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Purpose
The purpose of this handbook is to provide information related to the
different interpretation and translation services available to educators
within the Buffalo Public Schools. It also provides guidance as to what
service is appropriate to use in what circumstance.
Building Capacity
One of the main objectives moving forward is not only to provide our
multilingual learners and families with information in their preferred
language but also to build capacity by using internal resources prior to
outsourcing for services. We have provided multiple capacity building
tools in order to help the district move towards reaching this objective.
Expectations
It is expected that all educators within the Buffalo Public Schools access
interpreting and translation services to provide students and families
with information in their preferred language and mode. As per Part
154, all educators must meet with parents in their preferred language
and mode at minimum once per year. For further detail as to Part 154
requirements, please refer to the Multilingual Parent Engagement &
Empowerment Handbook and/or the department’s website
http://www.buffaloschools.org/ForeignLanguages.cfm?subpage=122524

Should you have any questions/comments, please feel free to
contact Jenna Colerick, Supervisor of ELL Services, at 816-3712.
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I.

Interpretation & Translation Overview

Interpretation is the oral transference of one language to another. Some examples of
interpretation would be using Language Line for an urgent phone call to parents, face to
face meetings and communication, oral language support at parent and community events.
Translation is the written transference from one language to another. Some examples may
include sending home a document in a parents’ preferred language, providing instructional
materials or supports in written form, etc.

II.

Interpretation Requests

A. What are the best practices for interpreter requests?
 Refer to your school’s internal language access process prior to making a
request. For further information on how to develop your school’s internal
language access protocol visit the Multilingual Parent Engagement and
Empowerment Handbook.
 All requests by buildings should be submitted online via the multilingual
department’s website. Please visit the department’s website and click on
“Interpretation & Translation.
 Always ask the parent/student if they require the use of an interpreter – don’t
make assumptions based on a person’s accent or your perceptions of their
limitation in English.
 Determine the preferred language prior to requesting interpretation by asking
the parent or student, viewing the Census screen in Infinite Campus, or
reference the Language Assessment Center Student Profile Sheet.
 Request face-to-face interpreters in advance. Any “URGENT” request will cost
the district more money.
B. What would I request an interpreter for?
 Parent teacher conferences
 Parent events
 To make phone calls home regarding student progress
C. How do I place an interpreter request?
 Interpreter requests should be placed via the district’s webpage.
 Interpreter requests should be placed at least seven days in advance.
 For urgent situations please use language line. Urgent situations include needed
to contact a parent regarding a child getting hurt at school. An urgent situation
would not refer to a Parent Event or a pre-scheduled meeting. Please reference
your schools language access code for Language Line information. If your school

does not have that information, please contact Jenna Colerick at
jcolerick@buffaloschools.org
D. Who can place an interpreter request?
Anyone can place an interpreter request via the district’s webpage.

E. How much does it cost the district for interpretation services?
Interpretation costs that are not provided using internal sources costs the district $50/hr, for a
minimum of two hours. These rates increase to $75 per hour on the weekends. Any request that
is placed less than 24 hours in advance costs double the hourly rate.

III.

Translation Requests

A. What might I use a translation request for?
Translation requests are written requests, so they may include sending letters home
regarding:
o Parent Teacher Conferences
o Suspension Letters
o No school/half day of school
All the above mentioned pre-exist on our department’s webpage in addition to the
Multilingual Parent Engagement and Empowerment Handbook.
B. What are best practices for translation requests?
Make sure you have answered these questions:
o
o
o
o
o
o

Does the parent prefer the students’ home language?
Is the parent literate in the home language?
Have you checked the website or handbook to see if a generic form related to this
topic is pre-existing?
If the answer is yes to all the above questions, please continue reading for
information as to how to place your interpretation request?
Did you condense the language? The shorter the translation the quicker the turnaround time is.
Did you check the information? Is it reflected accurately? Translators do not check
for your accuracy of the document (i.e. the date matches the correct day of the
week), therefore if something is written incorrectly it will be translated as such and
if a revision is needed, it will go back to the end of the line in the translation queue.

C. How do I request a translations?
All translation requests, in any languages including the top six, must be submitted via
the department’s webpage. If you are able to condense the information, please do so.
Before submitting a translation request make sure you do the following things:
o Check the date. Does it align with the day of the week? Translations are not
checked for the accuracy of your information

o Is the passage comprehensible for multilingual families? Avoid jargons,
technical terms, or things that may not be transferable into other languages.
o Have you maximized use of the page? The district pays per page, not per
word
o Is your document in word format?
D. How much does translation cost the district?
Translations generally cost approximately 50-75 dollars per page, depending upon the
language requested. Any translation that is an urgent request costs the district
substantially more money.

