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Linguistically diverse students at Portland Public Schools:

Every year PPS serves approximately 10,000 students that speak a language other than English 
at home. We serve these students in over 100 languages every school year.
 
For most linguistically diverse families, PTC may be the only time they interact with their student’s 
educators. For some, this is a completely new experience and it can be an intimidating one. 

 For many parents/guardians regardless of their language,
	 conferences	are	a	difficult	time,	because:
  They are fearful of hearing hard criticism about their kids.
  They don’t understand how they can help their student.
  They don’t have time to attend because they have multiple jobs.

Under the Office of Civil Rights, schools must provide meaningful access to district and school 
related information. Here are some considerations to meet the Title VI and Executive Order 
13166 requirements:

 Bilingual staff and teachers should not interpret unless they are able to conduct   
 business fluently in the family’s primary language. This is sometimes called “monolingual  
 communication in a language other than English.” It does not involve interpretation or  
 the translation between languages. However, it does require fluency in the non-English 
 language, including fluency in agency terminology.

 Many individuals have some proficiency in more than one language, but are not   
 completely bilingual. They may be able to greet a limited English proficient individual
 in his or her language, but not conduct agency business in that language. The distinction  
 is critical in order to ensure meaningful communication and appropriate allocation
 of resources.

 Using a professional interpreter is necessary and preferred. However, if bilingual
 staff are asked to interpret or translate, they should be qualified to do so.
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 The value of trained interpreters:
 Interpreters play a critical role in making families feel welcome in out schools and in  
 supporting educators by:

 Bridging cultures.
 Impartial support for families.
 Helping parents feel included and important.

  
  Parent/Teacher Conference Tool Kit: A Tool Kit to  
  Serve and Empower Linguistically Diverse Families.
  In 2019, we developed a tool kit to bridge the   
  communications between schools, teachers, and  
  linguistically and culturally diverse families during  
  conferences. 

  We updated our Parent/Teacher Conference Tool   
  Kit: A Tool Kit to Serve and Empower Linguistically Diverse  
  Families. It contains information, guidance, and resources  
  to assist staff preparation for the conferences. 

  This tool kit includes an outline of staff expectations  
  and best practices to conduct conferences in other  
  languages for educators and parents, a list of   
  additional translated resources to aid educators  
  communicate conferences to linguistically diverse  
  parents and materials to inform families about their
  right to language access. This tool kit can also be  
  found on the PPS Site Admin Portal and will continue  
  to be updated over time.

We look forward to supporting your teacher-parent conferences with our linguistically 
and culturally diverse community at PPS.

Forward, Together!

Marifer Sager, 
Head of the Language Access Services Department
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Information for Limited English Proficient (LEP) Parents and Guardians 
and for Schools and School Districts that Communicate with Them

This fact sheet answers common questions about the rights of parents and guardians who do not speak, 
listen, read, or write English proficiently because it is not their primary language.

Must my child’s school provide information to me in a language I can understand?

Yes. Schools must communicate information to limited English proficient parents in a language they can 
understand about any program, service, or activity that is called to the attention of parents who are proficient 
in English. This includes, but is not limited to, information related to:

Must a school provide language assistance if I request it even if my child is proficient in English and I am 
somewhat proficient in English?

Yes. Schools must respond to a parent’s request for language assistance and remember that parents can be 
limited English proficient even if their child is proficient in English.

May my child’s school ask my child, other students, or untrained school staff to translate or interpret for me?

No. Schools must provide translation or interpretation from appropriate and competent individuals and may not 
rely on or ask students, siblings, friends, or untrained school staff to translate or interpret for parents.

What information should I expect from the school if my child is an English learner?

When your child enrolls, you should receive a home language survey or similar form to fill out that helps the 
school identify potential English learners, who are eligible for language assistance services. If your child is 
identified as an English learner, the school must notify you in writing within 30 days of the school year starting 
with information about your child’s English language proficiency level, programs and services available to 
meet your child’s educational needs, and your right to opt your child out of a program or particular services 
for English learners. For more information about the rights of English learners, visit:
http://www2.ed.gov/about/offices/list/ocr/docs/dcl-factsheet-el-students-201501.pdf.

