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Directory

Julie Bradley — Interpreter Specialist (909) 594-5611 x5645 V/ITTY
(909) 987-5135 Home (909) 702-8314 Cell

Office Hours: Monday — Thursday 7:30 a.m. — 4:30p.m. Fridays 8 a.m. — 12p.m.

These hours do vary — see appointment book email: jbradle2@mtsac.edu

Senior Interpreters

Tina Campbell Jason Distlerath Fern Gilbreath

Interpreter Office Phone x5639: This phone is answered by anyone in the interpreting office.
If no one answers it, you will be transferred to Julie’s voicemail.

Kirsten Gonzalez — Counselor for Deaf and Hard-of-Hearing Students .(909) 594-3447 TTY
Office Hours: Monday — Thursday 10 a.m. — 6 p.m.
These hours may vary — see appointment book email: kgonzale@mtsac.edu
The TTY has a 24-hour available answering machine and
1s usually answered during working hours.

Grace Hanson — Director of DSP&S (909) 594-5611 x4290 V
Please call the front desk to make an appointment

Disabled Students Programs and Services — Front Desk (909) 594-5611 x4290 V
Office Hours: Monday — Thursday 7:30 a.m. — 8 p.m. Fridays 7:30 a.m. — 4:30 p.m.
Summer Hours: Monday — Thursday 7:30 a.m. — 5 p.m. Fridays 7:30 a.m. —4:30 p.m.

Fax # (909) 468-3943

You are welcome to make an appointment with anyone you need to see.
Call the front desk and they will make an appointment for you.

The mailing address for the college/department is:

Mt. San Antonio College — DSP&S
Attention:
1100 North Grand Ave.
Walnut, CA 91789
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Welcome

Welcome to Mt. San Antonio College. It is the responsibility of Disabled Students
Programs and Services (DSP&S) to provide qualified, academic oral and sign-language
interpreters/transliterators as needed for Deaf and Hard-of-Hearing (DHH) students at the
college to have communication access to public information in classes and class-related
activities.

This handbook is to be used as a guide and reference for the interpreters. It details the
role and responsibilities of Academic Interpreters at Mt. San Antonio College (Mt. SAC).
Interpreters are expected to be familiar with the policies and procedures. DSP&S reserves the
right to change, add, or delete any of the information described in this handbook. Please
update your handbook as new information is passed out. An updated handbook will be kept
in the interpreter office. If you have any ideas, suggestions, or questions in regards to the
handbook please let us know.

DSP&S Mission Statement

We are committed to providing quality programs and services which enable students
with specific disabilities to access and participate in instructional and non-instructional
programs at Mt. San Antonio College.

Hiring

Candidates are asked to fill out an Application which requests vital background
information on education, qualifications and experience. The candidate then makes an
appointment for an interview with Julie. The prospective interpreter’s skills are assessed
through observation of the candidate’s interpretation and/or transliteration of
an audiotaped or videotaped passage. The candidate will also be asked to do
sign-to-voice interpretation. Oral interpreting potential may also be assessed
although it is not part of the decision to hire unless we are looking
specifically for an oral interpreter. This preliminary evaluation results in a
provisionary hiring for the interpreter until his/her skills can be formally
assessed the following May. The interpreter’s skill, ethics, experience, education, and
knowledge of the academic interpreter’s role determine if the interpreter will be hired, at
what level of pay and to which classes the interpreter will be assigned. Interviews and
preliminary evaluations are done as needed to establish a pool of qualified interpreters.

First Day/Week of class

Arrive early. Introduce yourself to the instructor and tell him/her a little bit about
your role in the class if he/she is not already overwhelmed with students. Introduce yourself
to the student(s) and arrange seating for yourself. As soon as feasible (not the first day), talk
to the instructor about any videos that might be shown in class. We do have equipment to
caption videos if we have enough time. Ask the instructor to give you a list of titles that
he/she will be showing. Turn that list into Julie. If a TV is located permanently in the
classroom, please take a moment to make sure you can turn the captions on. If you are not
familiar with how to turn captions on, ask Julie.
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Code of Ethics

Mt. SAC’s academic interpreters are expected to know and follow the Registry of
Interpreters for the Deaf (RID) Code of Ethics. In these guidelines the term “interpreter” is
used generically to refer to interpreting and transliterating. Guidelines for Mt. SAC
interpreters follow.

