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Welcome!

Thank you for your interest in volunteering at the Volunteer Lawyers Network (VLN). We are grateful for the help you will be providing to clients with low income and also will work to make sure this experience is an excellent opportunity for you to learn.

Persons who cannot speak English are often the least able to access the court system. Language barriers often prevent them from understanding their rights and taking legal action to protect themselves. By volunteering as an interpreter, you are helping us to assist this group of people who find it especially difficult to access the court system. 

Please feel free at any time to give us feedback as to ways we can better meet these goals. Volunteer feedback has played a large role in building and improving our clinics and programs.

Guidelines for Interpreters
Some guidelines for volunteering with private attorneys, whether at clinics or on full representation cases:

1. Attire for volunteers is business casual. 

2. Always introduce yourself as a volunteer interpreter prior to talking with a client. 

3. Before you sit in with a client, the attorney will ask the client’s permission.

4. As a professional, treat the client with respect and dignity at all times, even if the client becomes agitated. If the client becomes too agitated to talk with you, then excuse yourself and let the attorney handle the client.

5. If you do not know the answer to a question, say that you do not know. 

6. Review the difference between legal information and legal advice (May I Help You file), and be sure that you never give legal advice, even if you think you know the answer. 

7. Under no circumstances share any information about a client with anyone, with the exception of the attorney at the clinic. 

8. If at any time, you feel your own safety is at risk, excuse yourself and notify a nearby security guard or a staff person.
Training for Volunteer Interpreters 
Volunteer interpreters are invited to VLN’s New Attorney Meeting. Check www.volunteerlawyersnetwork.org for the next new member meeting.)

Volunteer interpreters who are not professional interpreters are asked to participate in a three-hour training regarding the duties of interpreters. This training takes place at the Minnesota Advocates for Human Rights (hrights@mnadvocates.org)
Opportunities for Volunteer Interpreters 
VLN has a significant number of clients with limited English skills. VLN is committed to serving these clients, and can do so only with your help! There are four main ways in which bi-lingual volunteers may interpreter at VLN.

1. Courthouse legal advice clinics – Interpreters volunteering at the Courthouse clinics are asked to volunteer on a weekly basis at a set day and time. Then VLN staff refer people that speak that language to that day and time. (The interpreter wears a pager and goes to the particular clinic with the need for an interpreter.) To maintain continuity, VLN is particularly interested in serving Spanish-speakers on Fridays and Somali-speakers on Mondays. The time commitment for interpreting at the courthouse clinics is approximately four hours per week.
2. Scheduled legal advice clinics – VLN has a number of scheduled clinics (i.e., clients are scheduled for appointments with the attorney in advance). When a VLN intake person signs up a client for a scheduled clinic, if the client needs an interpreter, the clinics coordinator will call volunteer interpreters to find one who is available at the specific date and time of the client’s appointment. The time commitment for interpreting at scheduled clinics is approximately one to two hours per clinic.
3. Full representation cases – sometimes, a VLN client who does not speak English needs assistance for a full representation, that is, where the volunteer attorney helps the client with the entire case. When a case placement coordinator at VLN has a client who needs an interpreter, he or she will call volunteers to find one who is available. The time commitment on these cases can be from 10 to 100 hours (and it does not have to be the same interpreter for the entire case).
4. Translating documents – VLN has a number of documents to translate into different languages. 
5. Spanish Hotline- bilingual volunteers who speak Spanish may volunteer at our Linea Legal Latina, VLN’s phone advice line for Spanish-speaking clients. Bi-lingual volunteers answer the phone, obtain information about the client’s issue and demographics, and then send that information to the Spanish-speaking attorney, who then calls the client back. The time commitment for the Linea Legal Latina is approximately three hours per week, between the hours of 11am-2pm on Tuesdays in St. Paul and/or 4pm-6pm on Wednesdays in Minneapolis.
VLN Courthouse Clinics Overview

