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Introduction

The guidelines set forth in this handbook are meant to clarify the role and responsibilities of an Educational Interpreter and other Interpreting Services personnel employed by the Victor Valley College (VVC).  This handbook also outlines the policies and procedures for interpreters and other interpreting service personnel employed by VVC.  It is every interpreter’s and interpreting service staff’s responsibility to be familiar with these guidelines and follow them.

Role and Responsibility of an Educational Interpreter

The Interpreter’s primary function is to facilitate communication between the Deaf and Hard of Hearing students, staff, faculty, and fellow students of VVC.  Other duties are assigned by the DSPS Director and typically include any services necessary to facilitate communication for the Deaf and Hard of Hearing (such as staff development, projects, staff meetings, etc.)

Ethics

As it is necessary to have a framework for judging appropriate conduct, VVC interpreting services has adopted the model of Registry of Interpreters for the Deaf, Inc. (RID) Code of Ethics.  Interpreters and interpreting service staff are responsible for knowing and adhering to the Code of Ethics.  These principles are invaluable to the profession and are designed to protect the interpreter, interpreting service staff and the deaf student here at VVC.  The full Code of Ethics is printed here for your convenience.  Please note that this Code of Ethics is a model and will serve as a beginning guide not only to interpreters but also to DSPS personnel.  Please note the interpreters are encouraged to join professional organizations for development and growth but are not required to be members.

National Registry of Interpreters for the Deaf, Inc. (NRID)

Code of Ethics
The Registry of Interpreters for the Deaf, Inc. has set forth the following principles of ethical behavior to protect and guide the interpreter/transliterator, the consumers, (hearing and hearing impaired) and the profession, as well as to ensure for all the right to communicate.

This Code of Ethics applies to all members of the Registry of Interpreters for the Deaf, Inc. and all certified non-members.

While these are general guidelines to govern the performance of the interpreter/transliterator generally, it is recognized that there are ever increasing numbers of highly specialized situations that demand specific explanation.  It is envisioned that the R.I.D., Inc. will issue appropriate guidelines.

RID CODE OF ETHICS

1. Interpreter/ transliterators shall keep all assignment-related information strictly confidential.  (All interpreting service staff shall keep all assignment-related information strictly confidential).

2. Interpreter/ 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.

3. Interpreter/ transliterators shall not counsel, advise, or interject personal opinions.

4. Interpreter/ transliterators shall accept assignments using discretion with regard to skill, setting, and the consumers involved.
5. Interpreter/ transliterators shall request compensation for services in a professional and judicious manner.
6. Interpreter/ transliterators shall function in a manner appropriate to the situation.

7. Interpreter/transliterator 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.  (It shall be the mutual responsibility of the Supervisor and all interpreting service staff and interpreters [contracts and hourly] to develop and implement professional development plans.)

8. Interpreter/transliterator, by virtue of membership in or certification the R.I.D., Inc. shall strive to maintain high professional standards in compliance with the Code of Ethics.

Interpreter Certifications

All interpreters wishing to work for the Victor Valley College must have achieved a passing score on an interpreter skills evaluation, such as nationally recognized exam, Department of Rehabilitation Certification, State or county approved certification and/or the equivalent education plus experience.

· Victor Valley College currently does not offer evaluations/assessments.
· The NAD and RID are currently working together to develop a joint testing instrument.
· The final alternative is to take a Quality Assessment (QA), which is a state-level certification and passing it would qualify you for interpreting in state-level interpreting situations. You would need to contact your state association, state commission of the deaf and hard of hearing, or state government office for information about taking the QA certification test. 
Appearance

Interpreters are required to wear appropriate clothing, i.e. solid color shirts or blouses in a color that provides good contrast with the hands.  Avoid loud prints, stripes, etc., and be careful about long nails and jewelry.  Plan to dress appropriately for the type of assignment you are given; for example, the clothing you choose to wear in a P.E. class would not be acceptable for interpreting a Board meeting.  Smocks are not required as long as these guidelines are observed.  There is one smock available for your use in an emergency.  If you have questions about the appropriate appearance of a professional interpreter, please consult the DSPS Director.

Professionalism

As a professional, all interpreting service staff and interpreters are responsible to abide by standards of ethical conduct recognized by the interpreting profession and this District.  (Refer to the Code of Ethics section)

Interpreters and all interpreting service staff should convey all information accurately - do not add personal opinions or censor anything you hear or see.
All assignment-related information should be kept confidential.  The only exception to this rule is if you see or hear a student threaten harm to them or others. In those cases, you are mandated to report this information to your supervisor, the campus police, or key administrator.

