SDCCD’s Interpreter Policies and Procedures: 

A Quick Reference Sheet for Agency Interpreters 
1. When going to an assignment for the first time, interpreters should be a bit early, introduce themselves to the student, team interpreter and instructor and make themselves clearly visible for the deaf and hard of hearing consumers to identify them as the interpreter (wearing a name tag is a good way to do this.) 
2. Wear business casual attire unless otherwise stated by your agency.  

3. Interpreters cannot be enrolled in the classes that they provide service for.  Additionally, they cannot participate in the class activities outside of the interpreter’s role.
4. Interpreters should report student no-shows to the agency immediately after  the twenty-minute waiting period (if they are on the Mesa campus they may stop by the Interpreting Services Office in F-215e) to report the absence and see if they are needed elsewhere.  The agency/ ISO may re-assign interpreters somewhere else within reason. 

5. Interpreters cannot interpret for students for anything past their assigned scheduled times.  They must leave at their scheduled times.  If students ask the interpreters to do so, they should report this information to the agency to pass on to ISO or they can refer the students to see their DSPS counselors to make the request, and then pass on this information to the agency.
6. In the event of an emergency involving a deaf or hard-of-hearing person(s), the interpreter regularly assigned has the option to assist with the communication process only for situations occurring on District properties.  Interpreters can opt to decline without penalty.  Please communicate the emergency situation to the agency immediately. 

7. Interpreters should communicate with the agency/ISO regarding any changes to assignment information, including but not limited to: classroom changes, schedule changes, teacher changes and additional students using the interpreters.
8. Interpreters must adhere to the RID’s Code of Professional Conduct.
9. When teams are assigned, the team interpreter should support their team while they are “off” to feed as needed.  This is crucial to the student’s comprehension of the course content.
10. For some classes, interpreters may work alone (shorter than an hour, lab setting or hands-on class).  

11. At times, there will be no team interpreter available.  Interpreters are expected to go to their scheduled assignments anyway.  ISO/ the agency will communicate that the regular team is not available AND ISO/ the agency will make every effort to send a replacement team interpreter OR a break interpreter.  In an event that there is nobody available, the solo interpreter must communicate this with the teacher and student and notify the agency as soon as possible.  Interpreters should take their breaks regularly to ensure their well-being.  