The Courthouse Clinics include the LAP Clinic, Family Law Clinic, Housing Law Clinic, and Conciliation Court Clinic. (A map for these clinics is at: http://maps.google.com/maps/ms?ie=UTF8&hl=en&msa=0&msid=102072426937005389952.00000112f73b49b2b2a7e&z=17&om=1)

At these most of these clinics, attorneys volunteer in two-hour shifts and spend an average of 20 to 30 minutes per client.  Attorneys help clients by:

· Clarifying the legal issue

· Advising whether to bring a lawsuit

· Outlining legal options, practical options, and first steps

· Suggesting specific language to use on a form, pleading, or letter

· Making phone calls on the client’s behalf to obtain specific information 
· Recommending that the client hire an attorney or refer the client to other agencies, if appropriate
LAP is located at the Fourth Judicial District Self Help Center, on the skyway level of the Hennepin County Government Center. It runs Monday through Friday 9:00 a.m. – 3:00 p.m. (except a few Wednesday afternoons from 1:00 – 3:00 p.m.).

The Family Law Clinic is located at the Family Justice Center (110 South Fourth Street) on the first floor at the Self Help Center (turn left after going through security). It runs Mondays and Fridays from 10:00 to 12:00 noon and 1:00 p.m. – 3:00 p.m.

The Housing Law Clinic is located at the Hennepin County Government Center (300 South Sixth Street) on the 3rd Floor Tower C.  You will need to go through security first. It runs Tuesdays through Fridays 9:00 a.m. – 12:00 noon

The Conciliation Court Clinic is located at City Hall (350 South Fifth Street) in Room 312. It runs Tuesdays 1:00 – 3:00 p.m. and Thursdays 9:00 – 11:00 a.m. and 1:00 – 3:00 p.m.

The Bankruptcy Advice Clinic is located on the 7th floor of the US Federal Courthouse (300 South Fourth Street).  It runs every 1st and 3rd Thursday from 11:00 a.m. – 1:00 p.m.

The LAP and the Family Law Clinics are located onsite at a Fourth Judicial District Self Help Center (SHC). The SHC provides individuals with:
· Forms and written instructions 
· Online tools for filling out forms

· Information on self-representation 

· One-on-one help understanding court procedures and review of court forms
· Referrals to other community resources 
· Services in Spanish, Somali, and French (including interpreting services for LAP attorneys)
For those interpreters also working as assistants to the clinic attorneys, below is a flowchart describing the various tasks that the volunteer attorneys, the volunteer students/interpreters, and the district court staff perform at the Legal Access Point Clinic.

For those interpreter volunteers also assisting attorneys at clinic sites with English-speaking clients, please read the orientation materials specific to that clinic. 
VLN Scheduled Clinics Overview

VLN has several sites in the community at which attorneys meet with clients at pre-set times. These sites include the following (a map of all clinic sites is at: http://maps.google.com/maps/ms?ie=UTF8&hl=en&msa=0&msid=108775083613722414064.00000112b58061ce14f50&om=1&ll=44.974089,-93.266866&spn=0.327397,0.6427&z=11
· Exodus Clinic (Thursdays 5:00 p.m.) 819 Second Ave S, Minneapolis

· Kickernick Clinic (Wednesdays at 5:00 – 6:00 p.m.) 430 First Ave North, Mpls.

· Loring-Nicollet Clinic (Fridays 12:00 noon) 1925 Nicollet Ave S, Minneapolis

· Richfield Clinic (Mondays 5:00 p.m.) 6425 Nicollet Ave S, Minneapolis

Attorneys meeting clients at these sites often provide a brief services, rather than just legal advice. Sometimes, they take the case on as a full representation case. (If they do the latter, you are not committed for the full representation case unless you want to be!)

