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PROTECTION AND PERMANENCY INFORMATION MEMORANDUM, PPIM 10-08
TO:
Service Region Administrators


Service Region Administrator Associates


Service Region Clinical Associates


Family Services Office Supervisors

FROM: 
Michael Cheek, Director


Division of Protection and Permanency 

DATE:
October 19, 2010
SUBJECT:
Spanish Translation of Notification Forms 
The purpose of this information memorandum is to notify staff regarding a change affecting some of the notification forms to Spanish speaking clients.  

The Spanish versions of the following forms have been removed from the SOP manual’s website: 

· DPP-152 Child Protective Service (CPS) Substantiated Investigation Notification Letter
· DPP-153 Child Protective Service (CPS) Family in Need of Services Assessment Notification Letter
· DPP-154A Notice of Intended Action 

The department has elected to remove these forms to ensure that staff have these forms fully translated by a department certified translator when serving limited English proficiency (LEP) clients.  Full translation by qualified personnel is critical to the department’s ability to provide fair legal notice to clients as required by law.   

If staff need to send notifications to limited English proficiency (LEP) clients using the above mentioned forms, they should mail a completed Translation Request Form to the following address: 

275 East Main Street, 5C-D

Frankfort, KY 40621

Fax:  (502) 564-3129

Along with the Translation Request Form, staff needs to include a copy of the English version of the forms listed above, with the individualized content enclosed.  The Language Access Section will then translate the entire form/letter and mail it back to the worker.  
The translated notification form/letter should be dated with the date it is mailed or hand delivered to the client to ensure adequate time for the client to file an appeal. 
If you have any questions regarding this memorandum, please contact, via e-mail, sarah.cooper@ky.gov or by telephone at (502) 564-7536 ext. 4494.  
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