REQUESTING INTERPRETER SERVICES TUTORIAL
1. Ask the requester if there is a requisite or preferred certification type, and/or preferred interpreter/interpreters, and which referral agency he/she/they can be requested through, if known. 
2. To request interpreter services, contact an interpreter referral agency at: http://purchasing.nv.gov/Contracts/Documents/TranslationServiceInPersonSignLanguage

Check with using agency’s contract manager to ensure the contracted vendor (referral agency) meets agency-specific requirements, i.e. a HIPAA Business Associate Addendum, etc.

3. Be prepared to provide the following information:

· the deaf client’s name, 

· preferred interpreter(s) if applicable, 

· date and time of requested service, 

· number of interpreters needed (usually a 2-hour minimum; anything over 30 minutes requires 2 interpreters; and cancellation fees apply if not given 48-hour notice) 
· job situation (interview, meeting, etc.)

· name of company booking interpreter and billing address

· requester’s name, telephone number, and email address
· job site name, address, and nearest cross street

· dress code

4. Make sure you receive confirmation that interpreting services will be provided. 
Interpreter referral agencies sometimes confirm that a request has been received, but this is not a guarantee that interpreting services will be provided. Usually, a separate confirmation of services will include the names of interpreters.
5. Keep a copy of all confirmations from the interpreter referral agency. 

6. If necessary, make note of any last-minute changes to the interpreting situation (if the meeting goes over the anticipated time, for example).
7. Before processing payment, compare notes/confirmation with invoice when received. 
Tips to make the interpreting service experience as smooth as possible:
· Ensure all interpreters receive documents and paperwork related to the meeting prior to the meeting, to the extent practical.

· Provide a list of acronyms to the interpreting team.
· Advise interpreters to arrive at least fifteen minutes prior to an assignment to ensure proper preparation (expect to pay them for their time).
· Work with interpreters and consumers in arranging the room so that all involved have the best possible access to communication.
· Inform interpreters who they should contact in the room, if issues with communication arise. 

· Interpreters should be asked to communicate with the meeting participants any issues they have involving meaning, acronyms, or the speed of communication. 
· Keep in mind that referral agencies/interpreters normally require no less than 48 hours’ notice to cancel an interpreting appointment.  When given less than 48 hours’ notice of cancellation, they may charge for the services. 

*A note about providing breaks:

Provide breaks for the interpreting services provider as needed. Even in team situations, just because you don’t see hands moving doesn’t mean the interpreter is not working. Mental/physical fatigue can negatively affect the quality of the interpretation. Keep in mind that sign language interpreters are usually engaging in simultaneous interpretation rather than consecutive interpretation like other spoken languages. This type of interpretation is not usually as complete, and requires a great deal of brain power. If they seem to be making mistakes with increasing frequency, ask if they need a break. Five to ten minutes every two hours is typical.  

