General Procedures

CCBC-Catonsville InterpretersPRIVATE 

You are responsible for knowing and following the

Code of Ethics as outlined by RID

Arrive at each class a few minutes early, especially on the first day.  Call the interpreter coordinator to notify her in advance (preferably 48 hours) if you are unable to attend class and the name of the substitute interpreter.

If you arrive at the class and the student is not there, wait outside the classroom for twenty minutes after the class has begun for the student to arrive.  Notify the interpreter coordinator if the student is absent.

Interpreters are paid for classes if they are not notified 48 hours in advance that the student will be absent. College policy supersedes this agreement any time the situation arises.  An example would be when the college is closed due to inclement weather.

If a student drops a class or withdraws from the college, the interpreter will be paid at the same rate of pay for two weeks from the date of withdrawal or drop during the Fall/Spring Semesters and at an adjusted rate for the Winter and Summer Semesters. If you are needed to substitute for another class during that time period, you will be expected to work.
It is expected that the interpreter will fulfill the obligations of their schedule, and that their acceptance of that schedule indicates that the interpreter will remain for the entire semester.

The deaf student must arrange through the interpreter coordinator any additional dates and times for extra curricular activities that require an interpreter.  If the deaf student contacts you to interpret and you do not notify the interpreter coordinator, CCBC will not be responsible for paying for that interpreting time.

Evaluation forms will be completed each semester by the deaf students. The coordinator will also periodically check with the students and the interpreters to make sure everything is progressing smoothly and to keep the lines of communication open. The interpreter is welcome to review the evaluations after they have been completed.

Please return this form to the interpreter coordinator, signed and dated within two weeks of receipt of this form. 

Signature_________________________________  Date________________

