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1. Please describe generally the Department’s efforts to translate documents from English to other languages, and to provide services to parents who do not speak English. What is the Department’s current practice, and what does it intend to do differently in the coming year?

The Department translates centrally,  into all or some of the eight high incidence languages (Spanish, Chinese dialects, Russian, Bengali, Haitian Creole, Korean, Urdu and Arabic) that have been identified as the primary languages of more than 95% of our student population, critical documents in the areas of registration, application and selection; standards and student performance; conduct, discipline and suspension; special education and related services; and policies, rights and general entitlements.  

Feedback from schools and parents and our own needs assessment  indicate that these efforts could be done more systematically, and in a more timely fashion, and that schools need support in providing translations of critical documents for parents of low incidence languages. 

Regions and schools use their resources (school budgets, grant funds, existing staff and community resources) to translate daily interactions and their own critical communications, as well as to provide oral interpretation for parents.  Feedback indicates again that schools need most support in providing translation and interpretation of these interactions in low incidence languages.

The Department established a new Translation and Interpretation Unit (“the Unit”) this year to bring a systemic approach to these issues of outreach, access and support (please see sections 4 and 6 for more details on current practices, expansion plans and commitments).  Next year, the unit will provide translations and interpretations to central offices, regions and schools; serve as a central store of information linking resources between schools and communities; and provide professional development for principals, parent coordinators and bilingual staff.  The Department is identifying city and grant funds that will support the Unit, regions and schools specifically for the translation and interpretation needs of parents.   Schools will incorporate their assessment of their translation and interpretation resources and needs, and their plans to meet the needs of parents needing these services, into their Comprehensive Educational Plan.

2.
What are the ten most commonly spoken languages of households whose children attend public school in New York City?

The top ten languages (in descending order) are: English, Spanish, Chinese (all dialects), Russian, Bengali, Haitian Creole, Korean, Urdu, Arabic and Albanian.

3.
Are there any public schools at which 10% or more of the parents primarily speak a language other than one of the ten most commonly spoken languages identified above? If so, which language?

Yes, there are 13 public schools at which 10% or more of parents speak a language other than one of the top ten listed above (English, Spanish, Chinese, Russian, Bengali, Haitian Creole, Korean, Urdu, Arabic and Albanian). These languages and the number of schools in which this is the case are: Polish (6 schools), Punjabi (5 schools), French (1 school) and Niger-Congo (1 school). 

4.
The Department recently established or expanded its Translation Unit. Please describe this Unit:

a) What does it do? How is this Unit different from the Department’s past translation operation?

The Department’s past central translation operation was unfunded.  Bilingual staff, not professional translators, did double duty on a per need basis.   District and school translations and interpretations varied depending on funding at the district level, leadership commitment and availability of bilingual staff.

The Unit represents a tangible commitment on the part of the Department to meet the translation and interpretation needs of schools and parents.  When fully staffed it will have 39 employees, including 26 full time translators as well as staff to coordinate needs and provide clerical assistance.  The budget for the unit, which also includes funding for training of field staff, for production of communications materials, and for professional services to collaborate with community based organizations to help translate and interpret low incidence languages, will be $5.3 million.

This year, the Unit began to hire staff, mapped existing translations, categorized documents and identified resources, and began to establish internal processes and criteria for central translations, as well as to generate a Request for Proposal (RFP) for community based organizations to partner with the Department in this effort.  It also began to translate centrally and regionally generated documents into the eight high incidence languages.

Beginning next year, the Unit will provide:

Processes:

· Clear internal systems and processes to assist those requesting services

· Tracking systems to monitor central requests and school requests, with collaboration of other departments

· Criteria for categorizing documents and prioritizing their translation

· A system of over the phone interpretation between central personnel and non-English speaking parents in more than 150 languages (including at the Department’s main call center to assist with incoming calls from parents)      

· Glossaries in each of eight high incidence languages to ensure consistency and accuracy of important education-related terminology throughout all translated documents

· New RFP with goal of expanding range of language services, raising the quality and consistency of those services, and reducing their cost

· Directory of community based resources

· Directory of bilingual staff

        By June 2006, the following will be in operation:

        Translation Services:

Central

· Translation of centrally generated critical documents into eight high incidence languages

· Facilitation of translation of centrally generated critical documents into low incidence languages in collaboration with sponsoring offices

· Posting of all translated documents on Translation Unit  website for dissemination

· Notice of all translated documents in Principals’ Weekly and Parent Coordinator Update


Regions

· Translation of regionally produced critical documents into eight high incidence languages 

· Facilitation of translation of regionally produced critical documents into low incidence languages in collaboration with sponsoring region, which will receive specified funding to supplement efforts for targeted students, parents and purposes

· Posting of all translated documents on Translation Unit website for dissemination

