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Beth Kauffman, Associate Superintendent 

Division of Special Education 

 

DATE: 

 

September 10, 2018  
 

DUE DATE: October 16 of each school year 

  

PURPOSE: The purpose of this Reference Guide is to inform school administrators of the due 

date and procedures for completing and submitting the school roster of staff eligible 

to provide oral interpretation in the home language of the parent when requested at 

IEP team meetings. Included are procedures, forms, and resources to assist schools in 

providing oral interpretation at IEP team meetings when requested by a parent.  

 

MAJOR 

CHANGES: 

 

 

 

 

 

 

INSTRUCTIONS: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 Replaces REF-1596.10, dated August 28, 2017, of the same title, issued by the 

Division of Special Education.  

 Beginning with the 2018-2019 school year, the online submissions are separated 

by LD. For substantial compliance accountability and monitoring purposes, Local 

District and Central office supervising administrators and offices will have read-

only access to the online submissions using their single sign-on account.   

 Updated Oral Interpretation Guidelines and Protocol  - August 2018. 

 

1. Click on your applicable Local District (LD) below to complete and submit the 

online form:  

Local District (LD) Central  

Local District (LD) East  

Local District (LD) Northeast  

Local District (LD) Northwest  

Local District (LD) South  

Local District (LD) West  

2. Sign in using your Single-Sign on;  

3. Complete all sections of the form;    

4.  Please submit one form per school;  

5.  Ensure the completed form is submitted online to the Division of Special 

     Education no later than October 16
th

 of each school year.  

6. Once submitted, a copy of the completed form will be automatically emailed to    

     the email address of the person completing the online form. Please retain a copy  

     at the school site for compliance monitoring purposes.   

 

 

 
 

 

ROUTING 

All Locations 

Local District Superintendents  

Local District Directors of 

   Instruction               

Special Education Administrators 

School Site Administrators 

 

 

http://translationsunit.com/TSU_2017/PDFS/08022018_GUIDELINES_AND_PROTOCOL.pdf
https://docs.google.com/a/lausd.net/forms/d/e/1FAIpQLSfSCGnJt2Gy-oUTVBQskxy5qvUYkHeV9PAFjl9pmyKKI2q5tQ/closedform
https://docs.google.com/a/lausd.net/forms/d/e/1FAIpQLSeKwyZWilgimsZC8YawByOOdgwC_EAnVuylloxiupScyDL5Ug/closedform
https://docs.google.com/a/lausd.net/forms/d/e/1FAIpQLSeM4NU3DlSCwgYMSZbQ4v70WWAbSu3gEzgeA1cGItr1pg5_cw/closedform
https://docs.google.com/a/lausd.net/forms/d/e/1FAIpQLSfsb1OUBQTS4tkx9k02EhfmUeRixvGYuLzQwl5Yz2NsQa-OfA/closedform
https://docs.google.com/a/lausd.net/forms/d/e/1FAIpQLSdKb2bfGITYCrjZOYF4eaztKpHjIBgogPEOV-onfaq7PVIu1g/closedform
https://docs.google.com/a/lausd.net/forms/d/e/1FAIpQLSeGTJO9EiqAYOS_ngUTrP301CA073QyGskoVasR9jy-LSZHzw/closedform
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BACKGROUND: 

 

 

 
 

 

 

 
 
 

REQUIREMENTS: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

In recognition of the need for meaningful participation for non- or limited-English 

speaking parent(s)/guardian(s) at IEP team meetings, the Division of Special 

Education has designed training for bilingual school site staff, designated by the site  

administrator, to provide oral interpretation at IEP team meetings and Section 504  

meetings.  In addition, a glossary of special education terms in English/Spanish, 

which can be used to assist with oral interpretation at IEP team meetings, can be 

accessed online at http://translationsunit.com/TSU_2017/Glossary.html.  

 

Principals are required to complete and submit the School Roster of Staff Eligible to 

Interpret at IEP Team Meetings to the Division of Special Education and maintain a 

copy at the school site for compliance monitoring purposes.  

 

School site administrators are responsible for: 

1. Completing and submitting online protocol for the School Roster of Staff Eligible 

to Interpret at IEP Team Meetings, no later than October 16 of each school year. 

 

2. If the same personnel will interpret for an associated magnet school, also include 

the location code of the magnet school.   
 

3. Identifying and utilizing eligible bilingual school site staff (according to the 

Eligibility Criteria indicated in this Reference Guide) to provide oral 

interpretation at IEP team meetings when requested by parents(s)/guardian(s). 
 