Many volunteer interpreters find that the scheduled clinics work best into their schedule, especially Exodus, Kickernick, and Richfield, which all take place at 5:00 p.m. (after work). If you wish to volunteer at one of these clinics specifically, please let us know and we’ll note that in our system.
Volunteer Interpreter Procedures 

Procedures for Volunteer Interpreters at Clinics
1. When VLN is unable to provide a bi-lingual attorney for a client who speaks Spanish or Somali (or some other language), VLN relies on volunteer interpreters.

2. Interpreters interpret everything the client says into English and everything the attorney says into Spanish/Somali/Other.

3. Interpreters do not participate in the conversation. The interpreter’s only job is to interpret what the client and the attorney say to each other.

4. If the client does not understand something and asks the interpreter, the interpreter will pass the question onto the attorney. The interpreter will not answer the question, even if the interpreter knows the answer.

5. The interpreter will have pen and paper to assist in remembering accurately the words to interpret. If the client and/or attorney are not pausing after every several sentences or so, the interpreter will ask the client and/or attorney to pause, so that the interpreter may accurately interpreter. The interpreter is not expected to remember long sequences of conversations, but is expected to be assertive about asking for breaks to interpret.

6. If the interpreter is unable to easily hear or understand the client or attorney, the interpreter will ask the client or attorney to speak up, or to re-state the sentence (s).

Recommendation for Establishing Appropriate Expectations

Whether you are interpreting at a clinic or on a full representation case, in order to ensure that you, the client, and the attorney have a shared understanding of the extent of the interpreter’s professional services, we suggest you communicate the following points at the beginning of a session in which you are going to interpret (unless the attorney already has done so):

1. I will interpret everything the client says into English and everything the attorney says into ____[client’s preferred language].

2. I cannot participate in the conversation. My only job is to interpret what each of you says.

3. If you [the client] do not understand something, ask the attorney, not me. Please talk to the attorney, not to me.

4. If you have a long question or a long answer, please pause frequently so that I may interpret everything accurately.

5. Please speak loudly and pronounce your words clearly so I can hear you easily.

6. It may take longer to say everything through an interpreter. Please say everything you need to say.

7. If you have any difficulty hearing me during the conversation, please tell me. If I have difficulty hearing either of you, I will say so.

Client Income Guidelines

All clients seen at the VLN clinics must have household incomes at or below 300% of the federal poverty guideline. All clients represented by a VLN volunteer attorney must have household incomes at or below 125% of the federal poverty guideline (FPG).  In 2006, 300% of the FPG for a family of four is $60,000 per year; 125% is $25,000. 

	
	 
	300% FPG 
(VLN Clinics Screening)
	 

	Family Size
	 
	Annual
	Monthly
	Weekly
	Assets

	1
	 
	31,200
	2,600
	600
	3500

	2
	 
	42,000
	3,500
	808
	4000

	 
	 
	 
	 
	 
	 

	3
	 
	52,800
	4,400
	1,015
	4500

	4
	 
	63,600
	5,300
	1,223
	4750

	 
	 
	 
	 
	 
	 

	5
	 
	74,400
	6,200
	1,431
	5000

	6
	 
	85,200
	7,100
	1,638
	5250

	 
	 
	 
	 
	 
	 

	Add'n
	 
	10,800
	900
	208
	250


Compelling Success Stories

Please make a special note anytime you see an especially compelling situation in which the help from the clinics made a measurable difference in a client’s life. VLN funders are always impressed by such stories and yet VLN staff members are often not in the position to see the huge differences that VLN volunteers make in VLN clients’ lives. VLN attorneys are often reluctant (or too busy) to share such stories.

When you see such a situation, it would be so helpful if you could make an extra effort to send a note to a VLN staff member describing the situation and how the attorney’s or your help made a concrete difference in the client’s situation. Email is probably easiest; all staff emails are located on the VLN website at: www.volunteerlawyersnetwork.org .
Frequently-asked Questions regarding Interpreting

The following are excerpts from the Supreme Court’s webpage on the Court Interpreter Program: http://www.mncourts.gov/?page=455 

What is interpretation?

