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Federal and State Laws

Title VI of the Civil Rights Act of 1964

Executive Order 13166 of August 11, 2000.
Mandates linguistic access for any recipient of
federal funds.

Maryland Rules of Procedure: Rule 1-333, Court
Interpreters

House Bill 1148 Courts-Victims of Crime-
Interpreters

Maryland Judiciary Administrative Orders



Service Providers Should:

Know the definition of “limited English proficient™
(LEP)

Be familiar with language access laws and
regulations (Federal and State)

Be aware of proper noticing requirements for LEP
customers

Be aware of the types of language services
provided by the Maryland Judiciary

Be trained on how to access language services

Be trained on how to work effectively with LEP
customers and interpreters in-person and over
the phone

Be trained on recognizing cultural differences
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GUIDE TO COMMUNICATING WITH
LIMITED ENGLISH PROFICIENT INDIVIDUALS

The Maryland Judiciary provides court services to many people, including those who are limited
English proficient (LEP). This Guide will help court staff when assisting limited English proficient
individuals.

What does the Term “LEP"” mean?

“LEP” stands for “Limited English Proficient”. It is the inability of an individual to adequately
understand or communicate effectively in English. The U.S. Census Bureau’s definition for LEP is an
individual’s ability to speak English less than “very well”. By this definition. LEP individuals may
speak limited English and require language assistance, particularly when trying to access court
services.

How to Determine if an Individual is LEP
The best way to determine if an individual needs language assistance 1s to ask simple questions, such
as:

“How can I help you?”

“Please tell me your name and address™

“Do you have a case pending in this court?”

“What 1s your preferred language?”

*Are you comfortable speaking English or would you like me to obtain an interpreter for vou?”

YNY YW

If you and the LEP individual are able to communicate in English. proceed to assist them. Speak
slowly and be prepared to repeat your statements. Be patient. Remember that those who selt-identity
themselves as English speakers may still have difficulty understanding court terminology. If you are
unable to communicate with the LEP person. you will need to make arrangements for interpreter
assistance.
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Language Access [ools and

Resources

Sighage

Proper notices and announcements for LEP
persons (Language Line posters; cards; Language
Line dual-handset phones; interpreter request
forms)

Language Line telephonic interpreters
Video remote ASL interpreters

Staff interpreters

Registry interpreters

Language portals

Court forms and brochures translated into five
languages
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MARYLAND COURTS

Justice for all in a diverse and changing world

WE PROVIDE INTERPRETERS UPON REQUEST

The cowrt will appoint an intenpreter for you for all court hearings
and certain court-ordered or court-sponsored services. Interpreters
are available in all languages and are provided at no cost to pou.

AT THE COUNTER

Point to your language on the Language Line Card. We will contact
an interpreter on the phone sowe can speak with you today.
Several bilingual court forms and brochures are avadable in
SPANISH, FRENCH, RUSSIAN, KOREAM, and CHIMESE.

IN THE COURTROOM

To request an interpreter for your hearing, fill out form OC-DC-041
[Request for Spoken Language Interpreter] 30 days before youwr
cowrt date, if possible. If requesting 2 SIGHN LANGUAGE nterpreter,
uze form CC-DC-049 |Request for &ccommodation for Person with
Dizzbility). Forms are available at the counter or on-line.

FOR COURT SERVICES
Interpreters are also available for & brozd range of court-based

services., Use request forms CC-DC-041 or CC-DC-045.

LANMGUAGE SERVICES DN THE WEB
‘Wi have forms and materials available in SPANISH, FREMCH,
RUSSI&N, EOREAN, and CHINESE.

Wisit our LANGUAGE PORTALS for information on Maryland legal
topics, forms, brochures, and self-help centers.

For more information: Look for THE GLOBE at mdcourts. gow.
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OFRECEMOS SERVICIO DE INTERPRETES CUANDO LOS
SOLICITEN

El tribunal designars un interprate para usted pars todes ks sudiences
jussicisles y para ciertas servicios ordenados o patrocinados por & tribunsl
Se dispone de inbErpretes en todos oS idiomas y no s cobre por este
sErvicio.

EN EL MOSTRADOR
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Inferpretation Services Available

tnglish Translation: Point to your language. An interpreter will be called. The interpreter is provided at no cost to you.

