Securing Interpreter Check List 

· Interpreter Request Form filled out by requesting staff member

· Get approval from principal

· Can an in-house staff member be used for interpretation?

(Using approved in-house staff is a cost-effective option, as they cost less than agencies. In-house staff may be used when they are not needed in their own jobs.)

· Yes, contact
Jordana Engebretsen, 763.227.5677, Jengeb@district16.org (Spanish)

John Franke, Ext. 5146, Jfran1@district16.org (Spanish)

Mary Ojala, Ext. 5453 Mojala@district16.org (Spanish)

Dan Nelson, Ext. 5770, Dnelso@district16.org (Spanish & American Sign Language)
· Can the contact be clustered with other contacts

· Yes, use the Multiple Appointments Template

· No, use the Interpreter Request Form

· Send Interpreter Request Form or the Multiple Appointment Template to agency of choice

Garden and Associates, Inc

Linda@gardentranslation.com or fax to (952) 922-8150

Betmar Languages

Best@betmar.com or fax to (763) 571-3467
· Relay date and time of contact to teacher so they can notify affected family to confirm/change/cancel appointment (Language Line can assist teacher when communicating with family)

· On day of appointment, get signature on Code of Ethics by interpreter 

· Keep track if parent/guardian kept appointment

· Send copy of Interpreter Request Form to Shirlee Thompson or Martha Wickman

· Notify Tammy Kaiser of families using this service, she will flag them on the system

