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District covers the cost of items translated or interpreted for the following reasons:  

• ARD’s  

• Educationally necessary parent conferences  

• Translations of school and immunization records from out of country  

•  District sponsored PTA events  

• District documents  

•  District-Initiated communications  

• Programs owned, operated or managed by or on behalf of the district  

District personnel approved to request interpretation and translation services through district 

approved translation and interpretation companies: campus principal, assistant principal, 

diagnosticians, ARD case managers, ESL specialists, and central office administrators. All other 

district personnel should contact the Director of Language Programs for translation and interpretation 

approvals.  

Any translation services not specifically identified above but necessary to comply with law, including 

policy GA(Legal) or an administrative regulation, must be pre-approved by the Director of Language 

Programs to be paid for with department budgeted funds.  

Translation & Interpretation Request Process:  

1. Submit requests to the Language Acquisition Department using the Translation & 

Interpretation Request Form.  

2. The district Parent Liaison/Interpreter will send the request to the approved 

interpretation/translation company. 

3. The interpretation/translation company must send a confirmation prior to the appointment via 

email to the district Parent Liaison/Interpreter and the Director of Language Programs 

requesting the services. 

4. Once the confirmation is received, the district Parent Liaison/Interpreter will send a 

confirmation email to the requestor. 

5. Once services have been reconciled at the end of the month, the district Parent 

Liaison/Interpreter will submit for payment against the PO scheduled for the current school 

year. 

Attachments: 

• KISD Translation & Interpretation Request Form 

https://forms.gle/zC1UHFTi67SZRCha9

