updated 011212024

Leeward District's Bilingual School Home Assistant (BSHA) Request Form, Leeward BSHA
Flowchart, EL Brochure & Contact Info. (see for Leeward’s EL RTs & BSHAs)

If the district does not have a BSHA available for a specific language, schools can procure an
interpreter/translator from one of the outside agencies below using school-level funds.

For SPED related requests for interpretation/translation, contact your SPED RT & see these docs:

Campbell Kapolei, Pearl City-Waipahu, Nanakuli-Waianae. Also see:
HIDOE EL Guidance Manual, p. 62-63 & Leeward s NLP Packet, Interpretation/Translation Agencies & Language Interview
Form

s & list of interpreters & vendors (updated)
o When usmg the Ilst of State of Hawau Court Interpreters schools will need to procure a small contract with the
interpreter being requested.
e Reference the State of Hawaii Procurement Office
(updated) or Remote Interpreting and Document translation and the related memo can be found here (updated)

o

The School completes the electronic Bilingual School Home Assistant (BSHA) Request Form
and sends/shares as a Google Doc with the district EL RT & BSHA(s) through email at least 2
weeks prior to the activity/meeting.

District EL RT also receives the request & follows up with the email & the BSHA, if needed
(Leeward has BSHAs for llokano, Tagalog, Marshallese, Chuukese, or Samoan languages available).

L—

"/_If the district does not have a BSHA available for a specific language, schools can
procure an interpreterftranslator from one of the outside agencies using school-level
funds (see the State Procurement Office Vendor list) & do not use Title 11l funds.

For SPED related requests, contact your SPED RT.

For NLP test requests, if there isn't a BSHA who speaks the language requested, the
EL Coordinator usually completes the Language Interview Form.,

\_® See the related resource links above

. }

BSHA contacts the school to confirm receipt of the request, and agrees to (schedule
permitting) or requests an alternate date/time for the activity/meeting with the requestor.

}

( BSHA provides the assistance/service requested & provides documentation to the
| requestor if needed, ASAP, e.g. NLP rating form

'

p
School personnel who requested the service completes the feedback section of
the BSHA Request Form and electronically shares/emails the completed form to

._their district EL RT & BSHA(s). )

}

( BSHA completes the description of services rendered section on the BSHA
g Request Form.

-

l
r Required: BSHA files the completed form. ]



https://drive.google.com/file/d/1wpi6t2-ampFs5BP1zTuu5YShIesVfEPp/view?usp=sharing
https://docs.google.com/document/d/1Pp2HB6VLvJcmjPoaCATKLUNgL0fD9Lel/edit?usp=sharing&ouid=115886471396661414721&rtpof=true&sd=true
https://docs.google.com/document/d/1Pp2HB6VLvJcmjPoaCATKLUNgL0fD9Lel/edit?usp=sharing&ouid=115886471396661414721&rtpof=true&sd=true
https://docs.google.com/document/d/1_ypbMqC-mHx0yVTGMdW8KYVE_iupNLPYZbXsQZy16S8/edit?pli=1&tab=t.0#heading=h.p83m25rzgjvj
https://docs.google.com/document/d/1hSQ3qjWE7vbfajIY2Pwsn2aRkMCVRMqlW6IwZINEpS8/edit?usp=sharing
https://docs.google.com/document/d/10kuBENaA-ZM9B-nVGOjCoEBINPpjBI96SnXmFj2KbzU/edit?usp=sharing
https://drive.google.com/file/d/1F0rtNCICmBzQzkR_Zn_rKpqZzsV1sz93/view?usp=sharing
https://docs.google.com/spreadsheets/d/1n6tUy0QE_HpE-GtP2AXcjPG5CNGTnH3w/edit?usp=sharing&ouid=115623341873552049704&rtpof=true&sd=true
https://docs.google.com/document/d/1zugNML9yCvwLkaZG3GZbQbMMQMQqT2jjUOfaWRqfOWA/edit?usp=sharing
https://docs.google.com/document/d/1-stl5tKtNsl1zFwE9znJVa4UoTBCBSpqgdLcALZy5oM/edit#
https://docs.google.com/document/d/1-stl5tKtNsl1zFwE9znJVa4UoTBCBSpqgdLcALZy5oM/edit#bookmark=id.jt910ky3dot6
https://docs.google.com/document/d/1y_RSSEQiBM68deoWpskmDSQ6U-7vtHcM5zJSiNsoAPo/edit?usp=sharing
https://docs.google.com/document/d/1y_RSSEQiBM68deoWpskmDSQ6U-7vtHcM5zJSiNsoAPo/edit?usp=sharing
https://drive.google.com/drive/u/0/folders/1YMl00zybQy9OcGskrGPd4D2_E28rWDk1
https://drive.google.com/file/d/1wi1hh5R6aEctKgcX5OgDcyVCOcSBu07e/view?usp=sharing
https://drive.google.com/file/d/1wi1hh5R6aEctKgcX5OgDcyVCOcSBu07e/view?usp=sharing
https://spo.hawaii.gov/wp-content/uploads/2023/04/SPO-PL-20-17-Change-No.-7-NASPO-ValuePoint-On-Demand-Remote-Interpreting-OPI-and-VRI-and-Document-Translation-part-2-signed.pdf