Registration and enrollment in school 
and school programs

Language assistance programs

Report cards

Student discipline policies
and procedures

Special education and related 
services, and meetings to discuss 
special education

Parent-teacher conferences

Grievance procedures
and notices of nondiscrimination

Parent handbooks

Gifted and talented programs

Magnet and charter schools

Requests for parent permission
for student participation
in school activities
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What type of processes can school districts use to identify limited English proficient parents?

 School districts must develop and implement a process for determining whether parents are limited  
 English proficient and identifying their language needs.

 The process should be designed to identify all limited English proficient parents, including parents  
 and guardians whose primary language is not common in the district or whose children are proficient  
 in English.

 A school district may, for example, use a home language survey, to inquire whether a parent requires 
 oral and/or written communication in a language other than English.

 The school’s initial inquiry should, of course, be translated into languages that are common in the   
 school and surrounding community so that that the inquiry is designed to reach parents in a language  
 they are likely to understand.

What steps must school districts take to provide effective language assistance to LEP parents?

 School districts must provide effective language assistance to limited English proficient parents, such  
 as by offering translated materials or a language interpreter. Language assistance must be free and  
 provided by appropriate and competent staff, or through appropriate and competent outside resources.

 School districts should ensure that interpreters and translators have knowledge in both languages   
 of any specialized terms or concepts to be used in the communication at issue, and are trained   
 on the role of an interpreter and translator, the ethics of interpreting and translating, and the need to  
 maintain confidentiality.

 It is not sufficient for the staff merely to be bilingual. For example, a staff member who is bilingual  
 may be able to communicate directly with limited English proficient parents in a different language,  
 but may not be competent to interpret in and out of that language, or to translate documents.

What can I do if I have questions, want additional information, or believe a school is not complying with 
these requirements?

 You may visit the website of the U.S. Department of Education’s Office for Civil Rights (OCR) at
 www.ed.gov/ocr or contact OCR at (800) 421-3481 (TDD: 800-877-8339) or at ocr@ed.gov. For more  
 information about filing a complaint, visit www.ed.gov/ocr/complaintintro.html.

 You may visit the website of the U.S. Department of Justice’s Civil Rights Division at
 www.justice.gov/crt/about/edu/ or contact DOJ at (877) 292-3804 or at education@usdoj.gov.
 For more information about filing a complaint, visit www.justice.gov/crt/complaint/#three.

 For more information about school districts’ obligations to English learner students
 and limited English proficient parents, additional OCR guidance is available at
 http://www2.ed.gov/about/offices/list/ocr/ellresources.html.
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Top 10 language 
access best practices 
for teacher/parent 
conferences

Notifying parents about Language Access Services: 
you can send these cards as part of your school packages 
in the languages represented at your schools.

Display at your front desks the “We speak” cards (“Hablamos 
Español”, etc.). These cards provide an easy access to 
parents to the language line – a service available for families. 

Run a school or program report with the languages spoken 
at your school and use it to schedule conferences.

Ask teachers to be mindful of families that have more 
than one student. Are they going to be traveling from one 
school to another? Is it possible to work in coordination 
with the other school to best scheduled families? Perhaps 
these conferences could be via Zoom or Gmeet?

Reserve parking spots close to the main entry for 
interpreters – this will speed up the process of them going 
from one location to the next.
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Let the Language Access Team know when your schools 
will be taking lunch and dinner.

 
Have water available for your interpreters!
 

Ask your teachers to allocate enough time to communicate 
meaningfully with our linguistically diverse families.

 
Submit	your	confirmed	appointments as early as possible.

 
Have maps, directions and at least two points of contact 
during the duration of your conferences. The point of 
contact should have an agenda with all the appointments, 
rooms, students and any last-minute changes.
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Welcoming 
students in 
our schools

1.

PPS is fortunate to have a diverse student/family community that brings different gifts to our schools. The 
reality of our student body calls for a constant implementation of racial equity and social justice lens, one that 
intentionally disrupts—and builds leaders to disrupt—systems of oppression.
 