When you are in the classroom with a student, use discretion when entering into a personal conversation, either with the Deaf student or anyone else in the room.

Co-Enrollment/Classroom Participation

An interpreter may not interpret the same class for which s/he is enrolled.  Interpreters are not to participate in activities in classes they are interpreting.

Due Process and Disciplinary Action

The VVC prides itself on employing one of the finest groups of professional interpreters in the country.  Occasionally, however, a member of the interpreting service staff may violate District or departmental policy, requiring disciplinary action.  In order to ensure quality services to our students and uphold our mission statement, the District and DSPS have disciplinary procedures in place to deal with unacceptable actions on the job.

When an employee of the District engages in behavior requiring disciplinary action, the Supervisor or Program Manager will first attempt to discuss the problem with the employee. If this is not successful, an oral reprimand or warning will be issued.  If the behavior continues a written reprimand will be issued to the employee.  The Supervisor and Program Manager will make every effort to work with the employee to resolve conflicts and improve work performance, however, if problems continue suspension or termination may result.

See VVC Human Resource for more information on disciplinary action.

Form of disciplinary action:

Traditional disciplinary actions may range from informal conversations to formal discharge.  An effective, reasonable system of disciplinary action is founded on the premise that the actions are to be corrective rather than punitive; the actions are progressively more severe; and the actions fit the nature of the problem.

This last premise recognizes that the response to certain first-time serious offenses may not be the action usually prescribed as an initial step in the normal progressive discipline process.  A serious offense could endanger the employee, fellow employees or others and may call for immediate suspension pending further investigation.

Counseling

Oral Reprimand/Oral Warning

Written Reprimand

Suspension

Termination

The disciplinary action processes will reflect guidelines as identified through Human Resource and negotiated contracts.

Public Relations

Interpreters are often the public's only contact with Disabled Students Programs and Services, and therefore it is important that you be considerate of people who do not understand your profession.  You will encounter questions frequently.  Be able to refer a person to the appropriate office or agency for more information.

Examples of responses you can use:

“I’m in the classroom to facilitate communication between instructors and students, students and classmates, through lecture, discussions, questions and answers, and lab groups.”

“…when the instructor is giving a lecture or the students are making comments, I sign/interpret/transliterate to the deaf/hard of hearing student what is being said.  If the deaf/hard of hearing student has questions, comments, I voice what the deaf/hard of hearing student is saying to the instructor and the class.”

“If you have never experienced an interpreter in your classroom before, let me explain what my role is and what I will be doing.  Sometimes instructors are intimidated by having an interpreter in the classroom, I want to let you know that my job is not to judge you, my job is to interpret, period.”
Team and Break Interpreting

The interpreting service makes every effort to provide team or break interpreters for every class that needs one, for example, lecture classes of longer than one hour. Break/team interpreters work together to maintain high quality services while preventing injury and fatigue.  The following guidelines are intended to protect the health and safety of interpreters and you are expected to follow these guidelines.

1)
How to switch: if you are giving a break, chances are you will come in right in the middle of a lecture.  As quietly as possible, walk to the interpreter who is working and stand a little behind his/her chair.  Listen for an appropriate place to take over - between sentences, while the students are opening their books, etc. (It shouldn't take longer than 5-10 seconds).  The interpreter will move to an empty seat, and you can sit down and interpret.  The team interpreter sits nearby (not next to the interpreter who is working, but off to the side or next to the student).

2)
Team interpreters work together from start to finish for the entire class period, taking turns every 20 minutes or so.

3)
Break interpreters give 10-15 minute breaks.  A break interpreter is usually assigned to break 2 classes each hour.   Please inform the instructor ahead of time, whenever possible, about a break interpreter.  Ideally, a break is given halfway through the class; however, that is not usually possible since the break person has 2 classes to do.  Talk to your break person about the best time to come, but be flexible.  If you are getting a break, please keep track of the time and be ready to take over when it is your turn, following the procedure(s) above.

Both team interpreters are required to stay in the classroom for the duration of the class –

Do not make special arrangements to arrive late or leave early without prior approval from DSPS.

You are both being paid for the entire time, therefore, it is District policy that you arrive and leave on time.

 Any unauthorized leave from the class will be unpaid.
4)
Please be sensitive to the disruption that team and break interpreting can create in the classroom, and make each switch as quietly and professionally as possible. 

