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TRANSLATION & INTERPRETATION SERVICES POLICY 

(Revised November 2025) 
 

 
School Level Translations & Interpretations Process 
 
The CMSD policy for providing parents bilingual interpreter/ translation support by 
district employees is as follows as per Ohio Civil Rights action OCR Docket 15-08-
1276: 

Parents needing interpreter/translation support can also be identified on E-School Plus on 
the summary page and the Cle-LEP screen. Please pay close attention to both the Home 
and Native Language sections. If either one is not English, then an oral interpreter is 
required. 

Translations or Interpretations are provided by bilingual administrators, teachers, and 
bilingual classified instructional aides. Parents identified on the LEP Parents Assistance 
Roster will be provided interpretation support during all parent conferences, IEP or ETR 
conferences, and parent meetings. 

Principals with Multilingual Education Support Staff should ensure that assigned staff 
can support parents during all conferences or meetings. Principals of other schools 
should coordinate conferences or meetings with LEP parents whenever possible, during 
dates and times when itinerant bilingual education support staff are scheduled at the 
school. 

All schools that need an interpreter of a language not spoken among the current school 
employees available or do not have bilingual assigned staff at the school or office must 
contact the Multilingual Education Office to request services for an in-person or virtual 
interpreter at least 10-15 business days before meetings for IEP’s, ETR’s, 504’s, 
Behavioral, and SST. Please refer to the District Phone Interpretation System for all other 
interpretation needs. Considering the complexity of providing and receiving interpretation 
services during a meeting, please refer to the Oral Interpretations Meeting Guidelines 
under the School Level Translations and Interpretations Guide to accommodate all parties 
involved (school, parent, and interpreter). 

For translation requests in Spanish and Arabic, services will be completed within 15-30 
days of the date received. Please note that Low Incident Language Translation Requests 
will have a longer turnaround. Email or call the Multilingual Office in an emergency; we will 
try to meet your needs. All requests are to be submitted to our subdivision email 
Translations_Interpretations@ClevelandMetroSchools.org. If you have any questions, 
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please get in touch with Lillian Juarbe-Reyes, Translations & Interpretations Manager, at 
216-838-6977 or our Translations & Interpretations Specialists, Ms. Waleska Berrios, at 
216-838-6979 or Mr. Christian Vera, at 216-838-6986. All documentation related to 
requesting or providing interpretation services is in a hybrid and bilingual format (e.g., 
Spanish/Eng., Arabic/Eng., Swahili/Eng.); forms can be completed electronically for virtual 
meetings or printed out and finished by hand for sessions that are held in person. A 
signature is REQUIRED on ALL forms by the Principal, Administrator, and Department 
Administrator. 

All forms are available at www.clevelandmetroschools.org/multilingual under the 
Translations and Interpretation Services link.  

 
IEP Amendments 
The Multilingual Multicultural Translations and Interpretations Subdivision will translate 
Amendments for IEPs sent and received to our Translations and Interpretations Sub-Division 30 
days before the IEP expiration date.    
 

• IEP Amendments occurring on or after 10/01/2020 with an IEP expiration date that is 
within 30 days (Ex. IEP Amendment Date: 10/01/2020, IEP Exp. Date: 11/3/2020) will not 
be translated because a new IEP will be created within 30 days and sent for translations 
after that.  
 

When the Individual Education Plan is amended, the following protocols must occur to ensure that 
the family is aware of the amendments: 
  

• An Interpreter must be provided at the time of the Amendment Meeting  
• The Intervention Specialist will ensure that the family understands the services under the 

amendment.  
• If the parent wants the amended section of the IEP translated parent must complete the 

Written Translation Request form. 
• The intervention Specialist must highlight the added information and email it along with 

the Parent Written Translations Request Form to the 
Translations_Interpretations@ClevelandMetroSchools.org 
 

District-Level Written Translations Request Process 
To ensure efficient and concise communication for our Multilingual families, the 
Multilingual Multicultural Education Department and the Translations & Interpretations 
Subdivision have created a Request Form for District Level Written Translations for Low 
Incidence Languages to be used with the Chief Engagement Office.    

• Requests should be sent 15 days before the Publication Date 
• Complete the District Level Written Translations Request Form 

thoroughly https://tinyurl.com/yxwn3hhk  

http://www.clevelandmetroschools.org/multilingual
mailto:Translations_Interpretations@ClevelandMetroSchools.org
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• Attach the document needing to be translated (Please ensure all information on 
the requested document has been revised and updated to reflect correct dates, 
names, locations, etc.) 

• Please make sure all documents are sent in Word Format 

If you have any questions or concerns, please get in touch with Lillian Juarbe-Reyes, 
Translations and Interpretations Manager, at 216-838-6977 or via email at 
www.Lillian.Juarbereyes@ClevelandMetroSchools.org 

http://www.Lillian.Juarbereyes@ClevelandMetroSchools.org
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Oral Interpretation Request Form 
• This form should be completed if you require an interpreter 

for legal meetings. This includes meetings related to special 
education, such as Individualized Education Program (IEP), 
Evaluation Team Report (ETR), and 504 plans, among 
others. 

• Interpretation services are offered in several formats to 
accommodate diverse needs: In-Person, Telephone, and 
Video Conference. 

• To access these services, please complete this form and 
submit it 
to Translations_Interpretations@clevelandmetroschool
s.org. This step is necessary to ensure your request is 
processed. 

• The request should be submitted 10-15 days before the 
meeting 
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Oral Interpretation Documentation Sheet 
• Interpreter’s Responsibility 
• After completing an interpretation, the Interpreter 

needs to complete the form. 
• The form must be signed by all parties (Parent/Guardian, 

Interpreter & Administrator) 
• If it is a virtual or phone conference, type Parent/ 

Guardian’s name 
• This form is to be scanned and emailed to Translations 

and Interpretations within 24 hours after the meeting 
Translations_Interpretations@clevelandmetroschools.org 

 
Note: This form is provided in 4 Languages: English, Spanish, 
Arabic & Swahili 
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Parental Request for Written Translation 
• This form is to be scanned and emailed to Translations 

and Interpretations. 
Translations_Interpretations@clevelandmetroschools.org 

 

Note: Form is provided in 4 Languages: English, Spanish, Arabic & 
Swahili 
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