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Technical assistance support for developing these guidelines was provided by English language learner (ELL) specialists at The George Washington University Center for Equity and Excellence in Education and was funded by the Alaska Comprehensive Center (ACC).  ACC provides the Department of Education & Early Development (EED) with intensive technical assistance to address the No Child Left Behind (NCLB) requirements and meet student achievement goals. ACC is based within South East Regional Resource Center (SERRC) and is funded through a U.S. Department of Education grant. For more information, go to http://www.alaskacc.org/.


The purpose of the Guidelines is to help districts create a documented system for recruitment and training of translators. The appendices include sample documents which districts are encourage to revise as needed. 
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1. [bookmark: _Toc321483528]
What does a translator do?

A translator may perform two types of translations for Alaska state academic achievement assessments: sight translation and scripted oral translation.

Sight translation is the provision of spontaneous oral translation of test items and/or directions from English to an English language learner’s (ELL) native language. That is, sight translation involves on-the-spot rendering of printed test materials orally in the learner’s native language. Sight translation is the term used by professional translators and interpreters. However, in public education, the term oral translation is more frequently used. (Stansfield, 2011, p. 403).  For Alaska achievement tests in all content areas, sight translation of directions may be provided. (See #3 below.)

Scripted oral translation involves having the sight translator read aloud a previously translated script of a test in the student’s native language. To the student, it may seem like a sight translation, in that the script is read aloud. However, the translation of the script has been previously prepared by a translator. Thus, the person who reads it neither interprets nor translates.  (Stansfield, 2011, p. 403) For Alaska achievement tests in mathematics, science, and writing, scripted oral translation of words in test items may be provided. (See #3 below.)

2. [bookmark: _Toc321483529]How/when would a translator be used for student testing?

The Elementary and Secondary Education Act formerly referenced as No Child Left Behind (NCLB) act of 2001 requires all students at grade levels 3-8 and one year of high school to be administered state academic achievement assessments in mathematics, reading/language arts, and science. Yet, students who are not yet proficient in English are not always able to demonstrate their academic knowledge and skills on these assessments. In response, the Alaska Department of Education and Early Development (EED) has allowed several translation accommodations for different content area assessments for students identified as limited English proficient. 

3. [bookmark: _Toc321483530]What translation accommodations are allowed for ELLs and how are they to be provided?

Allowable Translation Accommodations for identified limited English proficient (LEP) Students

1. Test Directions In the native language:
· provide written version of written/oral test directions
· read aloud, and/or repeat written and/or oral test directions 
· read aloud, and/or repeat embedded test directions
· clarify/explain test directions

2. Provide the native language word for an unknown word in a test item or prompt, when requested by student for writing, math, and science (not allowed for reading). (See Appendix A for more detail on how to provide these accommodations.)

[bookmark: _Toc321483531]Caution: Limited English language students must have documented accommodations in the student file before any accommodations can be provided during testing. Every available accommodation is not necessarily provided to all LEP students. Additionally, previous LEP students (now in monitoring status) are not eligible to receive accommodations.

4. What processes does a district need to have in place to recruit and request a translator?

Districts should establish a process for recruiting translators that includes the following:
A. A formal application for schools to use when requesting a translator for testing of LEP students (see Appendix B sample)
B. A registration form for translators to apply for district translation opportunities/jobs (see Appendix C sample) 
C. A fact sheet with qualification requirements for translators
D. A fact sheet with training requirements for translators

A. An application for requesting a translator for testing should include the following types of information: (See Appendix B for sample form)
· Who is authorized to request translator services and where the request should be submitted
· A list of translators already approved to work in the district
· Specification of the training to be provided to translators
· A listing of district/school events eligible for translation and specific dates and times for testing 
· Specification of timeline: how many weeks in advance must the request for a translator be made?
· What information/process is required to cancel use of a translator?
· In what language is the translation needed?
· What is the name of the person needing the translation?
· Specify where and to whom the translator is to report

B. In the application provide the qualifications of translators including: 
· Basic demographic information of applicant (e.g., name, address, occupation, contact)
· Proof of district employee status or application
· Primary and secondary languages and fluency levels
· Highest level of education, specific to language skills, including certifications/endorsements
· Experience in working with English language learners

Note: Translators should not be family members
5. [bookmark: _Toc321483532]What are suggested qualifications for translators and processes for determining skill levels?

