Attachment A

NAS5- TBD

Statement Of Work

For

Interpreting and Transliterating Services

I.  BACKGROUND

This contract provides for interpreting services for NASA Goddard Space Flight Center (GSFC) and NASA Headquarters sponsored and work related activities and events, meetings, lectures, conferences, symposiums, awareness days programs, supervisor-employee conferences, internal and external training classes, business related travel, Occupational Medical Services and Employee Assistance Program meetings, orientation for new employees, job interviews, telecommunications needs, and office social activities. For business-related travel, the Contractor shall locate and procure a qualified interpreter who resides in the geographic area where the off-site business is to be conducted.  All interpreters are required to adhere to the Registry of Interpreters for the Deaf, Inc. (RID) Code of Ethics governing ethical behavior within the profession.

Under no circumstances will the interpreter represent NASA or act as an official spokesperson on behalf of NASA, its employees, or its contractors.

A. GSFC has two basic types of interpreting and transliterating settings -- technical and non-technical.  These include, but are not restricted to, the following areas:

1. Technical

a. Engineering including Aeronautical, Mechanical, Electrical, and Computer

b. Mathematics

c. Photographic

d. Aeronautics

e. Computers Hardware/Software/Systems

f. Accounting/Financial Management

g. Sciences

h. Scientific and Engineering Colloquia

2. Non-technical

a. Staff meetings

b. Human Resources

c. Clerical

d. Public Events

e. Legal

B.  NASA Headquarters generally has professional and administrative settings and special events.

II.  SCOPE OF WORK

A. In General

1. On-Site Interpreter

The Contractor will provide one on-site interpreter, full time, Monday through Friday.  The interpreter will be on duty from 8:00 a.m. to 4:30 p.m. with a half hour for lunch.  Occasionally the interpreter may be asked to shift the 8 hours if a need arises before 8:00 or after 4:30, so that the 8 hour day may start earlier or end later, if necessary.  It is preferred that the interpreter will take lunch between 11:00 a.m. and 1:00 p.m.  The total number of hours of actual interpreting services provided will be 40 hours per week.  The on-site interpreter will be stationed at GSFC and travel to NASA Headquarters only when needed.  The Contractor will provide the name and resume of the proposed on-site interpreter for consideration. This individual will normally serve as the on-site interpreter at all times.  The on-site interpreter will meet the qualifications enumerated in this Statement of Work.

2. Interpreter Coordinator

The Contractor shall designate the on-site interpreter as the Interpreter Coordinator for NASA Headquarters and Goddard Space Flight Center.  The Interpreter Coordinator shall perform all of the administrative functions for the contract.  The Interpreter Coordinator will work closely with the COTR to assure that NASA is receiving effective interpreting services, and that all of the elements of the Statement of Work are being observed and implemented.

The on-site Interpreter Coordinator is responsible for maintaining the contract at NASA, and will be knowledgeable in all of its aspects.   In addition, all on-site and pool interpreters will be fully trained by the Contractor as to the procedures for providing interpreting services at Goddard.  This includes, but is not limited to:

a. Methods and procedures of how interpreters are requested.

b. Methods for retrieving requests for interpreters.

c. Guidelines for approval and denial of requests by the Interpreter Coordinator.

d. Procedures regarding the assigning of the on-site interpreter.

e. Guidelines for approval, and procedures for requesting and assigning, of back-up interpreters.

f. Procedures for accessing the various instruments used to request interpreters including telephone messages, FAX requests, personal requests, e-mail requests, written requests, and the on-line automated request system.

g. The days and hours of the on-site interpreter.

h. The location of the interpreting office and how to gain access to it, if a key is not available, by securing the key from either the Facility Operations Manager, or from Code 120.

  i. Electronic and physical security issues of Goddard Space Flight Center.

  j. Maintenance of the computer and any other equipment in the interpreting office.

  k. Maintenance of the interpreting records.

  l. Procedures and methods for contacting the COTR and Deaf employees and  

     contractors.

 m. Any company procedures applicable to the Goddard contract.

 n. Any other guidelines or procedures related to the Goddard contract. 

