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Tips for Working with Interpreters

Working with interpreters is a new experience for many people.  For some, it can be helpful to review a few tips to ensure that your work with an interpreter flows smoothly and effectively for the Deaf employee, the manager, co-workers, and the interpreter.  

Making a Request

When an interpreting request is made, be ready to provide the following.

· Who – the name of the Deaf employee(s)

· What – the topic/type of meeting

· Where – the location

· When – date and time

· How long – time frame of the meeting

· Background information that will help the interpreter prepare for the specifics of your meeting or event.

· For example, meeting agendas, announcements*, speaking points, handouts, etc.

During a Meeting

· When speaking with a Deaf person, direct your comments to him or her (not to the interpreter).  

· For example, avoid saying, “Tell her I need to meet with her.”

· Speak at a normal pace. If your speech is rapid, the interpreter may ask you to repeat or to slow your pace to make sure that all your comments are being conveyed completely.

· Allow only one person to speak at a time.

· Make sure that there is a clear line of sight between the interpreter, the meeting facilitator, and the Deaf employee, and that traffic in front of the interpreter is kept to a minimum.

· Interpreting is physically demanding. Interpreters may require occasional breaks. Assignments of an hour or more in length that are technical, non-stop or high profile may require a team of interpreters.

After a Meeting

If you have any questions or comments (positive or negative), please follow up with the Deaf employee, the interpreter, and the DRC.

For more information about DRC Interpreting Services, please contact the Interpreting Coordinator, Margena Garrett.

TTY: 202-366-6242, Voice: 202-366-9433

Email: drc.interpreters@ost.dot.gov
*Add a statement of accessibility to your meeting and program announcements. For example, “If you need reasonable accommodations, please contact (name of person) at (number) or via email: (email address here) with your request by close of business (deadline).”



