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 Planning meetings with interpreters

Preparing for One-On-One or Small Group Meetings

1. Understand the participant’s needs.

2. Plan the agenda and remember to leave time for questions and answers.

3. Have written materials available for review prior to the meeting.

4. Know the length of the meeting and plan accordingly. Most interpreters are paid by the hour, and do not always have flexible schedules. If ASL and tactile interpreters are used, you must request two interpreters per person for any meetings that will last longer than an hour.

5. Make arrangements to notify and confirm with the participant that an interpreter has been scheduled for them. If the participant does not show up for the meeting (and that is their choice) the interpreter will still be paid a minimum fee by SHA.

6. Check with the interpreter prior to the meeting to see if breaks will be needed.

Preparing for Large Group Sessions, Such As Public Hearings
1. Understand the needs of the group.

2. If advertising the meeting, be sure to mention in advertisements that interpreters will be provided only if requested at least 10 business days before the event. Make it clear how to request an interpreter, and provide contact information.

3. Assess all requests for interpreters and translation, and choose the most user-friendly and cost-effective method for meeting language assistance needs. For example, consider combining written translation of some materials with oral interpretation of others. 
4. Plan the agenda and remember to leave time for questions and answers.

5. Have written materials available for review prior to the meeting.
6. Be sure that the meeting space has adequate room, seating and ventilation. 

7. Post signs around the meeting space to help attendees find their way.
8. Know the length of the meeting and plan accordingly. Most interpreters are paid by the hour, and do not always have flexible schedules. If ASL and tactile interpreters are used, you must request two interpreters per person for any meetings that will last longer than an hour.

9. Make arrangements to notify and confirm with the participant that an interpreter has been scheduled for them. If the participant does not show up for the meeting (and that is their choice) the interpreter will still be paid a minimum fee by SHA.

10. Check with the interpreter prior to the meeting to see if breaks will be needed.

How to Interact with Interpreters

1. Introduce yourself to the interpreter.

2. Show the interpreter the agenda of the meeting and explain your goals.

3. Show the interpreter the seating arrangements.

4. Ask the interpreter if he or she has any questions.

5. Introduce the interpreter to the participant(s).

During the Meeting

1. Talk to the participant, not the interpreter.

2. In a group meeting identify who is talking each time someone speaks. Everyone at the meeting who wants to speak must say their name first before they talk.
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