4. Accessing the Division of Special Education website for current information on 

dates and locations for trainings on oral interpretation at the IEP meeting. 
 

5. Ensuring that eligible classified bilingual (qualified by District standards) school 

site staff, who will be utilized by administrators to interpret at IEP team meetings, 

register and attend one of the oral interpretation trainings held throughout the 

District. 
 

6. Maintaining an updated list of District trained classified and certificated bilingual 

staff eligible to interpret at IEP team meetings at the school site. 
 

7. Ensuring that certificated special education bilingual personnel, who meet 

eligibility criteria (according to the criteria indicated below) and who are 

providing or will provide oral interpretation at IEP team meetings, have been 

given a copy of the District’s Oral Interpretation Guidelines and Protocol.   
 

8. Ensuring that certificated non-special education bilingual personnel, who meet 

      eligibility criteria (according to the criteria indicated below) and who are  

      providing or will provide oral interpretation at IEP team meetings, have been 

      given the District’s Oral Interpretation Guidelines and Protocol and are able to 

access the District’s glossary of special education terms, 

http://translationsunit.com/TSU_2017/Glossary.html.  

 

 

 
 

 

http://translationsunit.com/TSU_2017/Glossary.html
http://translationsunit.com/TSU_2017/PDFS/08022018_GUIDELINES_AND_PROTOCOL.pdf
http://translationsunit.com/TSU_2017/PDFS/08022018_GUIDELINES_AND_PROTOCOL.pdf
http://translationsunit.com/TSU_2017/Glossary.html
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REQUIREMENTS 

(Continued): 

 

For substantial compliance accountability and monitoring purposes, Central and 

Local District office administrators may access the following link(s) for read-only 

access to the online submissions: 

 

Local District (LD) Central  

Local District (LD) East 

Local District (LD) Northeast 

Local District (LD) Northwest 

Local District (LD) South 

Local District (LD) West 
 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

I.  ELIGIBILITY CRITERIA TO INTERPRET AT IEP TEAM MEETINGS: 

Classified school site staff:  To be eligible to interpret at IEP team meetings, 

classified staff must meet the following criteria: (a) qualify as bilingual by District 

standards; (b) complete the District’s IEP oral interpretation training; and (c) 

demonstrate sufficient knowledge of special education terminology utilizing the 

District’s glossary of special education terms. 
 

Certificated Special Education Bilingual Personnel:  To  be eligible to interpret at 

IEP team meetings, certificated special education bilingual personnel must meet the 

following criteria: (a) have A-level fluency or a Bilingual Cross-cultural, Language 

and Academic Development (BCLAD) or Bilingual Certificate of Competence 

(BCC) and (b) have attended the District’s IEP oral interpretation training and/or 

have been provided the District’s Oral Interpretation Guidelines and Protocol.  
 

Certificated Non-Special Education Bilingual Personnel:  In order to be eligible to 

interpret at IEP team meetings, certificated non-special education bilingual personnel 

must meet the following criteria: (a) have A-level fluency or a BCLAD or a BCC; (b) 

have attended the District’s Oral interpreter training and/or have been  

provided the District’s Oral Interpretation Guidelines and Protocol;  and (c) 

demonstrate sufficient knowledge of special education terminology utilizing the 

District’s glossary of special education terms. 
 

II. DETERMINING NUMBER OF ELIGIBLE INTERPRETERS NEEDED AT 

SCHOOL SITES: 

Any school site staff member who is currently being utilized to interpret at IEP team 

meetings, but who has not yet met the eligibility criteria above, must meet the 

eligibility criteria within six school months of the date of the IEP team meeting in 

which the school site staff member was used to interpret.  
 

In determining the appropriate number of eligible interpreters that individual schools 

may need to provide oral interpretation at IEP team meetings, school site 

administrators should use the following chart, which is based on the number of 

requests for oral interpretation at IEP team meetings from the preceding school year. 