1. Interpreters/Transliterators shall keep all assignment-related information strictly
confidential.
Guidelines for Mt. SAC Academic Interpreters
The academic interpreter may discuss assignment related information (class,

location, time, student) with the Interpreter Specialist and/or his/her mentor only. If a
student is abusing their services (e.g. consistently late, consistently chatting with the
interpreter or others in the class), it is the duty of the interpreter to report this to Julie.
Please keep student names, student performance in class, and other information about
the student confidential.

2. Interpreters/Transliterators shall render the message faithfully, always conveying
the content and spirit of the speaker, using language most readily understood by
the person(s) whom they serve.
Guidelines for Mt. SAC Academic Interpreters
It is essential that we provide appropriate services to our students. Please match
your student’s language (ASL, CASE, etc...) If you are unsure which mode is most
appropriate or are unable to meet the student’s needs please see Julie or your mentor.
It is recognized that some DHH students may not fully understand the
interpreting message due to differences in culture, language, or experience. It is
appropriate for academic interpreters to clarify information (e.g. hearing-culture jokes,
certain English vocabulary that does not translate well) on a limited basis.

3. Interpreters/Transliterators shall not counsel, advise, or interject personal opinion.
Guidelines for Mt. SAC Academic Interpreters
A. The interpreter shall maintain an impartial role. The interpreter is not responsible for
the behavior of deaf and hard-of-hearing students. College students are adults and are
responsible for their own behavior, decisions and learning.
. For students who are not fully aware of the interpreter’s role, the interpreter may
briefly step out of the interpreter role to:
1) Clarify his/her role to the instructor and/or students in the classroom as the
need arises.
2) Give clues needed for appropriate interaction. For example, if the student
directs classroom questions to the interpreter, the interpreter may sign, “I
will interpret for you if you wish to ask the instructor”

. If a student appears to be having difficulty in class and asks for help, tutoring, or
advice, he/she should be referred to the Counselor for Deaf and Hard of Hearing
Students (CDHH), Kirsten Gonzalez.

. If a student complains of not understanding the interpreted message, the interpreter
should try to determine the cause of the problem (see below) and take appropriate
action.




1. If'the problem is due to the interpreter’s presentation of the message, the
interpreter should restate in information in a different way. If the interpreter is
unable to accommodate the student, the matter should be referred to the office.

2. If the problem is due to the student’s own lack of preparation or difficulty in
comprehending the material in general, the student may be encouraged to see the
CDDH, who may try to arrange for tutoring or other assistance.

E. The interpreter should maintain a professional, friendly attitude without being a

“helper” or becoming involved in the student’s lives. We are there to facilitate

communication not to be tutors, mothers, or friends.

4. Interpreters/Transliterators shall accept assignments using discretion with regard
to skill, setting, and the consumers involved.
Guidelines for Mt. SAC Academic Interpreters
A. An academic interpreter should consider the following information about the
assignment to determine if his/her skills and knowledge are adequate (especially if
specialized vocabulary may be needed) and if he/she will be comfortable with the
content:
1) The subject matter of the classes (e.g. science, math, human sexuality)
2) Special interpreting situations (e.g. labs, field trips, working with animals)
3) The student’s communication preference (ASL, PSE, CASE, oral)
B. The academic interpreter should consider his/her competency in the English
language as well as in sign language.
C. The academic interpreter should evaluate his/her prior relationship with the student
before accepting the assignment. If a personal relationship has been developed, the
interpreter should excuse him/herself from that class.