3. Approval Process

The on-site interpreter will be subject to the concurrence of the Goddard Deaf community.  He or she will be on probation for a six-week period before final approval is made.  This will allow enough time to enable members of the Goddard Deaf community to assess the interpreter in a number of settings, plus allow enough time for the interpreter to acclimate himself or herself to the Goddard culture, learn specialized vocabulary, and be able to learn the Goddard campus layout.   At the end of the six week probationary period, members of the Goddard Deaf community will inform the COTR if the on-site interpreter is acceptable or not.

Upon notification that an interpreter is not acceptable to the Goddard Deaf Community, the COTR will discuss the interpreter with the individual(s) making that judgment.  If the concerns about that interpreter cannot be reasonably mitigated through training or other intervention, the CO will then inform the Contractor that the interpreter candidate is not acceptable.

4. Alternate On-Site Interpreters

In the case of illness, or other extreme circumstance where the on-site interpreter cannot work that day, an alternate on-site interpreter will be assigned.  It is expected that substitutions of alternate on-site interpreters will be made sparingly.

5. Alternate On-site Interpreter Pool

The alternate on-site interpreter will be chosen from a pool of approved interpreters.  This pool of alternate on-site interpreters will consist of at least 6 but not more than 9 interpreters.  The Contractor will submit the resumes of interpreters who will make up the pool for alternate on-site interpreters.  All alternate onsite interpreters will have equal or greater skills than the on-site interpreter.  The resumes will be shared with the Goddard Deaf community for approval.

Upon the recommendation of the Goddard Deaf community, the COTR will choose the 6-9 additional interpreters who will make up the pool.  This will result in a total of 7-10 interpreters who will be approved for the on-site interpreter position.  The Contractor will supply the cell-phone number and/or two-way text pager address to the COTR for the 7-10 interpreters who make up the pool of on-site interpreters.  A two-way text pager is preferred so that the on-site interpreter can be in immediate contact with Deaf employees and contractors.  Only interpreters approved for the pool will be accepted as an alternate on-site interpreter.  

The Contractor must maintain full control over confidential information about the Deaf employees and contractors. The Contractor must assure that access to Goddard’s electronic Internet scheduling system, including approval authorization, stays under the control of the Contractor at all times. This information and access must not be shared with any other company, or employees or subcontractors of other companies.

6. Replacing the On-Site Interpreter

The Contractor will inform the COTR and the Deaf community when it permanently replaces the on-site interpreter.  Alternate interpreters must be from the approved pool.  Goddard will not pay for any alternate full-time on-site interpreters not in the pool.  The Contractor must get the approval of the COTR to, on rare circumstances, substitute an on-site interpreter with an interpreter outside of the approved pool of interpreters. 

7. Badges/Keys for Approved Interpreters

Upon acceptance by the COTR, all interpreters approved for the on-site and pool interpreter positions will receive temporary badges to facilitate easy entrance to, and movement within the Goddard campus.  When an on-site or pool interpreter is permanently replaced, the Contractor will make every effort to have the badge returned to the COTR.  The on-site interpreter will also receive a key to the interpreter office and, if available, a card key that will allow him or her to enter the building after business hours should that become necessary.  Any changes to the on-site interpreter position must be approved by the COTR.  In addition, the COTR will consult with the Goddard Deaf community before approving any new interpreters added to the pool.

B. Quality/Performance Standards

NASA is constantly striving to improve the provision of effective interpreting services for its requesters and users. To create a successful service relationship between the Contractor and NASA, performance guarantees will be established.  Failure by the Contractor to meet the goals as defined below may result in contract termination.  The Contractor shall propose a quality standard plan to meet this goal.

The Contractor shall maintain procedures to continually monitor the quality of interpreting services. These procedures shall include an internal method for monitoring, identifying and correcting deficiencies in the quality of services furnished to NASA.