 

 

 
 

https://na01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocs.google.com%2Fspreadsheets%2Fd%2F1B95V4lECq6RCLeMRvVR19iXgx5pTVU2MPUkmWDFla3Y%2Fedit%3Fusp%3Dsharing&data=02%7C01%7Clatanya.tolan%40lausd.net%7C074b10ac7d1b49d62b3508d5f721d028%7C042a40a1b1284ac48648016ffa121487%7C1%7C0%7C636686646949469050&sdata=gH8xFXBFurgBRhOC%2BCgkcS9OvlsAn9AGel1OseLpEnU%3D&reserved=0
https://na01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocs.google.com%2Fspreadsheets%2Fd%2F11ISn91queouo7HtU2aJOPtLcdS8CgdxZK8wrIgEuFnk%2Fedit%3Fusp%3Dsharing&data=02%7C01%7Clatanya.tolan%40lausd.net%7C074b10ac7d1b49d62b3508d5f721d028%7C042a40a1b1284ac48648016ffa121487%7C1%7C0%7C636686646949469050&sdata=WBOD8mrPUmDB7178zb%2Bw4sjsvHLNx9s6V%2F0MSqpvOTk%3D&reserved=0
https://na01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocs.google.com%2Fspreadsheets%2Fd%2F1vM7Z2y3Z75ZbYAKoDDax_cFNN0BckdzkjqaPtxrYLOg%2Fedit%3Fusp%3Dsharing&data=02%7C01%7Clatanya.tolan%40lausd.net%7C074b10ac7d1b49d62b3508d5f721d028%7C042a40a1b1284ac48648016ffa121487%7C1%7C0%7C636686646949479059&sdata=8AiPyEjW9JHp%2BGSmk6fbl8vY20DsXAq%2F%2FoO%2BlTI8KV8%3D&reserved=0
https://na01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocs.google.com%2Fspreadsheets%2Fd%2F1qmXz9lROvZ3K74Tx69lFZg67B-3l9FT2DzNriIANmxA%2Fedit%3Fusp%3Dsharing&data=02%7C01%7Clatanya.tolan%40lausd.net%7C074b10ac7d1b49d62b3508d5f721d028%7C042a40a1b1284ac48648016ffa121487%7C1%7C0%7C636686646949479059&sdata=nSgNDSfV%2BuBBhokoSwSi2wdyYosdAlmGME9yfX6EXo0%3D&reserved=0
https://na01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocs.google.com%2Fspreadsheets%2Fd%2F1xoTaT-idj_sGGHEM-mL8FiA1ntJM-k7R64l2FcN1U4A%2Fedit%3Fusp%3Dsharing&data=02%7C01%7Clatanya.tolan%40lausd.net%7C074b10ac7d1b49d62b3508d5f721d028%7C042a40a1b1284ac48648016ffa121487%7C1%7C0%7C636686646949489064&sdata=80b1Prgltu%2BUqbHsy3%2FeasVNfrRkgd9lurV4EZVeKsA%3D&reserved=0
https://na01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fdocs.google.com%2Fspreadsheets%2Fd%2F1PyAoQ0ayZ-DE8iTHV-852MOE6LFNl0_r6Ddr9o88ZeI%2Fedit%3Fusp%3Dsharing&data=02%7C01%7Clatanya.tolan%40lausd.net%7C074b10ac7d1b49d62b3508d5f721d028%7C042a40a1b1284ac48648016ffa121487%7C1%7C0%7C636686646949489064&sdata=2wS57%2BWXY1mhX40XA7p1HQVHQ1txWItWc3wy75%2FbxV0%3D&reserved=0
http://translationsunit.com/TSU_2017/PDFS/08022018_GUIDELINES_AND_PROTOCOL.pdf
http://translationsunit.com/TSU_2017/PDFS/08022018_GUIDELINES_AND_PROTOCOL.pdf
http://translationsunit.com/TSU_2017/PDFS/08022018_GUIDELINES_AND_PROTOCOL.pdf
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REQUIREMENTS 

(Continued): 

 

 

Number of Parent Requests for 

Interpreters at IEP team meetings 

during the previous school year 

Number of Eligible Interpreters 

Needed for IEP Team Meetings 

for the current school year 

001 - 030 1 

031 - 060 2 

061 - 090 3 

091 - 120 4 

121 - 150 5 

151 - 200 6 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

III. IEP INTERPRETER TRAINING: 

Principals must make every effort to have appropriate bilingual (qualified by District 

standards) school site personnel trained, or otherwise eligible, to provide oral 

interpretation at IEP team meetings. 
 

Principals are responsible for sending appropriate classified bilingual (qualified by 

District standards) school site personnel to the District’s IEP oral interpretation 

training.  
 

One-day oral interpretation training sessions are held by the Division of Special 

Education during the fall and spring semesters at various locations throughout the  

District for school site classified personnel.   
 

The Division of Special Education will post the schedule of dates and locations of 

training including registration information on its website annually. Class registration 

is through the My Professional Learning Network (MyPLN). Keyword: 

Interpretation.  