5. Interpreters/Transliterators shall request compensation for services in a
professional and judicious manner.
Guidelines for Mt. SAC Academic Interpreters
Mt. SAC interpreters will fill out timesheets accurately and neatly as described on
page 16. Time sheets will be turned in promptly when due (due dates on page 17) by
9 a.m. If time sheets are not turned in on time, the interpreter will not be paid until
the following month. Paychecks can be picked up at the front counter of DSP&S after
2:30 on the 10™ of the month.
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6. Interpreters/Transliterators shall function in a manner appropriate to the situation.
Guidelines for Mt. SAC Academic Interpreters
The academic interpreter’s behavior in the classroom reflects on the
students, DSP&S, and academic interpreters in general. The interpreter should
maintain the dignity and decorum of a professional who works in a post-secondary
institution. This includes punctuality, dress, and behavior.

7. Interpreters/Transliterators shall strive to further knowledge and skills through
participation in workshops, professional meetings, interaction with professional

colleagues and reading of current literature in the field.

Guidelines for Mt. SAC Academic Interpreters
Mt. SAC strongly recommends all interpreters attend workshops and

professional gatherings. We provide as much support as we can by informing
interpreters of upcoming workshops, offering workshops in-house, and by bringing
outside presenters to Mt. SAC. A mentoring program has also been established to
build interpreting skills. A minimum of 12 hours of outside workshops is required
prior to re-evaluation.

8. Interpreters/Transliterators, by virtue of membership in or certification by RID
Inc., shall strive to maintain high professional standards in compliance with the
Code of Ethics.

Guidelines for Mt. SAC Academic Interpreters
Mt. SAC Interpreting Services encourages RID membership. Belonging to

a professional organization has many benefits. RID members receive reduced
testing fees, discounts on books and other items, the VIEWS newsletter, an annual
RID Journal and general information about the profession to which they belong.
RID also has an ACET program which tracks members’ workshop attendance. The
transcript of attended workshops is of great benefit when applying for work.
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Professionalism in Classroom

Interpreters at Mt. SAC are expected to behave as professionals at all times. Our
responsibility in the classroom is to facilitate communication. We are not classroom aides,
teachers, helpers, or buddies. Although this issue is covered in the RID Code of Ethics, it
seems that this point must be reiterated. In general, if the interpreter does not volunteer
information or ask questions unrelated to the task at hand, everything will work out. Of
course, there are gray areas. There is sometimes a fine line between what is a appropriate and
what is not. Make your decisions carefully.

Here is a list of some of the things that have happened but should not have:

Interpreters filling out an “evaluation of instructors” form meant for students
Interpreters telling the instructors their personal business (e.g. the latest crisis)
Interpreters participating in the class (e.g. raising their hand in response to a question,
answering questions)

Interpreters showing up late and “making an entrance”

Interpreters asking students if they did their homework

Interpreters answering students’ questions instead of directing them to the instructor
Interpreters being involved with students socially outside of work

Interpreters making insulting comments to instructors

Interpreters getting in arguments with students (Deaf or not)

Interpreters going out of their way to save a seat for a deaf person causing a problem
Interpreters helping students

Interpreters not interpreting everything (e.g. censoring/deleting information)
Interpreters chatting with students

Interpreters lecturing instructor on the role of an interpreter

Interpreters failing to interpret because “everyone’s talking at once”

Interpreters not interpreting student’s questions or comments

oo
oo
oo
oo
oo
oo
oo
oo
oo
oo
oo
oo
oo

Professional Courtesy in the Classroom

Nothing in this profession is black and white. So, we must all make daily decisions about
what is or is not appropriate. If an instructor asks you to hand a student a paper and it doesn’t
interfere with your job, just do it. Do not offer to pass out papers to the entire class. If you are
sitting next to the light switch and the instructor asks you to dim the lights, just do it. Don’t
launch into a lecture about the role of the interpreter. If a video is being shown please go
ahead and turn the captions on. It just makes our job easier. If an instuctor asks you to do
something and you don’t feel comfortable doing it you must consider whether or not it would
be best to talk to the instructor now or just do it and talk with the instructor after class.
Interpreters are human and we all live in the real world. The important thing is that we are
able to develop a working rapport with our consumers (hearing and deaf) and colleagues
while maintaining “professional distance.”
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Evaluation Criteria

