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Providing service to individuals who do not 
speak English is a requirement in today’s 
environment.  In order to meet the range of 
needs present in a community, most non-profit 
service providers, LEA’s and school districts will 
need to communicate across language 
differences.  Historically, it has been the 
children of immigrants who have mastered 
English; the adults have not.  In the past, this 
was not a social issue.  Today’s immigrants are 
learning English faster than any other group 
before them, and it is still not fast enough for 
current needs.  
 
Developing the capacity within a system to 
provide services to speakers of languages other 
than English requires conscious planning.  
Hiring bilingual staff is an important first step, 
and it is not enough.  The complexity of service 
requires that many individuals interact with 
program recipients.  This means that everyone 
in an organization who interacts with 
clients/parents/students must be able to 
communicate with individuals who do not speak 
English.  Every staff person who must interact 
with individuals who speak a language other 
than English will require some form of training.   
 
This Interpretation Guide has been designed as 
a tool for administrators and staff working in 
multilingual environments.  The Guide is 
organized in three sections: Section One: 
Professional Interpretation outlines standards 
for the field of interpretation.   

 

Section Two: Interpretation and Service 
Provision examines these standards in the 
context of service provision, and outlines 
strategies for effective integration.  Section 
Three: Multilingual Conferences, Meetings 
and Events provides information on how to 
host multilingual events utilizing simultaneous 
interpretation equipment.  

 
The documents within each section are 
designed to stand alone.  Therefore, when 
reading the entire guide there is a certain 
amount of repetition.  The purpose and 
audience for each document is outlined in the 
table of contents. 
 
Photocopying Policy 
 
 If you work in a non-profit agency, LEA, or 

school district, feel free to photocopy and 
distribute individual documents through the 
course of your work.   

 
 Photocopying portions of this guidebook to 

conduct fee-for-service training requires 
written permission.  (email your requests to: 
garciaba@oneonta.edu) 

Introduction 
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This section summarizes standards for  
the field of interpretation.  It is designed  

to provide a basic understanding of  
the role of an interpreter. 
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Pre-Meeting Contact 
 
Meet with the service provider, meeting organizer, 

or workshop presenter prior to the session.  A phone 

call is fine.   
 
1. Determine the type of interpretation to be 

provided: consecutive or simultaneous.   

 Consecutive Interpretation: The interpreter will 

alternate with the speaker, each of you 

speaking a few sentences at a time.  Do not 

talk so long that the person can no longer 

accurately remember what you said.  Your 

words are important; when they are 

summarized you lose impact. 
 
  With consecutive interpretation everything 

must be said twice so your meeting will 
take at least twice as long.       A bilingual 

meeting requires two appointment slots. 
 

 Simultaneous Interpretation: The interpreter 

will be speaking at the same time as the 

speaker.  The interpreter will be a few words to 

a sentence behind the speaker.  Test your rate 

of speech with the interpreter prior to the 

session.  Simultaneous interpretation generally 

requires audio equipment to be effective.  It is 

excellent for meetings with one or two people 

as well as groups.  The interpreter positions 

himself/herself off to the side a bit farther than 

he/she would during consecutive 

interpretation.  In some situations the 

interpreter will sit or stand between the people 

communicating and speak softly into the ear of 

the listener. 

2. Be sure to review your role prior to the meeting.  Even 

if the individual has used an interpreter before, it is 

always best to begin your discussion with a common 

understanding of everyone’s role. 

    

3. Ask the provider to share what will be discussed and 

any discipline-specific vocabulary they may be using 

(agenda, handouts, article, etc.).  Every field has 

jargon; even if you are familiar with all the language, 

the interpretation will be smoother and it will be easier 

for you to keep up if you are mentally ready for the 

direction the meeting will take.                 

 
Ethics 
 
When the decision is made to involve an interpreter, the 

clients enter into an act of trust.  They trust that you, the 

interpreter, will be accurate and will admit or acknowledge 

when the situation requires more skills, background, or 

preparation than you have.  They trust that you will not 

become emotionally involved in the issues to the detriment 

of the interpretation.  They trust that you will be discreet 

about the knowledge acquired during the interpretation or 

as a result of the interpreting situation. 
 
Discretion 
 
Your goal is to facilitate communication between 

individuals and or groups who do not speak a common 

language.  The individuals communicating should 

remember only each other; you should be a part of the 

background.  To achieve this, be vigilant in making sure 

that people look at each other and not you.  In addition, it is 

good practice to dress in a manner that does not draw any 

attention to you so that you remain as invisible as possible. 
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Confidentiality 
 
Everything you hear and everything you interpret is 

confidential.  As an interpreter it is inappropriate to 
discuss anything that went on, or any information that 
was shared, even when the information is meant for the 

general public.  In this instance, seeing yourself as a 
phone line with no memory is a good analogy.  Your 
role is to facilitate communication between groups or 

individuals who do not speak a common language.  
The individuals involved in the communication 
exchange are the ones who can talk about it.  The idea 

is that the interpreter will not be an information broker. 
 
Accuracy 
 
Accuracy does not mean providing word-for-word 
translation.  As a bilingual or multilingual person you 
know that word-for-word translation is impossible.  What 
accuracy does mean, though, is taking the meaning 
and intent of the speaker’s statements and translating 
that to the listener’s language.  Some speakers use 
language that is full of phrases that require knowledge 
of the culture, such as proper names of programs, 
places, official roles, and laws.  Accuracy means saying 
as much as the speaker.  This means giving the listener 
the complete message, including the part carried by 
pauses, hesitations, or other silent or non-verbal signals 
that are culturally bound.  
 
Accuracy does not mean summarizing what has been 
said.  When providing consecutive interpretation it is 
important that you manage how much you allow 
individuals to say at a time.  This may require that you  

interrupt the speaker.  It will feel a bit uncomfortable for people 

at first, but they will become accustomed to the rhythm that is 

created.  
 
REMINDER FOR THE INDIVIDUALS IN THE MEETING: 

Your words are important; when they are summarized, you 

lose impact. 

 
Proficiency 
 
Proficiency means that the interpreter will accept only 
those assignments that are within their level of expertise.  
Saying “no” to an assignment that is beyond your level 
of expertise is professional.  There are times when there 
is not sufficient preparation time for an assignment.  This 
is also an important assignment to decline.  It says, “I am 
maintaining the same high standards as the counselor, 
doctor, or teacher.  I am maintaining the standards of the 
profession of interpreting.” 
 
Impartiality 
 
Impartiality is critical to quality interpretation.  You should 
decline any requests for your opinion, advice, or 
recommendation.  You may want to decline 
assignments where you know that the topics will cause 
you great personal stress.  You are the only one who 
knows how you will handle the material that is being 
presented.  You may find it a welcome challenge, or you 
may be unable to stay in your role as interpreter. 
 
One way to remain impartial is to stay strictly in your role.  
You are an interpreter.  You are not a caseworker, 
advocate, or any other role that individuals may try to put 
you in that is anything other than that of an interpreter. 

SECTION 1 
Your Role as an Interpreter (continued) 
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will have an altogether inconsistent or 
incorrect notion of what an interpreter’s 
role and function are if the professionals 
do not hold to a firm policy of non-
involvement and or impartiality. 

 
Another aspect of impartiality is that an 
interpreter does not make a judgment about 
what needs to be interpreted and what does 
not.  This seems obvious based on all that has 
been said to this point.  Let’s look at some 
examples:  A speaker announces that there is a 
car in the parking lot with its lights on; the 
announcement should be interpreted.  One 
participant is interrupted by a phone call; the 
interpreter continues to translate the audible 
portion of the call.   Everything that you can 
hear is interpreted. 
 
There are times when either party in the 
translation interaction may look to the 
interpreter and say, “don’t say this,” and then 
want to continue.  It is the interpreter’s 
responsibility to quickly interrupt and inform 
them that the information must be translated, 
and translate what has been said.  This can be 
awkward.  Clearly letting people know this by 
introducing your role at the onset of the session 
can reduce the likelihood of this happening and 
at the least help with the discomfort.  

