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Disability Support Services (DSS) hopes this is will be a useful document in helping to maintain a high level of professionalism among interpreters/transliterators at Montgomery College (MC), as well as assisting new interpreters to “learn the ropes” and feel comfortable interpreting here.  With this achieved, we can further our mission to support the success of students who are Deaf and Hard of Hearing by providing a high professional level of interpreter/transliterator services.
Contact Information:

Janet Merrick, Counselor for Deaf and Hard of Hearing

Jmerrick@mc.cc.md.us
301-279-5061

Julie Rogers, Scheduler and Interpreter

Jrogers@mc.cc.md.us
301-610-4177

Disability Support Services

301-279-5058, 301-294-9672(TTY), 301-279-5097(fax)

Adherence to the RID Code of Ethics:

All Montgomery College (MC) interpreters are expected to adhere to the guidelines supported by the Registry of Interpreters for the Deaf (RID) Code of Ethics.  The highest ethical conduct is expected at all times. You should seek assignments with levels appropriate to your skills and experience. In addition, students with many different disabilities come in and out of the DSS office to request services; therefore, interpreters must keep any information seen or heard about DSS students as a result of being employed by DSS as strictly confidential and not to be shared with anyone. When an ethical violation is reported, the violation will be examined and corrective action will be taken.  Ethical violations may constitute grounds for termination of employment with MC.

Interpreter Punctuality and Student Late Arrival or Absences:
Interpreters should enter the classroom before class begins to arrange for seating, then leave the classroom to wait for the student outside of the classroom. Interpreters should never remain in the class if the student is not present. Interpreters should wait at least 20 minutes for each hour of class (1 hour for a 3-hour class), unless prior arrangements have been made with the student. If the Deaf student still has not arrived within the specified time frame, the interpreters are free to leave. Before leaving campus, the interpreter should fill in a NO SHOW form available on the bulletin board outside CAB122 and submit it to the DSS administrative aide (or place under the door after hours). The interpreter should report to the DSS office, in case his/her skills could be used at another location.

Many situations require a team for interpreting.  If one of the team interpreters has not arrived before the time class begins, DSS must be notified.  Tardiness on the part of professionals we employ is unacceptable and will not be tolerated.  If the second team member does not show up at all, the individual interpreter completing the assignment alone should call DSS within 12 hours, and either speak with the counselor for Deaf students, or leave a message explaining the situation.  In some situations, time and a half may be billed with approval from the counselor only.

Students are responsible for contacting their interpreters 48 hours prior to being absent for a class, class-related activity, or other event for which they have requested an interpreter. The student should have the interpreter’s phone number or email address by the end of the first class meeting. If an interpreter experiences a “no show” or is not notified of an absence prior to 48 hours, the interpreter is paid for the class. 

Cancellations:

Montgomery College adheres to the standard practice of a 48-hour cancellation policy.  If you are informed within 48 hours that a class will not meet, you are expected to not bill for that assignment.  Please notify DSS when an assignment has been canceled.  If a class is canceled for the entire semester, or the student drops after the first day of classes, the interpreter(s) will be paid for two weeks or will be offered an alternate assignment, if available. To receive payment for a cancelled ongoing assignment, you must remain available to MC for replacement work.  Payment for summer school or inclement weather cancellations will be negotiated. 

Team Interpreting:

Team interpreting is using two or more interpreters functioning as equal members of a team. These interpreters rotate responsibilities at pre-arranged intervals and provide support and feedback to each other. The purpose of team interpreting is to provide the student with quality services throughout the duration of an assignment/class/semester.  Interpreters are expected to remain at, and working in the assignment for the duration. When an interpreter must leave the assignment early, please notify DSS.  In such a case, billing will be only for the actual time interpreting at the assignment.

Montgomery College determines which classes will be teamed based on: length and/or complexity of the assignment, unique needs of the person(s) being served, and the dynamics of the setting.

All team members are constantly active in the team process. They rotate between primary and support roles. Primary roles are directed to the consumers and include tasks such as signing and voicing. Support roles are necessary to enhance the team’s performance and include:

· Monitoring the overall setting,

· Assuring appropriate and timely transitions,

· Prompting the primary interpreter.

In team interpreting, interpreters rotate at regular intervals, usually 20-30 minutes, while providing continuity in the message transmission. Rotation greatly reduces mental and physical fatigue by allowing a shift of tasks. Continuity is assured as all team members remain present and actively involved, thereby maintaining awareness of the content and context of the information being transmitted.
Interpreters who team in classes are encouraged to give feedback to one another. Optional feedback forms are available on the bulletin board outside CAB122.
Substitutes:

Please do not arrange your own substitutes. If you know you are going to need a substitute, please let the interpreter scheduler know as soon as possible. The scheduler will try to find coverage for you. 