Arabic = "1l | Korean o] E
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Bl (5 gl oo ATl oz Aol B MH| 28 Za 2 AT =g Uch
Burmese [g8e> "1 | Mandarin B:E <0
008092000072:0% 3§[gch 00y esleudlecS e S
208330905 00mig$ 3399 euidlecds DI A R A B O IRE -
Cantonese R =1 | Polish Polski -l
PR TR IERE S - Prosze wskaza¢ swéj jezyk i wezwiemy
DM & 42 pt e T B SRR RS - tlumacza. Thumacza zapewnimy bezptatnie.
Farsi =& &l | Portuguese Portugués
s oo pa e ladig) rle an€e L8 s ) ge ol 4y Indique o seu idioma. Um intérprete serd chamado.
(s aal g Ladi o) sl Al e man IS o) A interpretagio é fornecida sem qualquer custo para vocé.
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Language Access [ools and
Resources — Staff
Interpreters

Anne Arundel District and Circuit courts
Baltimore City District and Circuit courts
Baltimore County District and Circuit courts
Howard County District and Circuit courts
Frederick County District and Circuit courts
Montgomery County District and Circuit courts
Prince George’s District and Circuit courts
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the court where their proceeding is scheduled to take place. To request a sign language
interpreter. a Request for Accommodations by Persons with Disabilities (CC-DC49) should be

submitted to the court.

How to Work Effectivelv with an Interpreter

= If you are communicating with the LEP individual through an interpreter. speak slowly so that

the interpreter can maintain the conversation.

Speak directly to the LEP individual in the first person. Do not say: “Ask him if he
understands...”

Do not ask the interpreter to explain rules or procedures to the LEP individual. Do not use
acronyms or abbreviations that may present a challenge for the interpreter. Fully state the name
tor which the acronym or abbreviation stand.

Do not ask the interpreter to perform extra duties other than interpreting your statements to the
LEP individual.

If you do not understand the LEP individual’s responses through the interpreter. rephrase the
question or statement.

Be patient when using an interpreter. Interpreted conversations take longer.

How to Locate an Interpreter

= Each courthouse has a Court Interpreter Coordinator who schedules interpreters for court

proceedings. Contact the Clerk or Court Administrator’s Office.

= If vou do not know who schedules interpreters in yvour court, call the Administrative Office of
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Language Access [ools and
Resources - Registry
Interpreters

Each courthouse has an interpreter coordinator
Interpreter Request Form (CC-DCA 041) must be
filled out and submitted to the court (no later
than 30 days)

The Court Interpreter Registry has 460
interpreters in 65 languages

Registry interpreters work as freelance
Interpreters.

Registry interpreters are screened, tested, and
trained by the AOC



Language Access [ools and
Resources - Language
Portals

Top languages: Spanish, Chinese, French,
Korean, and Russian

Translated court forms and brochures

The Judiciary does not translate case-specific
documents or evidence

Translation Policy:


http://mdcourts.gov/courts/
http://www.courts.state.md.us/interpreter/translationservices.html

Language Access [ools and
Resources - THANK YOU!

Contact the Court Interpreter Program (CIP) staff:

Ksenia Boitsova, CIP Administrator:
Phone: (410) 260-3569
E-mail:

Lorena Sevilla Somoza, CIP Specialist:
Phone: (410) 260-1576
E-mail: lorena.sevillasomoza@madcourts.gov


mailto:Ksenia.Boitsova@mdcourts.gov

Language Access Online Resources

Court Language Services [For the public]. Find information here about the Maryland Court Interpreter
Program and how court users can get the language help they need.

https://mdcourts.gov/courts/courtlanguageservices

Request for Spoken Language Interpreter. Use this form to request a court interpreter for a court
proceeding or event.

https://mdcourts.gov/sites/default/files/import/courtforms/joint/ccdc041.pdf

Court Related Events for Which a Court Appointed Interpreter May Be Provided. The Maryland
Judiciary provides interpreters for a number of court-ordered or court-referred services.

https://mdcourts.gov/sites/default/files/import/courts/pdfs/interpretersforctrelatedevents.pdf

Request for ADA Accommodation. Use this form to request an accommodation, including an ASL or CDI
interpreter.

https://mdcourts.gov/sites/default/files/court-forms/courtforms/joint/ccdc049.pdf/ccdc049.pdf

