MONTGOMERY COLLEGE


DISABILITY SUPPORT SERVICES


INTERPRETER SERVICE REQUEST POLICIES


V (301)279�5058 or TTY (301)294�9672





1.	A student must request an interpreter for each class from DSS using a “Services Request, Release, & Schedule Form” at least three weeks before the last day of regular registration.  If requests are late, DSS cannot guarantee to provide interpreters and services may need to be delayed until the next semester.





2.	A student must request an interpreter for class related activities in writing using the “Interpreter Request Form” at least three weeks before the event.  DSS will try very hard to fill late requests, but cannot guarantee service for late requests.





3.	For events not related to class, the student must contact the office sponsoring the event at least three weeks before the interpreter is needed.  For example, for Student Activities events, contact the Student Activities office.  The Student Activities office will then contact DSS to request an interpreter.





4.	Students must contact their interpreters 48 hours before being absent from a class or for any event for which they have requested interpreter services.  Students should get their interpreter’s phone number during the first class meeting.  When a student fails to contact an interpreter 48 hours before an absence two times, the student will receive a warning about possible suspension of interpreter services.  If a student fails to contact the interpreter 48 hours before an absence three times in one semester, the interpreter for that class will be suspended (stopped) for the remainder of the semester.


The interpreter will wait 15 minutes for a student to show up for class.  Then the interpreter will go to the DSS office.  Students and interpreters should discuss what they will do if bad weather occurs and agree on a way to contact each other if they will not come to class because of bad weather.





5.	Students should give their interpreters feedback about the communication process; for example, some technical classes have special vocabulary.  Talk with your interpreter and agree on the signs you will use for these terms.  It is important that you tell the interpreter when you do understand and when you do not understand their signs.  If a student has difficulty understanding an interpreter, the student should try to solve the problem immediately by talking with the interpreter.  Give the interpreter examples of what you do not understand, then give some suggestions about how to improve.  Give the interpreter a chance to improve.  Let them interpret at least one more time, then give them more feedback.  


If the communication problem is still not solved, talk with the interpreter again and set up an appointment to talk together � with you, the DSS counselor and the interpreter.  If the problem cannot be resolved, DSS will try to replace the interpreter as soon as possible.





I have read and understand all 5 parts of the interpreter policies.  I am requesting interpreter services for the classes listed on my DSS Services Request, Release, & Schedule Form.  By signing this paper, I agree to follow these policies.








Sign your name			Print your name		Date