The role of language in disrupting and rebuilding supportive systems for all is critical at PPS. The words we 
choose to convey a message have a significant impact in making someone feeling safe and welcome. PPS 
Language Access Department takes care of translations, interpretations, use of the appropriate literacy levels 
for the general public, and the implementation of inclusive language and images (and the discontinuation of 
oppressive language and images).

Here are some helpful tips to make every student feel welcome:

Contact the Language Access Department to request the “We speak your 
language” cards. These cards have the information to the Multilingual 
Phone Services. To order cards email Netsanet Muleta at nmuleta@pps.net

The Multilingual Phone Services are available to families to communicate 
regarding attendance, achievement, behavior, assessment, evaluation, 
registration questions, special instruction, disciplinary matters and general 
questions. District’s Language Access staff are available to answer parents/
guardians’ questions in the following languages:

 Chinese 503-916-3585

 Russian 503-916-3583

 Somali 503-916-3586

 Spanish 503-916-3582

 Vietnamese 503-916-3584
 



8

Display the “We speak your language” cards in your school’s front desk 
to inform families about the services available to them.

Ask people their preferred gender pronouns and practice to use and 
integrate gender inclusive pronouns.

Submit request for interpreters (for oral communications) or translations 
(for written communications to the Language Access Department. 

The Language Access Department provides meaningful language access to linguistically and culturally 
diverse parents by services to support effective communication between the district and its multilingual 
communities. We believe in language access as a pillar of our equity commitment.
 
Language Access & Justice | Interpreters | Written Translation | Transcreation | Captioning | Voiceover | Plain 
Language | Multilingual Communications | Multilingual PPS Family website: https://ppsfamilysupports.com/

2.

3.

4.

5.

6.

Use people-first language. For example:

 
 Person with a disability vs. disabled
 People experiencing houselessness vs. homeless
 Person of color vs. colored

Use gender inclusive language when speaking in generalities or about 
groups of people that you do not know the individual pronouns. For example:

 
 Staffing vs. manning
 Everyone vs. ladies and gentlemen
 They/them/theirs vs. he/him/his and she/her/hers).
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How to Guide
Scheduling Interpreters for 
Parent-Teacher Conferences

The Language Access Services department will provide interpreters for conferences using a combination of 
in-person, video conferences, and telephonic services (depending on the language).

Important Dates

The deadline for requests for parent/teacher conferences is October 31.

Please notice: Requests submitted after October 31 will be processed, but 
services may be difficult to obtain on short notice. We cannot guarantee 
services for those schools submitting requests past the deadline.

Scheduling Guidelines
The following guidelines help ensure you get an interpreter during high volume days:

Point of contact - Have one staff member designated as a point of contact 
to facilitate scheduling and communication regarding scheduling.

Get	 your	 chartifield	 - Make sure to get your school chartfield before 
submitting a request (you can get it from your principal’s secretary or 
contact the Budget office).

Confirm	 appointment	 before	 creating	 a	 request- Please do not book 
interpreters until you have confirmed appointments with families. You can 
confirm your appointments with families by calling LionBridge On-Demand. 

Schedule conferences for the same languages consecutively as much 
as possible. Try to have a tight schedule for how many interpreters your 
school needs and for how long they are needed. This helps us secure 
interpreters for you.
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Have multiple teachers schedule their conferences in blocks of time 
so that one interpreter can cover the conferences one right after the other.

Submit your conference request as early as possible and include all the 
needed information.

Sample: Ideal LinguistLink request sample

For video remote services - Submit one request per language and include 
a meeting link - we won’t process requests with multiple languages and 
without links.

If you do not have enough appointments to make a two-hour block, 
please consider using LionBridge On-Demand. You do not need to submit 
a request to use this service.

Keep in mind that an English-language conference that takes 15 or 20 
minutes will take longer with an interpreter. Please extend the allotted 
time accordingly.

What	to	do	if	you	have	changes	to	your	request

Let us know if you need to cancel your request ASAP – cancellation fees 
may apply for cancellations within less than 24 hours. You will need to 
submit a new request if you decide that you want to move forward with an 
interpreter.

We understand circumstances may dictate changes at short notice, and 
we will do our best to meet each request. Our hope is that the guidelines 
above will allow for better coverage during times of high demand for 
interpreters. We appreciate your cooperation and understanding.