Foreign Language Portals [English, Spanish, French, Russian, Korean, Chinese]. The Maryland Judiciary’s
Language Portals provide core web content, an introductory video, and links to translated forms,
brochures and additional web material in the target language. These portals make it easier for
individuals to find all the material available in their preferred language.

https://mdcourts.gov/courtlanguage

Interpreter Feedback. To provide feedback on the Maryland Court Interpreter Program, please follow
the procedure outlined below. The procedure includes a link to the Interpreter Services Feedback Form
and describes how complaints about interpreters are handled.

https://mdcourts.gov/sites/default/files/import/courts/pdfs/interpretercomplaintprocedure.pdf

Maryland Judiciary Translation Services. The Access to Justice Department of the Maryland
Administrative Office of the Courts provides translation services for the courts. We can translate court
forms, brochures, signage and other documents for use by the general public. For information on how to
get material translated, see the link below.

https://mdcourts.gov/interpreter/translationservices

LANGUAGE ACCESS ONLINE RESOURCES | Updated September 2018
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Court Forms (some translated into Chinese, French, Korean, Russian, and Spanish). The Maryland
Judiciary provides hundreds of court forms in a bilingual format in each of our priority languages.
Obtain them from the Language Portals or find them here by selecting the appropriate “language filter.”

https://mdcourts.gov/courtforms?forms%5B0%5D=languages%3A59

Brochures.
Do You Need a Court Interpreter? (available in Chinese, French, Korean, Russian, and Spanish)

https://mdcourts.gov/court-forms/forms/do-you-need-court-interpreter

Court Interpreters: A Guide for Legal Professionals [How to Work Effectively with Interpreters]

https://www.mdcourts.gov/sites/default/files/import/accesstojustice/pdfs/interpretersguideforlegalpro
fessionals.pdf

Court Interpreter Program [For Courts & Interpreters]. This site provides detailed information about the
Court Interpreter Program for potential interpreters, Registry interpreters, and court staff. The site
includes information on how to become a Registry interpreter. Password protected sections of the site
provide detailed information for interpreter coordinators and interpreters.

https://mdcourts.gov/interpreter

Court Interpreter Release List [Public]. The Maryland Judiciary makes its list of Registry interpreters and
their contact information available for use by other agencies outside the Maryland courts. The
interpreters listed have given approval for their names to be released.

https://mdcourts.gov/sites/default/files/import/interpreter/pdfs/interpreterlistnoncourt.pdf

LANGUAGE ACCESS ONLINE RESOURCES | Updated September 2018
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WORKING WITH COURT INTERPRETERS

Limited English Proficiency (LEP):

LEP means the inability to adequately hear, understand or communicate effectively in English in a court proceeding.

Evaluate the Need for an Interpreter:

Presume a bona fide need when a representation is made by an attorney or by a pro se litigant that a party or witness is
LEP and requests an interpreter. A voir dire for determining fluency/understanding of the non-English speaker asks
probing questions, such as:

>
>
>

“Please tell the Court your name and address”
“Do you understand why you are in court today?”’
“Do you feel comfortable proceeding in English or would you like to request a court interpreter?”

Appointment of an Interpreter:

The Maryland Judiciary provides court interpreters for hearings and proceedings conducted in court, as well as
certain court-related services and events, at no cost, for individuals who are parties and witnesses in civil,
criminal, and juvenile proceedings.

In most cases, a request will have been made to the court for an interpreter in advance and an interpreter will
already be assigned to the case. Parties in the case only need to submit a single interpreter request form. Once the
request is received, the court will assign an interpreter for ALL proceedings at which the party is expected to
appear. Other interested parties (victims and witnesses) must submit a new interpreter request form for each
proceeding.

If an interpreter has not been requested and if the court determines that the person needs an interpreter to
communicate with their attorney, understand English testimony, or be understood in English, then the court
should advise of the right to a qualified interpreter.

The Clerk’s or Court Administrator’s Office staff will make arrangements for a court interpreter selected from the
Court Interpreter Registry. In rare instances, when no interpreters from the Registry are available, a reputable
interpretation company may be contacted to procure a qualified interpreter.

For assistance, please contact the Court Interpreter Program staff at (410) 260-1291.

Interpreter Qualifications:

Only court-appointed interpreters can serve as official interpreters in the courtroom.

Attorneys or their clients’ family members or friends cannot serve as official court interpreters.

Judges and court personnel should never function as court interpreters.