For last minute emergencies, please contact the DSS office as soon as you know that you are unable to make your assignment. DSS will try to find a replacement for you. 

If an interpreter repeatedly asks for a substitute or can not make their schedule, DSS will talk privately with the interpreter to find a resolution (changing schedules, etc.). If no resolution is found, the interpreter will be replaced.

Interpreters should note the changes on their timesheets, by marking in the bottom left corner  who they subbed for and how many hours. If the substitute job was for the previous time period, a correction will need to be made.  Do not make the change on your current time sheet. Please attach an additional note to your time sheet and the scheduler will make the appropriate adjustment.  This will help DSS to document the changes in work hours and ensure timesheet accuracy.

Payroll/Getting Paid:
Interpreters receive hourly compensation according to their certification, experience, subject area expertise, professional development activities and education. Pay raises are considered annually (depending on funding) or after documentation of a change in certification status. All interpreters are on staff as “Casual Temporaries,” receive no benefits, and can be terminated at any time. 

Montgomery College does not pay a start-up fee, but it does pay a two-hour minimum. MC pays to the half-hour; for example, an assignment from 7 to 9:40 would be billed as 3 hours. 

Timesheets are kept on a bulletin board outside the Rockville DSS office (CAB122). They can also be mailed or faxed to you on request. Before the deadline of a pay period, interpreters should obtain a timesheet and record their hours - regular and substitute. Interpreters are responsible for accuracy of all calculations. Row and column totals should agree.  Pay periods, due dates and directions on how to fill out the timesheet are located on the back of each timesheet. Timesheets must be placed in the Interpreter Time Sheet Folder located in room CAB122, before noon on the date due.  If mailed, address them to Julie Rogers, DSS, Montgomery College, 51 Mannakee St., Rockville, MD 20850.  If faxed, use 301-279-5097.

In the event that your weekly hours differ from your regularly assigned number of hours, attach a note to your timesheet explaining the additional or reduced number of hours. This will help the DSS office to ensure accurate timesheets. If you substitute for another interpreter, please fill in the bottom left side of the timesheet explaining whom you substituted for and what time and date the class met.  If a timesheet is submitted late, DSS will complete a payroll correction, but the pay may be delayed. If there are errors on your paycheck, contact the DSS office ASAP.

Payment is rendered every two weeks (see semester calendar on back of timesheet for dates).  If you have any questions, please call 301-610-4177.  Interpreters must bill every pay period - every two weeks.  If a timesheet is submitted late, please do not enter the missing hours on the next timesheet; fill in a timesheet with the appropriate dates and hours. The DSS administrative aide will then do a payroll correction action. If there are changes to a prior timesheet, please submit a note of explanation. 

All faculty and staff are required to use Direct Deposit. When a person is hired, a Direct Deposit form must be filled out. If this form is not filled out and processed, the Payroll office will keep your paychecks until it is received. Once they receive your Direct Deposit information, they will mail you your old paychecks. If your Direct Deposit form is processed before the first pay period, your first check will be mailed to you, while future paychecks will be directly deposited into your banking account. If you have any questions or problems, call Payroll directly (301) 279-5330. A Direct Deposit Acknowledgment Statement will be mailed to you on each payday. 

Any changes in personnel information, such as change of name or address, are made on a “Personal Data Form”, which is available from the DSS office.  Employment Eligibility Verification forms (I-9’s) from the US Department of Justice, Immigration and Naturalization Services, must be re-submitted every three (3) years.  DSS will contact you when your I-9 is about to expire so you will have time to fill in the form and submit new documentation.

All course schedules must be pre-approved by MC, and instructors should not overshoot the scheduled time. Should an assignment exceed the scheduled time, interpreters must call and inform DSS within 12 hours.  (After hours, leave a message on voice mail at 301-279-5061.)

Preparation Time:

Interpreters are expected to prepare for assignments as part of their professional responsibility.  Preparation time will only be paid when the time required to prepare can be justified to the College.  Student input, content of the course, and level of the course will all be considered to determine if “prep time” is required to ensure effective interpreter services.  In the rare instances when preparation time is paid, the College requires detailed documentation of how the time was spent and an itemized list of readings.  With proper authorization, “prep time” must be reflected on the timesheets.

Introductions:

On the first day of class, interpreters should meet students outside the classroom and introduce themselves. Interpreters should ask the student their preferred method of delivery - ASL, PSE, Oral, etc. Method of delivery will be worked out between the client and the interpreter. Client delivery preferences are considered when making interpreter assignments.