There are at least three negative outcomes that 
are likely when an interpreter interjects their 
opinion: 
 

1. The interpreter becomes responsible for the 
outcome of the interaction by virtue of 
having entered in as an ally or advisor.  
There could be a problem with the kind or 
level of service that is being provided.  
When the interpreter steps into the role of 
advocate, the responsibility for the outcome 
belongs to the interpreter. In this example, 
the interpreter is taking responsibility for the 
organization’s service. 

 
2. By the interpreter entering into the 

interaction, he or she encourages individuals 
who have limited English speaking abilities 
to become dependent on the interpreter.  
Instead of facilitating independent 
communication, the interpreter who 
participates and advises appears to be a 
vital resource.  This source of participation 
can lead to continued dependency.  In 
addition, it does not honor the intelligence of 
the individuals and their capability to be 
responsible for their own lives.  

 
3. Directly following from the first two points is 

the possibility that inappropriate 
expectations will be placed on the next 
interpreter.  They will be expected to act as 
advocates, give opinions, etc.  The clients  

 

SECTION 1 
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Introductions 
 
It is important for an interpreter to introduce 
themselves and their role at the beginning of a 
meeting.  A clear introduction can eliminate 
inappropriate expectations.   
 
Example:  Hello, my name is                            .  
I will be the interpreter today.  When either of 
you (any of you) talk, I will translate what you 
say.  You can speak directly to each other in 
your usual way.   My role is to strictly translate 
information.  I am not a part of your meeting, 
and I cannot choose what to translate.  I am 
bound as an interpreter to translate everything 
that is said.  If the meaning is not coming 
across in either direction, I will let you know.  
 
Repeat your introduction in the language you 
will be translating in. 
 
Alternative Introduction Formats 
 
An individual who has experience using 
interpreters can do the introductions equally 
well.  The act of introducing your interpreter 
shows ownership and self-confidence.  In a 
workshop setting you may ask the presenter or 
conference organizer to introduce you.  At a 
meeting the host may introduce you.  Whenever 
anyone else is introducing you, it is important 
that your role be clearly outlined.  In fact, you 
may choose to combine these methods and 
allow someone else to introduce you, and you 
may describe your role. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
By: Betty García Mathewson, New York State Migrant Education 

Diversity Project 
Adapted from: Interpreting: An Introduction, Chapter 6, Role, Ethics, 

and Etiquette of Interpreting, Nancy Frishberg, 1990, RID 
Additional resources: Kathy Miraglia, B.A., C.S.C., Coordinator of 

Interpreter Services, University of Rochester 
Patricia Leadley, Spanish Language Interpreter, University of 
Rochester 
NYSME staff sharing in workshops 1997 to 2005. 

Updated: 12-05. 
 
A publication of New York State Migrant Education. Language 
Interpretation Guidelines by Betty García Mathewson 
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INTERPRETERS SHALL NOT COUNSEL, 
ADVISE, OR INTERJECT PERSONAL 
OPINIONS. 
 
Guidelines:  Just as interpreters may not omit 
anything which is said, they may not add 
anything to the situation, even when they are 
asked to do so by other parties involved. An 
interpreter is only present in a given situation 
because two or more people have difficulty 
communicating, and thus the interpreter’s only 
function is to facilitate communication.  He/she 
shall not become personally involved because 
in doing so he/she accepts some responsibility 
for the outcome, which does not rightfully 
belong to the interpreter. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Unpublished handout: Interpreter Services, University of Rochester - 
*Guide for one-time interpreters. 
 
A publication of New York State Migrant Education. Language 
Interpretation Guidelines by Betty García Mathewson 
 
 

This summary outlines the basic ethical standards for 

professional interpretation.  It is a summary of the role of 

an interpreter that is designed to provide a standard for 

individuals contracting for one-time or temporary service.  

 
INTERPRETERS SHALL KEEP ALL 
ASSIGNMENT-RELATED INFORMATION 
STRICTLY CONFIDENTIAL.  
 
Guidelines: Interpreters shall not reveal any 
information about any assignment. Even 
seemingly unimportant information could be 
damaging in the wrong hands. Therefore, to 
avoid this possibility, interpreters must not say 
anything about any assignment. 
 
INTERPRETERS SHALL RENDER THE 
MESSAGE FAITHFULLY, ALWAYS 
CONTAINING THE CONTENT AND SPIRIT 
OF THE SPEAKER. 
 
Guidelines:  Interpreters are not editors and 
must transmit everything that is said in exactly 
the same way it was intended.  This is 
especially difficult when the interpreter 
disagrees with what is being said or feels 
uncomfortable when profanity is being used.  
Interpreters must remember that they are not at 
all responsible for what is said, only for 
conveying it accurately. 
 
 

SECTION 1 
Summary of Ethical Standards for Interpreters 
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Interpretation and  
Service Provision 

 

This section examines interpretation standards 
within the context of service provision, and 
outlines strategies for effective integration. 
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Providing Multilingual Service 
 
To be effective in today’s environment, agencies 
must have the capacity to successfully provide 
service to people for whom English is not the first 
language.  It takes planning to provide quality service 
in multiple languages whether you have bilingual 
staff or not.  
 
Assess Skill Level 
 
 Interpretation is a highly specialized skill that has 

a direct impact on the quality of service.  Being 
bilingual does not automatically qualify a person 
to serve as an interpreter.  It is the employer’s 
responsibility to assess skill level.  (You may 
need an outside agency or professional to 
conduct the assessment if you do not have the 
skill in house.) 

 Written language and spoken language are two 
separate skills.  Some individuals have the 
capacity to provide oral interpretation and are 
unable to provide written translation.  Others 
have the capacity for written translation and are 
unable to provide oral interpretation.  Utilize 
people based upon their documented area of 
strength. 

 Provide skill development training based upon 
the needs of staff. 

 
The Job Description 
 
 Clearly identify when, where, how, and for whom 

interpretation should be provided.  
 

 Identify the full time equivalent (FTE) of the job 
that should be devoted to interpretation.   

 Reassess the actual FTE being spent on 
interpretation annually. 

 Expected outcomes should reflect interpretation.  
For example, a caseworker who provides 
interpretation for others and is often pulled away 
from their work should have a lower case load 
than one who does not provide interpretation. 

 Adopt standards for interpretation.  Insist on 
quality and consistency.   

 
The Environment 
 
 Provide training to all staff.  Working through an 

interpreter is also a skill.   
 Educate program participants.  Assure that they 

see the difference between interpretation and 
advocacy.  Insist that staff clearly communicate 
the role they are operating in at all times. 

 When agency staff is interpreting for participants 
at other locations such as schools or doctors 
offices, encourage participants to introduce their 
interpreter and the interpreter’s role whenever 
possible.  It is an empowering act to introduce 
your interpreter, and it is a subtle way of 
reinforcing to the agency professional that the 
person being served is in charge of their life. 

 
 
By: Betty García Mathewson, New York State Migrant Education Diversity Project 
Resources: Interpreting:  An Introduction, Chapter 6, Role, Ethics, and Etiquette of 

Interpreting, Nancy Frishberg, 1990, RID 
Kathy Miraglia, B.A., C.S.C., Coordinator of Interpreter Services, University of 
Rochester 
Patricia Leadley, Spanish Language Interpreter, University of Rochester 
NYSME staff sharing in workshops 1997 to 2005.  

Updated: 12-05 

SECTION 2 
Including Interpretation Duties in a Job Description 

 

9 



 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Preparing to Provide Service  
 
Successfully providing service to a person or 
family that speaks a different language than you 
is exciting and especially rewarding when the 
appropriate preparation has been completed.  
The following information is designed to be your 
guide. 
 
Setting up the Space   
 
Remember that there are three stakeholders 
involved in the interaction:  

1. the service provider,  
2. the participant/customer(s) receiving 

service, and  
3. the interpreter.   

 
As the service provider, your interaction is with 
the client.  The interpreter’s role is to help you 
communicate effectively with the person(s) you 
are serving.  Understanding the interpreter’s 
role will help you to effectively manage the 
interaction.  Set up the space so that you are 
facing the people you are serving and the 
interpreter is off to the side.  This will help to 
establish a pattern of direct communication.  
The relationship being established is between 
the service provider and the client. 
 