5) Extended conversations with your team/break interpreter can be very disruptive.  Please limit your conversation to dealing with the logistics of breaking/teaming.

6)
As a team interpreter, be ready to feed signs or voice if needed.  If you would like to be observed and get feedback on your performance in this class, you can ask the other interpreter.

7)
Adjust to the student's preferred mode of communication as well as using already established signs.

8) Interpreters who team on a regularly scheduled basis should spend some time together planning and resolving any issues related to practices and procedures such as specialized vocabulary, procedures for switching…etc.

9) The interpreting service will make every effort to let the interpreter know if their team person is absent or will be late or if attempts are being made to obtain an agency or substitute interpreter.

Downtime

When you are not needed in the classroom we can still use your expertise in a wide variety of ways.  Employees are paid to work a certain number of hours per week, even when students are absent or on dates when classes are not in session.  Substitute interpreters are also needed frequently.

Often there are interpreting needs outside the classroom.  Meetings with counselors, instructors, tutoring, etc. are all examples of the many requests received for student interpreting services on a daily basis District wide.  These requests are processed as “Special Events” and will be assigned by the interpreting service.

Your first responsibility is to cover interpreting assignments.  However, if there are no interpreting assignments, DSPS may ask you to assist with a variety of activities that would benefit the department. If you have downtime please contact DSPS for assignments.  See projects list.

PROJECTS

When your assignment to interpret has been cancelled (teacher cancel, student cancel, etc.) or student no show – after you have reported to the interpreting service; during this scheduled time, if there are no replacement assignments (classes needing coverage) you will be asked to work on one or more of the following professional development/interpreting service support projects listed below:

1. Obtain and submit anything for the Reference book, including articles, reviews, recommendations, resource information, that can be used by all interpreters when they need assistance for anything related to interpreting.

· Information can be obtained from all sources, including the library

· Tips/FAQ sheet

· Resources – website addresses, names/address of businesses, etc.

· Reviews – section that includes reviews of videos, books, audios

2. Review videos or read any materials, write up reviews to be submitted into the Reference book for interpreters to read when they are looking for specific help or skill building information.

3. Maintain the Announcement board – discard any outdated flyers and obtain new flyers.

4. Create surveys to identify workshop topics of interest to interpreters.

· Day and Times best suited for a majority of them to hold workshops?

· Location?

· Topics

· Create a suggestion box for interpreters

5. Check with interpreting service if there are any projects that need to be completed.

· Depending on the needs of the office to complete projects; such projects may include maintaining the ‘photo wall’, copies of workshops/info to be distributed to staff/mail folders, and creating materials related to interpreting of outside needs.

6. Write THANK YOU notes to specific faculty – administrator’s…etc. custodians who have been exceptionally helpful and supportive.

If there are projects that you’d like to create for this office that is not listed above, something we may have overlooked, or something you feel should be a part of this list – please check with DSPS Director.  We welcome your ideas!!

Resolving Conflict Situations

If you experience conflicts of such a nature that might impede your ability to perform your duties, you may consult the DSPS Director or ADA 504 coordinator for help. We maintain an “open-door” policy to allow you to share your suggestions, questions, and problems.  The “grapevine” is a fast mode of communication, however, it is often inaccurate and leads to miscommunication and confusion.  We are committed to a team approach and communication is the key to a positive and open work environment.  We are always open to your suggestions for improvement and ways we can make our department and services better.

Three Steps for a positive outcome.


1.  What is the problem?  Be as objective as you can in defining the situation.


2.  What are a couple of possible solutions that would make things better?

  
3.  And finally, what steps have YOU taken to be a part of those solutions?

Once you’ve answered those three questions, it’s time to take the problem to your supervisor or manager for assistance.

Mail Folders

You are expected to check your message/mail folder at least once per week.  It is suggested that you check more than once per week, between classes to be aware of any changes.  Check for messages at the beginning of each day before you begin work.  Important notices, schedule changes and assignment offers will be left there for you.

Mail folders (labeled “District Interpreters”) for interpreters are located at:



Student Services Building 2
Staff Meetings

Staff meetings are held to provide interpreters with critical and current information.  It is a time for communicating and exchanging ideas.

· Two times per semester

· Mandatory for contracts

· Strongly encouraged for hourly

Professional Development

The VVC encourages all employees to take advantage of professional development opportunities.  In addition, the District offers its own professional development workshops for employees, on such topics as interpersonal communication, affirmative action, employee assistance programs, and more.  Flex weeks and other “downtime” are the ideal times to look for professional development activities.

