
Public Schools of Brookline 

Interpretation and Translation Guidelines 
 

The Public Schools of Brookline acknowledge the importance of providing translation and 
interpretation services to our parents/guardians of other language backgrounds so that they 
may fully participate in the education of their children by receiving communication of high 
quality interpretation and translation services.   
 
The Public Schools of Brookline adhere to the following acts, regulations and practices related 
to interpretation and translation. 
 
I.  STATE AND FEDERAL ACTS AND REGULATIONS 
 
Title I:  Section 1118 Parental Involvement 
(e)  Building Capacity for Involvement 
 
(5)  Shall ensure that information related to school and parent programs, meetings, and other 
activities is sent to the parents of participating children in a format and, to the extent 
practicable, in a language the parents can understand. 
 
(f)   Accessibility – in carrying out the parental involvement requirements of this part, local 
educational agencies and schools, to the extent practicable, shall provide full opportunities for 
the participation of parents with limited English proficiency, parents with disabilities, and 
parents of migratory children, including providing information and school reports required 
under Section 1111 in a format and, to the extent practicable, in a language such parents 
understand. 
 
Title VI: Title VI of the Civil Rights Act of 1964 
Prohibits discrimination, exclusion from participation, and denial of benefits based on race, 
color or national origin in programs or activities receiving federal financial assistance. Title VI is 
codified at 42 U.S.C. 2000d et seq.; regulations have been promulgated under it in the Code of 
Federal Regulations at 34 CFR Part 100 (available at 
http://www.ed.gov/policy/rights/reg/ocr/edlite-34cfr100.html). 
 
EEOA: the Equal Educational Opportunities Act of 1974  
Prohibits the denial of equal educational opportunity in public schools on account of race, 
color, sex, or national origin. The EEOA is codified at 20 U.S.C. 1701 et. seq. 
 
M.G.L. c. 76: Massachusetts General Laws, Chapter 76 
Governs school attendance. Section 5 prohibits discrimination in all public schools on the basis 
of race, color, sex, religion, national origin, or sexual orientation. Regulations have been 
promulgated under section 5 at 603 CMR 26.00.  
 
603 CMR 26.02 (2): School Admissions 
(2) No school shall discourage in any express or implied manner, applicants for admission 
because of race, color, sex, religion, national origin or sexual orientation. Written materials and 
other media used to publicize a school shall specifically affirm that the school does not 
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discriminate on the basis of race, color, sex, religion, national origin or sexual orientation.  
 

II. LANGUAGES PROVIDED 
 
The Public Schools of Brookline provides translation services for vital documents in one or more 
of the top six (6) languages, including:  Spanish, Chinese, Hebrew, Korean, Japanese, and 
Russian. Translations in other languages are provided as requested.  
 
III. CHECKLIST FOR DETERMINING VITAL DOCUMENTS  
 
Providing translation services for vital documents is an important aspect of parent involvement 
and accessibility.  The Translation Committee, under the direction of the Deputy 
Superintendent for Teaching and Learning, will periodically review requests for translation of 
vital documents.  The following checklist is designed to assist Translation Committee members 
in the process of identifying documents that are vital to parents: 
 

1. Is it essential to translate this document, and if so, why? 

 Who is the target audience? 

 What is the need? To what degree have people been requesting this 
information? 

 Is there a statutory duty for providing this information in a translated format? 
 

2. If a translation is necessary, which parts of the document are the most critical? 

 What are the key points in this document that individuals must know? 

 Is translation software appropriate for translating this particular document? 
 

3. What is the cost/benefit analysis for this translation? 

 What will happen to this document once it has been translated? 

 What is the potential impact of not translating this document? 

 Are there any potential risks to the PSB such as reputation or quality of service if 
we do not translate this document? 

 What are the benefits of translating the document? 
 

4. Are there other local agencies or organizations that might already have these materials 
translated? 

 Have you contacted any of the following agencies or organizations to see if 
translation materials exist? 

 Massachusetts Department of Elementary and Secondary 
Education (DESE)?  

 EDCO 
 neighboring schools 
 local colleges and universities 
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IV. USE OF CHILDREN, RELATIVES AND FRIENDS AS INTERPRETERS 
 
The Public Schools of Brookline recognizes that children under the age of 18 should not be used 
as interpreters by staff.  This is particularly important to adhere to in those matters that are 
more sensitive in nature and require a mature perspective.  A child under the age of 18, such as 
a sibling or a family member, may be used if the principal and the parent/guardian agree in 
advance and/or in the event of an emergency when basic information is needed. 
 
Relatives and friends who are 18 or older may be used as interpreters where appropriate.  It is 
important that principals and staff carefully consider the sensitivity of the matter being 
discussed and any confidentiality issues in advance of the meeting to ensure that the child’s 
best interests are being served. 
 
V.  USE OF MULTILINGUAL STAFF 
 
The Public Schools of Brookline discourages the use of multilingual staff in matters requiring 
interpretation during contractual work schedules, unless they have been specifically recruited 
for their linguistic skills.  It is important that our multilingual staff is able to focus and attend to 
their daily work.  The PSB does recognize that there are occasions where staff may wish to offer 
to use their communication skills to assist students and families and/or they may choose to 
assist in an emergency situation in which basic information is needed. 
 
VI. TRANSLATION AND INTERPRETATION GUIDELINES FOR LIMITED ENGLISH PROFICIENT (LEP) 
STUDENTS AND THEIR FAMILIES 

 

If a student has been identified as limited English proficient (LEP), and parents/guardians could 
benefit from the services of a translator/interpreter, please follow the guidelines below. If the 
student is not LEP, please contact the Administrative Assistant in the Office of Student Support 
Services.  
 
Note: Translators/interpreters should be provided to parents/guardians who are only able to 
access information in a language other than English.  
 
1. Written translations should be provided to LEP students and their families for school- and 
district-wide documents that offer this population equal access to social and academic services, 
opportunities, and information.  Examples include medical notices, ACCESS/MCAS letters, 
conference report comments, and registration forms. 
 
2. Interpreters should be requested for parent-teacher conferences, disciplinary hearings, and 
other gatherings that require a parent/guardian be present.  
 

 Requests must be made using the attached Translator Request Form. 

 Forms should be sent to Mindy Paulo, ELL Program Coordinator, via email at least two 
weeks in advance.  
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 Every effort will be made to secure a translator/interpreter. 

 All requests are subject to the approval of the ELL Program Coordinator.   
 
Note: All translation/interpretation requests related to special education services should be 
coordinated through the special education department.  
 
 
 


