INTERPRETATION/TRANSLATION SERVICES 
REQUEST FORM

Indiana State and U.S. federal laws require schools to provide information to students’ parents in a language the parents can understand. Teachers, administrative staff, students, parents or community members in Monroe County can request interpreter/translator services.  The ESL Office can provide these services for enrollment, parent-teacher conferences, school events, documents and correspondence. If you or someone you know need(s) language support to communicate with school staff, please send this form to the ESL Office.  

Allow approximately ten business days for us to fulfill your request.  Please understand that occasionally interpreters are unavailable.
PROCEDURE
Permission:   Many parents prefer to know ahead of time if third parties will be involved in their communication with the schools. School staff should confirm with the family that services are needed prior to contacting the ESL Office.

Confidentiality:  Strict confidentiality will be practiced with all documents submitted to the ESL Office for translation and with all information discussed with the use of interpreters.

__  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  
Name: ____________________________
Request made on:
     /
     /20 ______
School: ____________________________
Service Needed: 
   /
   /20 ______
Service needed (circle one): 
  Translation (document)
Interpretation (oral)
Language of Parent/Student receiving service (circle one):


Arabic 

Chinese 

Japanese

Korean

Spanish

Turkish


Vietnamese
Other: ______________________

Reason for Request:

______________________________________________________________________________


______________________________________________________________________________

__  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  __  

For ESL Office Use Only:





Service Filled on:        /
       /20 ______   
Interpreter Hired: ___________________________

Approved by: ___________________________



Form Modified 12/08