You can also work on your own interpreting skills by requesting observation and feedback on the job, as well as obtaining state and national certification.  We will keep you posted on interpreting organizations and events of interest to the interpreting community.

What other skill development opportunities are available?

Discussing a difficult assignment with an experienced interpreter can be helpful.  Keep in mind the confidentiality aspect of the Code of Ethics.  We provide books, audiotapes and videotapes for staff use, and keep current professional development opportunities posted in the DSPS office.

First Week of Class

The first meeting of an assignment can be crucial for establishing yourself as a professional. Be sure to follow these guidelines:

· Arrive early so that you can wait outside before class to make contact with the deaf student(s).

· Introduce yourself to the instructor before class begins.  Keep your introduction simple and to the point.  Remember that many instructors have no experience with interpreters.  Your professional attitude will help to create a positive atmosphere in the classroom.

· Wear your nametag during the first week of class and for all one-time and special assignments so that you can be easily identified.

· Position yourself in a visible place with ample light and as plain a background as possible.  Feel free to move a chair to the front for yourself.

You represent not only yourself, but also the entire interpreting department.  Please be as professional and diplomatic as you can in dealing with students, faculty, and staff.

Handling Questions

Questions from the student should always be directed to the instructor and questions from the instructor directed to the student.  Your role as the interpreter is to transmit questions in sign or with voice and not to answer questions yourself.

The DSPS office offers a variety of services - tutoring, note taking, counseling, test proctoring.  Please refer any questions about additional services to the student’s DSPS Counselor.

Requesting Interpreting Services for Special Events
If a Deaf student needs additional interpreting service (i.e. field trips, student/teacher conferences), let them know that they must make that request themselves by completing a “Special Events: Request for Interpreting Services” form, (available at the DSPS office.  A three- (3) day notice is required for an “ad hoc” request.

On-the-Job Injuries

It is of the utmost importance that you follow the proper procedure if you are injured at work in any way.  First, contact the HR or DSPS Director immediately.  You must report any injury to the HR or DSPS Director within 24 hours, no matter how trivial the injury may seem.  If you are unable to contact your supervisor/manager, report your injury to campus police.

If you need first aid, you may be referred to the campus police (if you work at a campus location).  If you need medical treatment, your supervisor/manager will refer you to the District's authorized medical facility.  Your HR will give you an authorization form to take to the doctor.  For more information contact the Human Resources.
For information about Carpal Tunnel Syndrome and Overuse Injuries, see Injury Prevention section.

Injury Prevention

Interpreting can be a strenuous task, both physically and mentally. Repetitive strain injuries, such as carpal tunnel syndrome (CTS) are not unusual in the interpreting field.  We provide breaks, team interpreters, and education for faculty and students, and injury prevention workshops for all of our interpreters.  The following information can help you keep yourself injury-free.

The carpal tunnel is a very narrow space at the base of your wrist made up of bones on three sides and a ligament on the fourth.  The median nerve, which carries signals between the brain and the hand, passes through this tunnel along with tendons that allow the fist to close.  When the hand is used in an awkward position, such as when the wrist is bent, or when motion is repetitive with inadequate rest time, the tendons can become inflamed and swollen.  This in turn can pinch and compress the median nerve; a disorder called carpal tunnel syndrome (CTS).  A similar condition can occur at the elbow, where the inflammation affects the ulnar nerve. Symptoms of CTS include numbness and tingling (especially of the thumb, index and middle fingers), pain, burning, and eventual weakness of the hand.  In contrast, compression of the ulnar nerve creates symptoms that can generally be felt in the ring and pinky fingers of the hands.   Another common overuse injury is tendonitis, inflammation of the tendons.  Common symptoms of tendonitis include pain, tenderness, and a feeling of fatigue in the arm.  Many interpreters find sore spots in the muscles of the dominant forearm.

Neck problems are often a factor in repetitive strain-type injuries.  One study in Great Britain showed that 70% of patients diagnosed with CTS also had a neck disorder.  The nerves that move your hands and fingers originate in the cervical spine, and compression can occur anywhere along the pathway of the nerve.  Be aware of your posture, not only on the job but away from work as well.  If you have had a neck injury, consider professional treatment to correct any misalignments.  Be sure your pillow provides adequate support as you sleep.