Some of the basic skills and criteria we are looking for are:
* Knowledge and Application of the RID Code of Ethics
* Professional Demeanor

* Professional Appearance ‘
* Experience (Preferably in Academic Interpreting)

e Skill Criteria:

Sign Language Interpreters/Transliterators
1. Knowledge and proficient use of Conceptually Accurate Signed English (CASE) and
the ability to transliterate information from spoken or printed English to CASE.
2. Presence of clear, silent verbal articulation and appropriate facial expression
during transliteration.
3. Knowledge and proficient use of American Sign Language
4. Ability to convey American Sign Language (ASL) and PSE/CASE into
comprehensible, grammatically correct spoken English.
5. Accuracy, clarity, fluency, completion, placement, and appropriate speed of signs
and fingerspelling (e.g. proper sign production, correct phrasing/pausing).
6. Proficiency in of the English language (comprehension, production)
Oral Interpreters
1. Clarity and precision of silent articulation; phrasing.
2. Ability to maintain verbatim production of the spoken message.
3. Use of appropriate facial expression, (non-sign) gestures and body movements.
4. Ability to understand (through listening and speech reading) the speech of deaf or
hard of hearing speakers and to convey their messages accurately in
grammatically-correct spoken English.

Advancement
Advancements in level/pay are considered in May of each year. If you would
like to be considered for advancement please fill out an Application for Re-Evaluation @ o~% &

and tell us how you have worked to improve your skills. We will set up a time for a re- %* -

evaluation. Re-evaluation is a formal 2-step process that requires you come in for an ;2—:

interview and to be videotaped. The videotape will be scored and you will be called in |

to get feedback and find out the results of the test. If advancement is awarded, the new

position will begin July 1%,

Advancement is based on:

1. Improvement of skills

2.  Employment record and reliability, including appropriate on-the-job decision-making and
attendance.

3. Evidence of professional growth (ie: workshops attended, etc...)as described in your

Application for Re-evaluation.

» A minimum of 12 hours of documented skill development/workshops since your last
evaluation is required (outside of Mt. SAC). RID requires 20 hours per year for certified
members! Uncertified interpreters should be working even harder to improve.

4. Adherence to Mt. SAC’s expectations of interpreter dress and behavior

Number of hours interpreted at Mt. SAC

6. Satisfaction of job description requirements for the next level/position (See Job
Descriptions and Pay levels on pages 8 and 9)

L . 1

hd
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Interpreter Job Descriptions

Typical Duties

Interpreters attend classes and student activities to interpret and/or transliterate educational
information, classroom discussions, and activities through the use of manual or oral methods of
communication. Interpreters are expected to continuously improve their skills and gain knowledge
through attendance at interpreter workshops, being involved in the mentoring program, and by
spending time learning specialized vocabulary.

These positions (except the senior interpreters) are “hourly-as-needed” positions and do
not include benefits, vacation, or sick leave pay. Hours are not guaranteed. Interpreters are
limited to 1,000 hours and 195 days per fiscal year.

Interpreter Trainee

Elementary sign language skills; graduation from or near completion of interpreter training
program or equivalent skill level; may have little or no classroom interpreting experience. Must
have ability to converse clearly and accurately with people who use sign language. Must be
actively seeking to develop skills. Trainee will be placed in “easy” interpreting assignments
(laboratory, physical education, and some classroom settings) in which a majority of the
interpreting is one on one. This position should be viewed as an internship and the Trainee will
be asked to do volunteer skill development and observations of working interpreters. Evaluation
and recommendation by the Interpreter Specialist is required for this position.

Interpreter I

Must possess fundamental interpreting skills. Must be working to improve vocabulary, speed,
and accuracy. Completion of Interpreter Training Program preferred. Evaluation and
recommendation by the Interpreter Specialist is required for this position.