Give preference to individuals with Bachelor’s Degrees in Modern Languages.  Also require the following qualifications:
1. Translation experience
2. Mastery of English and the target language (give preference to native speakers)
3. Familiarity with the cultures of the two target languages
4. Experience working with students of the target population
5. Ability to express thoughts clearly and concisely in English and in the target language
6. Training in testing and administration procedures

The qualifications of translators should be determined by an experienced translator/interpreter using a specific process to determine qualified persons. A copy of translator credentials should be kept on file at the district office.

6. [bookmark: _Toc321483533]What types of training are available for translators?   

As outlined in the DOs and DON’Ts chart on the next page, translators must participate in all aspects of staff training related to:
· Test administration and protocols
· Test security
· Code of ethics, and
· Planning for testing day

Schools/districts may wish to print the Do’s and Don’ts chart for translators and require translators to check each of the ‘Do’ tasks. The chart may be returned to the school/district once the translation job is completed. All signed test security paperwork should be kept on file at the district office.

Do’s and Don’ts for Translators

	
	Do’s
	Don’ts

	Before the Test
	· Do provide supervised access to the test administration directions (TAD) up to four days prior to test administration.
· Do know which test sections should be administered prior to each test administration.
· Do sign test materials in and out with each use. No test materials may leave the district except the TAD. 
· Do review test security agreements & Code of Ethics (See Appendix D)
· Do sign a Test Security Agreement to be kept on file at the district office.
· Do participate in training with the school test coordinator or designee.
· Do make sure you are aware of any school policies regarding bathroom emergencies, student sickness during the test, fire alarm procedures, etc. 
· Do review the accommodations permitted for the LEP student receiving translation support. Do plan for test day
· Review the allowable accommodations (See Appendix A)
· Read and practice test directions in advance – practice and create script to read to students. 
	· Don’t expand on the accommodation support outlined in the Testing Accommodations Manual for LEP Students.
· Don’t use online sources such as Google to translate words as you prepare.  
· Don’t take the test booklet away from the school.


	During the test
	· Do tell the student the ground rules of the test administration in the student’s native language (including which parts of the test can and cannot be translated).
· Do make sure you and the student each have a copy of the test.  After testing, leave the test booklet at the school with the test coordinator. 
· Do Interpret/translate all directions including example questions.
· Do emphasize words printed in boldface, italics or capitals.
· Do avoid voice inflection which may be seen as cueing.
· Do identify potentially unknown words in a test items. Look up the meaning of the unknown words in a monolingual English or bilingual dictionary and write the meaning or target language equivalent of the word on your copy of the test booklet. Destroy notes after use.
	· Don’t alert the student to his/her mistakes during testing.
· Don’t prompt the student in any way that would result in a better response or essay.
· Don’t influence the student’s response in any way. 
· Don’t define terms for the student. That constitutes assistance that gives the student extra help that is not received by other students. It is unethical for an interpreter to provide such assistance and it is also strictly forbidden. 

	After the test
	· Do participate in the evaluation process (and/or discussion of how well the accommodation worked).
	· Don’t discuss test or responses with others.




Name (printed) ______________________________

Name (signature) _____________________________

Date ______________________
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[bookmark: _Toc321483534]Appendix A: Description of Allowable Translation Accommodations

The guidelines in this document supplement provide information on accommodations found in the Testing Accommodations Manual for LEP Students. (Available on the Assessment, Accountability and Student Information Web page at http://www.eed.alaska.gov/tls/assessment/elp.html).  As excerpted below, Table 2 in the Testing Accommodations Manual for LEP Students shows availability of the allowable translation accommodations.