Repetitive strain injuries are NOT an inevitable part of interpreting.  If you are willing to take the time to follow some preventative measures, you can reduce your risk of injury.  The VVC works in partnership with its interpreting staff to promote a healthful working environment.  However, for our safety program to work, you must do your part in avoiding injury.  Take care of your body, physically, mentally, and emotionally and chances are you’ll never experience an overuse injury.
Before Work
(   Stretch and warm up your entire body.  It is much easier to injure a tight, cold muscle than a warm, relaxed one.  Think of yourself as a dancer or athlete, and prepare your body before you start interpreting.  Just a quick stretch before class can go a long way in loosening up the muscles of your upper body.  (Note: if you are in pain, do not attempt any warm-up exercises)

(   Eat well and take care of yourself.  A diet high in sugar, caffeine and refined foods will wear you down and weaken your immune system and your body’s natural ability to reduce inflammation. Excess salt can cause water retention and worsen your symptoms.  Women may notice an increase in symptoms during menstruation and pregnancy due to water retention.  Carpal tunnel syndrome and repetitive strain symptoms may also be attributed to a variety of health disorders, such as diabetes, arthritis, fibromyalgia syndrome, and vitamin deficiency.  See your health care practitioner for a complete physical examination in addition to any self-help measures.

(   Avoid activities that will aggravate your symptoms, such as writing by hand, keyboarding, racquetball, tennis, crocheting, drawing, or any activity involving repetitive motion.  Work on strengthening the other muscles in your upper body to help take some of the strain off the muscles you are working while you interpret.

(   Make sure your work environment isn’t contributing to your problem.  If the weather is cold, warm your hands before working.  Don’t sit in a draft.  Chairs should support your back and feel comfortable, and your feet should rest flat on the floor.  Use a back support pillow or a foot rest if necessary.

On the job

(  Your posture is one of the most important factors in injury prevention.  Be aware of your body – don’t slump and put more strain on your neck and upper back.  Are your shoulders relaxed when you work or are they hunched up around your ears?  Do you tense up as the instructor’s pace increases?  Check your signing space – are your arms loose and moving freely or help tight against your body?  Videotape yourself if necessary to look for habits that may contribute to injury, or ask for DSPS Supervisor or another interpreter to observe you.

(  What is your signing style like?  Do your hands make contact gently or do they audibly slam against each other as you sign?  A ballistic signing style can contribute to injury.

(   Relax and breathe as you interpret.  Tensing up and holding your breath will quickly wear you out.  Relaxing while you work will not only help prevent injury but will also improve your performance.

(   Use lag time so that you can sign conceptually.  Try to avoid excessive finger spelling.  When you do fingerspell, keep the muscles in your hand as relaxed as possible.   Make a “D”.   Feel the muscle at the base of your thumb.  It should not be hard and tight.

(  Take advantage of any break in the lecture to relax fully.  Drop your hands, breath deeply, shrug your shoulders and then let them sag, rotate your head to stretch your neck muscles.  During longer breaks, excuse yourself to go rest your hands rather than staying to chat with the students if you need to.

(   Do not push yourself to the point where you are in severe pain.  If you find yourself working continuously for more than an hour, there are steps you can take to protect yourself.

(   Excuse yourself and take a 10-minute break to rest your hands.  If ice is available, apply it to your hands and arms.

After Work

(   Do your warm-up exercises again to help you “cool down” at the end of the day.

(   Set aside a regular time each day to relax quietly by yourself.  You can meditate, listen to music, read, or anything that makes you feel good.  Even ten minutes a day devoted to nurturing yourself will make a big difference in your stress level.

(   Talk to someone you can trust…a friend, your supervisor, a relative.  You can vent your feelings without breaking the Code of Ethics, and getting your frustrations out is a good way to reduce stress.

(   Take the initiative and learn about physical therapy, massage, chiropractic care, acupuncture and acupressure, hot paraffin baths, homeopathy, etc.  There are many different types of health care, and one or more may help your particular case.  Ask around and find out what works for other interpreters.  Be informed and take responsibility for your health and safety.

Reference: Carpal Tunnel Syndrome and Repetitive Strain Injuries: The Comprehensive Guide to Prevention, Treatment, and Recovery by Tammy Crouch, ( 1992, 1996 North Atlantic Books

Student Absences and Tardies

Tardy:

In the event that a student does not come to class on time you should wait:

· 15 minutes for a class up to 90 minutes in length.

· 30 minutes for a class longer than 90 minutes.

