Poudre School District

Department of Language, Culture and Equity

Guidelines for Written Translation and Oral Interpretation Services

Written Translation Services*Please allow 10 business days for turnaround

Requesting Translation for district-wide documents

1. Check the translation library first to see if the document is there: http://tinyurl.com/PSDtranslationlibrary
2. If the document is not in the library, submit a ticket using the Support Center Online link:
https://help.psdschools.org/
a. Request Type: select LCE (Language, Culture, and Equity)
b. Select PSD Written Translation Request

Requesting Translation for a document used at schools (a minimum of 20 speakers of this language must
attend your school)

1. Spanish/Arabic Translation
a. Family Liaison: If you have a Family Liaison at your site, coordinate with him/her directly for
translation.
i. This includes all documents that require a guardian signature.
ii. If asignature is not required, consider making personal phone calls to families or
sending an informational recording using SchoolMessenger. Coordinate this with your
Family Liaison.

2. Any other language (charges may apply, please see guidance on following page)
a) Submit a ticket using the Support Center Online Link: https://help.psdschools.org/
a. Request Type: select LCE (Language, Culture, and Equity)
b. Select PSD Written Translation Request

Requesting Translation of IEP Summaries

1. Submit a ticket using the Support Center Online Link: https://help.psdschools.org/
a. Request Type: select LCE (Language, Culture, and Equity)
b. Select IEP Interpretation & Translation Request
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https://nam12.safelinks.protection.outlook.com/?url=http%3A%2F%2Ftinyurl.com%2FPSDtranslationlibrary&data=05%7C01%7Ccbarquer%40psdschools.org%7C9dab739b22ac4c0df77508da7b17c8c9%7C0d6d846ceadd4b6cb03ef15cd4b7e9cf%7C0%7C0%7C637957639618912177%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=zhnov5oTZ3UcWYDFoi6lmvfACJ6y9YE41dahOs5cxnQ%3D&reserved=0
https://help.psdschools.org/
https://help.psdschools.org/
https://help.psdschools.org/

Oral Interpretation Services

Interpreters can help when schools need to communicate information verbally to families, for parent teacher
conferences, or at a school event. Request an interpreter if your school does not have a Family Liaison available to
provide these services. *Please allow 5 business days for turnaround

Coordination of Interpretation:

1. Family Liaison:
a. If your school has a designated Family Liaison, this person can provide interpretation services for you
during the school day.
b. If you do not have a Family Liaison at your site, or your FL is busy or does not speak the required
language, please follow the steps below to request an interpreter.

Requesting an Interpreter:

2. Submit a ticket using the Support Center Online link: https://help.psdschools.org/
a. Request Type: select LCE (Language, Culture, and Equity)
b. Select PSD Oral Interpretation Request and fill in the details

Cost of Interpretation:

1. During the school day
a. Family Liaison: If you have a designated Family Liaison, there is no cost to your school.
b. No Family Liaison available: If you don’t have a Family Liaison, or they are not available, the LCE
Department will work to find an interpreter. Charges may apply, if the interpreter is an hourly
contracted employee or outside contractor.

If you need interpretation in a language other than Spanish or Arabic, LCE will identify an interpreter and
your school will be charged an hourly rate for these services. (approx. $22.71-34.07 per hour)

2. Before or after school hours/weekends:

a. The school must pay for any interpretation outside of the regular contract school day. Cost is based
on interpreter hourly rates. Time must be accounted for using an hourly time card signed by your
school designee prior to completion of the event. Time cards should have the appropriate budget
code noted before submission to payroll.

b. Time cards sent in with incomplete information will be returned to the school for completion.

For questions regarding translation and/or interpretation, please contact:

Clare Barquero
FSCP Coordinator
Email: cbarquer@psdschools.org
Cell: 970-420-0556
Office: 970-490-3235
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