Interpretation means the unrehearsed transmitting of a spoken or signed message from one language to another.  Qualified oral interpreters generally use consecutive and simultaneous interpretation in court.  Sign language interpreters render the meaning of a sign into speech and vice versa.  Interpretation is different from "translation," which relates to the conversion of a written text from one language into written text in another language.

What skills do I need to become an interpreter?

Interpreting requires the ability to perform several mental processes while at the same time vocalizing the message.  The process includes:

· Listening

· Understanding

· Summarizing the message from the words and word order

· Retaining ideas

· Understanding a message's intent

· Recreating the exact message in the other language

· Doing these things while speaking and listening for the next phrase to process

What qualifications do I need to become a court interpreter?

First, know your languages.  Full bilingual proficiency, ample vocabulary, and knowledge of standard grammar are prerequisites.  One effective self-training technique is to observe court proceedings and mentally interpret them to yourself.  Write down the terms that stump you, and then look for solutions in dictionaries.

It is also important to possess educated, native-like mastery of both English and a second language; a wide general knowledge, characteristic of someone who has a minimum of two years of a general college-level education; and the ability to perform the three major types of court interpreting (consecutive, simultaneous, and sight interpreting).

Other skills considered essential include:

· A good working knowledge of court procedures, court rules, and Minnesota statutes, as well as an understanding of how they apply at the various court levels.

· Excellent customer service skills for internal and external customers.

· Excellent oral and written communication skills.

· The ability to pass a test in English on the Code of Professional Responsibility for Court Interpreters.

· The ability to work independently with minimal supervision.

· The ability to work effectively with judges, administrators, and court staff.

· An understanding and ability to interpret court policies and procedures, as well as an understanding of how the Code of Ethics relates to particular assignments.

· The desire to continue learning.

What Is the Minnesota Statewide Roster?

The State Roster is a list of interpreters who have completed the minimum requirements to become eligible to work in the state court system. The Roster is divided into two categories: court certified interpreters, and rostered interpreters.  Court personnel refer to the Roster to locate and schedule court interpreters.  The Roster is also used by public agencies and services as they search for qualified interpreters.  Under the direction of the State Court Administrator's Office, the Court Interpreter Program maintains and publishes the Roster on-line.  It can be searched by clicking on Find an Interpreter on the top right of this page.

How do I become a court interpreter in Minnesota?

(This is beyond your volunteering at VLN, but in case it’s helpful, we include this section.)

According to the Minnesota Supreme Court rules on interpreting, individuals who wish to interpret in the state court system and be included on the Statewide Roster of Interpreters must first complete the following:

1. Pass the ethics test based on the Code of Professional Responsibility for Interpreters in the state court system.  This is a written test made up of 25 multiple-choice questions in English.  The test measures candidates' knowledge of (1) general English language vocabulary; (2) court-related terms and knowledge; and (3) understanding of the Code of Professional Responsibility for Court Interpreters.  Tests are typically given on Saturdays.  Individuals who register for the test will receive a copy of the Code about two weeks before the test to allow time for study.  An optional two-hour review and discussion led by professional court interpreters is held immediately before the test.  Candidates then receive one hour to complete the test.  The registration fee is $50.

2. After passing the ethics test, attend the required orientation program.  Orientation programs are usually held on Saturdays and are conducted in English.  The program provides an introduction to court interpreting by studying the Minnesota Judicial System and legal terms, practicing interpreting techniques, and analyzing the role of interpreters in the court system.  The program cost is $150.

3. Demonstrate language proficiency in English and the language(s) for which you'll interpret. All new interpreters seeking to join the roster must provide verification of their ability to communicate in both English and their target language(s). This can be demonstrated through educational experience and/or language testing. Additional details can be obtained from the Court Interpreter Program.

4. File an affidavit with the State Court Administrator's Office that explains that you agree to be bound by the Code of Professional Responsibility.  The affidavit form is given to interpreters at the end of the orientation program and is to be completed, notarized, and mailed to the Court Interpreter Program.  Upon receipt of their affidavits, interpreters will receive letters that verify they are eligible to work in the state court system and that their names have been placed on the Statewide Roster of Court Interpreters.