The Contractor shall propose its plan to meet the stated quality standards. The Contractor’s plan shall include how it will achieve the following quality standards and any additional Contractor-proposed quality standards.

1. Confirm receipt (but not necessarily assign an interpreter) of 100 per cent of interpreting requests by the next business day.

2. Appropriately (meaning assigning a qualified interpreter that is acceptable to the Deaf consumer) fill 90 per cent of all interpreting service requests made with at least 3 business days notice. 

3. Appropriately fill 75 per cent of all interpreting service requests made with less than 3 business days notice.

4. 95 percent of all interpreters will arrive at the interpreting assignment at least 15 minutes prior to the start of the event.  The consumer of the interpreting services will determine this.

5. At least 60 per cent of requestors/users rate the interpreters as "Excellent"; 25 percent as "Very Good"; and 12 per cent as "Average" on the Consumer Feedback Form.

NASA anticipates that the on-site interpreter will fill most of the requests.  We maintain an electronic interpreting scheduling system that allows consumers to see when the on-site interpreter is free and to use that information when scheduling meetings.  Sometimes, however, this is not possible and the need for a back-up interpreter arises.  Although this may change, our expectation is that over the course of the year, we would average approximately 4 hours per week of back up interpreters.

C. Timeliness

The Contractor shall have the capability to immediately contact interpreters for last minute requests for service or to make changes in existing assignments.

Goddard will not pay for interpreters when they arrive late to an assignment.  Pay will be "docked" in ½ hour increments.  This includes the on-site interpreter.  When this occurs, the COTR will review the circumstances related to the late arrival and determine whether the lateness was due to the negligence of the individual interpreter and/or the Contractor staff, or if the lateness was due to circumstances beyond the control of the individual interpreter or the Contractor staff.  Only lateness due to circumstances beyond the control of the individual interpreter or the Contractor staff control will be excused.

D. Government Responsibility

The Government will provide the necessary equipment and supplies needed for performance of duties. This includes an office, desk, chairs, telephone, a computer with Internet and e-Mail access, printer, TTY, and supplies for the aforementioned. The Contractor shall provide whatever other equipment or supplies necessary to perform the duties of the contract. At times it may be necessary for the GSFC on-site interpreter to travel to NASA HQ for an assignment.  When this occurs, the interpreter may use his or her own transportation, or utilize the NASA shuttle bus.

E. Health and Safety for Interpreters

In order to protect all interpreters from hazard injuries such as Carpal Tunnel Syndrome when continuous interpreting, the following guidelines will be used under most circumstances, in determining the number of interpreters for a given assignment:

1. For interpreting situations that require continuous interpreting:

One interpreter will usually be used for a maximum of two-hours for a non-technical meeting or event. 

At least two interpreters will usually be required for technical meetings of 90 minutes or more, or non technical meetings or events over two hours, and events requiring more than one method of communication, events with Deaf or hard-of-hearing consumers in two or more physical locations (i.e., if there is a presenter who is Deaf or hard-of-hearing).

2. For situations requiring only intermittent interpreting:

One interpreter will usually be used for a maximum of four hours for technical or non-technical meetings.  If the interpreting situation changes to that of continuous interpreting then the conditions cited above will apply.

If there is a disagreement or dispute concerning the number of interpreters that should be used in a situation or event, the Interpreter Coordinator and the Contracting Officer’s Technical Representative (COTR) will discuss the situation, and the COTR will make the final determination.

F. Interpreting Duties

All interpreters shall be responsible for the following, but not necessarily limited to:

1. Interpret or transliterate spoken English into appropriate form of communication (American Sign Language, English-based sign language, signed code for English, or Non-Vocalized Oral Communication) for persons who are Deaf or hard of hearing.

2. Interpret or transliterate to spoken English from American Sign Language, English-based sign language, or signed code for English; or understand and repeat the message and intent of the speech and mouth movements, of persons who are Deaf or hard of hearing.