Use this table to individualize accommodation support for identified LEP students on the state assessments. The use of the WIDA ELP levels for determining appropriateness of accommodations is a recommendation provided by EED and is flexible based on individual student need. LEP students can only receive accommodations if they are documented in the students’ files. Students in monitoring status are not LEP and may not receive accommodations.

Table Key
            Highly recommended for use by ELLs at this English language proficiency level 
May not be appropriate for students at these ELP levels; however, the accommodation is available to ELLs at all levels as determined by the ELL team. 

	Direct Linguistic Support Accommodations
	Content Area
	Student ELP Levels
	Administration Directions/Requirements

	
	
	Entering &
Beginning
ELP 1 & 2
	Developing &
Expanding
ELP 3 & 4
	Bridging
ELP 5
	

	Test Directions
	In the native language:
· provide written version of written/oral test directions
· read aloud, and/or repeat written and/or oral test directions 
· read aloud, and/or repeat embedded test directions
· clarify/explain test directions


Intent: The intent of these accommodations are to provide test directions (not questions) in writing for students whose reading skills are more developed than their auditory receptive skills. This allows more time for processing language to understand expectations.
	Allowed for all Content areas
	•
	•
	
	Limitations:
· Limited to clarifying test directions in English or the native language if available, NOT for test questions
· Limited to directions and embedded directions such as written directions that are not read to all students

Administrative Considerations:
· Test in a separate area or small group with students needing the same accommodation, so that other students are not distracted
· Students may need to be tested individually in an isolated area

Native Language Considerations:
· It is the district’s decision as to whether this accommodation will be available to students based on local resources
· EED will not provide this accommodation
· Proctors may provide a district-approved written version of the test directions in the native language to students who need this accommodation, as available
· Proctors providing this accommodation should be literate and articulate in the native language so as to provide a synonym as close to the English words as possible
· Test administrators must be fluent in the native language, as determined by the district

	
	Provide the native language word for an unknown word in a test question or prompt, when requested by student


Intent: The intent of this accommodation is to provide isolated words in the native language to provide access to the content of the test without threatening test validity.
	Not Allowed for reading subtest
	•
	•
	
	Limitations:
· This accommodation does NOT extend to the reading subtest. This is a modification and would invalidate the reading test
· Accommodation is for isolated words only – no interpretation of phrases, sentences, sections or portions of the writing, math, or science subtests
· Proctor must provide accurate translation of isolated words to the extent possible
· Proctors should receive proper training in the administration of this accommodation 

Administration Considerations:
· Students must be tested in a separate room to avoid disturbing others
· Proctor must avoid any restating or paraphrasing of any test items
· Student must request this accommodation 

Additional Considerations:
· It is the district’s decision as to whether this accommodation will be available to students based on local resources
· It is incumbent on the district to provide this accommodation if it is available, not EED
· Accommodation should reflect like-type classroom instruction and assessment



[bookmark: _Toc321483535]Appendix B: Sample - School District Translator Request Form

To access language interpreter services for limited English proficient (LEP) students for content assessments, please follow these guidelines:
· Only the principal, building test coordinator or designee is authorized to request translator services for LEP students. (All requests must be submitted to one of the above for consideration.)
· Translators are approved for specific testing events at specific dates and times.
· Trainings: The ______ district will provide training to translators who meet the minimum requirements. This includes an overview of the types of translation accommodations allowed for LEP students, test administration information, test security and code of ethics.
· Submit a request for each event with dates and times for testing.
· Requests must be made a minimum of 2 weeks in advance.
· Cancellations must be made at least 72 hours prior to the start of the scheduled event. 

Translator Services
1. Submit your requests  __________
2. Include the following:
a. What language(s) are needed?
b. What is your name, school/department and email?
c. What is the name of person needing the sight translation?
d. What is the school event to be processed?
e. What is the date, time, and duration of the event?
f. Where is the translator to report?
Once the above information is received, a reply email will be sent indicating approval, disapproval and other specific instructions. 





















Note: Districts may revise this sample as needed.

[bookmark: _Toc321483536]Appendix C: Sample - Translator Registration

Thank you for signing up with the _______________ School District. Please help us get to know you by completing this form and returning it to us by fax, email or mail. We will send you information about translator training opportunities. If more space is needed, please attach additional paper.
Contact __________ at the ________ School District for more information.


SECTION A

Name (Last, first, middle initial)

Mailing Address

City                                                         State                                                   	Zip Code

Email				Home Phone			Work Phone		Cell Phone

Current Employer		Occupation


SECTION B

What is your first/primary language?

What is your second language? 

Are you fluent in other languages?  

Please indicate your highest level of education: 

High school or GED        Some college             Undergraduate degree              Graduate degree


Do you have interpreter/translator certification?                            		Yes                      No
If yes, please state where from and in which language(s):

Have you ever participated in any interpreter or translation training?          	Yes                      No
If yes, please describe the course and when and where it was offered: 


How often have you provided interpreter/translation services?                        	Never         Once             Often
Briefly describe where and for what purpose you provided the translation service/s:






Note: Districts may revise this sample as needed.

Sample - Language Self-Assessment Questions

Last Name, First Name

Please fax email, mail or bring to the screening session this self-assessment.
 _________________________ School District
Fax: ________ email: ________________

Across the top of the chart, list the languages you speak and write fluently, to the extent that you could use them in a professional capacity.  For each language named, please check the appropriate boxes to indicate the settings where you use that language:

	
I use this language:
	Language 1:

English
	Language 2
(specify)

                        
	Language 3
(specify)
	Language 4
(specify)

	at home
	
	
	
	

	with friends
and family
	
	
	
	

	at work
	
	
	
	

	at school
	
	
	
	

	at religious
activity
	
	
	
	

	for reading
	
	
	
	

	for news or
entertainment (TV, radio, movies)
	
	
	
	



 
Rate your skill level for each of the languages you listed above on a scale of 1 (low) to 5 (high).

	Speaking
	
	
	
	

	Writing
	
	
	
	

	Understanding
speech
	
	
	
	

	Reading
	
	
	
	

	Other comments:
	
	
	
	



Note: Districts may revise this sample as needed.
[bookmark: _Toc321483537]Appendix D: Code of Ethics for Translators 
Working with Alaska Schools
Translators are hired and paid for one job only: to take the message of a speaker who uses a particular language and transmit that message to a listener in another language. Translators are always expected to conduct themselves professionally and ethically.
Code of Ethics
· I will accept work assignments for which I can reasonably expect to be linguistically and culturally competent.
· I will prepare for specific assignments by clarifying with district school personnel the intent of the assignment, any specific concepts or vocabulary that might have technical meaning with which I might be unfamiliar, and the expected range of outcomes for the assignment.
· I will provide accurate interpretation or translation of the message, material, or interaction, including cultural explanations to bridge gaps in understanding that relate to cultural expectations and contexts.
· If I am uncertain about the meaning or the context of information, I will request clarification and examples to ensure that the intended information is conveyed as accurately as possible.
· I will maintain strict confidentiality about any test-related information to which I am made privy. 
· I will decline any assignment that might present a conflict of interest. I cannot be related to the student requesting services.
· I will refrain from providing independent advice, information, guidance, or consultation, but will only convey the message provided by the primary participants in the interaction (e.g., school district personnel).
· I will show respect for all parties involved in the interaction and will behave in a professional manner.
· I freely accept personal responsibility for fulfilling this Code of Ethics.



Name (printed) ______________________________________

Name (signature) ____________________________________

Date _______________________________________________








Note: Districts may revise this sample as needed.
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