How to Work with an Interpreterl

o Initiate a pre-session with the interpreter. Explain that you would like him or her to interpret
everything that is said without adding, deleting, or changing the meaning of anything. Explain
that if the interpreter needs clarification of a term (as frequently happens with legal and technical
terms), the interpreter should ask you to clarify, rather than attempt to explain it to the client. Ask
the interpreter to speak in the first person, so if the client says, “my husband hit me,” the
interpreter should state, “my husband hit me.” Explain the purpose of the interview or client
meeting to the interpreter.

e Ask the interpreter to sign a confidentiality agreement.
* Allow for additional time for the interview/meeting as it will generally take twice as long.

e Provide an area that is private. Arrange seating comfortably with the interpreter sitting
diagonally behind the client so that you are looking and speaking directly to the client.

e Introduce yourself and the client to the interpreter. Inform the client that what is discussed will
remain confidential, that both you and the interpreter are bound by a code of ethics which
includes confidentiality.

e Speak directly to the client, not the interpreter (say ""How can I help you" rather than "Ask
her how I can help her").

e Use short sentences in plain English. Avoid using legal jargon or slang terms. Pause after two or
three sentences to allow the interpreter to interpret.

e Encourage the interpreter to take notes if it will assist him or her in interpreting accurately

e Maintain your role in managing the interview. The interpreter should not conduct the
interview, you should. Avoid side conversations between the interpreter and the client. If a
side conversation begins, gently steer the interpreter back into her role as an interpreter by
reminding her that you need to know everything that the client is saying. Reaffirm that if the
client has questions they are asking the interpreter, you will answer those questions.

e Expect the interpreter to interpret everything that is said by you and your client. Confirm your
understanding of the client's situation with the client to ensure accurate interpreting and accurate
comprehension on your part. Check the client's understanding of any important or difficult
information to ensure accurate interpreting and accurate comprehension on the client's part.

e Summarize where necessary during and at the end of the interview and confirm that your
understanding of the situation is accurate. Ask the client to repeat back to you any difficult or

complicated information to ensure accurate interpreting and accurate comprehension.

e Ask the client if there are any further questions and confirm what will happen next.

! Adapted from Immigrant Women's Support Service Fact Sheet available at:

hitp://www.iwss.org.au/iwss_publications/fact 2 htm and Legal Momentum’s Identifying Whether an Interpreter is

Needed and Tips for Working with an Interpreter, available at http:/www.legalmomentum.org/assets/pdfs/ 13-
tips_for _working_with an_interpreter.pdf)