IV.

School Connect Calls
What is School Connect?
School connect is a system that has pre-generated messages as well as the capacity to
record new messages to send to district families. If you are an administrator who does
not have access to School Connect please contact Lisa Slisz at lslisz@buffaloschools.org
Are there canned comments available for district use?
There are various pre-recorded messages in our top six languages that can be used.
Below is a partial list. Additional canned comments will be added periodically. If you
have an idea for a canned comment, please email jcolerick@buffalschools.org
Currently Connect Ed. Has the following recorded in the district’s top six languages
other than English:
o
o
o
o
o

There is no school today.
There is no school tomorrow.
Your child is sick, please come pick them up.
There is a half day of school today.
There is a half day of school tomorrow.

If you need to make a phone call in the student’s home language and it is not available
as a canned comment, please do so. If it is something that you think others would
benefit from, please email jcolerick@buffaloschools.org, so that we can add it as a
canned message.
Who can make school connect calls?
School connect calls can be made by administrators within the district.

V.

Language Line
A. What is it?
Language line is a phone system accessible by every building. Each building has a
unique phone access code that must be known upon the call being placed. If you are an
administrator in a building and do not know your access code, please refer to the other
administrators in your building. If no one has this information, please email
jcolerick@buffaloschools.org.
B. When should Language Line be used?
Language line should only be used in urgent situations. Safety is our first priority when
working with students, so if you need to use language line to assist with any immediate
needs of communication with families, please use it. Each school shall designate one
telephone to be used when a face to face meeting is not necessary, but a parent must
be contacted, for instance in the case of an emergency. The phone should be located in
a quiet area that provides some privacy. Each school/department has an access code
which will allow the district to monitor use of the service. PLEASE DO NOT SHARE YOUR
ACCESS CODE WITH ANYONE NOT AUTHORIZED TO USE THE SERVICE.
Be prepared with the content of the conversation prior to placing the call. The service is
expensive, but more economical than a face-to-face interpreter when the interaction will
take less than 45 minutes. Every attempt should be made to make maximum use of the
time. Keep the call as short as possible.
C. Who can use it?
Access codes for language line should be shared only with administrators. If a teacher
needs to use language line, he or she must receive permission from administration
Please refer to the attached “Language Line Quick Ref Guide 2015-3026” for
instructions.
D. How much does it cost?
Cost is $0.75/minute

VI.

Academic Coaches
A. Who are they?
Academic Coaches are provided to us through the School Refugee Impact Grant
obtained by Journey’s End. They have had a partnership with us for approximately 8
years, and many have students and families have benefited from their services.
B. What do they do?
Academic coaches can serve in a variety of capacities. One of the main objectives within
the grant is to provide direct instructional support to students. Academic Coaches have
received orientation as to the expectations of the district and the multilingual

department, the role that they serve, as well as partaking in courses related to Common
Core, Behavior Management and Cultural Responsiveness.
C. What are best practices?
 Provide explicit instructions as to what you would like the Academic Coaches to
support with. For example: small groups, parent event trainings, etc.. If you are
requesting them it should be for a specific purpose in order to ensure that we
are using their services most effectively.
 Invite the Academic Coaches to come to your building to explain the services
they offer. They have created a professional development opportunity related
to cultural awareness that can be requested through the Multilingual
Department’s webpage.
 If you have put in a request for the Academic Coaches, ensure that the clerk
knows that they are coming and where they are supposed to report to.
 Put in your request for coaches at least one to two weeks prior to your event.
Refer to their services sheet located in the resource tab of this binder for their
contact information and description of services.
D. How do I request them?
Fill out a request form via the department’s webpage. Go to Buffalo Public Schools,
followed by the Multilingual Department, followed by Interpretation & Translation.

VII.