Interpreter 11

The requirements of Interpreter I plus additional interpreting skills and experience.
Academic (post-secondary) interpreting experience preferred. Capable of interpreting almost
any college level lecture. A.A. or A.S. desirable. Evaluation and recommendation by the
Interpreter Specialist is required for this position.

Interpreter I11

The requirements of Interpreter II plus additional verifiable interpreting skills and
experience. Academic (post-secondary) interpreting experience preferred; NAD 3 preferred.
Fully qualified to interpret and transliterate in nearly all possible interpreting situations on a
college campus. BA or BS is desirable. Evaluation and recommendation by the Interpreter
Specialist is required for this position.
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Interpreter IV

The requirements of Interpreter III plus additional verifiable interpreting skills and experience.
Partial RID or NAD IV preferred. BA or BS is desirable. Fully qualified to interpret and/or
transliterate in all possible interpreting situations on a college campus. The Interpreter IV may be
asked to be a mentor other interpreters. Evaluation and recommendation by the Interpreter Specialist
is required for this position.

Interpreter V

The requirements as Interpreter IV plus current certification through RID CI & CT or NAD V.
Fully qualified to interpret and transliterate in all possible interpreting situations on a college campus.
Certification does not automatically put you at this level. You must pass the skill evaluation also.
Evaluation and recommendation by the Interpreter Specialist is required for this position.

Senior Interpreter

This position is guaranteed 20 hours a week August through May with pro-rated benefits.
RID or NAD Certification preferred. BA or BS is desirable. Fully qualified to interpret and/or
transliterate in all possible interpreting situations on a college campus. The Senior Interpreters will
mentor other interpreters. Evaluation and recommendation by a panel including the Interpreter
Specialist is required for this position. This position must be applied for through Human Resources
when it is open. We currently have 3 of these positions.

Interpreter Pay Scale

Interpreter Trainee  $13.00
Interpreter | $16.12
Interpreter $17.68
Interpreter $19.00
Interpreter IV $21.00
Interpreter V $23.00
Senior Interpreter Varies based on longevity at Mt. SAC
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Interpreter Absences and Tardiness
What’s your excuse?

Car Troubles? Not feeling well? Tired? Traffic? Got lost?
. § E‘f% Y IS L:I:; l;“'l' :

Alarm broke? Mom didn’t wake you? Stuck behind a train? ~ Can’t find parking?

% o . - L1
Absences:

Life happens. It is understood that things inevitably come up that make it impossible for
you to come to work. However, we have a responsibility to provide quality service to our students.
Continuity of interpreting services is very important for our students. If different interpreters are
sent to the same class on different days the student will miss out on class information during the
adjustment process. You will be permitted to miss each class for the equivalent of 1 week of
class per semester without penalty. This means if your class meets once a week you may be
absent from that class once. If your class meets twice a week you may be absent from that class
twice. If your absences exceed this amount it will be noted and remembered when you ask for more
hours and while scheduling for the next semester regardless of the reason. We are mandated by law
to provide these services. If you are unable to fulfill your commitment, we will have to make other
arrangements.

Contact the office as soon as you know you will be out.
More than 1 week in advance:

You may leave a message on Julie’s voicemail with the name and time of the class(s)
and the date(s) the sub is requested. You must call back if you do not get a message back from
Julie within 48 hours to make sure the message was received. You are expected to keep sub-
requests at a minimum.

Last Minute:

1. Call Julie (909) 594-5611 x5645 — LEAVE A MESSAGE then

2. Call the front office (909) 594-5611 x4290 - LEAVE A MESSAGE then

3. Call Julie’s Cell (909) 702-8314 - LEAVE A MESSAGE

You may stop calling when you actually talk to Julie. It is your responsibility to

make sure that someone knows you are out. If your class does not have an interpreter because you
did not follow proper procedures it will be noted and remembered when you ask for more hours
and while scheduling for the next semester.

