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Translation and Interpretation Services

This memorandum allocates funds to eligible schools for translation and interpretation services for Limited English Proficient (LEP) parents. These funds help support the No Child Left Behind (NCLB) requirement that schools reach out to and involve families of students whose home language is not English in order to meet the following goals:

· Share parent-school accountability

· Provide parents with access to information about their child’s educational options

· Increase parents’ capacity to improve their child’s achievement

Note that the translation and interpretation services supported by these allocations target all parents in the school who have limited English proficiency.  Services are not limited to parents of students who have been identified as English Language Learners (ELLs). Further, funds are not to be used to support student needs.

ALLOCATION

Information regarding individual school allocations is attached.  All participating schools receive a tax levy allocation.  Eligible schools also receive either a Title I or Title III allocation for supplementary services.  Final allocations will be based upon the following two factors:

· Number of non-English home languages in the school (based on the Home Language data)

· Number of parents with non-English home languages (based on the Home Language data)

Please note that since parents’ language preferences may change over time, it is important that the preferred language for written and spoken communication found in the Emergency Blue Card is updated in ATS on a yearly basis.

SCHEDULING IN GALAXY

· Tax levy allocations must be scheduled in the allocation categories TL Translation Services and TL Translation Services CW.

· Title I allocations must be scheduled in the allocation category Title I SWP Translation Services, Title I Targeted Assistance Translation Services.
· Title III funds must be scheduled in the allocation category Title III Translation Services.

When scheduling OTPS items in Galaxy, funds must be scheduled in the parent involvement section of the Table of Organization, and the Translation/Interpretation option must be selected from the program field drop-down menu.

Indirect costs have already been accounted for.  However, fringe benefits need to be budgeted.

ALLOWABLE COSTS

Funds may only be used to provide in-person interpretation services, written translation services, or to cover the cost of translation or interpretation resources or tools, or printing costs of foreign-language materials to be disseminated to LEP parents.

The following are the cost factors allowed when budgeting in Galaxy.  These are subject to modification during the school year.

	TITLE
	Line No.

	OVERTIME ADMIN
	0047

	PREP PERIOD COVG
	0058

	SUPPLIES – GENERAL
	0100

	PRINTING SERVICES - CONTRACTUAL
	0615

	TEMPORARY SERVICES
	0622

	SUPERVISOR PER SESSION
	2792

	GUIDANCE COUNSELOR - PER SESSION
	2922

	TEACHER - REGULAR GRADES - PER SESSION
	3002

	LABORATORY SPECIALIST - PER SESSION
	3342

	SCHOOL SECRETARY – PER SESSION
	3492

	BULK: DC 37 PARAPROFESSIONAL
	6032

	ED PARA – BULK
	6092

	BULK: SCHOOL AIDE (RAIDN)
	6214


Examples of how to use the funds for interpretation purposes include:

· Contract DOE vendor for services

· Pay bilingual staff per session

· Buy/rent interpretation equipment

Examples of how to use the funds for translation purposes include:

· Contract DOE vendor for services:

· Languages not supported by the DOE’s Translation and Interpretation Unit

· Translation of student-specific documents

· Expedite translations

· Pay bilingual staff per session

· Purchase translation resources (e.g., dictionaries)

The following may not be supported with the tax levy, Title I, or Title III allocations:

· The translation of information not related to achieving high academic standards.

· The retranslation of materials already available through the DOE’s Translation and Interpretation Unit.

· The partial or full funding of an annual position.

· The purchase of supplies not directly related to the provision of translation or interpretation services.

· The purchase of services for training programs.

· The purchase of services from unapproved or non-contracted DOE entities (e.g., parent, community member) for the provision of language services.

In addition, Title I or Title III resources may not be used in these additional circumstances:

· The replacement of translation and interpretation services currently provided by the school with tax-levy funding,

· The provision of translation or interpretation services for mandated services (e.g., Special Education meetings such as Educational Planning Conferences or Annual Reviews)

REQUIRED DOCUMENTATION FOR ALL SCHOOLS
· Evidence of required consultation

· Documentation of OTPS translation and interpretation purchases and expenditures

ADDITIONAL RESOURCES

The DOE’s Translation and Interpretation Unit provides free translation services of DOE critical parent communications in the form of a letter, notice, flyer, consent form or parent handbook into Arabic, Bengali, Chinese, French, Haitian Creole, Korean, Russian, Spanish and Urdu, and over-the-phone interpretation services in 200 languages.  More information about the Translation and Interpretation Unit, including translated templates of the most commonly used letters, forms and applications, and other language access resources (e.g. translated signs, bilingual glossaries, vendor information for interpretation equipment, etc.) may be found at:

http://intranet.nycboe.net/translation_interpretation
Additional translation and on-site interpretation services can be obtained through the DOE’s contracted vendor: 

thebigword

Tel: 646-770-8000

nycdoe@thebigword.com
www.thebigword.com
Vendor Number: THE491811

Contract Number: 9370212

For American Sign Language Services, you may contact the DOE’s Office of Sign Language Interpreting Services at 212-802-1500, extension 7181.
Make sure to refer to your school’s Language Translation and Interpretation Plan (part of the Language Allocation Plan). This plan outlines how your school will address its language access needs during the school year. You may also contact your school’s Language Access Coordinator (LAC) for further guidance. 
For questions regarding how the funding in this School Allocation Memorandum can be used please contact the Translation and Interpretation Unit at translations@schools.nyc.gov. If you have questions regarding your budget, please contact your BFSC team member in the Office of Field Support.

Click here to download a copy of the School Allocation Memorandum.

Attachment:   

Table 1 – School Allocation Summary (click here for a downloadable Excel file)
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