Interpreters and students should exchange phone numbers or emails on the first day of class. It is helpful for interpreters and students to have each other’s phone number so important information can be exchanged such as class changes, cancellation of class, and emergencies which will preclude attendance at the class. If the classroom location changes at any time during the semester, please notify DSS, so we may contact you in an emergency.  

Before the start of class, interpreters should also introduce themselves to the instructor. This introduction will help reduce confusion to instructors who have not had experience with working with interpreters. Remember that the interpreter is there to facilitate communication between the student and the hearing people within the situation. The interpreter’s purpose is to enable all to communicate easily, making communication a two-way rather than a one-way process.

An interpreter should answer questions to clarify the role of an interpreter if the Deaf student does not yet have the experience to do so; however, please refer instructors to the DSS counselor to answer questions regarding the Deaf student. The Deaf student should have an “Instructor Contact” letter from DSS to submit to the instructor outlining the classroom accommodations necessary, as well as basic guidelines on the role of the interpreter. The Counselor for Deaf and HOH students distributes information about deafness and how to use an to all instructors with Deaf students before classes begin; however, last minute schedule changes and re-assignments of instructors can disrupt this process.  Interpreter should ask the instructor for copies of syllabi, handouts and any papers that will aid in the interpreting process. DSS encourages instructors to use captioned videotapes; however, instructors may not understand that they need to order a decoder along with the VCR for closed-captions. Older model monitors requiring decoders are still in use at the College.  In addition, the new “Smart Station” classrooms are not yet caption-capable. Please inform the DSS counselor if the instructor seems to need more information. 

Book Policy:

Upon request, books and reading materials will be provided with approval from the counselor for Deaf students. If an interpreter requests, DSS “purchases” textbooks from the College Bookstore each semester to loan those who need reading materials for class preparation and during class. Please promptly return all texts to DSS in excellent condition at the end of the semester so that they can be returned for a refund. Please do not write or mark in the books. If you need something copied, please let us know.  Some instructors may also have “desk copies” available for interpreters through the instructional departments.

Establishing the work environment:
Interpreters should arrive ten minutes early to set up their working space (i.e.: find a chair and place it in front of the room). Once the workspace is set up, interpreters then exit the classroom and wait for students outside. This will eliminate disruptions and confusion if the student is absent that day, as well as prevent instructors from misunderstanding the role of the interpreter; for example, teachers will not expect interpreters to relay missed information to students.  DSS requests chairs to be put in all classrooms with interpreters.  Please let the DSS office know if there is no chair available.  

Interpreters are not to participate in class discussions. The interpreter’s role is to facilitate effective communication among the student, faculty, and classmates. In a class that does not require continuous interpreting, such as a lab, the interpreter must nevertheless be prepared at all times to attend to the student’s communication needs.

If the instructor or another student says anything that is not clear to the interpreter, the interpreter is obligated to request that the statement be repeated. Interpreters may also request that the instructors spell unfamiliar terms.

The interpreter is responsible for transmitting all pertinent information including class comments and departures from the lecture. This data may not seem important, but the client has a right to the material.

Questions from the student should always be directed to the instructor. Questions from the instructor should always be directed to the student. Interpreters expressively and vocally transmit questions and never answer questions themselves. If there are re-occurring difficulties in this area, the interpreter may approach the instructor after class to clarify the situation.  Please let the interpreter scheduler know if more assistance is needed.

After class, if a student has a question and the interpreter does not have another assignment, the interpreter may stay to translate. If the interpreter cannot stay, the student must then make an appointment to visit the instructor at some other time, when an interpreter is available.  These types of additional hours are to be documented on an attached paper explaining additional hours recorded on your timesheet.  In addition, if a student has a field trip requiring an interpreter, students are to inform the DSS office using the request form on the bulletin board outside CAB122. If the regularly assigned interpreter is available, the interpreter may accept the additional hours.

Improving Communication between the Interpreter and Student:

Interpreters should frequently check to make sure the student understands your signs. Make a practice of asking during the first week of class and at midterm. Ask for specific examples of what or when a student does not understand.  Discuss ideas that you and the student can follow which will make understanding each other better. At midterm, DSS will distribute Interpreter Evaluation forms for the students to complete and return to the DSS office.  Feedback will be shared with the interpreters as needed.

In some classes, such as science, math and other technical classes, many words have no signs. It is important for the interpreter and students to work together as a team to solve this problem. Interpreters should decide if it would be helpful to have a copy of the textbook being used in a specific class. If interpreters need a textbook, ask the instructor for a “desk copy”. This is a book the interpreter may borrow and then return at the end of the semester.  If a desk copy is not available, contact the DSS counselor to see if funds are available to purchase the book.