SECTION 2 
Providing Service through an Interpreter 

Pre-meeting Contact with the Interpreter  
 
Meet with the interpreter prior to the session.  A 
phone call is fine.   
 If you are using an interpreter for the first 

time, review your expectations for their role 
prior to the meeting. 

 Share what will be discussed and any 
discipline-specific vocabulary you may be 
using.  Every field has jargon.  Even if the 
interpreter is familiar with all the language, 
the interpretation will be smoother, and it will 
be easier for the interpreter to keep up with 
you, if they are mentally ready for the 
direction your meeting will take.  

 Determine the type of interpretation to be 
provided:  consecutive or simultaneous. 
 Consecutive Interpretation:  The inter-

preter will alternate with the speaker,  
each of you speaking a few sentences at 
a time. Do not talk so long that the 
person can no longer accurately 
remember what you said.  Your words 
are important; when they are 
summarized, you lose impact. 
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With consecutive interpretation everything 
must be said twice so your meeting will 
take at least twice as long.        
A bilingual meeting requires  
two appointment slots. 

 

• Simultaneous Interpretation: The inter-
preter will be speaking at the same time 
as the speaker.  The interpreter will be a 
few words to a sentence behind the 
speaker.  Test out your rate of speech 
with the interpreter prior to the session.  
Simultaneous interpretation generally 
requires audio equipment to be effective.  
It is excellent for meetings with one or 
two people as well as groups. The 
interpreter positions themselves off to the 
side a bit farther than he/she would 
during consecutive interpretation. In 
some situations the interpreter will         
sit or stand between the people 
communicating and speak softly into the 
ear of the listener. 

The Interpreter’s Introduction 
 
It is important to begin the session with an 
introduction of the interpreter’s role. Interpreters 
may introduce themselves in the following way. 
 
Hello, my name is                            .  I will be 
the interpreter today.  When either of you talk, I 
will translate what you say.  You can speak 
directly to each other in your usual way.  My 
role is to strictly translate information.  I am not 
a part of your meeting, and I cannot choose 
what to translate.  I am bound as an interpreter 
to translate everything that is said.  If the 
meaning is not coming across in either 
direction, I will let you know and ask questions 
as needed.  
 
The introduction is then repeated in the second 
language of the session. 
 
An individual who has experience using 
interpreters can do the introductions equally 
well.  Introductions are especially positive when 
providing interpretation services to individuals.  
The act of introducing your interpreter shows 
ownership and self-confidence.  You may 
choose to combine these methods and 
introduce the interpreter by name and allow 
them to describe their role. 
 

SECTION 2 
Providing Service through an Interpreter (continued) 
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By: Betty Garcia Mathewson, New York State Migrant Education 
Resources: Speaking Through or With an Interpreter, by Wawa 
Baczynskyj, LICSW:  
 Metropolitan-Indochinese Children and Adolescent Services 
(MICAS).  
Additional Resources:  NYSME staff sharing in workshops 1997 to 
2005.  
Updated: 12-05. 

Conducting a Multilingual Session 
 
 Speak to and look at the person you are 

meeting with. 
 Speak slower rather than louder. 
 Generally an interpreter is providing word for 

word translation.   
• There are times when there are no 

corresponding words in one of the 
languages.  Sometimes long 
conversations may be needed to 
communicate what seems to be a simple 
point.   

• At other times, the interpreter may have 
to ask questions to ensure that the 
meaning and intent are clear. 

 Watch your speed and how much you say at 
one time.  If your interpreter begins to 
summarize what you say, you will lose 
impact.  Your words are important.  Honor 
the needs of the interpreter and you will 
build a relationship with the person you are 
serving. 

 Getting comfortable working through an 
interpreter takes time and can be frustrating. 

 You may feel uncomfortable; remember the 
other person probably does as well and 
relax.  You and the people you serve are all 
doing the best you can as you work to 
communicate without a common language.  

 Have fun.  It is incredibly exciting to be 
successful in multilingual settings! 

 
  

SECTION 2 
Providing Service through an Interpreter (continued) 
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Bilingual service providers are often required to 
serve as interpreters as well as advocates.  These 
two roles are not a natural combination.  An 
advocate works to impact service; advocates are 
invested in outcomes.  An interpreter’s role is to 
remain neutral to outcomes and transmit information.  
The existence of transforming communities due to 
immigration makes this difficult combination a reality.  
It requires a high level of skill and discipline to 
effectively combine advocacy and interpretation. 
 
COMBINING THE ROLES 
 
You are completely an interpreter when you are 
acting as an interpreter.  When you switch to the 
advocate role you are completely an advocate.  You 
cannot be half and half.  Conflicts in the ethics 
between the two roles highlight areas where both 
roles are necessary.   
 
Inform meeting participants what “hat” you are 
wearing at all times.   This means that you must let 
meeting participants know when you are speaking 
as an advocate, and say the same thing in both 
languages.  When you have completed your 
thought, let everyone know that you are switching 
back to your role as an interpreter. 
 

“I would like to speak as an advocate at this 
time.” 
Share your thoughts in one language. Share 
your thoughts in the second language. 
“Okay, I will now switch back to my role as an 
interpreter.”  
 

 

This requires a high level of skill and conscious 

discipline. 
 
EXAMINING THE ROLES 
Ethics 
 
Advocate: An advocate is involved in an 
interaction because one of the parties requires 
assistance in pleading and/or arguing their 
case.  The client trusts that the advocate will 
support their best interests.  In addition, within 
the context of human service provision, an 
advocate also works to pass on the skills of 
self-advocacy to their client.  
 
Interpreter: When the decision is made to 
involve an interpreter, the clients enter into an 
act of trust.  They trust that you, the interpreter, 
will accurately transmit what each party shares 
without altering the content or intent. 
 
Discretion/Empowerment 
 
Advocate: If you are working to empower 
people in your work as an advocate, you have 
spent time with your client prior to the session 
helping them to prepare to take the lead as 
much as possible.  Therefore, you are still being 
discreet; your verbal advocacy within meetings 
should reduce over time.  The ultimate goal of 
an advocate working to empower the people 
they serve is to “graduate” clients so that they 
can move on and serve the many other people 
in need. 

SECTION 2 
Interpretation and Advocacy 



 

needed to communicate what seems to be a simple point. 

 
Proficiency 
 
Advocate:  As an advocate, proficiency means 
remaining updated on any changes in rules, 
regulations and/or protocol of the systems you 
advocate within.  It also means understanding the 
wants and needs of your client. 
 
Interpreter:  Proficiency means knowing all of the 
words in both languages you will be using.  An 
ethical interpreter will accept only those 
assignments that are within their level of 
expertise.  There are occasions when there is not 
sufficient preparation to learn the discipline-
specific vocabulary in time for an assignment.   
 Take time for research and preparation.  A 

CSE meeting, superintendents hearing, and a 
doctor’s appointment each will require 
different language. 

 Be informed of the concerns of all of the 
people involved in the session to be 
interpreted. It is important to call the meeting 
participants in advance so that you are 
prepared to interpret. 

 Identify words that will be understood by the 
ethnicity of your clients. 

 Bring a bilingual dictionary. 
 
Impartiality 
 
Advocate:  An advocate’s job is to assure that 
their client’s needs are met.  An advocate is not 
impartial; he/she is fully invested in the outcome.  

Interpreter: As an interpreter your goal is to facilitate 
communication between individuals and or groups who 
do not speak a common language.  The individuals 
communicating should remember each other and their 
conversation.  You should be a part of the background.   
 
Confidentiality 
 
Advocate: As an advocate you can discuss what is said 
in meetings with your colleagues for case management 
and with the person you are serving for ongoing 
planning.  For example: It is okay to discuss a 
parent/teacher meeting with the parent who was absent; 
it is not okay to discuss the meeting with other relatives.  
If you are working as an advocate for an individual being 
abused, it is not okay to reveal the information to other 
family members. 
 
Interpreter: As an interpreter, everything is confidential.  
There is never a reason to repeat anything that went on 
in a meeting. 
 