The Court Interpreter Registry lists certified and qualified interpreters. Certified interpreters must be

contacted first when procuring interpreting services. Qualified interpreters can only be contacted if no

certified interpreters are available.

A certified or qualified interpreter is readily able to: communicate with the LEP individual and interpret without

omissions or additions, conserving the meaning, tone, and style of the original statement, including dialect, slang,

and specialized vocabulary.

If you are unsure about an interpreter’s qualifications, ask a few questions to make a determination.

> “Are you a certified or an qualified interpreter for the Maryland Courts?”

» “Are you familiar with the Maryland Code of Conduct for Court Interpreters? What are its main points?”
(See Rule 1-333, Court Interpreters, Maryland Rules of Procedure.) Court interpreters should know the
Canons contained in this Code. The 11 Canons are: (1) Accuracy and Completeness, (2) Representation of
Qualifications, (3) Impartiality/Avoid Conflicts of Interest, (4) Professional Demeanor, (5) Confidentiality,
(6) Restriction of Public Comment, (7) Scope of Practice, (8) Assess/Report Impediments, (9) Duty to Report
Ethical Violations, (10) Professional Development, and (11) Compliance.

* When you are assured that the interpreter is qualified to interpret, administer the Interpreter’s Oath.

The Interpreter’s Oath:

“Do you solemnly swear or affirm under the penalties of perjury to interpret accurately, completely and impartially and to
refrain from knowingly disclosing confidential or privileged information obtained while serving in the proceeding?”

OVER
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Maximizing Communication in Interpreted Proceedings:
The Judge Should:

* Instruct all parties as to the role of the interpreter.

* Keep the courtroom as quiet as possible, allow only one person to speak at a time, and ensure the interpreter can
see and hear the proceedings.

* Instruct all participants to speak loudly and clearly, and speak directly to the party or witness, not to the
interpreter.

* Instruct parties to pause when the length of an utterance becomes too long during consecutive interpretation
(witness testimony).

* Allow appropriate interpreter tools (language dictionaries, note taking, and wireless equipment).

* Allow interpreters to briefly converse with the non-English speaker to ensure understanding of dialect and
pronunciation differences.

» Should not ask the interpreter to explain or restate anything said by the party and do not allow attorneys to ask
that of an interpreter. Interpreters cannot act as advocates or advisers. The judge should instruct the parties,
attorneys, and jurors on the role of the interpreter. Judges and attorneys should observe interpreters to make sure
all statements are interpreted.

* Provide rest breaks as needed, since interpreter accuracy declines significantly after 30 minutes of continuous
interpretation.

e Should be aware that two interpreters must be assigned for trials and proceedings longer than three hours.

The Interpreter Should:
* Interpret in the first person and address the court in the third person (as “the interpreter”), to keep a clear record.
* Request permission from the judge to correct mistakes, check dictionaries, and request clarification if a phrase or
word is not understood.
* Be as unobtrusive and professional as possible.
* Bring any impediments to performance to the judge’s attention immediately.

Suggestions:
Clarifying the Interpreter’s Role to a Witness:

“I want you to understand the role of the interpreter. The interpreter is here only to interpret the proceedings. The
interpreter will say only what is said in your language and will not add, omit, or summarize anything. The interpreter will
say in English everything that you say in your language, so do not say anything you do not want everyone to hear. If you
do not understand a question that was asked, request clarification from the person who asked it. Do not ask the interpreter.
You are giving testimony to this court; therefore please speak directly to the attorney or to me (the court). Do not ask the
interpreter for advice. Speak in a loud clear voice. If you do not understand the interpreter please tell me. If you need the
interpreter to repeat, please make your request to me, not to the interpreter. Please wait until the entire statement has been
interpreted before you answer. Do you have any questions?”

Jury Instructions:

“This court seeks a fair trial for all regardless of the language they speak and regardless of how well they may or may not
speak English. Bias against or for persons who have little or no proficiency in English is not allowed. Therefore, do not
allow the fact that the party requires an interpreter to influence you in any way. Some of you may know the foreign
language used in the proceedings. It is important that all jurors consider the same evidence. Therefore, you must base
your decision on the evidence presented in the English interpretation”

Access to Justice Department, Administrative Office of the Courts
Phone Number (410) 260-1291 or (410) 260-3569
Court Interpreter Program Website: - http://www.courts.state.md.us/interpreter/index.html
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