ADMINISTRATIVE PROCEDURE
STUDENT-06
PROCEDURE FOR INTERPRETING SERVICES FOR
DEAF, HARD-OF-HEARING AND HEARING STUDENT

Number: Name:
STUDENT-06 Procedure For Interpreting Services For Deaf, Hard-Of-Hearing And Hearing Clients
Purpose:

This procedure outlines how students may request interpreting services as a reasonable
accommodation.

Responsible Unit:

Student AffairsT

Approved by: Approval Date:

\\7.@;\%/@ Z=5012_ Zoy
,%,,>( [ \\ )

1.1. Role of ODS and Registration for Services
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1.5.1. The goal of the Office of Disability Services (ODS) in the area of interpreting
services is to facilitate communication access to Deaf, hard-of-hearing, and
hearing students. The ODS will serve in a mediator capacity to ensure
reasonable accommodations are provided to Deaf and hard-of-hearing (D/HH)
students as mandated by Section 504 of the Rehabilitation Act of 1973 and the
American’s with Disabilities Act (ADA) of 1990.

1.5.2. During the student’s registration with the ODS, the need for sign or oral
interpreting services will be discussed. If needed, an interpreter will be
assigned to each of the student’s classes. On occasion, the ODS may be
unable to locate a qualified interpreter for a specific class and time. If this
occurs, the student will be notified immediately.

1.2. Student Responsibilities
1.2.1. Complete registration with the ODS.

1.2.2. Request the reasonable accommodation of interpreter services at least four
weeks in advance for interpreter services by completing the Request for
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1.2.3.

1.2.4.

1.2.5.

1.2.6.

1.2.7.

1.2.8.

1.2.9.

1.2.10.

1.2.11.

1.2.12.

1.2.13.

1.2.14.

1.2.15.

1.2.16.

Accommodations form online at https://www.marshall.edu/disability/request-
for-accommodations-2/.

Failure to make a request in a timely manner could result in a delay in receiving
services.

Notify the ODS of any schedule changes as soon as possible.

Introduce yourself to the interpreter on the first day of class, if not before the
first class.

Arrive on time for all classes.

Arrange seating that provides optimal distance, lighting, background, and angle
for viewing the interpreter.

Direct questions about class material, procedures, policy, and related items to
the professor/instructor of the course.

Interpersonal conversations with the interpreter are inappropriate during class
time. Please reserve interpersonal communications to times before or after
class.

Discuss any issues with your interpreter and inform the ODS after your
discussion.

Notify the ODS if your interpreter does not arrive to class.
Inform the interpreter and the ODS if a known absence will occur, the class
is cancelled, if you will be making a presentation, and/or if a video is to be

shown in class.

Be responsible and respectful of yourself, the interpreter, and the faculty
member.

Be familiar with Marshall University’s, the ODS, and individual faculty’s
policies and procedures.

Please remember that the interpreter will wait outside the classroom for 15
minutes for classes up to 90 minutes long, and 30 minutes for classes
longer than 90 minutes before leaving.

If the student arrives late, but before the interpreter leaves, it is not the
responsibility of the interpreter to inform the student of missed material.
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1.2.17.

1.2.18.

1.2.19.

1.2.20.

1.2.21.

1.2.22.

1.2.23.

1.2.24.

1.2.25.

1.2.26.

1.2.27.

1.2.28.

It is the student’s responsibility to obtain missed material from the
professor/instructor, note-taker (if applicable), students in the course, the
syllabus, or other means following the class meeting or at another appropriate
time.

If the student needs to speak to the professor/instructor or with other students
after a class meeting, ask the interpreter if she/he is available. If not, you will
need to schedule an appointment with the professor/instructor and/or
student(s) and request an interpreter through the ODS.

The student is responsible for all course content, exams, assignments, and
other course requirements.

The interpreter is not responsible for a grade the student received.

If the student has questions about course content, material, grades, or related
course aspects, the student should ask the professor/instructor.

If the student has communication problems or other issues with the
interpreter, discuss those issues, initially, with the interpreter, and inform the
ODS after these discussions.

Do not discuss these issues with other interpreters or individuals who may
use the interpreter for communication access.

If the issues related to interpreting cannot be resolved directly with the
interpreter, contact the Director of the ODS who will then meet with the
student and interpreter individually and together.

You will be given an opportunity to evaluate interpreter services you received
at mid-semester and at the end of the semester. Evaluation forms are located
in the ODS office.

If interpreter services are needed for a University related activity or program
other than academic classroom interpreter services, you should contact the
organizer of that activity or program as soon as possible to request interpreter
services.

Interpreter services for academic needs must be scheduled through ODS.
If a student schedules services directly with an interpreter, the assignment
will be a private contract between the interpreter and the student, so that the

student will be responsible for payment to the interpreter. The University will
not reimburse the student for private contract services.
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1.2.29. Interpreters will not be placed in assignments that could compromise the

interpreter code of ethics.

1.2.30. Any questions about the interpreter code of ethics should be posed to the

Director of the ODS.

1.3. ODS Responsibilities

1.3.1.

1.3.2.

1.3.3.

1.3.4.

1.3.5.

1.4.

1.4.1.

1.4.2.

1.4.3.

1.4.4.

1.4.5.

1.4.6.

1.4.7.

1.4.8.

Assist qualified students with disabilities in obtaining reasonable accommoda-
tions.

Provide qualified interpreters for students who need interpreter services.

Assist faculty and staff with educational endeavors related to the provision of
reasonable accommodations.