Accuracy 
 
Advocate:  Accuracy for an advocate means that you 
are expert in the rules, regulations, and/or protocol of the 
systems you advocate within as well as the needs of 
your client. 
 
Interpreter:  For an interpreter, accuracy means taking 
the meaning and intent of the speaker’s language and 
translating that to the listener’s language.  Generally that 
means word for word translations, however there are 
times that the word used does not exist in one of the 
languages.  Sometimes long conversations may be  
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Interpreter:  Impartiality is critical to quality 
interpretation.  An interpreter is not a part of the 
interaction, and should decline any requests for 
his/her opinion, advice or recommendation. 
 
THE MEETING 
Pre-Meeting Contact with the Recipient of 
Service 
 
It is important to meet with your client prior to any 
occasion where you will be providing interpretation 
and advocacy.  Switching between roles as 
described above is very difficult.  In order to be as 
effective as possible, it is critical that you plan in 
advance. 

1. Review the role of an interpreter with your 
client.  Discuss the impact of quality 
interpretation on their ability to be seen as an 
empowered person in control of their life.  For 
example, in a parent-teacher conference a 
teacher should make a primary connection 
with the parent, not the interpreter.   

2. Review the role of an advocate with your 
client.  Discuss the importance of developing 
the skills for self-advocacy. 

3. Review the purpose of the meeting.  Ask your 
client what their concerns and expectations 
are.  Share your concerns and expectations.  

4. Use “Client/Advocate Pre-Meeting Planning 
Form” (p. 23 English, p. 25 Spanish) to 
prepare for the meeting.  Role plays are an 
effective strategy for helping individuals gain 
skills for self-advocacy. 

 

Explaining Your Roles at the Meeting 
 
Introductions are especially important when 
interpretation is involved.  It is important for an 
interpreter to introduce themselves and their role at 
the beginning of a meeting.  A clear introduction 
can eliminate inappropriate expectations. 
 
Example: “Hello, today I will be serving as both an 
interpreter and an advocate.  As an interpreter, 
when either of you talk, I will translate what you 
say.  You can speak directly to each other in your 
usual way.   My role is to strictly translate 
information.  I am bound as an interpreter to 
translate everything that is said.  If the meaning is 
not coming across in either direction, I will let you 
know.  As an advocate, I will participate in the 
meeting supporting Ms. X in getting her needs 
met.  I will try to make it clear which role I am 
speaking from at all times. 
 
Repeat your introduction in the language you will 
be translating in. 
 
Note: As an advocate you can stop the meeting 
and speak with your client privately to address any 
unexpected issues that arise. 
 
 
 
 
By: Betty García Mathewson, New York State 

Migrant Education Diversity Project 
Adapted from: Interpreting:  An Introduction, Chapter 6, Role, Ethics, and Etiquette of 
       Interpreting, Nancy Frishberg, 1990, RID  
Additional resources: Kathy Miraglia, B.A., C.S.C., Coordinator of Interpreter        Services, 
University of Rochester, Patricia Leadley,  
       Spanish Language Interpreter, University of Rochester, NYSME staff sharing in 
       workshops 1997 to 2005.  
Updated: 12-05 
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SECTION 2 
Communicating Through an Interpreter (continued) 

Many times the interpreter will not be a 
professional and will not know they should be 
off to the side.  Be brave and respectful and ask 
to move the chairs if the interpreter does not sit 
on the side.  You can say something like, “If you 
sit off to the side, we can speak directly to each 
other as you interpret for all of us.”  If people 
are doing it wrong, they will be happy to learn 
how to be more effective. 
 
Remember that there are three important 
people/groups. 

1. the service provider,  
2. the person receiving service and  
3. the interpreter.   

        

Using an interpreter works best when you know 
what to expect.  You may be applying for 
services, speaking to your child’s teacher, 
visiting a doctor or going to a meeting that will 
be interpreted.  The following information will 
help you prepare. 
 
Setting up the Space 
 
As the client/parent you are coming to meet 
with the service provider.  The interpreter’s job 
is to share your thoughts.  You will be 
connecting with a teacher, doctor or social 
worker through the interpreter.  It is your job to 
communicate your needs, desires and requests 
about you and /or your family.   
 
Make sure that you are facing the person you 
are meeting with and the interpreter is off to the 
side.  When you face the person you are 
meeting with it makes the conversation more 
natural. 
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A Multilingual Session 
 
 Saying everything in two languages will 

make the meeting take twice as long.  This 
means you need two appointment time slots. 

 Speak to and look at the person you are 
meeting with. 

 Speak slower instead of louder. 
 Most of the time the interpreter is providing 

word for word translation.   
• Sometimes a word used does not exist in 

one of the languages, and a long 
description is needed to explain a simple 
point. 

• At other times, the interpreter may have 
to ask questions to make sure that the 
meaning is clear. 

 Watch how much you say at one time.  Your 
words are important.  The interpreter can 
only remember so much at a time. 

 Try to make your points one at a time and as 
directly as possible.  

 If you do not feel that you are being 
understood, ask questions to check. 

 Getting comfortable working through an 
interpreter takes time and can be frustrating. 

 You may feel uncomfortable; remember the 
other person probably does also.  Everyone 
is doing his or her best.  

 Have fun! 

The Interpreter’s Introduction 
 
It is important to begin the session with an 
introduction of the interpreter’s role. Interpreters 
should introduce themselves and explain their 
role. 
 
Hello, my name is ______________.  I will be 
the interpreter today.  When either of you talk, I 
will translate what you say.  You can speak 
directly to each other in your usual way.  My 
role is to strictly translate information.  I am not 
a part of your meeting, and I cannot choose 
what to translate.  I am bound as an interpreter 
to translate everything that is said.  If the 
meaning is not coming across in either 
direction, I will let you know and ask questions 
as needed.  
 
The introduction is then repeated in the second 
language of the session. 
 
If the interpreter does not explain their role to 
the group, feel free to ask them to. 
 
 
 
 
 
 
 
 
A publication of New York State Migrant Education. Language 
Interpretation Guidelines by Betty García Mathewson 

SECTION 2 
Communicating Through an Interpreter (continued) 



 

The interpreter will be a few words to a 
sentence behind the speaker.  When 
using interpretation equipment the 
interpreter will be off to the side of the 
group.  Sometimes the interpreter will sit 
or stand between the people and speak 
softly in the ear of the listener.  It is a 
good idea to test how fast you speak with 
the interpreter before the session.   

 
 Tell the interpreter what you will be talking 

about in the meeting.  It will be easier for the 
interpreter to keep up if they know what you 
will be talking about.  It also gives them a 
chance to ask questions. 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
By: Betty García Mathewson, New York State Migrant Education         

Diversity Project.  
Resources: Speaking Through or With an Interpreter by Wawa   

Baczynskyj, LICSW. Metropolitan-Indochinese Children and 
Adolescent Services (MICAS).  

Additional Resources: NYSME staff sharing in workshops 1997 to 
2005.  

Updated: 12-05. 

Pre-meeting Contact with the Interpreter  
 
It is not always possible, and it is GREAT if you 
can speak with the interpreter before the 
meeting.  A phone call is fine.   
 
 If you are being served by an interpreter for 

the first time, review what you are expecting. 
“Summary of Ethical Standards for 
Interpreters.” (p. 6).  You can say, “I’m sure 
you are familiar with these, and I would like 
to share the interpretation standards I am 
used to working with.” 

 
 Find out the type of interpretation they will 

be providing: consecutive or simultaneous.   
 

 Consecutive Interpretation: The 
interpreter will go back and forth with 
the speaker, each of you speaking a 
few sentences at a time.  With 
consecutive interpretation everything 
must be said twice so it will take at 
least twice as long.  This means you 
need two appointment time slots. 

 
 Simultaneous Interpretation: The 

interpreter will be speaking at the 
same time as the speaker.  When 
equipment is used, the interpreter will 
speak into a microphone and you will 
have a transmitter with a head set. 
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El uso de intérpretes funciona mejor cuando 
usted conoce lo que puede esperar.  Usted 
podría estar solicitando servicios, hablando con 
el maestro/a de su niño/a, visitando al médico o 
asistiendo a una reunión donde habrá 
interpretación.  La siguiente información le 
ayudará a prepararse.  
 