3. Interpret in all settings where services are required. Situations may include, but are not limited to:

a. Formal and informal intra- and inter-office staff meetings, other meetings with colleagues meetings at various management levels, employment interviews, employment counseling, professional organizations, conducting official business, one-on-one meetings, small and large group meetings, health and safety programs, and telephone calls.

b. Formal and informal conferences and meetings involving GSFC/HQ staff, individuals or organizations from outside of GSFC/HQ, also inter-or intra-agency meetings where these services are not otherwise provided.

c. Visits to GSFC/HQ by individuals who are Deaf or hard-of-hearing for meetings, conferences or other similar activities. Support to the GSFC Visitor Center will usually be provided on an ad hoc basis.

d. Colloquia or other GSFC/HQ sponsored special event or meetings.

Press conferences or other media events, either live, on audio or videotape, or on film, and for uncaptioned media.

e. Legal situations involving employees such as complaints and grievances related to Federal employment and Equal Employment Opportunity.

f. Other setting and times outside normal hours and location that will be covered as necessary by the interpreter(s).

g. Academic and formal or informal training situations; student employment programs, internships, fellowships, or research, in the classroom or laboratory.

At all times interpreters will demonstrate strict adherence to the RID Code of Ethics and conduct themselves professionally in dress, manner, demeanor, and behavior; always being cognizant of the perceived association with NASA and the Federal Government.

G. Administrative Duties

The on-site Interpreter Coordinator is responsible for monitoring the interpreters’ performance and time. The interpreters will receive their assignments from the Interpreter Coordinator who shall make a record of all requests for interpreting services.  The Interpreter Coordinator (in conjunction with the requestor) is responsible for determining how these assignments are to be covered. If for any reason assignments and their scheduling cannot be resolved, the COTR will assess the problems, and make a final decision about the situation.

The following duties are to be performed by the Interpreter Coordinator, but are not necessarily limited to:

1. Coordinate interpreter schedules and assign interpreting jobs that are requested via voice telephone, TTY, e-mail, and the automated interpreter request system that is available via the Internet.   NASA provides this Internet scheduling process.

2. Compile and maintain a list of preferred and acceptable interpreters, and not preferred and unacceptable interpreters for each NASA employee and contractor.  The Contractor shall provide, whenever possible, interpreters that are preferred by individuals who are Deaf or hard-of-hearing when those preferences are made known to the Contractor. Similarly, the Contractor shall refrain from sending, whenever possible, interpreters who are not preferred, or interpreters who have been specifically identified as being unacceptable, by individuals who are Deaf or hard-of-hearing when those preferences are made known.  The Contractor will provide evaluation tools to all employees and NASA contractors in order to regularly monitor the effectiveness of individual interpreters.  These evaluations will be shared with the COTR.  Any problems that are identified in these evaluations will be immediately resolved, and written or electronic notification of corrective actions will be provided to the Deaf individual raising the concern and the COTR.

3. Conduct periodic (but not less than twice annually) evaluations of each interpreter in the pool. The Contractor will conduct these evaluations in cooperation with GSFC/HQ employees who are Deaf or hard-of-hearing.  The results of these evaluations will be reported on a timely basis to the COTR.  If any problems with individual interpreters are reported, the interpreter Coordinator will rectify the situation. If problems persist, the COTR along with the Contracting Officer will meet with the Contractor to discuss resolution to the problem.

4. Cooperate with, and allow NASA to conduct its own evaluation of the interpreters. These NASA evaluations might involve direct observation by GSFC/HQ personnel or others outside of GSFC/HQ, of the interpreters working in GSFC/HQ settings; videotaping interpreters working in GSFC/HQ settings and review of these videotapes by a panel of GSFC/HQ personnel or others outside of GSFC/HQ.