Absence:

If the student does not appear, you must:

Report the no-show to the DSPS Office and see if you are needed elsewhere.  You may decline the alternate assignment, however, you will not be paid for the time.  If the no-show occurs after business hours, you must leave a message on extension 2212.

For time sheet recording purposes:

For classes more than 2 hours, mark 2 hours.

Student Policy:

Students are required to call the interpreting service 24 hours in advance to let us know when they will be absent.  After two no-shows, the student’s interpreting services will be suspended until s/he comes in for a conference with the DSPS counselor.

Interpreter Policy:

Interpreters are required to report student no-shows to interpreting service immediately on completion of the waiting period.  If the interpreter does not notify the office of a no-show, and the next class meeting is another no-show, the interpreter will not be paid for the full class time.

If your student leaves class early or the instructor dismisses class early (early is more than 45 minutes before the regularly scheduled end of the class) you need to call the interpreting service for possible reassignment.

Note: Interpreters will be paid a minimum two-hours per day for assigned work.

Interpreters  -  No-Show Policy

In order to ensure quality services to our students, and to prevent the overuse injuries that no-shows cause the following policy is in effect: 

Interpreters are asked to phone the interpreting service by 4:00 p.m. on the day before they will be out.  The number to call is 760-

If an interpreter does not show for class and does not call in:

· The first occurrence will result in an oral warning to the interpreter.

· The second occurrence will result in: 




Contract Interpreters – a written reprimand.


Hourly Interpreters – a written reprimand and possible termination of your class assignment.

Time Cards and Time Sheets

Contract interpreters (special assignments or consultant) who work hours over their regular contract time, are required to submit two types of time records;

(1) time sheet 

It is the interpreter’s responsibility to keep track of the dates, have it filled out and turn everything in on time.  Time sheets and cards are generally due by the end of the third week each month; however, the exact date is subject to change depending on the specific monthly payroll schedule.

NOTE:  When recording hours worked, record your time to the nearest ¼ hour.

Hourly interpreters are required to submit two (2) types of time records;

(1) time sheets

(2) log

· If you plan to mail your time card/time sheet, please mail no later than four (4) business days prior to the month’s due date.

· Time cards received after 4:00 pm on the due date WILL NOT be processed until the following pay period.  

NOTE:  When recording hours worked, record your time to the nearest ¼ (.25) hour.

Hourly Time Sheets

· Time sheets are available in your mail folder around the second week of each month.

· They will NOT be mailed to your home.
· Enter and total your hours on the time card and sign it.

· Time cards must be signed in black or blue ink, no pencil or other colors accepted.

Your time card should reflect the actual time you worked.  The payroll time period is the 26th of the previous month through the 25th of the current month.  Paychecks are mailed out on the 10th of each month.  If you don’t receive your check, inform the District Payroll

Office at 760-245-4271

NOTE:  PAYCHECKS WILL NOT BE FORWARDED TO NEW ADDRESSES.  

If your address changes, you must submit a Change of Address form to the Human Resources Office at the District.  Also notify the interpreting service and/or the District office of your new address.

Support Personnel Time Sheet 


Time sheets must be signed by you in order to be valid*

Fill out one section for each class you interpret (not for each student).


Fill in the number of hours you work each day.


Be sure to list the student name, class, time, and site.


TOTAL YOUR HOURS ON THE TIME SHEET AND CARD.


Time sheets that are not legible will not be accepted.

Keep them with you during the month and complete the correct information in black/blue ink each day rather than trying to remember dates and times at the end of the month.

Please check the dates carefully - do not claim hours for sick time, holidays, and weekends (unless you actually worked).


Time sheets with errors will be returned to the interpreter for correction.

This may result in delays in processing your monthly pay, so it is important that you carefully check your time sheet for errors before turning it in.

*
Time sheets must be signed in black or blue ink.  No pencil or other colors will be accepted.

If your time sheet or time card is turned in late or incorrect, your paycheck can be delayed as much as one month.

Interpreters as Employees

The Human Resources Office determines the initial placement on the salary schedule based on the employee’s previous documented experience.  Interpreters at this time are considered Short-term employees, and not entitled to benefits of a regular contracted employee.

Sick Leave / Emergency Absences

Contract Employees:

When you must miss work due to illness, please contact both the interpreter service and/or DSPS Office, as soon as you know you will be absent.  Leave your name, the date you will be out sick, and the number of hours you will miss.  