Punctuality
Professional interpreters are expected to arrive with enough time to deal with traffic,
find parking, find the room, arrange seating and sit down before the assignment begins.
During the first week of class, this is especially important so that you may introduce
yourself to the instructor and the student and arrange seating for yourself. If you cannot
make it to class on time, regularly, then you need to excuse yourself from that class. Note
your tardiness on your timesheet. If you are more than 10 minutes late you should subtract .25
hours from your timesheet; 30 minutes late subtract .5 hours and so on.
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Observations

Interpreters will be observed at least once per semester in the classroom by Julie and/or
the senior interpreters. The interpreter will usually be notified in advance of the time and place.
Please understand that due to the nature of the interpreting profession the observation may be
cancelled and rescheduled. Observations may also happen spontaneously, as needed. In this
case, the interpreter will not have advance notification. Please come in and discuss the
observation and any questions you may have. If you would like to request an observation, or
request that the observer look for a specific problem or skill please let us know. The observation
will result in honest feedback about your “performance” in that class. You are expected to be
open and accepting to feedback as it will only benefit you.

Feedback Forms

Each semester we will ask you to distribute feedback forms to the students and
instructors around the 9™ week of class. This helps us to identify good student-interpreter
matches. It also provides feedback to the interpreter. Please fill in your name before
giving it to the student/instructor. The student/instructor turns the form in to the office
and the data will be compiled and sent to the interpreter with no names attached. The
information is kept on record. If you have any questions please come in and ask. If a
student complains to you about another interpreter please tell them you are not the
person to talk to and give them a blue student feedback form and ask them to turn it in to
the office. You may point out that they need not sign their names. Each semester we will
also ask you to fill out a form regarding your experiences in the classroom. This
information is vital for us to be adequately prepared for each class each semester.

Availability Sheet

Each semester you are asked to fill out an availability sheet. Make sure that the
sheet is filled out and turned in before the due date or you may not be scheduled
for any classes. You have the option of mailing, faxing, or walking it in. Please cross
out times in which you are not available. If you are available to sub any time when you
are not available permanently please indicate that. If you have special availability please
note that. For example, if you are available two days a week from 8 to noon but it
doesn’t matter which 2 days—write that or if you want to work one or two night(s) but
have no preference which—write that. We do our best to be flexible. Also, please let
me know how many hours you would like to work so I have something to aim for.

Interpreter Preference Sheet

This form asks which classes, instructors, and students you would or would not like to interpret
for. This is by no means a guarantee that you will or will not be assigned to those classes, students, or
instructors. However, it is in everyone’s best interest to accommodate preferences when possible.
Please also indicate the number of hours you would like to work and the number of hours that you
expect to work (no guarantees). This gives the Interpreter Specialist a guide while scheduling. If your
preferences change, please come in and ask for a new preference sheet.
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Assignments
Assignment to classes will be based on:
The communication needs of the student
The interpreter’s demonstrated professional behavior and decision making "%‘ II"":
The interpreter’s skill level and strengths (i.e. ASL, CASE, oral) b -ﬁ""‘”]
The interpreter’s availability
The interpreter’s experience and familiarity with the subject matter
The interpreter’s length of time at Mt. SAC
And when feasible, the preferences of the students and interpreters.

VVVVVVYY

Attempts will always be made to avoid long gaps between assignments or several
consecutive demanding classes with no breaks. Unfortunately, due to the nature of the class
scheduling and student registration choices this may not always be possible.

If the interpreter has any problem with the scheduled assignments (hours, breaks,
incompatibility with a student(s) or professor, uncertainty about ability to handle subject matter)
he/she should feel free to discuss this with Julie as soon as possible (before the semester begins if
possible). It may be possible to reschedule, team, or otherwise take care of the problem.

If for any reason you feel you are unable to adequately serve a student, do not be
afraid to discuss this with Julie. Your honesty and professionalism will be respected and
valued. A different interpreter may better serve the student. If changes cannot be made, then Julie
will work with you to cope with the situation.

2 Hour-Minimum

If you, the interpreter, are asked to accept an assignment less than 2 hours in length and it is
the only assignment that you will have for that day you may claim 2 hours on your time sheet.
This will hold true if the reason for not having more than one class is due to scheduling and not
to conflicts with your availability. The claim of a 2-hour minimum must be discussed with Julie
prior to your starting the assignment or it does not apply.