NOTE: Due to high demand for interpreters for Parent Teacher Conferences 
(PTC), our department will not schedule any other type of meeting (for 
example IEP, Evaluations, etc.) on days specifically designated by the 
district for PTC.
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Sample: Ideal LL 
request for PTC

Use the “description” section
to add the link meeting (if 

applicable) and other important 
information you want the 

interpreter to know. 

For video remote services - Submit 
one request per language and 

include a meeting link - we won’t 
process requests with multiple 

languages and without links.

Account	codes	(or	chartfields)- Make 
sure to get your school chartfield before 
submitting a request (you can get it from 
your principal’s secretary or contact the 
Budget office).

In this section you can track the status of your request. Here is a glossary to help 
you understand the different statuses:

Glossary:
Draft – You are still working on this project (or forgot to click the “submit” button). 
The LAS team won’t take action because your project has not been received.
Pending – The system received your request, but the LAS team is not yet working 
on it. We process requests on a first come first serve basis.
QA check – We received and tried to process your request but it is missing 
information. We will send you a message in the system. Reach out to the team soon!
On-hold – You reached out to the team to ask us to put a pause on this request.
In-progress – Your request was proposed to interpreters or partner vendors. We 
are waiting to find the right interpreter for you! 
Confirmed – We found an interpreter. We will send you a message in the system 
with all the details.
Cancelled – less than 24 hours – You cancelled this request with less than 24 
hours. Per our contracts you will have to pay for this request.
Telephonic – We could not find an interpreter available in-person. We found 
someone available via phone.
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Templates to 
Contact Families

Good manners are about more than fulfilling bare-minimum social obligations. They are an opportunity for us 
to connect to the people in our lives in a meaningful way. In an increasingly informal digital world, continuing 
to pull out pen and paper is a way to distinguish yourself. These materials are a great way to positively 
engage parents and guardians in their students’ educational journeys. We have prepared these materials in 
all the languages supported at the district.

Thank-you notes speak volumes and send 
the message that you care enough to invest 

yourself personally in acknowledging another 
in their language! 

PTC are critical for both parents and schools. 
Be sure to follow up with families by sending 

them a printed reminder in their language.

Create trust with linguistically 
diverse families by sending them 
invitations in their own language.

English
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Spanish Vietnamese

Russian

SomaliChinese
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Parent/teacher conferences are a great opportunity for families to meet teachers, see the classroom, and 
learn about how students are doing in school. It’s also a great time for families to ask questions or talk about 
any learning-related concerns. 

Creating a partnership with your students’ parents can make a big difference. Here are some helpful tips to 
send along with invitations and reminders, to help parents and guardians prepare for their conference.

Special programs and services are listed here.

Resources to help
linguistically diverse families 
prepare for the conferences
Tips for parents - attached

English
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Spanish Vietnamese

Russian

SomaliChinese
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Materials to inform 
families about their 
right to language 
access (printable materials)

Language	access	cards	(Business	cards	size	2	in	x	3.5	in): We created the “We Speak Your Language” to 
help you inform your families about their right to Language Access. These cards are business card size for 
their easy way of distribution and display. These cards come in the five supported languages available at the 
district. Make sure to display them in a visible place at your school/classroom.

You can order them directly at the print shop or contact us at languageaccess@pps.net 

Spanish

...



17

Vietnamese

Russian

Chinese

Somali
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Language	access	cards	(Post	card	size	8.5	in	x	5.5	in): We created the “Language Access Services for Families” 
postcard size to give examples for families about examples of when to contact teachers, or their school. 
These cards are postcard size and you can send them with any written communications to your linguistically 
diverse families at the beginning of the school year.

This is also a tool to inform them about their right to Language Access. These cards come in the five supported 
languages available at the district. Make sure to display them in a visible place at your school/classroom.
You can order them directly at the print shop or contact us at languageaccess@pps.net

Spanish
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Vietnamese

Russian

Chinese

Somali



Poster: We created this LAS Poster - Informing families about linguistic services. The poster includes 
languages represented across the district. Make sure to display it in a visible place at your school/classroom.