Make a list of vocabulary words that have no signs, or words that are unfamiliar. Talk to students before or after class, to agree what signs you will use for these terms.  It may also be helpful to talk with other interpreters who have interpreted the class previously. DSS and a faculty member from both the American Sign Language and the English Departments have worked together to develop technical signs for English and reading classes; please contact the DSS office for a list of these vocabulary words and the signs.

Communicate often with students to clarify, ask questions, or discuss preferences of delivery. On those occasions where an exchange is of such a nature that it may lead to a conflict, the student and the interpreter are encouraged to resolve the issues at hand between themselves. If this proves unsatisfactory to either party, s/he is encouraged to then speak with the interpreter scheduler.  

Mentoring at Montgomery College:
(Information regarding mentoring was obtained from RID’s Standard Practice Paper.) Mentoring is a goal-oriented relationship between two interpreters - a mentor and a second individual, referred to as an intern. An intern is someone who seeks to learn and grow through association with his/her mentor. In an effort to help train and prepare prospective interpreters, Montgomery College hires some interpreters at an “intern” level. Mentoring can benefit not only the intern, but also the mentor, consumers and the interpreting profession. To ensure that all receive the maximum benefit, we ask interns and mentors to follow some basic guidelines:

Interns are assigned to specific classes after approval from the student and mentor. Mentors and interns should function as “team” interpreters (review section for team interpreting). Although rotation time interpreting for an intern may or may not equal that of the mentor, the rotation, regardless of length, will help develop interpreting skills. Interns should observe their mentor and the over-all class setting. Through this observation, interns can learn valuable information:

· 
Proper conduct of an interpreter,

· 
An interpreter’s role in a class room setting,

· 
Additional vocabulary,

And experience:

· 
A reduced sense of isolation,

· 
A smoother entry into the interpreting field,

· 
A look at interpreting from another’s perspective,

· 
A challenge to continue developing professionally,

· 
Strengthening of specific skills or knowledge area,

· 
Real-life interpreting experience with immediate feedback and guidance,

· 
Expert modeling to observe and emulate.

Interns can and should act as supportive team members. In this role, interns can help prompt the primary interpreter if information is missed. Interns should take notes of unfamiliar vocabulary or tricky phrases that the interpreter and intern can discuss later outside of class time.

Mentors have more experience, skill or knowledge, either of interpreting in general or of some specific aspect of interpreting, than their interns. Mentors are responsible for modeling RID guidelines as well as Montgomery College guidelines for their interns. Mentors are also responsible for giving constructive feedback to their interns.

Feedback is a vital part of mentoring. An example of a feedback form is attached to this packet. The format of the form allows space for jotting down strengths and weaknesses that interns have, as well as comments. When a mentor records a weakness, s/he should also offer suggestions of how this weakness can be worked on and improved. Often interpreters and interns already know their own weaknesses; they need ideas and guidance to improve. Also, try to limit the “area to work on” to one or two major things. During the intern’s rotation of interpreting, s/he should focus on practicing and improving the one or two areas that s/he and the mentor discussed.

Maintenance: 

DSS supports the concept of “skill maintenance.”  We encourage interpreters to send us a list of workshops and classes taken in the profession of interpreting or language skill development and enhancement.  This information will be kept in the interpreter’s personnel file in DSS.

Certification:

Please notify DSS if you become nationally certified by the RID, earn an upgraded certification, or successfully complete a series of interpreting courses.  Send a copy of the document/certification and a copy of your current RID membership card to DSS.  A pay increase will be considered on the basis of the documentation submitted.

Tutoring: 

Interpreters may be scheduled to go with a student to an established tutoring center on campus. 

Tutoring Centers & Locations - Rockville:

Reading/Writing –21 Humanities Building

Computer Writing Center - 023 Macklin Tower 

Math Lab - 02 Macklin Tower (301)279-5208

(Availability of tutors for other subject areas varies each semester; check with DSS counselor on location)

Occasionally, an interpreter has offered to tutor a student.  This change in roles must be approached very carefully and should be discussed with the DSS counselor and the student prior to starting this activity.  If s/he has the background and skills to do so, the interpreter may be in a situation where s/he is the ideal tutor for a specific client; for example, s/he interprets the class, knows the material and knows first hand what the teacher’s expectations are. Tutoring sessions are an ideal time to clarify, review and reinforce concepts of a specific class that the interpreter is unable to do in the classroom setting, because this role does not fall under conduct appropriate for an interpreter.  An interpreter should be cautious when tutoring for assignments where s/he is the interpreter present in that specific class. Try to make a clear distinction between your roles - in class as an “interpreter” and during tutor sessions as a “tutor.” This will help students distinguish between your role as interpreter and tutor.  If the interpreter and/or the student are at all uncomfortable with the changes in roles, the tutoring activity should be discussed with the DSS counselor and terminated if the issues cannot be resolved. Interpreters are not expected to know everything about every subject. If the student prefers to have an interpreter tutor them, the interpreter is not responsible for the grade given to assignments.