5. Provide the best possible response to short-notice assignment requests via electronic mail and TTY.

6. The Contractor will have a record of all assignments readily available to provide to the COTR, Deaf individuals, on-site interpreters, and assigned interpreters, upon request.

7. The COTR will have a weekly status meeting, either on the telephone or in person, with the responsible Contractor staff member about the performance of the contract.

8. In addition, the Interpreter Coordinator will be available to meet regularly, upon request, with the COTR, Deaf employees and contractors to discuss any other issues.

9. The Interpreter Coordinator shall keep the on-site scheduling system up-to-date and complete.

10. The Interpreting Coordinator will provide the COTR a detailed monthly report, analyzing the interpreting service data and creating a summary of the assignments from the incoming requests.  This monthly report is due to the COTR by the 5th business day of the following month.

H. Overall Interpreter Rating on Consumer Feedback Form

Users of these contracted services have an expectation of effective communication.  In order to evaluate the interpreting services provided under this contract, the users will have access to a Consumer Feedback Form.  This form will be available on the Code 120 Web Site. The information on these forms will be shared with the on-site Interpreter Coordinator.  Users will fill out the form as often as they wish, however, Code 120 will encourage consumers to fill out the Form for all interpreters.  It is also strongly recommended that the Contractor use this or another type of evaluation form to keep informed of the satisfaction of consumers.  Question 5 on this form asks the consumer to rate the overall effectiveness of the interpreter.  Based on this question, the following represents the acceptable percentages that respondents will rate the Contractor:

Excellent -- 60% minimum

Very Good -- 25% minimum

Average -- 12% minimum

Below Average -- 2% maximum

Poor -- 1% maximum

Interpreters rated at Below Average or Poor will receive focused attention by the Interpreter Coordinator and will be considered "on probation".  If the interpreter's rating does not improve to at least average the next time he or she is rated, then that interpreter will no longer be acceptable to work at Goddard.

Critical note:  Frequent ratings of below average/poor ratings as evidenced by consumer feedback forms can result in contract termination.


The following areas are covered in the Goddard Space Flight Center Sign Language Interpreting Services Consumer Feedback Form:

1. Consumer Information

A. Your name: (Optional)

B. Code:

C. Interpreter(s) Name:

D. Event Date & Location:

2. Type of Environment (Please Check One)

A. Meeting

B. Lecture

C. Conference

D. Training

E. One-on-One

F. Small Group

G. Large Group

H. Social

I. Luncheon

3. Please rate the interpreter on the following: Yes or No

A. Did the interpreter dress appropriately?

B. Did the interpreter arrive 15 minutes prior to start of event?

C. Did the interpreter talk with you about the job beforehand?

D. Did the interpreter stand or sit in the best place for you?

E. Did the interpreter use the appropriate language and/or mode of communication for you?

4. Please rate the interpreter on the following parameters using the scale: 1 = Excellent, 2 = Very Good, 3 = Average, 4 = Below Average, 5 = Poor, or NA = Not Applicable

A. Sign Interpreting (For Deaf/Hard-of-Hearing Consumers)

1. Fingerspelling

2. Facial Expression/Grammar

3. Reading of Sign Language

B. Voice Interpreting (For Hearing Consumers)

1. Interpreter’s English grammar was accurate

2. Interpreted content/information was accurate

C. Communicating through the interpreter was comfortable and effortless.

D. Professional manner

E. Smoothness of communication flow

F. Smoothness of transition from one interpreter to another

G. Other Comments:

5. Overall Rating of Interpreter.  Please rate the overall effectiveness of the interpreter on the following scale: 1 = Excellent, 2 = Very Good, 3 = Average, 4 = Below Average, 5 = Poor, or NA = Not Applicable

I. Supplemental or Backup Interpreting Services

The Contractor shall, at all times strive to fill interpreting requests utilizing the on-site interpreter. This means that when a request is received for a meeting, the on-site Interpreter Coordinator will inform the requester if the on-site interpreter is available for that assignment.  If the on-site interpreter is not available, the Interpreter Coordinator will encourage the requester to schedule the meeting or event when the on-site interpreter is free, if possible.  If the event cannot be rescheduled, then one or more back-up interpreters will be used.