· Notice of all translated documents  in Principals’ Weekly and Parent Coordinator Update


Schools

· The Unit will provide translation of school generated critical documents into high incidence languages according to protocol and to the extent practicable

· High need schools will receive specified grant funding to supplement efforts with targeted students, parents and purposes in low incidence languages

 Interpretation Services:

Central

· The Unit will provide interpreting for critical system-wide events such as Panel for Education Policy meetings, high school admissions and SES fairs, and other calendared events, following established protocols and on a per need basis
· Over the phone interpretation services will be available

Regions

· The Unit will provide interpreting for critical region and district-wide events, such as Community Education Council meetings, region and district-wide fairs and other calendared events, on a per need basis

· Over the phone interpretation services will be available 

· Region will receive specified funding to help supplement efforts with low incidence languages with targeted schools, students and purposes


Schools

· Over the phone interpretation of critical oral communications  
· Supplementation with RFP identified and approved community based organizations for interpreting at critical school-wide events such as PA meetings
· High need schools will receive specified funding to supplement efforts with low incidence languages for targeted students and purposes 
Training and Communication

· 16 hours of translation workshops for bilingual parent coordinators and selected bilingual staff
· Presentations for monolingual parent coordinators
· Developing information videos in multiple languages in critical areas such as special education, gifted and talented, high school admissions, Regents requirements, promotion policy, interventions and the curriculum

b) How many and what type documents does it translate each year?

The DOE translates into many languages thousands of documents annually which emanate from dozens of different departments. A primary objective of establishing the Translation and Interpretation Unit was to bring greater coherence and quality to this process while at the same time ensuring that a Department-wide “eight language standard” is adhered to. 

The Unit is currently working to survey all DOE departments in order to establish a base universe of documents of critical importance to parents. The Unit has created categories to classify these documents based on prioritization and has begun translating and/or updating many of them, including ELL guidelines, SES procedures, NCLB-related documents, and High and New Schools Directories, etc.

The Unit has also begun translating documents for ongoing use by parents such as the Chancellor’s Regulations, Discipline Code, Parent Bill of Rights, and Language Allocation Policy.  Given the volume of translation involved and the need for the unit to scale to full staffing, other departments have continued to translate their own documents.  Over time, and as the capacity of the Unit to do so increases, the responsibility for translating most DOE documents will fall to the Unit. The Unit will thus ensure that a base universe of documents relevant to and for parents will be completed with high quality and consistency. Furthermore, this service will relieve the individual departments from managing and maintaining the various services they have been using.

c) Into how many languages are documents regularly translated? How are these languages selected?

We have instituted an eight language standard to ensure that critical documents from central with information for parents are in the home language of at least 95% of all NYC households. These languages include: Spanish, Chinese, Russian, Haitian Creole, Bengali, Arabic, Korean, and Urdu. However, other languages are available upon request.

d) Who within the Department can obtain its services?

Please see 4a. 
e) Please break down the Unit’s current annual cost and estimate the annual cost when the Unit is fully implemented.

The FY06 total budget for the Unit will be $5.3 million. 

Please see attachment for preliminary budget for unit.

5.
How does the Department distribute translated documents and how does it ensure that parents receive documents in an appropriate language? Does the Department keep track of the language spoken at a student’s home? Does its approach vary with the grade level of the child?

All translated documents are delivered to each school in the same manner as the English version of the same documents.  Published materials are either mailed home by U.S. Postal Service (in the appropriate language) or they are delivered to each school by courier service and/or inter-office mail.  Other documents (generally one-page flyers) are sent by email to all Principals and Parent Coordinators to be printed at each school.  

At the time each student enrolls in the New York City public school system, his or her parent/guardian completes a Home Language Identification Survey stating the main language used at home.  School staff members can use this information to ensure that materials are backpacked home in the appropriate language.  The Department also collects this information system-wide in order to better meet parents’ language needs.  The approach is the same regardless of the child’s grade level.

6. What resources are available to non-English speaking parents who seek information from the Department?


The Department translates an extraordinary number of documents at all levels.  Below are some of the critical documents that have been translated at the central level: 

Registration, application and selection:

· Home Language Identification Survey (9 languages)

· Parent Survey and Program Selection letter and form for ELLs (8 languages)

· Continued Entitlement letter for ELLs (8 languages)

· Parent Option letters for newly enrolled ELLs (8 languages)

· Bilingual Education and English as a Second Language Programs: A Guide for Parents (8 languages)

· ELL Parent Video Guide (8 languages)

· Directory of Public High Schools (Introduction and explanation in 8 languages, complete text in Spanish)

· Supplementary New Schools Directory (Introduction and explanation in 8 languages, complete text in Spanish)

· Steps to Success, a parent guide to the registration process for Pre-K, Kindergarten and Grade 1(8 languages)