 

To access MyPLN, users will need to log in using their Single Sign-On username and 

password (SSO Account). If you don’t currently have an SSO Account, please submit 

a request through the LAUSD Single Sign-On Self Service Console 

(https://sso.lausd.net). 

 

To Register:                                                                          

1.   Using Firefox as your browser, access MyPLN  

2.   Click on LAUSD Employees>> Login using your single sign-on username and 

       password (the same sign-on you use for District e-mail)  

3.   Go to the “Search” box in your upper right corner. 

4.   Type in “Interpretation” in the “Search” box. 

5.   Select Oral Interpretation Training. 

6.   Click Request for your desired date and location.    

7.   Enrollees will receive an email confirmation of their enrollment. 

 

Training Content: 

The first half of the training day is devoted to oral interpretation techniques and 

issues at an IEP team meeting that are applicable to any language.  The second half  

https://sso.lausd.net/
https://achieve.lausd.net/cms/lib/CA01000043/Centricity/domain/644/__mypln_login/


             LOS ANGELES UNIFIED SCHOOL DISTRICT                    
               REFERENCE GUIDE 
 

REF-1596.11 

Division of Special Education                           

 

                     Page 5 of  6 

 

         September 10, 2018 

  

 

REQUIREMENTS 

(Continued): 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

of the training day will focus on guided practice in Spanish language oral 

interpretation only. 

 

IV.  PROCEDURES FOR IEP TEAM MEETINGS: 

The administrator or designee of an IEP team meeting should be familiar with the 

following preparations required for working with an oral interpreter as follows: 

 Avoid, to the extent possible, having the staff person acting as an interpreter 

serve dual roles during the meeting (i.e. having the school psychologist or 

student’s teacher also serve as the interpreter) and when it is not possible, use 

best practices to conduct meetings to ensure that such individuals may effectively 

carry out both roles. 

 Inform the eligible oral interpreter of the date for the scheduled IEP team meeting 

at least 24 hours in advance; provide the student’s draft IEP document and any 

documents that will assist the interpreter to provide adequate interpretation.  

 Confer with the assigned site interpreter to discuss mode of interpretation 

(consecutive or simultaneous) and possible cues to be used during IEP team 

meeting. 

 Allow interpreter to determine where his or her preferred seating will be; either 

next to the parent or an alternative location. 

 Clarify the roles and turn-taking procedures that are to be used by IEP team 

members so that only one person is talking at any time. 

 Pace the meeting to include breaks to maintain interpreter effectiveness; 

interpreter may also request breaks as needed. 

 Have IEP team members address and speak in the first person to the parent(s) and 

not the interpreter. 

 Inform the IEP team that the interpreter is a confidential and neutral party;  

whose purpose as a communicator of information is to provide oral interpretation 

to support meaningful parent participation. 

 Remind IEP team members to speak at an appropriate pace for the interpreter to 

fully communicate all information provided by each participant. 

 Ensure the interpreter maintains neutrality and does not interject their opinion, 

elaborations, or additional information and does not summarize or omit 

information. 

 Allow the interpreter to request clarifications, explanations, or definitions from 

individuals providing information if warranted for understanding; information 

may be requested in segments. 

 Avoid long conversations during the IEP team meeting with the interpreter. 

 Ensure that the parent(s) understands the oral interpretation by periodically 

checking for understanding during an IEP team meeting.  

 If an eligible interpreter must leave the IEP team meeting prior to it being 

finalized, or the parent requests that another oral interpreter be assigned, the 

administrator or designee is responsible for ensuring that an eligible IEP 

interpreter is available to continue the IEP team meeting or it must be recessed 

and reconvened on another date when an eligible interpreter can attend.   
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RELATED 

RESOURCES: 

 

BUL-4692.5 Section 504 of the Rehabilitation Act of 1973, dated June 15, 2015.  

 

Additional copies of the “English/Spanish Glossary of LAUSD Terminology” are 

available by downloading the Glossary at: 

http://translationsunit.com/TSU_2017/Glossary.html. 

 
  

ASSISTANCE:  For assistance or further information regarding the oral interpretation training and 

submission of the school roster, please contact: LaTanya Tolan, Specialist, Dividion 

of Special Education, by phone at (213) 241-6701, or via email at 

latanya.tolan@lausd.net.  
  

 

 

 

Information regarding Bilingual Status for Classified Staff is available through 

Personnel Commission at (213) 241-7800. 

 

Information regarding Bilingual Status for Certificated Staff is available through 

Human Resources at (213) 241-6131. 

 

http://translationsunit.com/TSU_2017/Glossary.html
mailto:latanya.tolan@lausd.net