District DSPS Office 760-245-4271x2212
Vacation

Contract employees receive vacation benefits.  Employees are encouraged to request vacation during school breaks.  Vacation requests made while classes are in session may not be approved.  Vacation requests should be submitted to the interpreting service well in advance of requested vacation date(s).  Interpreters at this time are considered Short-term employees, and not entitled to vacation benefits of a regular contracted employee.

Other Kinds of Leave

Depending on the situation, short term and contract employees may need to request a different kind of leave. Personal Necessity Leave, leave without pay, Personal Business Leave, etc. are available under special circumstances. Refer to your Office Technical handbook for definitions.  Please complete all forms in black or blue ink.

When you need to request time off, please inform the DSPS Office well in advance. Substitutes are often difficult to find.

Contract employees are responsible for obtaining and filling out their own leave request forms.  Forms are available at the DSPS.

Contract Interpreter Performance Appraisals

A performance appraisal is a periodic evaluation of an employee’s performance of assigned duties and responsibilities.  Managers and supervisors conduct evaluations for their departments, in accordance with the employee’s individual collective bargaining agreements.  The employee’s immediate supervisor fills out the appraisal form.

Criteria Definitions
What is expected of you on the job?  District procedure/policy identify the following criteria for evaluation on the appraisal form.  Interpreting skill level is an important element and will be appraised appropriately.  There are also several other factors that are considered and evaluated.

Knowledge of work:  This area not only addresses technical skill, but knowledge of District policies and procedures, developments in the field of interpreting, Code of Ethics, and other related knowledge.

Quality of work:  Does the interpreter convey audible/visual messages in an accurate and appropriate manner?  Do the deaf and hearing consumers understand the interpreter?  Are projects completed accurately and on time?  Do errors in the employee’s work adversely effect others in the department or District?  Are payroll documentation, leave requests, mileage forms, etc. turned in on time and completed accurately?

Quantity of work:  How successful is the employee in planning to achieve desired results?  For an interpreter, this might mean structuring a break schedule to avoid injury, organizing a workshop step-by-step, or assisting in scheduling. 

Uses good judgment:  Interpreters generally work without direct supervision, so consistent and reliable judgment is an important factor in a performance appraisal.  Good judgment is needed when assessing an assignment to determine appropriate mode of communication, introducing oneself to the instructor on the first day, answering questions related to the service, and handling sometimes sensitive situations.  An interpreter needs a thorough understanding of both the Registry of Interpreters for the Deaf Code of Ethics as well as District policies and procedures in order to make sound decisions independently.  Interpreters should understand ways to refer students and instructors to the DSPS Counselor or the DSPS for further assistance.  Good judgment is closely related to professionalism - does the interpreter function in a professional manner at all times on the job?  Is s/he dressed appropriately (solid colors, no distracting jewelry, etc.)?

Relationships:  This area relates to contacts, which are a part of the employee’s assigned duties.  How does the employee relate to others - students, instructors, administrators, supervisor, etc.?  Is the employee a positive influence, or does s/he burden others excessively with personal/professional problems?  Does the employee handle concerns and frustrations in a professional and constructive manner? Does the interpreter offer support to colleagues?  Does the interpreter make an effort to keep communication open with the supervisor?

Reliability:  This reflects absences from work. If there exists improper or excessive use of leave privileges, it will be discussed here.  Can the employee benefit from medical care or stress reduction training?  Are absences reported in a timely manner to the appropriate office?  Is the interpreter punctual and accessible - i.e. by checking mail folders regularly, maintaining an answering machine or pager, etc.?

Attitude:  Attitude is defined as the willingness an employee exhibits when given a responsibility and the manner in which it is carried out.  Does the interpreter display a professional attitude in dealing with others, in all situations?  Does s/he refrain from interjecting personal opinions and comments into the interpreted message?  If the employee has concerns are they dealt with professionally and calmly?  Does the employee take initiative or have to be coaxed or reminded into completing an assignment?  Is the interpreter flexible enough to handle the frequent changes in the daily schedule?

Job Skills.  This criterion relates particularly to the mental and/or manual skills required in a given position.  A craftsman’s basic skills are readily identified, while many office occupations include job skills, which are relatively obscure.  Does the employee consistently demonstrate at a proper level the skills prerequisite to entry in the job class?  Has the employee made efforts to improve basic skill levels?  Does the employee have potential for acquiring or developing job skills to higher levels of proficiency?  Should the employee undertake a brush-up or back-to-school program?  Has the employee taken advantage of in-service training opportunities?  Does the employee read technical publications related to work?