Arreglo del área 
 
Como cliente/padre/madre usted viene a 
reunirse con el proveedor/a de servicios.  El 
trabajo del intérprete es compartir lo que usted 
piensa.  Usted se conectará con un maestro/a, 
médico o trabajador /a social a través del 
intérprete.  Su trabajo es comunicar sus 
necesidades, deseos y peticiones suyas y/o de 
su familia.   
 
Asegúrese de que usted está de frente a la 
persona con la cual se está reuniendo y el 
intérprete está hacia el lado.  Cuando usted 
está de frente a la persona con la cual se está 
reuniendo, la conversación es más natural.  
 
  

 

Muchas veces el intérprete no será un 
profesional y no sabrá que debe estar hacia el 
lado.  Sea valiente y respetuoso/a y pida que se 
muevan las sillas si el intérprete no está 
sentado hacia el lado.  Usted puede decir algo 
así como, “Si se sienta hacia el lado, podremos 
hablar directamente a medida que usted va 
interpretando para todos nosotros.”  Si la gente 
lo está haciendo incorrectamente, ellos se 
alegrarán de aprender a cómo ser más 
efectivos. 
 
Recuerde que hay tres personas/grupos 
importantes. 

1. la persona que recibe el servicio 
(p/madre/cliente),  

2. el proveedor/a de servicio, y 
3. el intérprete.  
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Presentación del Intérprete 
 
Es importante empezar la sesión con la 
presentación del papel del intérprete.  Los 
intérpretes deben presentarse a sí mismos y 
explicar su papel. 
 

Hola, mi nombre es                            .  Seré 
el/la intérprete hoy.  Cuando uno de 
ustedes hable, yo traducir’a lo que usted 
diga.  Ustedes pueden hablarse 
directamente de la manera usual.  Mi papel 
es estrictamente el de traducir la y role 
información.  No formo parte de su reunión, 
y no puedo escoger lo que voy a traducir.  
Como intérprete estoy obligado/a a traducir 
todo lo que se dice.  Si el significado no 
está claro en cualquier dirección, le dejaré 
saber y haré preguntas según sea 
necesario.  

 
La presentación se repite en el segundo idioma 
de la sesión. 
 
Si el intérprete no explica su papel al grupo, 
siéntase en libertad de pedirle que lo haga. 

A Sesión Multilingüe  
 
 Decir todo en dos idioma hace que la 

reunión sea dos veces más larga.  Esto 
significa que usted necesita dos espacios de 
cita. 

 Hable con y mire a la persona con la que se 
está reuniendo. 

 Hable más despacio en vez de más alto. 
 La mayor parte del tiempo el intérprete 

provee traducción de cada palabra.   
• A veces una palabra usada no existe en 

uno de los idiomas, y se necesita una 
descripción larga para explicar un solo 
punto.  

• En otras ocasiones, el intérprete tendrá 
que hacer preguntas para asegurarse de 
que el significado es correcto.  

 Este al tanto de cuánto usted dice de una 
vez.  Sus palabras son importantes.  El 
intérprete podrá recordar sólo un poco a la 
vez. 

 Trate de presentar sus puntos uno a la vez y 
tan directamente como sea posible.  

 Si usted siente que no se le ha entendido, 
haga preguntas para verificar.  

 El llegar a sentirse cómodo trabajando con 
un intérprete toma tiempo y puede ser 
frustrante.  

 Usted puede sentirse incómodo/a; recuerde 
que la otra persona probablemente siente lo 
mismo.  Cada persona está haciendo lo 
mejor que puede.  

 ¡Diviértase! 
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Contacto con el intérprete previo a la 
reunión  
 
No siempre es posible, pero es MUY BUENO si 
usted puede hablar con el intérprete antes de la 
reunión.  Una llamada telefónica está bien.   
 
 Si usted va a tener los servicios del 

intérprete por la primera vez, repase lo que 
usted espera.  (Resumen de las Prácticas 
Éticas para Intérpretes).  Puede decir, 
“Estoy seguro de que conoce estas, y me 
gustaría compartir las prácticas de 
interpretación que estoy acostumbrado a 
usar.” 

 Descubra el tipo de interpretación que van a 
proveer: consecutiva o simultánea.   

 
• Interpretación Consecutiva: El intérprete 

va alternando con la persona que  está 
hablando, cada uno hablando unas 
pocas oraciones a la vez.   
 
Con la interpretación consecutiva todo 
tiene que ser dicho dos veces por lo que 
toma al menos dos veces más tiempo.  
Esto significa que necesita dos espacios 
para citas. 

• Interpretación Simultánea: El intérprete 
habla a la misma vez que la otra 
persona.  Cuando se usa equipo, el 
intérprete habla por un micrófono y usted 
tendrá un transmisor con un audífono.  
La persona que habla estará de unas 
pocas palabras a una oración más 
adelantado que el intérprete.  Cuando se 
usa equipo de interpretación el intérprete 
se encontrará hacia el lado del grupo.  A 
veces el intérprete estará sentado o de 
pie entre la gente y hablará en voz baja 
al oído de la persona que escucha.  Es 
una buena idea hacer una prueba con el 
intérprete de cuán ligero usted habla 
antes de la sesión.   

 
 Diga al intérprete de qué usted va a hablar 

en la reunión.  Será más f’acil para el 
intérprete seguirle si sabe de qué usted va a 
hablar.  También le da la oportunidad de 
hacer preguntas.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Por: Betty García Mathewson, Proyecto de Diversidad de Educación 

para emigrantes del estado de Nueva York. 
Recursos: Speaking Through or With an Interpreter by Wawa 

Baczynskyj, LICSW. Metropolitan-Indochinese Children and 
Adolescent Services (MICAS). 

Otros Recursos: Ideas compartidas por el personal de NYSME en 
talleres del 1997 al 2005. 

Actualizado en: 12-05. 
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intérprete no está de acuerdo con lo que se 
está diciendo o se siente incómodo(a) cuando 
se usa lenguaje vulgar.  Los(as) intérpretes 
deben recordar que ellos(as) no son 
responsables por lo que se dice, solamente por 
transmitirlo exactamente. 
 
LOS(AS) INTÉRPRETES NO DEBEN 
RECOMENDAR, ACONSEJAR, U OFRECER 
OPINIONES PERSONALES. 
 
Guías: Del mismo modo que los(as) intérpretes 
no deben omitir cosa alguna que se dice, 
tampoco pueden añadir cosa alguna a la 
situación, aunque alguna de las otras personas 
involucradas le piden que lo haga.  Un(a) 
intérprete está presente en una situación 
solamente porque dos o más personas tienen 
dificultad para comunicarse y por lo tanto la 
única función del/de la intérprete es facilitar la 
comunicación.  Él/ella no deberá involucrarse 
personalmente porque de así hacerlo él/ella 
acepta alguna responsabilidad por los 
resultados, lo cual no le pertenece al/a la 
intérprete. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Material sin publicar: Servicios de Intérprete, Universidad de 
Rochester - * Guía para Intérpretes en una sola ocasión. 

Este resumen presenta los principios éticos 
básicos para la interpretación profesional.  Es 
un resumen  del papel de un intérprete que 
está diseñado para proveer una norma para 
las personas que contratan a intérpretes para 
servicios en una sola ocasión o temporeros.* 
 
LOS(AS) INTÉRPRETES MANTENDRÁN 
TODA LA INFORMACIÓN RELATIVA A SU 
TRABAJO ESTRICTAMENTE CONFIDENCIAL. 
 
Guías: Los(as) intérpretes no revelarán 
información alguna relativa a su trabajo.  Aun 
la información que parece poco importante 
podrá ser perjudicial si cae en manos en las 
cuales no pertenece.  Por lo tanto, para evitar 
esta posibilidad, los(as) intérpretes no 
pueden decir nada respecto al trabajo que han 
hecho. 
 
