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Department of Human Resources

311 West Saratoga Street 

Baltimore MD  21201
	FIA ACTION  TRANSMITTAL

  

	Control Number:  #12-15
Obsoletes AT 02-06 
	Effective Date:  Upon Receipt

	
	Issuance Date:  January 31, 2012


TO:
DIRECTORS, LOCAL DEPARTMENTS OF SOCIAL SERVICES

DEPUTY/ASSISTANT DIRECTORS FOR FAMILY INVESTMENT

FAMILY INVESTMENT SUPERVISORS AND CASE MANAGEMENT STAFF
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ROSEMARY MALONE, EXECUTIVE DIRECTOR, FIA

DEBBIE RUPPERT, EXECUTIVE DIRECTOR, DHMH, OES
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ROLF GRAFWALLNER, ASSISTANT STATE SUPERINTENDENT, DECD, MSDE 

RE:
INTERPRETER SERVICES FOR NON-ENGLISH SPEAKING HOUSEHOLDS AND HOUSEHOLDS CONTAINING A HEARING IMPAIRED INDIVIDUAL
PROGRAM AFFECTED:
 ALL PROGRAMS

ORIGINATING OFFICE:
 OFFICE OF PROGRAMS
SUMMARY

Some households that apply for assistance through Local Departments do not speak English, have limited English proficiency or are hearing impaired.  This Action Transmittal (AT) provides updated information for you to ensure that these customers have equal access to services.  This AT obsoletes AT 02-06.
REQUIRED ACTION

You must accept an application for assistance and conduct an interview with customers who do not speak English, have limited English proficiency or are hearing impaired.  You must use the services of an interpreter if you cannot conduct an interview because of a customer’s language or hearing difficulties.  You must advise these customers, at every contact with the Agency, that they may request an interpreter at no charge.  You must note in the CARES narrative your offer of interpretation assistance or the customer’s request for interpretation assistance. 
You may use the options listed below to access interpreter and translation services on behalf of customers.  While you may not ask customers to use family members, especially minor children or friends, as interpreters, a customer may decline free interpretation assistance and choose to use their own interpreter.  You must note the customer’s request to use their own interpreter instead of free interpretation assistance in the case narrative.  If you have concerns about conflicts of interest, potential violations of confidentiality and privacy or the competency of the interpreter that a customer provided, you should provide independent interpretation assistance as a supplement or replacement.  These concerns are likely to arise when a customer chooses to use an informal interpreter such as a family member or friend. In particular, you should reiterate the offer of free interpretation assistance to any customer who opts to use their minor child as an interpreter, verify whether the decision is voluntary and explain the reasons why it is not preferable to use a minor child as an interpreter.  
Interpreter and translation service options: 
Regardless of the option used, steps should be taken to ensure that the interpreter is proficient in English and the language, including American Sign Language, which the customer understands; understands the ethics of interpreting, including but not limited to issues of confidentiality; can assess and provide the appropriate method of interpretation (e.g. consecutive, simultaneous etc.) ; demonstrates knowledge of any specialized terms and concepts in both languages, which are related to the customer’s needs; and, demonstrates knowledge of the particular vocabulary and phrases used by the customer. 

Additional considerations apply for translators. Translators should understand the customer’s reading level. In addition, the competence of the translation may be verified through “back translation,” having one translator translate the document from English and another translator translate the document back to English. 
1. In-house staff services – Each local department must develop, distribute and update a list of employees in each district office who are bilingual or multi-lingual. Staff are eligible to be compensated for their interpreter or translation services. 
Code Of Maryland Annotated Regulation (COMAR) 17.04.02.10 
.10 Bilingual Pay. 

A. An employee may be designated by an appointing authority to provide translation services when the appointing authority determines that these services are necessary to conduct the business of the unit. 
B. Unless bilingual skill is in the classification specification, an appointing authority may not require an employee to use bilingual skills to serve as a translator unless the employee is paid a minimum bilingual bonus or hourly equivalent of $25 per month. 
B. Unless bilingual skill is in the classification specification, an appointing authority may not require an employee to use bilingual skills to serve as a translator unless the employee is paid a minimum bilingual bonus or hourly equivalent of $25 per month. Bottom of Form

2. Services from the statewide contract for foreign language interpretation/translation services 

Through June 30, 2012, local departments may access services from:
a. CTS Language Link, 
b. Lionbridge Global Solutions, Inc. and 
c. Schreiber Translations, Inc. 
By using the statewide contract, local departments may take advantage of competitive rates and eliminate the need to procure services independently.  To access services, local departments must establish individual accounts with the contractors.  Contact information for each provider and further guidance are available on the Department of Budget and Management’s website at http://dbm.maryland.gov/contractors/swcontracts/Pages/LanguageContractHome.aspx. 
3. Interpreters from the Administrative Office of the Courts’ release list 
The Administrative Office of the Courts releases a list of certified or eligible interpreters (see attached list as of June 2011) that the LDSS can also contact.  The LDSS is responsible for fees for the interpreter’s services.  
4. Community volunteer interpreters
By establishing formal relationships with community-based organizations that can provide community volunteers, local departments can help to ensure quality and reliability.  
CARES PROCEDURES

On the CARES ADDR screen

· Place a Y in the Interpreter needed field.

· Enter the customer’s language code in the Prim Lang field on the ADDR screen. 
· If the customer’s spoken language is not listed, select option X (other) and document the language in the narrative. 
· Document the need for an interpreter in the narrative.

INQUIRIES

Please direct questions or concerns regarding DHR’s policy on LEP services and services to the hearing impaired to Gretchen Simpson at 410-767-7937 or gsimpson@dhr.state.md.us, Fatmata Khella-Mahoney at 410-767-7956 or fkhella@dhr.state.md.us or Rick McClendon at 410-767-7307 or rmcclen@dhr.state.md.us or to the Office of Employment and Program Equity at 410-767-7655. 
Please direct Food Supplement Program questions to Rick McClendon and 
Temporary Cash Assistance, Temporary Disability Assistance Program and Refugee Cash Assistance questions to Gretchen Simpson or Fatmata Khella-Mahoney.  Child Care Subsidy questions should be directed to Myra White-Gray at 410-767-7863 or myrawhite-gray@msde.state.md.us. Please direct MA policy questions to the DHMH Division of Eligibility Policy at 410-767-1463 or 1-800-492-5231 (select option 2 and request extension 1463).
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