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Education Services : Interpreting Requests – Guidance (2022)

	MAKING A REQUEST

	
	

	You must complete 1 form per language.  However, you can include multiple requests in an email (up to a maximum of 10).  Completed forms should be sent to: Linguistics@glasgow.gov.uk
An email address MUST be provided on the form, to allow Linguistics Glasgow to email the Job Reference Number back to you.

	
	

	TIMESCALES

	
	

	You must allow for 5 working days notice.  This is required, due to the high volume of requests, particularly during parent evenings appointments.
Urgent requests will only be processed if they are related to a Child Protection issue, an exclusion or a serious incident in the school.  In this case, please contact EDIS directly, for assistance.

	
	

	ONCE SUBMITTED
	

	
	

	Once your form has been submitted, Linguistics Glasgow will contact you, only if there is a problem with the request eg language not available or interpreter not available for the time and date you requested. 

	

	IF INTERPRETER NOT AVAILABLE

	
	

	If an interpreter is NOT available, and the appointment CANNOT be changed, Linguistics Glasgow will supply you with a CODE, which you can use to book an interpreter through Global Languages.  Global Languages will attempt to source an interpreter for you.  However, they will not accept a request, without a Code.

	
	

	COMPLETING THE FORM

	
	

	Please try to run appointments together where possible, to minimise costs to the local authority. 
Ensure you complete ALL the sections in the new form.
Linguistics Glasgow will RETURN the form, if sections are not completed.

	

	TRANSLATION OF DOCUMENTS

	
	

	If you require translation of a document into another language, an interpreter can be requested to attend the school, to orally translate the document eg a letter. Linguistics Glasgow will provide a quote for a written translation on request.

	
	

	PHONE CALLS

	
	

	If you require an interpreter to make a phone call, or translate a document over the phone, please supply contact details and details of the message to be relayed.

	
	

	WHY DO YOU NEED AN INTERPRETER

	
	

	Any Interpreters booked via Education Services, must carry out work relating ONLY to Education work with children/parents/carers. Interpreters should NOT be booked for any other Council Service.

	CANCELLATIONS
	

	
	

	If you need to cancel an interpreter please quote the job reference number and please give as much notice as possible – to ensure the Service is not charged, please try to give at least 24 hours notice.
If less than 24 hours notice is given, the Service will still be charged by Linguistics Glasgow.

	
	

	CONTACT DETAILS
	

	
	

	Email: Linguistics@glasgow.gov.uk
	Submit a completed form or a cancellation request
Any emails regarding a request

	
	

	Telephone: 0141 276 6850 (Linguistics Glasgow)
	To discuss a request or any enquiry (relating to Linguistics Glasgow service)

	
	

	Telephone: 0141 287 4213 / 4214 (EdIS Team)
	If you have an URGENT request or if you need any further guidance on Educations policy regarding use of an Interpreter

	Interpreting for the deaf: www.glasgow.gov.uk/index.aspx?articleid=18370&fPst=1
	If you require a sign language interpreter. Linguistics Glasgow do not offer this service.
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