Emergencies

Interpreters may need to provide communication services to students
with whom they are working during emergencies, whether sudden illness,
irrational behavior of the student or others, or natural events (e.g.,
earthquakes). Although the interpreter cannot be held responsible for the
welfare of the Deaf or Hard-of-Hearing student(s) or others, persons may turn
to the interpreter because of his/her position as a working professional in the
classroom. Interpreters should become familiar with emergency procedures
and plans set up by the college.

Socializing with Students

Mt. SAC interpreters are expected to behave as professionals at all times.
Although you are expected to be courteous and friendly with your students, it is
inappropriate for a student you are working with to have personal information about
you (phone number, email, etc...). During a semester in which you are interpreting |
for a student you should not be “pals” outside of class. If you are already friends %
with a student and would normally see them in a social manner, you should excuse &
yourself from interpreting for that student.
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Identification Badges

As members of the Mt. San Antonio College Student Services Team you are -
required to have and carry an ID. This ID identifies you as an employee of the _ f@*"'
college and legitimizes your presence in the classrooms, staff lounges, DSP&S, etc. It ==
also provides for a 10% discount on many items in the bookstore (not textbooks) and
allows you to check out books from the library. ID Badges are available at the Bursar’s Office
down the hall from Disabled Students. To receive your badge you must have a letter of
employment from DSP&S. Please see Julie for that letter. Your badge must be visible for the first
4 weeks of class but must be on your person at all times throughout the semester. If for some
reason you do not have an ID badge you may borrow a temporary one from the Interpreter’s
office. Upon termination of your work here at Mt. SAC, for whatever reason, the badge must be
returned. If you lose your badge there is a fee to replace it.

Interpreter Desk/Office
Be sure to check your folder daily for notes, class assignment changes, workshop and
meeting information, and any other interpreter-related material. Please keep your folder
cleaned out (empty; except for, perhaps, your timesheet) so that new material (e.g. a note
telling you that your student will be absent or asking you to sub a class) doesn’t get lost in
- the shuffle. It also lets people know that you have gotten the message. Please store
materials you want to keep in your handbook rather than your folder. If there is something
ﬂ you want to keep in the office for your reference, please see Julie about a place to store it.
Please keep the office looking neat. Put videos away and turn off the TV when you are
finished. Please put your name on your water bottle or it may be thrown out. The interpreter

phone is there for your convenience. However, you are expected to use the phone only when
necessary and only for short amounts of time.

Observers

Often students from the Interpreter Training Program here at Mt. SAC are interested in
observing interpreters as part of their practicum. If they ask you if they may observe you, tell them it
must be arranged though the office. They must sign a contract that shows they understand the rules.
They must follow our procedures. Julie will inform the interpreter when he/she will be observed
whenever possible. It will be the responsibility of that student to ask permission from the instructor.
The student will be required to stay for the entire length of the class or until there is a break. If they
do not stay for the entire class or do not show up please report this to the office. It will be reported to
their instructor.

The assignment that most of these students have is to watch an interpreter and make general
observations such as: “Is the interpreter transliterating or interpreting?”” or “How much ASL is
used?” They are also asked to write down 2 specific instances of what is said and what is signed
(something that is new to them). The interpreter’s name is left out. If you have any questions or
do not wish to be observed please let Julie know.
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Dress Code

Why do we have a dress code?

Imagine you just attended an all day workshop presentation in sign
language. How do your eyes feel? Now, put yourself in the student’s shoes.
When a DHH student has to watch an interpreter for any length of time their
eyes become tired. The reason interpreters’ traditionally wear dark, muted solid
colors is to reduce the eye fatigue of our clients. Patterns are distracting and
bright colors reflect light which make the eyes tire faster.

What is Mt. SAC’s interpreter dress code?
| Mt. SAC does not require its interpreters to wear smocks at this time. However,
casual business attire in muted colors that contrast with your skin tone is essential.
Remember, your behavior and appearance in the classroom reflects on the students,
DSP&S, and academic interpreters in general. You should maintain the dignity of a
professional working in a post-secondary institution.

