
Translations include, but is not limited to, information related to:  

● Registration and enrollment in school and school programs 

● Grievance procedures and notices of nondiscrimination 

● Language assistance programs 

● Parent handbooks 

● Report cards 

● Gifted and talented programs 

● Student discipline policies and procedures 

● Magnet and charter schools 

● Special education and related services 

● Parent-teacher conferences 

● Requests for parent permission for student participation in school activities 
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https://www.framingham.k12.ma.us/cms/lib/MA01907569/Centricity/Domain/67/dcl-factsheet-lep-parents-201501.pdf
https://www.framingham.k12.ma.us/cms/lib/MA01907569/Centricity/Domain/67/dcl-factsheet-lep-parents-201501.pdf
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Reflected in our Translation Memo and Guidelines 
 

FPS Translation Memo 

FPS Guidelines for Documents to be Translated 
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https://www.framingham.k12.ma.us/cms/lib/MA01907569/Centricity/Domain/67/EN_SP_PT_Translation MEMO 2017-2018_EN_SP_PT.pdf
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https://www.framingham.k12.ma.us/cms/lib/MA01907569/Centricity/Domain/67/EN_SP_PT_Translation MEMO 2017-2018_EN_SP_PT.pdf
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Translation Office Hiring Procedure 
1. A job posting is posted on the FPS website and other sites such as School Spring. 

2. We receive online applications. 

3. We evaluate these applications and contact the strongest candidates for the position (relevant resume, 

translation experience, ATA certified, familiarity with educational system and terminology, etc.). 

4. We make an appointment for an interview and a translation test. 

5. We interview the candidate and they take a translation test for General Education, Special Education or 

both. 

6. We assess the translation test(s) and grade it using a rubric for evaluating translators, which is an 

adaptation of the American Translation Association’s rubric for grading. 

7. If the applicant passes the test and meets our expectations, they become approved Framingham Public 

School’s translators. 

8. On boarding process: Translator Handbook*, Team Drive (Resources: Style Guide, Glossary, References, 

etc.). 

9. Once they start working for FPS as approved translators, we evaluate not only the quality and accuracy of 

their work, but also, their commitment and professionalism. 

10. Feedback and Prof. Development (Interpreters Training*). 29 



Translator Handbook (Planned for this School Year)  
● FPS, Bilingual Dept. and EL Information, Overview, and Context 

● Our Audience 

● Best practices, Standards, Protocol and Procedures, Ethics 

● Availabilities, responsiveness, engagement 

● Workflow 

● Translation Resources: Style Guide, Dictionaries, Glossaries 

● Reference Materials 

● FPS EN_SP_PT Glossary of Terms 

● Translation Instructions: Dos and Don'ts for SP and PT translations 

● Payment Guidelines 

● Housekeeping info and requirements 
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Interpreter Training (Planned for this School Year) 

● In-house training provided by the Manager of Translation Services once a 

year to enable our interpreters to become even more competent 

professionals. 

 

● Training for our interpreters (both the veterans and the new ones) to be 

able to provide a better service and make sure we all consistently work 

following the same standards. 

 

● It will cover best practices, protocol and procedures, specific interpreting 

skills, ethics of interpretation, etc. 
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How to Use Translation Office Services 
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https://www.framingham.k12.ma.us/Page/2716
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Interpreting & Parent Teacher Conferences 
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Reflection 

1. Have I ever used an interpreter before for parent meetings or 

other events? 

 

2. How was it helpful? 

 

3. What was challenging? 
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Interpreting & Parent-Teacher Conferences 

 

"Tell me and I'll forget. Show me and I'll remember.  

Involve me and I'll understand." 

 

— Confucius 
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Tips for Parent-Teacher Conferences 
Before the conference 

● Encourage parent attendance 

● Make personal contact 

● Make an appointment with the 

parents 

● Give parents a reminder call 

● Arrange for an interpreter 

● Meet with the interpreter before the 

conference, if possible 

● Review educational terms and 

vocabulary with the interpreter 

● Allow more time for translations 

● Be aware of cultural differences 

 

 

During the conference 

● Speak with the parents, not the interpreter 

● Speak evenly and pause frequently 

● Use simple documents in your explanations 

● Discuss educational plans and the parents' 

expectations 

● Offer translated information if possible 

● Offer information about local support 

resources 

● Encourage reading at home 

● Leave time for parent questions 

 

After the conference 

● Send a thank you note in their language 39 



Translating for Parent Communications 
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What are pros and cons of using Google 
Translate (or other machine translations)? 
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Machine Translation: Pros and Cons 
Pros: 

“FFF” 

● Fast 

● Free 

● Facile 

● ??? 

Cons: Machine translation can’t replace 

human translation, why? 

● Different or wrong message 

● Miscommunication 

● Inconsistencies in style and 

terminology 

● Sentences structure is is not  accurate 

in target language 

● Unusual grammatical usage 

● When using Google Translate, many 

error occurs for sayings, idioms, 

context, terms, nuances, etc. 
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Tips for Written Parent Communications 

● Use Translation Office for newsletters, important letters/communications, 

permission slips, report cards, handbooks, and other official documents. 

 

● Use Translation Office’s Report Card Word Bank for report card 

comments (and even daily notes home). 

 

● Avoid using machine translations for lengthy and official documents (only 

in exceptional situations as a last resort. E.g. private urgent messages that 

can’t wait). 
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2017-18 Statistics 
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Please write to translationcoordinator@framingham.k12.ma.us to 
request statistics and charts 
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Q&A 
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Translation Office Protocol & 

Title VI Training for FPS 

Administrators and Teachers 

Thank you! 
 

August 2018 

Alina Kantor-Nir 
Bernardo Llorente 

 
 

47 