The Interpreter Coordinator will make every attempt to select a badged back-up interpreter from the approved pool.  Only when this is impossible, will the Contractor assign a back-up interpreter not in the pool.

CRITICAL NOTE:  When a back-up interpreter does not come from the pool of badged interpreters, the Contractor MUST inform the requestor and the COTR so that proper steps may be taken in reference to Goddard security and assurances of the qualifications of that back-up non-pool interpreter.

The Contractor will not assign and GSFC will not pay for any pool or other back-up interpreters who do not have equal or superior skills to the on-site interpreter.  This determination is the responsibility of the Contractor, however, the Government may, at any time, if a reason presents itself, request to see the qualifications of any interpreter assigned to GSFC.

In addition, Goddard will not pay for any interpreter assigned to a Deaf individual who specifically requests that the interpreter not work for them.  On the other hand, Deaf individuals will update these requests to reflect changes in the skills of interpreters.  Deaf individuals will exercise reasonableness in determining the acceptability of individual interpreters.  Deaf individuals will also recognize the reality and ramifications of reducing the number of available interpreters to work for their assignments.   

The Contractor will provide all alternate on-site and any back-up interpreters a schedule of their assignments before arriving at Goddard so that they will be ready to go directly to an assignment, if necessary, without having to stop first in the interpreting office.

J. Guidelines

In addition to applicable Federal contracting and procurement laws, regulations, policies, guidelines and requirements, this contract will be guided by the RID Code of Ethics, relevant regulations of the Equal Employment Opportunity Commission (EEOC), Office of Personnel Management (OPM), and relevant sections of the Rehabilitation Act of 1973 as amended, and the Americans with Disabilities Act of 1990, as well as any other policies of the NASA GSFC and HQ Equal Opportunity Programs Offices.

K. Work Environment

Under most circumstances, interpreting is performed in offices, conference rooms, laboratories, and auditoriums. The atmosphere of each location presents no undue physical stress or risk to the interpreter’s health and safety.

III.  MANDATORY REQUIREMENTS

A. Interpreter Qualifications

All interpreters will be qualified to perform services that are needed for the setting in which they are used.  As stated previously, all interpreters shall have knowledge of, and strictly adhere to, the RID Code of Ethics.  In addition, all pool interpreters and back up interpreters will have equal or greater skills than the on- site interpreter.

All interpreters must satisfy all of the requirements in this section.

1. Minimum Interpreter Requirements:

All interpreters that are members of the approved interpreter pool will be considered minimally “Qualified” as determined by the following factors:

a. Associate of Arts (AA) or higher degree in interpreting, or equivalent degree. Plus, three years of professional interpreting experience after earning an AA degree, or two years after earning a higher degree. The added experience shall include the areas listed in 2, below.

Or,

b. Holder of RID Certificate of Interpretation (CI), Certificate of Transliteration (CT), Comprehensive Skills Certificate (CSC), Master Comprehensive Skills Certificate (MCSC), Interpretation Certificate (IC) [formerly known as the Expressive Interpreting Certificate (EIC)], or Transliteration Certificate (TC) [formerly known as the Expressive Transliterating Certificate (ETC), or combinations, thereof.

Interpreters holding the CI, CT, IC, TC, IC/TC, or IC-and-CT must have three years of professional interpreting experience after earning the certificate.  Interpreters holding the CSC must have two years of professional interpreting experience after earning the certificate.  The added experience shall include the areas listed in 2, below.

Interpreters holding the MCSC must have one year of professional interpreting experience after earning the certificate the added experience shall include the areas listed below.  The added experience shall include the areas listed in 2, below.