· SD1041 Application for Free and Reduced Price Meals (13 languages)

Conduct, discipline, and suspension:

· Citywide Standards of Discipline and Intervention Measures (The Discipline Code)  (includes “Bill of Student Rights and Responsibilities,” and is translated into 8 languages plus Braille) 
· Student Behavioral Contract (8 languages)
· Collaborative Truancy Initiative letter (8 languages)
Standards and student performance:

· Guide to Grow Parent Reports, concerning math and English test scores (8 languages)

· Letters re: the availability and offering of Academic intervention services (8 languages)

· Promotion/retention decision letters, including promotion-in-doubt letters (8 languages)

· All documents relating to students’ eligibility and mandate to receive summer school (8 languages) 

· Report card (template in 3 languages)

Policies, rights, and entitlements (general):

· New York City Parent Guide (8 languages)

· Bill of Parent Rights and Responsibilities (8 languages)

· Title I guidelines (8 languages)

· Title III letters

Special Education and related services:

· Notices of special education rights, meetings, and hearings (4 languages) 
· IEPs (4 languages, upon request) 
· IEP due process notices (4 languages) 
· Continuum questions and answers concerning special education services (4 languages) 
· Letters to parents regarding Section 504 eligibility and services (8 languages) 
· Specifically, pursuant to the Jose P. Judgment and City Defendant's January Plan, documents relating to evaluation and placement; parent's rights booklet; IEPs ( upon request) and CSE and SBST notices (4 languages, parents’ rights booklets in 8 languages) 
NCLB and SES:

· SES notice to parents (8 languages)

· SES directory (8 languages)

· SES fliers (8 languages)

· Change in provider requests (8 languages)

· SES timetable (8 languages)

· Notice to parents school is Title I under NCLB (8 languages)

· Military opt out letter (8 languages)

· Notification letter to parents enrolled in SINI schools (8 languages)

· Letter of notification of eligibility for NCLB choice (8 languages)

· Choice application package, including application form, FAQ, calendar and checklist (8 languages)

· Transfer offer letters (8 languages)

311 maintains content on over 100 DOE topic areas (the same topics that are covered on the DOE website “FactFinder” page). 311 provides interpretation services in over 150 languages regarding general DOE policies and procedures. Parents can ask basic questions, leave service requests or complaints in their native language and have it recorded in English for DOE tracking purposes. 
7.
The Committee understands that a significant number of Department employees speak languages other than English and that these persons frequently and generously assist parents who cannot speak English. Can the Department quantify the extent to which that occurs? In particular, to what extent are parents able to obtain ad hoc translation or interpretation services at their children’s schools? Are there certain types of transactions that can routinely be accomplished or others that cannot be accomplished through the informal assistance of staff available at schools?

We have surveyed principals to identify their needs and resources, both for translations and for oral interpretations.  The extent of the interactions involved makes them impossible to quantify, but there appears to be unanimity that school staff is generous in trying to assist parents who cannot speak English. 

We have identified where schools report needs and where they have staff and community resources to meet those needs, assuming continued availability, readiness and flexibility of use of staff.   We are identifying issues of capacity, which we hope to address through professional development of staff and standardization of practices. 

Principals report access to professional translators, access to funding and flexibility in using staff as the recommended levers to bridge their school level needs.   Our plan addresses these needs.

8.
Is speaking a second language a hiring criteria for any Department employees (other than foreign-language teachers)? Are bilingual employees compensated for their language skills? Can bilingual employees be assigned to tasks that make use of their bilingual skills?

Is speaking a second language a hiring criteria for any Department employees (other than foreign-language teachers)? 

Yes.  Transitional bilingual teachers, for example, must speak the language of their students.

Are bilingual employees compensated for their language skills?

Compensation is based on requirements of a position. If a position requires bilingual skills, then the person is compensated for their language skills. There is no “addition” for speaking a second language, however. 

Can bilingual employees be assigned to tasks that make use of their bilingual skills? 

Schools make use of the language skills of staff in myriad ways.  There are limitations established by job descriptions, however, on what staff is required to do, and what staff is required to do cannot interfere with fulfillment of primary responsibilities of their jobs.

9.
Approximately what is the cost of translating a single-page document into another language? Does the cost vary by language?

A 250-word single page translated by one of the Department’s current vendors costs anywhere from $60 to $95, depending on the language.  However, with the Unit’s staff of full-time translators, the same page costs approximately $24, regardless of the language.

10.
What is the cost of printing a single-page document in other languages? Does the cost vary by language?

The cost of printing a single-page document in any language is the same as printing it in English.  The price depends on factors such as paper quality and ink colors.
11.
Please comment on the proposed legislation, Int. 464.

The proposed legislation is still under review and we will be prepared to discuss the Administration’s position at the hearing.
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