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BILINGUAL EDUCATION DEPARTMENT

Ms. Genoveffa Grieci, Director   •   Ms. Jennifer LaBollita, Assistant Director

73 Mt. Wayte Avenue, Suite #5, Framingham, MA. 01702

Telephone: 508-626-9171  


How to Request an Interpreter for Verbal Interpreting or American Sign Language
Framingham Public Schools provides accurate and timely translations to families whose first language is not English. The district wide translations' office is in place to provide translations/interpreting services exclusively for parents to facilitate communication and involvement. Written translations are done only from English into Spanish and Portuguese.
1. Every time you need an interpreter, you must get pre-approval from the Translation Office (form below). If written pre-approval via email is not obtained, the charges will be paid from your department/school’s budget.

2. The form below must be completed by the requester, and then submitted to the Translation Office for pre-approval. Using “Save as”, save the form to your computer, fill it out and email it to translationcoordinator@framingham.k12.ma.us.
3. All interpreters are FPS employees except for ASL.
4. If you need a translator for low-incidence language or for Sign Language, PLEASE follow the same procedure. As much advanced notice as possible (at least three weeks) is helpful securing interpreters.
5. A booking confirmation email will be sent prior to the meeting(s) both to you (requester) and to the interpreter(s). If any changes come up before the event/meeting (cancellation, reschedule, change of location, etc.), please let interpreter and the Translation Coordinator know as soon as possible.
6. Once the interpretation is completed, the interpreter will complete online his/her Billhead for Interpretation Services in Talented (the requester doesn’t need to sign any paper). Interpretation rates apply per hour.
7. If the interpreter is for a PTO event or SPED meeting, contact them directly to provide the funds.  District funds will not be used for PTO or SPED interpretations. Grant related interpreters are paid with the associated grant funds and must be pre-approved by the Grant Manager.
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Each time you need an interpreter, please complete this form for pre-approval. Please email it to the Translation Office: translationcoordinator@framingham.k12.ma.us
Name: ________________________________              School/Department: _______________________
Date of meeting(s): ______________________
Time of meeting(s):_______________                                Hours per meeting(s): _____________________
Location of meeting(s): _______________________________
Language(s) needed: __________________________________

Type of meeting(s): 


Need of headsets equipment for simultaneous interpretation? ________________
Please indicate if there is an interpreter of preference: ________________________________
Comments: ________________________________________________________________________
Once your request has been pre-approved and processed, an email will be sent to you with the interpreter(s) confirmation and information. If final approval is not obtained, your school/ department will be responsible for payment for services rendered.

In case of any change/cancellation of the scheduled meeting after the interpreter confirmation, please call/email both the interpreter and the Translation Office as soon as possible.
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