Safety Practices.  All employees, even those who do not work under physically hazardous circumstances, must comply with reasonable safety practices, particularly in situations involving pupils.  These practices may reflect specific supervisory directives, or simply forethought for potentially dangerous conditions and the use of good common sense.  Does the employee endanger his own safety or the safety of others by his actions?  Does the employee help prevent accidents by practicing good safety procedures?

The performance appraisal is designed to be a positive tool for professional growth. Your supervisor is available to you at any time to discuss your performance, assist you in setting goals for the year, and give you suggestions for self-appraisal.  We are committed to making your appraisal a productive and beneficial experience for you.
Interpreting Schedule - Hourly Employees

You will be contacted prior to each new semester to ask for your availability. About a week before classes begin, you will be contacted with your schedule of classes.  Schedules change frequently, especially during the first month of each semester, so it is important to check your messages.  It is the interpreter’s responsibility to keep DSPS informed of daily changes in your schedule.  Immediately!

If you have available hours that have not been filled, keep the interpreting service up-to-date on your schedule and desire for more hours.

Pay Rates for Hourly Interpreters 

DSPS Pay Rates for Hourly Interpreters with VVC: (Reflective of San Bernardino County Pay scale)

All pay scales pending board approval

Interpreter IV

$17.80/hour
Interpreter III:

$14.80/hour 
Interpreter II:
$11.00/hour
Interpreter I:

$08.90/hour 

These scales are official

Equivalencies:
Interpreter I, II, and III, IV will be evaluated on case-by-case.

Parking Permits

Hourly interpreters who are students of VVC or plan to become students are not eligible for parking permits.

Guidelines for Hourly Interpreters Monitoring the 150 day count

Hourly classified employees are limited by Education Code Section 88003 to work 75% of a school year.  The district follows the Education Code regarding use of hourly employees.  It is our districts practice to use the following two guidelines:

1. If you work before or after a District holiday, one (1) day is added to the total day count.

2. Any number of hours worked per day is counted as one (1) day worked toward the total day count.

Grounds for Discipline

Check with Human Resources 

The permissible grounds for discipline are:

1. Falsification of personnel records or other documents;

2. Absence without reasonable cause and proper authority;

3. Unauthorized absence from the assigned duty station during the scheduled workday;

4. Threatening, coercing, intimidating, assaulting, or interfering with employees or supervisors at any time;

5. Unauthorized soliciting or collecting of contributions for any purpose on District premises;

6. Unauthorized distribution of literature, or written or printed matter on District premises;

7. Misuse, unauthorized removal from the premises of records, equipment, files, documents, or confidential information;

8. Making or publishing of false, vicious or malicious statements concerning any employee, supervisor or manager;

9. Theft or misappropriation of property of employees or of the District;

10. Permanent or chronic physical ailment or defect which incapacitates the employee from the proper performance of assigned duties even with accommodations (refer to Human Resources Instruction EA 4041, Accommodation Requests from Persons with disabilities);

11. Conviction of a criminal offense involving moral turpitude, which shall be construed to mean any act of baseness, vileness or depravity; or any act contrary to justice and honesty; or any act done with deception, or through corrupt motives.  The commission of certain minor offenses does not fall within the scope of this definition;

12. Negligence or willful misconduct which has caused damage to public property or waste to public supplies;

13. Any conduct of such a nature that it causes discredit to the agency, or his or her employment;

14. Absence without leave, or failure to report after leave of absence has expired, or after such leave of absence has been disapproved or revoked and canceled.  However, if such absence or failure to report is excusable, the supervisor may dismiss the charges;

15. Incompetence or inefficiency in the performance of assigned duties;

16. Violation of any lawful and reasonable direction given by the employee’s supervisor when such an act results in loss, inconvenience, or injury to the District, the public, or other employees;

17. Soliciting or taking for personal use, a fee, gift, or other valuable thing in the course of assigned work, or in connection with the contributing party’s expectation or hope of receiving favorable or better treatment than that afforded other persons;

The permissible grounds for discipline are: (continued)

18. Hindering the regular or normal operation of the office or site because of excessive absenteeism, disorderly conduct, neglect of duty, or performance while under the influence of alcohol or any illegal intoxicants;

19. Engaging in any activity which is deemed a conflict of interest;

20. Any other act of an employee which is deemed negligent or unsatisfactory, and is in conflict with the furtherance of organizational goals and objectives;

21. Insubordinate behavior or conduct;

22. Sexual harassment.

This manual will be updated and amended as needed. Last revised 20 July 2004
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