LOS(AS) INTÉRPRETES PRESENTARÁN EL 
MENSAJE FIELMENTE, SIEMPRE, 
INCLUYENDO EL CONTENIDO Y EL 
ESPÍRITU DE LO DICHO POR LA PERSONA 
QUE HABLA. 
 
Guías: Los(as) intérpretes no son editores y 
deben transmitir todo lo que se dice 
exactamente del modo como era deseado.   
Esto   es   especialmente   difícil   cuando  el/la 
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Client Concerns 
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________ 
 
Advocate Concerns 
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________ 

It is important to meet with your client prior to 
any occasion where you will be providing 
interpretation and advocacy.  Switching 
between roles is very difficult.  In order to be as 
effective as possible, it is critical that you plan in 
advance.  The focus of this meeting is to clarify 
concerns and help the person receiving service 
prepare to take the lead as much as possible.  
This will reduce your need to speak for your 
client and increase their capacity to advocate 
for themselves.   
 
1. Review the role of an interpreter with your 

client.  Discuss the impact of quality 
interpretation on their ability to be seen as 
an empowered person in control of their life.  
For example, in a parent-teacher conference 
a teacher should make a primary connection 
with the parent, not the interpreter.   

2. Review the role of an advocate with your 
client.  Discuss the importance of developing 
the skills for self-advocacy. 

3. Review the purpose of the meeting.  Ask 
your client what their concerns and 
expectations are.  Share your concerns and 
expectations. 
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Client topics to bring up at the meeting 
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
______________________ 
 
Advocate topics to bring up at the 
meeting  
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________

Discuss the concerns and decide who will say what at 

the meeting.  Keep in mind that the client should bring up 

as much as possible when you are serving as both an 

interpreter and an advocate.   
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Preocupaciones del/de la cliente 
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________ 

 
Preocupaciones del personal de apoyo 
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________ 
 

Es importante que se reúna con su cliente 
antes de cualquier evento donde usted 
proveerá interpretación o apoyo.  Cambiar de 
un papel a otro es muy difícil.  Para ser tan 
efectivo como sea posible, es esencial que 
haga planes de antemano.  El objetivo de esta 
reunión es aclarar cualquier duda y ayudar a la 
persona que recibe los servicios a prepararse 
para tomar iniciativa tanto como sea posible.  
Esto reducirá la necesidad de hablar por su 
cliente y aumentará la capacidad de su cliente 
para abogar por sí mismo/a.    
 
1. Repase el papel de un intérprete con su 

cliente.  Discuta el impacto de una 
interpretación de calidad para que su cliente 
sea visto/a como una persona competente y 
en control de su propia vida.  Por ejemplo, 
en una reunión entre p/madre y maestro/a, 
el/la maestro/a debe tener una conexión 
primaria con el/la p/madre y no con el/la 
intérprete.   

2. Repase el papel del personal de apoyo con 
su cliente.  Discuta la importancia de 
desarrollar destrezas para abogar por sí 
mismo/a. 

3. Repase el propósito de la reunión.  
Pregunte a su cliente cuáles son         sus 
preocupaciones y expectativas.  Comparta 
sus preocupaciones y expectativas.  
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Tópicos que el/la cliente presentará 
durante la reunión 
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________ 

 
Tópicos que el personal de apoyo 
presentará durante la reunión 
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________
____________________________ 

Discuta las preocupaciones y decida quién va a 
decir qué durante la reunión.  Recuerde que su 
cliente debe hablar de sus asuntos siempre que 
sea posible cuando usted está sirviendo como  
intérprete e intercesor/a. 

Hoja de Planificación Antes de la Reunión de Cliente/Personal de Apoyo  
(continuado)   
  



 

 
 

 

Multilingual Conferences, 
Meetings and Events 

 

This section provides information on how to 

coordinate conferences and parent meetings. 
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Planning the Conference 
 
Successfully hosting a multilingual conference 
is especially rewarding; helping people to come 
together, learn, and examine new ideas across 
language differences is wonderful.  The energy 
and excitement that conferences provide is 
possible in multiple languages when the 
appropriate preparation has been completed. 
 
Pre-Conference Planning 
 
 An Interpretation Coordinator should be 

identified and specific duties and 
expectations be delineated in advance.   

 
 The Interpretation Coordinator should be 

involved in conference planning. 
 
The Role of the Conference Interpretation 
Coordinator 
 
 Communicate regularly with the Conference 

Planner. 
 

 Identify and hire interpreters. 
 
 Hire qualified individuals and provide them 

with guidelines and expectations.  See 
Conference Interpreting: Being a Member of 
a Team (p. 32).  

 
 In coordination with the Conference Planner, 

assure that all presenters are notified that 
simultaneous interpretation will be provided 

 

at their session.  The Conference Planner 
should notify presenters in their workshop 
acceptance letter.  Provide them with the 
Presenter Information Guide (p. 30) to 
include with the letter.  

 
 Two weeks prior to the conference send 

presenters and interpreters letters with final 
planning information.  See Sample 
Presenter Letter (p. 34) and Sample 
Interpreter Letter (p. 35).  Include 
appropriate handouts. 

 
 If working with agencies that utilize bilingual 

staff as interpreters, insist on training time 
and test their proficiency in doing 
simultaneous translation.  Do not allow 
conference planners or attendees to utilize 
your team for anything other than 
interpretation; if staff members are being 
used as interpreters, they must stay in the 
interpreter role. 

 
 Meet with the Interpretation Team at the 

beginning of the conference to review any 
last-minute changes and assure that 
everyone has what they need.  The meeting 
also provides an opportunity for everyone to 
meet and see themselves as a collective 
working together. 

 
 Check in with presenters, recipients of 

service, and your interpreters throughout the 
conference; make sure that everyone has 
what they need. 
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written materials in multilingual sessions be 
available in both languages.  This can be 
given as a clear expectation to presenters, 
or support can be provided by the 
conference planners.  Support can range 
from providing written translation services to 
giving contact information for professional 
translators.  Session interpreters are not 
responsible for translating workshop 
documents. 

 
 All interpreters should receive written 

information from the presenters they will be 
translating for at least one week prior to the 
conference.  Every discipline has discipline-
specific vocabulary.  Even if your interpreter 
is familiar with every one of the words, their 
interpretation will be smoother, and it will be 
easier for them to keep up with you, if they 
are mentally ready for the direction your 
presentation will take.   

 
 Workshop presenters and interpreters 

should discuss the session prior to the 
conference.  This meeting should take place 
after they have received workshop materials 
or guidelines.  A phone meeting is fine. 

 
 A sufficient number of qualified interpreters 

should be hired to prevent burnout and 
assure quality.  Interpreters require regular 
breaks. 

 Be flexible and willing to switch things 
around.  Something always comes up.  
Problems are always in need of calm 
individuals who can take care of the 
situation as quickly and effectively as 
possible. 

 
 Be friendly.  Have fun.  Create the feeling 

that “we are a team.” 
 
 Be assertive.  Difficult situations may arise 

with a presenter, a person being served, or 
an interpreter.  Situations do not solve 
themselves; they only get worse when left 
alone.  You are the coordinator; it is your job 
to keep things running smoothly.  If you 
need help, ask for it, but don’t let situations 
get out of hand because of fear of 
confrontation. 

 
The Sessions 
 
 All sessions that will be translated must be 

identified early in the planning process. 
 
 All speakers who will have their sessions 

translated should receive Presenter 
Information Guide (p. 30) at the time 
sessions are approved.  Preparing for an 
effective bilingual session requires planning.  
The facilitators will appreciate the support. 

 
 Conference   planners   must   assure   that  
 
 



 

Supporting the Interpreters  
 
 The Interpreter Team Meeting  

 
Sample Facilitator Team Meeting Agenda 
• Introductions 
• Conference agenda 
• Assignments  
• Equipment information 
 

 Check in on the sessions; things come up, 
and your help will be greatly appreciated 
and contribute to the smoothness of the 
event.  You may find that the interpreter 
needs a drink of water, or that a transmitter 
has stopped working.  You may walk in on a 
presenter who is talking way too fast and a 
frantic interpreter trying to keep up and 
failing.  Gently and assertively interrupt the 
session and ask the presenter to speak 
more slowly so that all participants can 
benefit from the session.   