Facilities and Services available to Interpreters:


Interpreters at Montgomery College are hired as temporary staff and can enjoy many of the benefits and privileges of regular faculty and staff.

College ID’s:

College ID’s can be obtained from Janet Merrick in the DSS office.

Parking:

Privately owned vehicles must display a current MC numbered hanging decal if they are to be parked on campus or on College-controlled property. To register, obtain an application from the Office of Safety and Security in Room 101 of the Counseling and Advising Building. This application along with a College ID or a letter of commitment for the current semester should be returned to the Safety and Security Office. Full details are available at the Safety and Security Office. Faculty, staff, student, visitor and handicapped parking areas are clearly marked by conspicuous signs.  Faculty and staff may park in student areas, but not vise a versa.

Part-Time Faculty Office:

At Rockville, interpreters can use the Part-Time Faculty office, located on the ground floor of Humanities, for phone calls during break times. A TTY for faculty/staff use is also available at that location.

US Mail:

At the Rockville Campus, the mailroom is located in the basement of Humanities.  In addition, a post box is available outside of Science East near the duck pond.  

Food Services:

There are two cafeterias located on the first floor of the Campus Center building on the Rockville Campus. The main cafeteria is open for breakfast, lunch and dinner, Monday through Thursday - 7:30 a.m. to 5:45 p.m. On Fridays, the cafeteria is open for breakfast and lunch from 7:30 a.m. to 2:30 p.m. The faculty/staff dining room is open daily.   

Additionally, McMunchies is open in the lobby of the Campus Center Building, Rockville Campus, Monday through Thursday, 9:30 a.m. to 7:00 p.m. and Friday 9:30 a.m. to 4:00 p.m. McMunchies sells candy, nuts, fresh popcorn, frozen fruit Popsicles, hot pretzels and other snacks.

Vending machines that offer snacks, soft drinks and other items are located in various buildings throughout the campus. Some of these locations include:

· CAB stairwell - Soda machine

· CC recreation area - Soda and snack vending machine

· MT basement - Vending Machine ‘food court’ (variety of drink and snack machines)

· PEC main floor - Soda machine

· SW and SE breezeway – (variety of drink and snack machines)

· SB main floor and basement – (variety of drink and snack machines)

· HUM basement – Coffee, soda and snacks

· TA first floor – (variety of drink and snack machines)

Recreational Facilities:

Facility “free time” is determined each semester and is posted in various buildings. Free time facilities include the weight room and pool. (For pool hours, call (301) 279-5226.) The tennis courts and track are available when no classes or team practices/games are in session. Part-time faculty along with students and full-time faculty, administrators and staff may also participate in the Intramural Program. Spouses of faculty and staff may purchase a facility pass. This will allow them full use of the facilities offered at Montgomery College.

Intramural Program:

Whatever your level or ability Montgomery College encourages you to participate. Call (301)278-5218, or stop by the Intramural Office at 236 Physical Education Center. 

Child Care Service:

Montgomery College Child Care Services provides comprehensive, quality child care services to the College Community by providing children with a variety of opportunities for intellectual, emotional, social, creative and physical development in a safe and nurturing environment. All three campus centers serve families with children age’s two to twelve years. (Programs vary depending on campus location.) All Children must be pre-registered to attend these programs. Students, faculty and staff receive registration priority.

Takoma Park Campus:
7714 Takoma Ave., Takoma Park, MD 20912

(301)650-1516 or (301)650-1517

Rockville Campus:
51 Mannakee Street, Rockville, MD 20850

(301)279-5308

Germantown Campus:   20200 Observation Drive, Germantown, MD 20874

(301)357-7875

“GUIDELINES AND INFORMATION FOR SIGN LANGUAGE INTERPRETERS/TRANSLITERATORS” was produced through the efforts of Laura Blum (former interpreter at MC), Janet Merrick, DSS Counselor, and many other interpreters who provided valuable input on what to include, as well as the RID references provided in the text. Text from the University of Maryland’s “Policies and Procedures for Interpreters” was also used as a guide for standard practices in post-secondary interpreting. We welcome additional input for inclusion into the next edition.  

January 20, 1998 - first edition

August 2, 1999 – second edition

April 23, 2002 – third edition
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