Provide support for students and faculty with communication dialogue related
to the provision of reasonable accommodations.

Respond professionally to concerns and issues raised by the student, inter-
preter, staff, or faculty member.

Interpreter Responsibilities

Follow a recognized code of ethics for interpreters.

Provide qualified interpreter services commensurate with knowledge and skills
base.

Interpret lectures, discussions, movies, and asides in the classroom setting.

Keep all information regarding interpreting assignments and interactions
confidential as required by Marshall University, the Family Educational Rights
and Privacy Act (FERPA) and applicable law.

Facilitate communication between persons who are hearing and persons who
are deaf or hard of hearing as accurately as possible.

Arrive for interpreter assignments on time.

Dress appropriately for interpreter assignments to include clothing that
contrasts with skin color but are not distracting to the student.

Prepare for interpreter assignments by reviewing textbooks, handouts, movies,
and related class materials ahead of time. An interpreter is compensated for
prep time.
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1.4.9. Wait 15 minutes for classes up to 90 minutes long, and 30 minutes for classes

1.4.10.

1.4.11.

longer than 90 minutes for the student outside class before leaving. Inform the
ODS of all absences and tardiness on the part of the student.

Report any issues or concerns to the ODS.

Adhere to all applicable Marshall University policies and procedures.

1.5. Class or Student Cancellations

1.5.1.

1.5.2.

1.5.3.

1.5.4.

1.6. Su

1.6.1.

If the professor of a class cancels a scheduled session or gives notice in the
syllabus that a class meeting will not occur, the student is responsible for
notifying the ODS as soon as possible, but no later than at least 24 hours in
advance.

If the student knows that he/she will miss a scheduled class meeting, the
student is responsible for notifying the ODS and the interpreter as soon as
possible, but no later than least 24 hours in advance. (The student should
consult with the interpreter for interpreter contact information).

The ODS realizes that in emergency situations, the student may not be able to
provide 24 hours notice. However, failure to provide 24-hour advance notice
for known absences may result in a suspension of interpreter services, as set
forth in section 1.6 below.

To notify the ODS the student may use one or more of the following venues:
1.5.1.1. Send an e-mail message to wyant2@marshall.edu, and/or

1.5.1.2. Callthe ODS and leave a message at 304-696-2467

spension of Interpreter Services

Failure to Provide 24-hour Notice that Interpreter’s Services

1.6.1.1. First occurrence: A letter or e-mail will be sent to the student
reminding the student of policy and procedures related to interpreter
services.

1.6.1.2. Second occurrence: A letter or e-mail will be sent to the student
notifying the student that failure to give 24 hour advance notice has
occurred two times. The letter or e-mail will also remind the student
of policy and procedures related to interpreter services.

1.6.1.3. Third occurrence: Interpreter services will be suspended and a letter
or e-mail will be sent to the student regarding policy and procedures
on interpreter services. The letter will also indicate that interpreter
services will remain suspended until the student meets with a
professional staff member of the ODS to discuss reinstatement of
interpreter services.
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1.6.1.4. Fourth occurrence: Interpreter services may be suspended
indefinitely. A letter outlining interpreter services policy and
procedure will be sent to the student along with a notice of indefinite
suspension. The student will be required to meet with the Director
of the ODS before a reinstatement of interpreter services will be
considered.

1.6.2. Three or more less than 24-hour advance notice cancellations for interpreter
services that are unrelated to an emergency situation.

1.6.2.1. The Director of the ODS is responsible for determining what consti-
tutes an emergency.

1.6.2.2. The student will receive a letter or e-mail indicating that interpreter
services have been suspended due to frequent cancellations.

1.6.2.3. The student must meet with the Director of the ODS before reinstate-
ment of interpreter services will be considered.

1.6.3. Three or more times arriving late to class.

1.6.3.1. The interpreter will wait 15 minutes for classes up to 90 minutes long,
and 30 minutes for classes longer than 90 minutes for the student
outside of class before leaving.

1.6.3.2. The student will receive a letter or e-mail indicating that interpreter
services have been suspended due to frequent tardiness.

1.6.3.3. The student must meet with the Director of the ODS before reinstate-
ment of interpreter services will be considered.

1.6.4. Inappropriate requests to the interpreter.

1.6.4.1. The student should not request an interpreter to engage in the fol-
lowing roles: counselor, academic advisor, tutor, friend, confidant,
in-class assistant, note-taker, transportation provider, professor, or
other roles that are unrelated to interpreter services.

1.6.4.2. Repeated requests to the interpreter to engage in roles unrelated
to interpreter services may result in the suspension of interpreter ser-
vices.

1.6.4.3. If services are suspended, the student must meet with the Director
of the ODS before reinstatement of services will be considered.

1.6.5. Inappropriate behavior toward the interpreter.

1.6.5.1. The student who engages in inappropriate behavior toward the in-
terpreter may have interpreter services suspended.

1.6.5.2. In addition, if the inappropriate behavior constitutes a violation of
University polices or procedures, the matter will be referred to the
appropriate University official for appropriate action. For example,
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any violation of the Student Code of Conduct with be referred to the
Director of Student Conduct for further action.

1.6.5.3. If services are suspended, the student must meet with the Director
of the ODS before reinstatement of services will be considered.

1.7. Appeals
Students who believe they have been inappropriately denied a reasonable
accommodation by ODS or Faculty who believe the accommodation is unreasonable
or inappropriate due the nature or type of class may appeal the decision of ODS

pursuant to Administrative Procedure, STUDENT-05, Appeals process for provision
of reasonable accommodation.
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