 
 Take the time to listen to the quality of 

interpretation.  A conference is one of the 
few opportunities where you will be able to 
see and hear your contracted interpreters in 
action.  Even if you do not speak the second 
language of the presentation, you will get a 
sense for the flow and feeling. 

 There should be time in the beginning of the 
conference set aside to introduce and 
acknowledge the Interpretation Team. 
 

 Include interpretation in your overall 
conference evaluation.  You will benefit from 
the input of participants. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
By: Betty García Mathewson, New York State Migrant Education 

Diversity Project  
Resources: Views, Volume 12, Issue 11, December 1995, A Monthly 

Publication of  RID 
Additional Resources: Kathy Miraglia, B.A., C.S.C., Coordinator of 

Interpreter Services, University of Rochester 
Patricia Leadley, Spanish Language Interpreter, University of 
Rochester  
Contracted interpreters from 1997 to 2005. 

Updated: 12-05. 
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speaks at a time speaks at a time 

 If your power point presentation is in both 

languages, it is best to create slides with both 

languages on each slide so that you do not have 

to switch back and forth while you are 

presenting. 

 
Pre-workshop Contact with Interpreter 
 It is important to have a phone conversation with 

your session interpreter after they have received 

your information and prior to the workshop.  This 

conversation will allow each of you to ask 

questions concerning the process. 

 
THE SESSION 
The interpreter will translate everything that is said 

during the session, participant comments, intercom 

messages, side conversations, everything.  A good 

analogy would be a human phone line. 
 
Interpreter Introduction 
At the beginning of the session the interpreter should 

be introduced and their role explained.  Either you 

or your interpreter can do this.  It is important that 

the interpreter's role in the workshop be clearly 

explained to participants.  The interpreter might say: 

 

Hello, my name is ______________.  I will be 

the interpreter today.  When anyone talks, I will 

translate what he or she says into a microphone 

that will transmit my voice to the headsets of 

participants who do not speak ____________  

(language of the presentation).  You can speak 

directly to any of these individuals and when 
they  respond, I will translate  their  message out  

PREPARING FOR THE SESSION 
Presenting a multilingual workshop is exciting and 

especially rewarding when the appropriate 

preparation has been completed.  The following 

information is designed to be your guide. 

 
Information Needs of the Interpreter 
Send written materials to your interpreter.  It is 

critical that you send workshop information to your 

conference interpreter.  Every field has discipline 

specific vocabulary.  Even if your interpreter is 

familiar with every one of those words, their 

interpretation will be smoother and it will be easier 

for them to keep up with you, if they are mentally 

ready for the direction your presentation will take.   

 

 You can send your interpreter: an article you 

have used as a resource, handouts, overheads, 

brochures, workshop agenda, and/or a list of 

discipline specific vocabulary you will be using. 

 
Handouts 
 Do you have handouts in both languages? 

 If you would like handouts in the second 

language, you must arrange for that prior to the 

conference.  Your conference interpreter will not 

translate handouts.  

 
Power Point 
 If your power point presentation is written in the 

language you will be presenting in, you must 

read the slides during your presentation so that 

your interpreter can translate them as you 

speak. 

SECTION 3 
 
 

Presenter Information Guide: 
Facilitating a Bilingual Workshop through Simultaneous Interpretation  



 
 

 

(continued) 
loud for the rest of the group.  My one 
critical need is that one person speaks at a 
time during this session and speaks loudly 
enough for me to hear.  This will allow for 
full participation of all present here today.  
My role is to strictly translate information.  I 
am not a participant, and will not be 
involved in your session today.  

 
They will then repeat their introduction in the 
second language. 

 
Rate of Presentation 
 Do not speak too fast.  Give the interpreter 

time to learn your rhythm.  Agreeing on cues 
prior to the session will assist the interpreter 
in giving you immediate feedback if your 
pace is too fast or too slow.   

 If you notice the cues while you are 
presenting, the interpreter will not have to 
interrupt you.  

 
Language 
 Jokes do not translate well.  Jokes contain 

culturally specific information that new 
immigrants to a country would not know.  
Rhymes do not translate either; they are no 
longer funny because the words no longer 
rhyme. 

 Do not use acronyms; they require that 
individuals be familiar with the group, 
association, or  concept.  It can feel cumber-  
some to use the entire name, but it keeps 
everyone on the same page. 
 

Pairings and Small Group Discussions 
 Your session interpreter will only be able to 

interpret for one pairing or one small group 
at a time.   

 You will have to ask participants to pair 

based upon language abilities, specifically 
asking bilingual participants to pair with 
participants requiring interpretation services.  

 You will need to create groups based upon 
language abilities as well.  Finding out if 
bilingual participants have the capacity to, or 

feel comfortable with, interpreting for a small 
group is an option. 

 

Questions from Participants Speaking the 
Second Language of the Workshop 
 When participants who do not speak the 

language of the presentation have a 
comment or question, the interpreter will 
switch to consecutive interpretation and will 
translate out loud what they say for the 
entire group.  They will translate any 
response into the microphone that transmits 
to the headsets of the participants who need 
interpretation.    

 

 

 
By:  

By:  Betty García Mathewson, New York State Migrant Education. 
Resources:  Views, Volume 12, Issue 11, December 1995, A Monthly    
        Publication of RID. 
Additional Resources:  Kathy Miraglia, B.A., C.S.C., Coordinator of 
        Interpreter Services, University of Rochester; Patricia Leadley, 
        Spanish Language Interpreter, University of Rochester.  
Updated: 12-05. 
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 SECTION 3 
Conference Interpreting: Being a Member of a Team 
 

 During the course of a conference there are 
bound to be equipment difficulties.  Take a 
deep breath, and remember that it is part of 
the process. 

 
The Conference 
 

 If you work for one of the agencies that have 
sent participants and your usual co-workers 
are in the conference mode you may need 
to remind them that you are working.  Do not 
take on other duties at the conference.  Your 
job is as an interpreter.  If you take on other 
duties, you lose focus and others forget the 
importance of your interpretation services. 

 Be flexible.  Something goes wrong at every 
conference.  After all of your preparation, 
one of your workshops may be canceled 
because of a problem with the presenter.  
Last minute communication with the new 
presenter is all you may have, therefore 
being positive through the experience will 
make it easier. 

 Be friendly and professional.  Interpretation 
is still a fairly new profession.  Your actions 
are laying the groundwork for future 
interpreters, and the status of your work. 

 Interpreters need to be open to new ideas; 
this work is evolving.  If you receive criticism 
that does not make sense to you, accept it 
for the moment, and seek clarity after the 
session. 

Participating in a Multilingual Conference 
 

A smooth-running conference does not just 
happen.  Creating an equivalent experience for 
all participants requires planning and teamwork.  
The outcome of people sharing ideas across 
language(s) is well worth the effort. 
 
Preparing for the Conference 
 

 Study the materials sent to you by the 
presenter. 

 Meet with the presenter prior to the 

conference.  This meeting should take place 
after you have received her/his materials.  A 
phone meeting is fine. 

 Discuss your role and what is expected of 
you with the Interpretation Coordinator prior 
to the conference.  

 
Being a Member of a Team 
 

 On the day of the conference, meet with the 
full interpretation team.  Make an effort to 
connect, as you will be working closely. 

 Have a positive attitude.  Everyone is in this 
together.  When egos get in the way, quality 
suffers.  Remember that you are part of a 
team. 

 When translating for long sessions, you will 
be working in teams.  Decide how and when 
you will switch.  Having a pad to write notes 
on is helpful during a session. 

 



 

Set up 
 
 Arrive to your workshop space one half-hour 

prior to the workshop. 
 Identify a location that is off to the side 

where you will be able to hear the dialogue.   
 Set your equipment up on a table.   
 Check all of the headsets to make sure they 

are working.   
 Replace any batteries that are not working.   
 Review and make space for any written 

notes you will be using during the 
assignment.  

 Distribute headsets to participants in the 
manner agreed upon with the Interpretation 
Coordinator. 

