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Language Line Services

Quick Reference Guide

You can use the Language Line over-the-phone interpretation service with Limited English Speakers in three ways: When receiving a call, when you need to place a call, and when you are face to face.

· When receiving a call from a Limited English Speaker:

1. Say “Please wait for interpreter”.

2. Press “TRANSFER” key to place the caller on hold.
3. Dial 1-800-874-9426 (or press the “Language Line” AUTO DIAL key if your telephone
 set is so equipped).

4. Give the Answer Point (operator) the following information: 

· Language needed
· Client ID: 543051- Seattle Housing Authority
· Personal Code: 
00106  - Yesler Terrace

                   

104061 - SSHP



102061 - LIPH-S

  

102062 - LIPH-N



102063 - SS



00606   - Rainier Vista

 

00806   - High Point



10203   - Admission



13903   - Section 8



47206   - Special

5. Press “TRANSFER” key again to conference with non-English speaker.
6. Wait for the Answer Point to conference in the Interpreter.
7. Brief the interpreter. Summarize what you wish to accomplish and give any special instructions.
8. Say “end of call” to the Interpreter when the call is completed. 
· When placing a call to a Limited English Speaker, begin at Step 3, above.

· When face to face with a Limited English Speaker, dial the Language Line (Step 3, above) and request the language your client speaks. When the interpreter is connected, use your speakerphone, or pass your handset back and forth.

Important Tips

· Language Line needs your information. You must provide the Client I.D. (543051), Organization Name (Seattle Housing Authority), and Personal Code to be connected to an Interpreter. The Answer Point (operator) will assist with language identification if necessary.

· Working with an Interpreter. Give the Interpreter specific questions to relay. Group your thoughts or questions to help the conversation flow quickly.

· Interpreter Identification. Interpreters identify themselves by first name and number only. For reasons of confidentiality, they do no divulge either their full names or phone numbers.

· Length of call. Expect interpreted comments to run a bit longer than English phrases. Interpreters convey meaning-for-meaning, not word-for-word. Concepts familiar to you may require explanation 

· or elaboration in other languages and cultures.

· Line quality problems. If you experience problems with the sound quality and the Answer Point is still on the line, ask him or her to re-dial the Interpreter. If the Answer Point has left the line, call Language Line back, explain the problem and ask the Answer Point to stay on the line to check for sound quality.
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