It is important to use good judgement while dressing for work. If the class you are
interpreting has specific dress requirements (such as welding, ceramics, etc...) please
follow those guidelines. They are there for your safety. We understand that you may have
to go from one class to another and their dress requirements may not be the same. Do the
best you can.

Here are some general guidelines:

Shirts/Tops - Solid shirt/blouse that contrasts with your skin tone. No low cut necklines. No
loud colored print or solid shirts (bright red, yellow, magenta, green e.g.). No t-shirts or
sweatshirts.

Pants/Skirts — Nice “work” pants are expected. No ragged or worn jeans. No mini-skirts or
skirts with high slits. When seated skirts should be able to cover the knee. Shorts may be
permitted if part of a professional-looking “set”. Shorts are permitted in summer for PE classes
and occasionally for classes in rooms without air conditioning (skirts are preferred as an
alternative) but the shorts must no more than 3 inches above the knee when standing.

Jewelry — Limited jewelry, nothing flashy. Reflected light and movement are visually
distracting. No more than one ring per hand, earrings should not dangle, and necklaces should
not interfere with signing. A watch is essential for teaming (nothing distracting).

Grooming — Be professional, neat. Hair should be out of the face. Men should be clean-shaven
or with facial hair short and well-trimmed.
o Nails - Any color used should be neutral and match your skin tone.
Short. Nails should not be so long that they affect the shape of your
signs or make “clicking” noises.

Shoes — No flip-flops or beach shoes. Shoes must attach to your feet (must
remain in contact with your heel at all times) and must not make noise when
walking. Shoes should be sensible/comfortable enough that you are able to
walk up and down the hills/stairs of Mt. SAC to get from one class to
another.

15 03/15/02



Termination
R may occur due to:

- \Ilrjl'a,ﬂ 1. unreliability (absence, lateness)
g .,'-Vn 2. unethical behavior
Ay 3. unprofessional behavior
4. incompetence
Usually, an interpreter will be warned and given an opportunity to discuss the
situation if termination is being considered. An interpreter may be notified of termination
by phone or in person, but a formal letter of termination with reasons set forth, will always
be sent. Be aware that this is an extraordinarily rare occurrence. Do not allow this
possibility to deter you from asking questions about an interpreting situation with which you
are having difficulty or for which you feel inadequately qualified.

Timesheet Procedures

1. Blank Timesheets can be found on the interpreter desk in the front of the file box in
a folder aptly named “blank timesheets.”

. Fill out your timesheet as directed on page 16. If you have any questions please see
Julie.

. Please keep your timesheet up to date and do not wait until the end of the month to
fill it out. If you wait, you may forget to turn it in or you may make mistakes. Be
careful not to put working time on holidays. Round your hours to the nearest 15
minutes (.25 hours). Your hours are the scheduled hours for the class. For example, a
9:30-11 class is 1.5 hours on your timesheet even though it may end at 11:45. Please
see page 21 for information on what to do when a class ends early. If you arrive late,
it is expected that it will be reflected on your timesheet.

Time sheets are usually due 2 or 3 working days before the 25™ of the month by 9
a.m. Turn your timesheet in by 9 a.m. on or before the date listed on page 17. A new
list of dates will be handed out each summer for the next fiscal year. Please project

your hours through the 25" of the month even though you turn your timesheet in
before the 25™.

Turn your timesheets in in the front of the file box in a folder aptly named
“completed timesheets.” Any timesheets not turned in by 9 a.m. will not be
processed until the next month, which means you won’t be paid until the
following month.

Payday

Payday is the 10th of each month (or the nearest working day prior to the tenth if the
tenth is not a school day). Checks may be picked up in the DSP&S office at the front
desk after 2:30 that day or can be mailed to you by written request. Unfortunately,
direct deposit is not an option for hourly employees. Please look over your check and if
you find any discrepancies or items you do not understand ask Julie.
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