 
The Session 
 
 Touch base with the presenter(s) prior to the 

session and discuss any last minute details.  
This is a good time to agree on a signal that 
tells them they are going too fast or too slow 
or if you need to stop for any reason. 

 During the session use the agreed-upon 
signals.  If the presenter does not notice 
them, interrupt the workshop.  It is important 
that you are able to keep up.  Your ethical 
responsibility is to the participants receiving 
your interpretation services. 

 Introduce yourself and your role to the group 
at the beginning of the workshop.  If the 
presenter does the introductions, make sure 
she/he can explain your role clearly. 

 

Hello, my name is ____________________.  
I will be the interpreter today.  When anyone 
talks, I will translate what he or she says 
into a microphone that will transmit my voice 
to the headsets of participants who do not 
speak ____________ (language of the 
presentation).  You can speak directly to 
any of these individuals, and when they 
respond, I will translate their message out 
loud for the rest of the group.  My one 
critical need is that one person speaks at a 
time during this session and speaks loudly 
enough for me to hear.  This will allow for 
full participation of all present here today.  
My role is to strictly translate information.  I 
am not a participant, and will not be 
involved in your session today. 

 
 If you are unable to keep up with the content 

of the workshop, request that the presenter 
stop while you handle something.  Leave the 
room and find the Interpretation Coordinator, 
who should be in the area, and have them 
come in and take over until you feel 
comfortable again. 

 Remember, the less people notice you, the 
better you have done your job. 

 
 
 
By: Betty García Mathewson, New York State Migrant Education. 
Resources: Views, Volume 12, Issue 11, December 1995, A Monthly 

Publication of RID. 
Additional Resources: Kathy Miraglia, B.A., C.S.C., Coordinator of 

Interpreter Services, University of Rochester 
Patricia Leadley, Spanish Language Interpreter, University of 
Rochester. 

Updated: 12-05. 
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DATE:  _______________________ 
 
TO: __________________________  
 
FROM: _______________________, Conference Interpretation Coordinator 
 
RE:  Simultaneous Interpretation of Your Session:  Session Name 
 
 
I have enclosed a Presenter Information Guide as a resource for you.  As you know, your session will 
be simultaneously translated.  Presenting a bilingual workshop is exciting and especially rewarding 
when the appropriate preparation has been completed.  
 
It is important that you read the document enclosed.  To assure quality interpretation and an 
equivalent experience for participants who do not speak English, it is critical that you send workshop 
information to your conference interpreter prior to the conference.  The Presenter Information Guide 
will tell you what information will be helpful to your interpreter, as well as other tips regarding the 
workshop process. 
 
Your session’s interpreter is ______________________.  You may contact him/her at: 

Interpreter 
Street Address 
Town, State, Zip code 
Telephone number 
FAX number 
Email address  

 
Feel free to contact me if you have any questions or concerns prior to the conference.  I can be 
reached at: (000) 123-4567.   
 
C: Interpreter 



 

DATE:  _______________________ 
 
TO: __________________________ 
 
FROM: _______________________, Interpretation Coordinator 
 
RE: __________________________ Conference  
 

 
The conference is quickly approaching.  The enclosed information is designed as a resource for you.  
Bilingual conferences are always a wonderful experience when the appropriate planning has taken 
place.   
 
Enclosed you will find: 

 Presenter Information Guide 
 Conference Interpretation: Being a Member of a Team 
 Matrix schedule for the conference 
 Workshop descriptions with presenter contact information 
 Map to the hotel  

 
Each presenter has received your contact information and the Presenter Information Guide.  If they 
do not contact you, please call them.  It is important that you receive information prior to the session.  
Remember, even if you are familiar with the vocabulary, your translation will be smoother if you have 
a sense of the direction the workshop will take. 
 
We will be meeting in the dining room on Thursday morning prior to the first workshop of the day.  
We will meet at 8:00 am.  The first session begins at 9:30 am.  This will give us enough time to 
connect as a group and then head off to set up our equipment in the rooms. 
 
If you have any questions or need assistance in any way prior to the conference, please contact me.  
I can be reached at: (000) 123-4567. 
 
Enc. 
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Planning Multilingual Meetings or Events 

 Hosting Multilingual Meetings 
 
 
 
 
 
 
 
Pre-Meeting Preparation 
 
 Have the agenda and handouts translated into 

the second language of the meeting. 
 Share the agenda with the session interpreter.   
 If your meeting will include a presentation and/or 

workshop component, share the Presenter 
Information Guide (p. 30) with the presenter(s), 
and make sure that your session interpreter 
receives their materials prior to the session. 

 
The meeting 
 
 Begin the session with a complete introduction 

of the interpreter’s role in both languages.  This 
can be done by the meeting chair or the 
interpreter. 

 
Our meeting will be multilingual.  When any of 
you talk, the interpreter will translate what you 
say.  You can speak directly to each other in 
your usual way. The interpreter’s role is to 
strictly translate information. He/she is not a part 
of our meeting.  It is important that only one 
person  speak  at  a  time,  though  anyone  can  
 

 
 
 
 
 
 
 
 
speak.  We must also be aware of how fast we 
speak.  If we are speaking too fast, he/she will 
(agreed upon signal). 
 
Provide instructions for headsets based upon 
whether all or some of the participants will be 
wearing them (see below).   
 
Repeat in second language of the session. 
 

 The interpreter will interpret everything that is 
said in the meeting.  English will be interpreted 
into the second language, and the second 
language will be interpreted into English.  

 If everyone in the meeting is wearing a headset, 
instruct participants to put the headsets around 
their necks and lift up the ear phones when the 
interpreter is speaking in their dominant 
language.  This feels clumsy at first, but people 
get used to it.   
• This is the most inclusive and efficient 

strategy for running multilingual meetings. 
 If you are limited by the number of headsets you 

have and must choose a meeting language, 
participants who will be speaking the second 
language   of   the   meeting   should   receive  a  
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bring people together.  Either a dish to pass or a food 

provided by your program works fine.  

 

Assemble an Interpretation/Facilitation Team 

Depending on the event, this is a time that you may 

utilize bilingual staff or volunteers.  Casual conversation 

is much easier to interpret, and can be handled more 

easily. 

 

Provide Training 

Training should take about 40 minutes, and can be 

provided just prior to the dinner. 
 
 Review your goals for the session.  For example, 

“We want parents to connect on every day aspects 

of life like there children, where they come from, 

their hobbies, etc.” 

 Review the basic role of an interpreter: Repeat 

everything that is said, as it is said.  

 Review the role of a facilitator: Keep the 

conversation going. 

 Provide a list of conversation starters, and discuss 

how they might be used.  Encourage people to 

allow the conversation to flow naturally, and to use 

the list as a last resort. 

 Feed the interpreters during your training.  The 

interpreters can not eat and interpret conversation 

at the same time. 

 

There should be one interpreter at each table of six to 

eight people. 

 
 

By: Betty García Mathewson.   
New York State Migrant Education. 

Created: 3-2006. 

 

 
 
 
 
 

headset.  In this case when participants who do not 

speak the language of the meeting have a 

contribution or question, the interpreter will switch to 

consecutive interpretation and will translate out loud 

what they say for the entire group.  The interpreter 

will then return to simultaneous interpretation.  

 Some language does not translate easily: 

• Jokes do not translate well.  Jokes contain 

culturally specific information that new 

immigrants to a country would not know.  

Rhymes do not translate either; they are no 

longer funny because the words no longer 

rhyme in the second language. 

• Do not use acronyms; they require that 

individuals be familiar with the group, 

association, or concept.  It can feel 

cumbersome to use the entire name, but it 

keeps everyone on the same page. 

 

Hosting Other Multilingual Events 
 
With an understanding of the basic principles underlying 

quality interpretation any event can be designed to be 

multilingual.  It takes time and good thinking, coupled 

with an adventurous spirit and a willingness to 

experiment.  The key is that individuals communicate 

directly with each other, and that the interpreter is as 

inconspicuous as possible.  Following is a description of 

a successful format used for a bilingual dinner. 

 

Bilingual Dinner 
 
Human beings have been connecting over food since 

the  beginning of time.  Dinners are a wonderful  way to 
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