Or,

c. Attainment of Level III or higher in the National Association of the Deaf (NAD) Interpreter Assessment and Certification Program. Interpreters attaining Level III (Generalist) must have three years of professional interpreting experience after attaining certification. Interpreters attaining Level IV (Advanced) must have two years of professional interpreting experience after attaining certification. Interpreters attaining Level V (Master) must have one year of professional interpreting experience after attaining certification. The added experience shall include the areas listed in 2, below.

Or,

d. Certification from another recognized certifying organization at the national, state, or local level. Plus three years of professional interpreting experience after earning that certification. Added experience shall include the areas listed in 2, below.

Or,

e. Seven years of professional interpreting experience. Experience shall include the areas listed in 2, below.

2. Added Professional Interpreting Experience

The added experience required in 1, above, should include the following areas:

a. For both Technical and Non-Technical Settings:

Experience in interpreting in a variety of situations including meetings involving delicate or sensitive information one-on-one meetings, staff meetings, academic or training settings and platform interpreting,

b. For Technical Settings:

In addition to the above, the interpreter a bachelor degree in any field and will have an aggregate of at least one year of experience in interpreting in one or more of the following settings:  (1) scientific, engineering, or computer science or other technical settings; (2) professional or academic settings in scientific or technical fields of study or (3) research and development settings, or (4) scientific or engineering colloquia and other technical meetings, or (5) training situations involving highly complex theories, ideas, concepts, and materials.

3.  General Requirements for Interpreters

In addition to the above requirements, it is important for the interpreters to possess the following knowledge, skills, and abilities:

a. Fluency of sign language on the entire sign language continuum to effectively facilitate communication between Deaf and Hard of Hearing employees and contractors with hearing employees and contractors;

b. Ability to perform any of the following, when appropriate and applicable: (1) interpret or transliterate voice to sign, (2) interpret sign to voice, (3) oral transliteration, (4) tactile, (5) close-vision, and (6) cued speech;

c. Ability to interpret in a variety of settings, including those that require specialized, technical, legal, scientific, medical, library, and information technology vocabulary, and familiarity with government vernaculars;

d. Ability to keep pace with communications in conferences, meetings, seminars, training classes, etc.;

e. Ability to voice when a Deaf or Hard of Hearing individual’s speech is not easily understood; and/or when a deaf person is using American Sign Language

f. Ability to abstract, select and highlight within context when dealing with complicated concepts, idioms, etc.;

g. Practicing knowledge of and adherence to the RID Code of Ethics;

h. Knowledge of the diversity of cultures within the Deaf and hard-of-hearing community to effectively work as an interpreter;

i. Knowledge and skill to prepare for each interpreting assignment including the knowledge needed to assist in setting up an environment that is conducive to meeting the communication needs of both the hearing and Deaf consumer;

j. Ability to effectively assess the language needs of the Deaf or hard of hearing consumer; and,

k. Ability to apply the analytical skills necessary to determine which communication modes the Deaf consumer is utilizing.

B. Interpreter Coordinator Qualifications:

The On-Site Interpreter Coordinator shall have the following knowledge, skills, abilities, and qualifications:

1. Have at least two years experience working and/or coordinating with the Deaf and hard-of-hearing community and their requests for interpreters.

 2. Knowledge of Deaf culture to effectively work with the Deaf and hard-of-hearing and hearing communities.

3. Ability to identify the interpreting service needed in order to successfully schedule the appropriate interpreter for an activity,

4. Ability to analyze the needs of Deaf and hard-of-hearing individuals to be able to effectively accommodate the requests for services.

5. Ability to determine the appropriate number of interpreters needed for an activity.

6. Ability to use and skill in using American Sign Language.

7. Knowledge of and skill in using the TTY machine in order to provide appropriate accommodation for each request.

8. Knowledge of and the ability to utilize a personal computer with (including but not limited) to the following software: Windows 95 or above, Microsoft Exchange or Outlook, Microsoft Explorer, Netscape, Corel WordPerfect, Microsoft Office Suite, and data management software preferably Microsoft Access.
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