Cultural Resource Specialists

A. Who are they?
There are six cultural resource specialists who serve as district level supports. The six
languages that the specialists represent align with the top six languages of the district:
Spanish, Arabic, Karen, Nepali, Somali, Burmese. They are located at Central
Registration Center.
B. What do they do?
The Cultural Resource Specialists serve as the primary person with whom families
interact when entering and registering in the district. They provide a comprehensive
orientation to parents and families to introduce them to the educational system in the
United States. They also provide on-site training to staff in regards to cultural
competency and sensitivity. In addition, they serve as a liaison between the
communities and the district. When they are not directly serving families, they provide
translation services as well as phone call support to families.
C. Can I request their support?
It is possible that you will see the Cultural Resource Specialists during community
events, however you cannot request their services directly. They serve primarily to
assist with new entrants and also assist with translating our district’s top documents.

VIII.

Building Capacity

A. Best Practices
All parents in the United States have a right to be involved and informed about their
child’s education. It is important that we communicate as much as possible with
parents. Good communication between teachers and families can lead to great
outcomes.








IX.

Identify the parents’ preferred language. You cannot rely on the assumption
that the students LEP file accurately reflects the parents preferred language.
Identify the parents’ preferred method of communication. Examples: face-toface interaction, emails, phone calls or written notices.
If your school has been assigned multilingual aides and/or assistants identify
time during their schedule to serve as interpreters and translators. This could
include making phone calls home, helping to interpret at parent events,
translating documents for distribution to parents.
In your building, you might have staff members who may volunteer with
translation and interpretation. Identify those individuals, along with their
availability and contact information. You may want to consider having this
information available to your student support teams.
In the event of an emergency please use Language Line. All administrators
should have the telephone number and access code for this service.

Interpretation & Translation Restrictions
A. Are there any times I am not permitted to request an interpreter or translator?
It is recommended that during Regents weeks, requests are limited, as the
resources available need to be centralized for the regent’s project. It is not
permitted that individual schools request exam interpretation for Regents week,
as students are brought to a centralized Translation Hub for support.
B. Who monitors Interpretation and Translation Requests and Usage?
The Supervisor of ELL services documents and keeps track of documentation of all
requests and translation and interpretation usage. This person is responsible for
providing guidance, oversight and to ensure that the District is demonstrating financial
fiduciary.

X.

Additional Supports
o If you need any additional supports, clarification on any of the processes, please
email jcolerick@buffaloschools.org.
o If you have any suggestions for improving this guidance document, or for building
capacity within our schools, please email ellservices@buffaloschools.org

XI.

Resources
A. Refugee School Impact Grant (RSIP):

Refugee School Impact Program (RSIP)
The RSIP helps to bridge the cultural and linguistic
gap that exists between refugee families and schools
and to provide children with academic and social
supports to aid in the promotion of success. The Refugee School Impact Program is designed to ease the
transition of refugee children into the Buffalo Public School system and to empower parents to be effective
partners in the education of their children.
Who is eligible?
The RSIP provides services to refugee students in Buffalo Public Schools, grades K-12, and their families.
Please complete the attached form for any student who you might wish to participate and return to 333
Clinton Street Attn: Academic Coaches.
Academic Coaching Services
Our multilingual academic coaches provide a wide range of services to refugee students, their parents and
schools, including:
* Native language instruction
* Classroom push in academic support and small group instruction based on teachers’ guidance
* Translation and interpretation
* Communication support between school and home
* Interpretation assistance during special education assessments
* Support students during the CSE process, discipline matters and parents/teacher conferences.
* Emergency and crisis interventions
* Open houses and family events.
You can request any of these services through Multilingual Dept. page
on PBS websit
Translation and Interpretation . Please follow the translation protocol outlined
by Multilingual Department. For any questions please email
ellservices@buffaloschools.org. We recommend 1 hour time frame
Cross-Cultural Seminar for Schools
A free training session provided to schools and administrators who would like to
learn more about refugee issues and how to better accommodate their needs.
Multilingual Parent Events

Orientation, resource nights and drop-in centers aimed at parents whose children have just entered
school (Grades K-12), to learn about the American school system and to have their questions answered
by our academic coaches and program staff.
Refugee School Impact Grant Contact Sheet
Name

Language(s)

Email

Phone

Said Ibrahim
(Coordinator)

Mai-Mai/Somali

sibrahim@jersbuffalo.org

716-783-5977

Kamala Mishra

Nepali/Hindi

kmishra@jersbuffalo.org

716-247-0027

Myintcho Lay

Karen/Burmese

mlay@jersbuffalo.org

716-544-6132

Safa Fontain

Arabic

sfontain@jersbuffalo.org

716-220-0744

B. Language Line: Quick Reference Guide:

