
 

 

INNOVATION SCIENCE AND TECHNOLOGY ACADEMY 

Language Access Plan to Ensure Effective Communication with 

Multilingual Students and Families 

Section 1: Policy Directives 

This section sets forth the laws, standards, and operating principles that will govern the implementation of 

Innovation Science and language access plan.  

Policy Foundation 

Federal 

● Title VI of the Civil Rights Act of 1964 was enacted as part of the landmark Civil Rights Act of 1964. It 
prohibits discrimination on the basis of race, color, and national origin in programs and activities 
receiving federal financial assistance. 

● Equal Educational Opportunity Act (EEOA) requires states and school districts to provide equal 
educational opportunity to students learning English by taking appropriate actions to overcome 
language barriers. 

● Individuals with Disabilities Education Act (IDEA) upholds language access rights for bilingual families by 
requiring that students be tested in their home language and Individual Educational Plans (IEP) be 
written in the appropriate home language. IEP meetings must be conducted in the family’s home 
language using a highly trained and qualified interpreter. 

State 

Minnesota Statutes, section 123B.32 states: 

● Subd. 1. Language access plan required. Starting in the 2025-2026 school year, during a regularly 
scheduled public board hearing, a school board must adopt a language access plan that specifies the 
district's process and procedures to render effective language assistance to students and adults who 
communicate in a language other than English. The language access plan must be available to the public 
and included in the school's handbook.  

● Subd. 2. Plan requirements. The language access plan must include how the district and its schools will 
use trained or certified spoken language interpreters for communication related to academic outcomes, 
progress, determinations, and placement of students in specialized programs and services; and how 
families and communities will be notified of their rights under this plan.  

● Subd. 3. Regular review. The board must review the plan every two years and update the plan as 
appropriate. 

● Minnesota Learning for English Academic Proficiency (LEAPS) Act of 2014, Chapter 272, H.F No. 2397, 
Article 1. The law has three principal goals for all English Learner (EL) students: 1) academic English 
proficiency; 2) grade-level content knowledge; and 3) multilingual skills development. 



 

Definitions 

American Sign Language (ASL) – A visually perceived language based on a naturally evolved system of 

articulated hand gestures and their placement relative to the body, along with non-manual markers such as 

facial expressions, head movements, shoulder raises, mouth morphemes, and movements of the body.  

Relay – Telephone accessibility services to people who are deaf, deafblind, hard of hearing, or speech disabled. 

Screen Reader – Software programs that allow blind or visually impaired users to read the text that is displayed 

on the computer screen with a speech synthesizer or braille display. 

Interpretation – The act of listening to a communication in one language (source language) and orally 

converting it to another language (target language). Interpreter must retain the same meaning as the original 

message without omitting information, summarizing or otherwise altering the message and without adding the 

interpreter’s own thoughts or opinions. 

Interpreter – A person who provides interpreting services. 

Simultaneous Interpretation Equipment – Equipment that allow a group of people to listen through headsets to 

information interpreted into their primary language. This method is most appropriate for large group settings 

and meetings where multiple languages are being interpreted simultaneously. 

Language Assistance Services – Oral, expressive, written, and technological supportive services that help 

students and families communicate effectively with school staff. These services ensure students and families can 

participate fully in school services, activities, and programs. 

Limited English Proficient (LEP) – Individuals whose primary language is not English and who have limited ability 

to communicate effectively in English, including writing, reading, speaking, and listening comprehension. Federal 

law uses this term to refer to the intended beneficiaries of language access services. 

Emergent Multilingual Speakers – Individuals whose primary language is not English and who have limited 

ability to communicate effectively in English but are in the process of developing their English language 

proficiency. Language access industry leaders and advocates prefer the use of this term when referring to the 

intended beneficiaries of language access services. 

English Learner (EL) – A status assigned to students whose primary language is not English, who lacks the 

necessary skills to understand, speak, read, and write in English but are receiving English language development 

instructions in a public school or charter setting. 

Home Language – The language that is most commonly used in the home by members of a family, or the 

language that parents use when speaking with their children. 

Primary Language – An individual’s native tongue or the language in which an individual most effectively 

communicates. 

Sight Translation – The oral interpretation of a written document. This occurs when an interpreter reads a 

document and then provides a complete oral interpretation of the information that it contains. 

Remote Interpreting – Interpreting that is provided via telephone or video call. 

Translator – A person who provides translation services. 



 

Translation – The restating of written text from one language (source language) into an equivalent written text 

in another language (target language). 

Vital Document – Materials deemed vital to ensuring access to educational services, programs, and activities, or 

contain information required by law to translate or provide in audio format. 

Code of Ethics and Standards of Practice 

[Insert district or charter’s best practices or code of ethics here, if available. You may also include links to 

national resources/websites that your district has formally adopted or wish to align its values and practices 

with.] 

The Minnesota Department of Education (MDE) provides guidance on the Codes of Ethics and Standards of 

Practice for Educational Interpreters of Spoken Language that can be viewed on the English Learner Disability 

Resources webpage. This guide is only available in English because it was intended for language access 

practitioners. 

Section 2: The Plan 

Overview 

Innovation Science and Technology Academy language access plan provides a blueprint for bringing the district 

or charter into compliance with state and federal language access requirements, including how the district or 

charter will increase its capacity to address language service and resource needs identified in its self-assessment. 

This plan is also a roadmap that will help staff navigate the process of setting deadlines, priorities, and 

identifying responsible personnel for policy and procedures development; hire, contract, assess, and ensure 

quality control of language assistance services; provide notice of services; provide training of staff; and conduct 

ongoing monitoring and evaluation. 

Language Access Plan 

Description of Services 

The language assistance services offered by Innovation Science and Technology Academy include written 

translation, interpretation (i.e. remote and in-person), simultaneous interpretation at events, and community 

review opportunities. Parents can request for assistance through phone calls, walk-in and emails. The family 

liaison officer is available to attend to parents.  

Implementation 

The liaison staff  will be responsible for overseeing, developing, and modifying the language access plan, and 

establishing and implementing operational procedures. The section should also detail the chains of command 

https://education.mn.gov/MDE/dse/sped/div/el/
https://education.mn.gov/MDE/dse/sped/div/el/


 

for authority and oversight and explain any coextensive responsibility and coordination with other districts, 

community-based organizations, and external partners. It can also include information on how the district will 

advertise and promote language assistance services in its building.] 

Identification and Assessment of Language Assistance Needs 

Innovation Science & Technology Academy will determine parent/guardian language needs through the 

following procedures: 

1. Enrollment Survey: Upon registration, parents/guardians will identify their preferred language 

and method of communication. This survey is translated into the following language(s), common 

in our community: 

a. English 

b. Somali 

Enrollment staff are trained in procedures for accessing qualified interpreters to help parents 

complete enrollment paperwork if needed. 

2. Student Information System: The preferred language and method of communication of 

parents/guardians will be visible to all staff in JMC. 

3. Preferred Language Lists: School administration will distribute preferred language lists to 

classroom teachers upon request. 

4. Teacher Communication: Teachers are encouraged to inquire about communication 

preferences in their own communication with families.  An email to staff in the fall will encourage 

staff to connect with families about preferred language and method of communication. 

 

Resource Description/Procedures When to Use 



 

TransAct 

ParentNotices 

TransACT provides written forms 

or notices required by ESSA, 

translated into: Spanish, Arabic, 

Hmong, Russian, Somali, 

Vietnamese, and Karen 

  

All Minnesota districts and 

charter schools can utilize the 

TransACT website with free 

access. Individuals within the 

district can activate their free 

account at: 

https://minnesota-

doe.parentnotices.com 

● Required ESSA parent 

notifications 

Professional 

Document 

Translation 

Translated copies of district 

documents can be requested by 

families at any time.  

  

  

To request document translation, 

contact Dr. Olatoye 

(oolatoye@innovationsta.org) 

● Formal documents requiring 

signature from parents 

● Frequently circulated documents 

such as: registration and 

enrollment forms, student code 

of content, report cards, etc. 

https://minnesota-doe.parentnotices.com/login
https://minnesota-doe.parentnotices.com/login


 

Multilingual 

Staff 

Multilingual staff may be asked to 

provide language assistance if 

they are proficient in the target 

language, have knowledge of 

specialized terms or concepts 

needed for the task in both 

languages, and are trained in the 

role of an interpreter or 

translator* 

● Family engagement events 

● Phone calls home 

● Parent/teacher conferences 

Communicatio

n Platform(s) 

School or classroom 

communication platforms often 

have capabilities to send 

messages in multiple languages. 

Translation can be requested of 

important documents or events 

sent home to families 

● Notification of upcoming events 

● Newsletters 

● Reminder texts to parents 

 

Timeline 

Innovation Science and Technology Academy will take a multi-stakeholder approach to communicating 

with families about their language access rights and the resources available to them. 

● School Administration will link the Language Access Plan in school-wide communications 

including newsletters and announcements. Principals are also responsible for sending 

communications in families’ preferred language, according to the preferred language list 

maintained by school administration. 

● Classroom teachers will share the Language Access Plan in beginning-of-the-year 

communications. Classroom teachers are also responsible for sending communications in 

families’ preferred language, according to the preferred language list maintained by school 

administration. 

 

Funding and Procurement 

[Optional: Insert description of district or charter’s processes to identify funding and procurement issues and the 

steps needed to address them.] 



 

Notice of Services 

The Language Access Plan will be included in all student and staff handbooks and published on the district 

website. Families can request services by contacting School Administration. 

It is a requirement of Minnesota Statutes, section 123B.32, Language Access Plan Required, that a district or 

charter’s plan be included in their Parent Handbook. 

Training for Staff 

Staff will be provided the language access plan during school workshop week. Staff will receive training on the 

policies within the language access plan during summer workshop weeks. In addition, staff will receive monthly 

professional development on school language support and policies through the MLL department. 

Plan Maintenance 

The Innovation Science and Technology School Board reviews the Language Development Plan on a 

2-year cycle to ensure it is up to date.  

Community Engagement and Partnership 

Our charter school is committed to community engagement and parent involvement. We will engage in 

deliberate dialogue and active listening with the community and parents. Please kindly refer to our school 

website-http://www.innovationsta.org. We believe that family involvement is critical to our students’ success 

and community engagement can provide, human, physical and financial resources to help our students. 

Research shows that parent involvement positively affects students’ behavior, attendance, and achievement.  

Innovation Science and Technology will create a welcoming school climate, provide families with information 

related to child development, creating supportive learning environments and practice effective conflict 

resolution. The school will engage our parents, communicate with them regularly and incorporate them into the 

learning process. Our belief is that student success is a shared interest of both school and family. The innovation 

family will involve parents as partners in the learning process, give parents calls about something positive more 

than negative, and then identify concrete ways that partnership can be activated. 

Effective communication requires a two-way flow of information. Our school will not only develop efficient 

structures for getting information out-such as newsletters, Robocall, e-mail messages, Web sites, and press 

releases but also develop similar structures to ensure that feedback from parents is actively solicited Even 

traditional involvement strategies present teaching opportunities. Sending home a "weekly work folder" is one 

positive step, but providing parents with specific information about what to look for in the student work goes 

one step further in communicating what's important. 

Successful parent involvement can be defined as the active, ongoing participation of a parent or primary 

caregiver in the education of his or her child. Parents can demonstrate involvement at home: by reading with 

their children, helping with homework, and discussing school events—or at school: by attending functions or 

volunteering in classrooms. It is our goal to foster a warm and welcoming environment that partners with 

parents, and provide them with meaningful opportunities to be involved in their child’s education. With a shared 



 

purpose, parents, staff, and students can work together toward our values of scholarship, character 

development, compassion, and civic responsibility. 

Families of any race, ethnicity, and socio-economic background will be met with kindness and seen as equal and 

capable participants in their child’s learning. We want to shift any negative perceptions of the parent and school 

relationship to one that is nurturing and compassionate. We want to rewrite the narrative and empower parents 

to be partners with us and to lead. This school will strive to engage parents, communicate with them regularly, 

and incorporate them into the learning process. One strategy would be to eliminate communication and 

language barriers in order to enable effective communication and build strong relationships. Professionalism 

and empathy are at the forefront of our communication style.  

 

Emergency Communication Protocol 

We have the student data system,  JMC,  that sends out emails, text messages and phone calls to parents during 

an emergency situation.  

Section 3: Procedures 

Overview 

This section sets forth guidelines and steps for staff to coordinate, gather data, and deliver uniform services to 

students, families, and community members. 

Procedures 

[Describe how staff are to respond to telephone calls and in-person requests from individuals with language 

assistance needs, including the needs of those who are deaf, deafblind, hard of hearing, or speech disabled.] 

When a student, parent, or guardian with language assistance needs contacts Innovation Science and 

Technology Academy by phone or in person, staff will: 

● Greet the individual, speak slowly and clearly, and avoid using slang or idioms. 

 

● Ask if the individual would like to use an interpreter and, if possible, display “I Speak” language 

identification materials at the front office and on the website to help identify the home language. 

 

● For in-person requests, front office staff will contact the Family Liaison or Language Access Coordinator 

(LAC) to arrange an in-person, phone, or video interpreter before proceeding with any important 

discussion related to enrollment, academics, behavior, or services. 

 



 

● For phone calls, staff will place the caller on a brief hold and connect with a contracted interpreter 

service or a qualified bilingual staff member approved by the LAC. 

 

● For individuals who are deaf, deafblind, hard of hearing, or speech disabled, staff will offer relay services, 

video relay, or an ASL interpreter as needed, following district procedures for disability access. 

 

[Describe how staff will track and record language preferences information.] 

Innovation staff will use their SIS (JMC) to designate student and family language preferences. JMC is accessible 

by all staff and will list the students' preferred languages for interactions. 

 

[Describe how staff will inform individuals with language assistance needs about available services.]  

Staff will send out email messages, text messages and phone calls using our student data system-JMC. 

To ensure families are aware of their rights and available services, staff will: 

● Include a clear language access statement in the Parent/Student Handbook, on the school website, and 

on major school communications (e.g., report card covers, enrollment packets). 

 

● Post signage at the main office and commonly used entrances indicating that interpreter and translation 

services are available at no cost. 

 

● Announce, in multiple languages where possible, that interpreters are available for conferences, special 

education meetings, discipline hearings, and family events. 

 

● In regular communications (newsletters, robocalls, texts), include a brief statement telling families how 

to request language assistance for future school communications and events. 

 

 



 

[Describe how staff will identify the language needs of students and families. Please include procedures for staff 

to accurately identify the language being requested for assistance.]  

Innovation’s SIS system (JMC) records the language preferences for students and families. Families complete the 

MN Language Survey during the enrollment process. The MN Language Survey language preferences are 

entered into JMC. Teachers can generate the list of families language preferences at any time in JMC to ensure 

proper communication protocols are consistently adhered to throughout the school year.  

[Describe how staff are to respond to correspondence (i.e. letters, voicemails, and emails) from individuals with 

language assistance needs.]  

When staff receive letters, voicemails, text messages, or emails in a language other than English, or from 

individuals who have identified language assistance needs, they will: 

● Acknowledge receipt of the message promptly and avoid responding with complex English while 

language needs are being clarified. 

 

● Notify the LAC or Family Liaison if the message needs to be translated or interpreted. 

 

● Use a qualified interpreter to understand the content of voicemails or to call the family back, rather than 

relying on automated translation tools for critical information. 

 

● For outgoing written responses related to academic progress, special education, discipline, or enrollment, 

staff will request translation through the school’s translation process. 

 

The family liaison will help to secure an interpreter as needed.  

[Describe how staff will procure telephone or video interpretation services.] 

The family liaison will help to secure an interpreter as needed.  



 

[Describe how staff will procure translation of documents and, if possible, facilitate a parent/community review 

process to ensure translated materials are effective.] 

For written materials, Innovation Science and Technology Academy will: 

● Identify “vital documents” (e.g., enrollment forms, consent forms, discipline notices, special education 

documents, health/safety notices, report card explanations, testing notices) that must be translated for 

major language groups served by the school. 

 

● Route translation requests through the LAC using a standard form that lists the document title, audience, 

urgency, and languages needed. 

 

● Use qualified translation vendors or trained bilingual staff who have demonstrated high-level proficiency 

and understand educational terminology. 

 

● Require translated documents to undergo a basic quality check by a bilingual staff member, family 

liaison, or community reviewer when possible, to confirm clarity and cultural appropriateness. 

 

● For new or high-impact documents, invite a small group of parents or an advisory committee to provide 

feedback on the translations and suggest improvements before broad distribution. 

 

[Describe how staff will receive and process language access complaints, including how parents will be notified.] 

Innovation Science and Technology Academy will maintain a clear process for handling language access 

concerns: 

● Parents and guardians will be informed in the Parent/Student Handbook, on the school website, and 

during family events that they may submit a language access concern or complaint verbally or in writing 

to the LAC or school administration. 

 

● Staff who receive a complaint will document it on a simple incident/concern form and forward it to the 

LAC within two school days. 

 

● The LAC will review the concern, gather any needed information from staff and the family (with an 

interpreter if needed), and provide a written or oral response to the family within ten school days 

whenever possible. 

 



 

● When a complaint is substantiated, the LAC will document corrective actions taken (e.g., additional 

training, revised procedures, updated records, providing a make-up meeting with an interpreter) and 

track patterns of concerns to inform ongoing improvement. 

 

[Describe what specific educational programs and services (i.e. English Learner programs and Individual 

Education Plan) should the use of a professional interpreter be required or strongly encouraged.]  

Use of a trained or certified professional interpreter, either in person or via phone/video, is required or strongly 

encouraged for the following: 

● Special education processes: evaluations, IEP meetings, eligibility and placement meetings, 

manifestation determinations, and related due process discussions. 

 

● English Learner (EL) programming: identification, entrance and exit decisions, program placement, 

annual progress reviews, and major changes in services. 

 

● Meetings related to significant academic concerns, grade retention, graduation status, or alternative 

placements. 

 

● Discipline conferences involving suspensions of more than one day, expulsions, or other serious 

behavioral consequences. 

 

● Enrollment or re-enrollment meetings when key rights, responsibilities, or services are explained. 

 

● Health, safety, or emergency-related meetings, including threat assessments and re-entry meetings. 

[Describe if and how bilingual staff (i.e. liaisons, family engagement specialists, paraprofessionals, and 

educators) will be expected to support language assistance services (i.e. reviewing translated documents for 

accuracy) and which staff should or should not be authorized/expected to provide in-house language services.] 

Innovation Science and Technology Academy values bilingual staff and will use them thoughtfully: 

● Bilingual staff such as liaisons, family engagement specialists, paraprofessionals, and educators may 

assist with low-risk, routine communication (e.g., reminders about events, clarifying simple instructions, 

welcoming families) when they feel confident in the language used. 

 

● Bilingual staff who regularly provide language assistance will be asked to complete a language 

proficiency check or self-assessment and may receive additional training in interpretation ethics and 



 

techniques. 

 

● Bilingual staff may review translated documents for clarity and cultural appropriateness but should not 

independently translate or interpret high-stakes documents or meetings unless approved by the LAC. 

 

● Students, siblings, or other minors will not be used as interpreters for any official school communication. 

 

[Describe what additional training and continuous education opportunities (i.e. language proficiency 

assessments and community interpreter training) are offered to staff who are expected to provide in-house 

language assistance services. Include information about how the district or charter will conduct ongoing 

monitoring and evaluation of staff qualification.] 

Contact Information 

Dr. Omotoke Olatoye 

Director 

Resources 

https://oscs-mn.org/english-learning-center/ 

 

https://oscs-mn.org/english-learning-center/