Sign language interpreters:  The Minnesota State Court System does not have a testing program for sign language interpreters.  However, Minnesota courts do comply with the standards of the Americans with Disabilities Act of 1990 by providing qualified sign language interpreters when appropriate and necessary to ensure effective communication with people with disabilities.  The Minnesota Supreme Court has mandated in the General Rules of Practice, Rule 8, that sign language interpreters must meet the minimum requirements to interpret in the courts.  In addition, they must maintain certification by the Registry of Interpreters for the Deaf or the National Association for the Deaf.  (See below for certification requirements.)

What are the different types of interpreting?

There are three types of interpreting.  They are:

· Consecutive:  Providing the interpreted words after the speaker has stopped speaking.  The length of the interpretation may near the limits of the interpreter's capacity for recalling what is said.  Interpreters would typically take notes to help them interpret.

· Simultaneous:  Providing the interpreted words continuously at the same time someone is speaking. 

· Sight:   Sometimes referred to as "sight translation," this is a hybrid type of interpreting during which the interpreter reads a document written in one language while converting it orally into another language.  In this type of interpreting, a written text is interpreted without advance notice.  Court interpreters often sight-translate legal documents such as plea agreements.

What do court interpreters do?

Court interpreters interpret for people in court who cannot communicate effectively in English.  These people include defendants and witnesses in criminal court, as well as litigants and witnesses in family and civil courts. Interpreters also work in out-of-court settings such as attorney-client meetings, depositions, witness preparation sessions, and interviews with court personnel.

The interpreter’s duty is to

1. Ensure that the proceedings in English reflect precisely what was said by a non-English-speaking person, and

2. Place the non-English-speaking person on an equal footing with those who are proficient in English.

Interpreters interpret from one language to another everything that is said, preserving the tone and level of the original language, adding and deleting nothing.  A bilingual individual is not necessarily qualified to interpret in court.  Court interpreting requires additional knowledge and skills.

What can happen if I make a mistake while interpreting?

The consequences can be severe if an interpreter fails to interpret a legal proceeding accurately and fairly.  Poor interpretation may fail to capture the eloquence of a judge, attorney, or witness.  Questions and testimony can be distorted, leading a judge or jury to be confused or uncertain.  Especially in criminal matters, poor interpretation can result in a wrongful conviction or acquittal.  The consequences can even extend beyond a single proceeding and compromise the integrity of the judicial system.

Interpreters are often required or strongly recommended to maintain professional liability or errors and omissions insurance.  Check with your local insurance agent for rates and additional information.

Code Of  Professional Responsibility  For Interpreters

All volunteer interpreters at VLN are expected to read and follow the Supreme Court Code of Professional Responsibility for Interpreters. This has been reproduced in its entirety below.

PREAMBLE


Many persons who come before the courts are partially or completely excluded from full participation in the proceedings due to limited English proficiency, or a speech or hearing impairment.  It is essential that the resulting communication barrier be removed, as far as possible, so that these persons are placed in the same position as similarly situated persons for whom there is no such barrier.  As officers of the court, interpreters help assure that such persons may enjoy equal access to justice and that court proceedings and court support services function efficiently and effectively.  Interpreters are highly skilled professionals who fulfill an essential role in the administration of justice.

APPLICABILITY


This code shall guide and be binding upon all persons, agencies and organizations who administer, supervise, use or deliver interpreting services within the Minnesota state court system.

Commentary


The use of the term “shall” is reserved for the black letter principles.  Statements in the commentary use the term “should” to describe behavior that illustrates or elaborates upon the principles.  The commentaries are intended to convey what the drafters of this code believe to be probable and expected behaviors.  Wherever a court policy or routine practice appears to conflict with the commentary in this code, it is recommended that the reasons for the policy or practice as it applies to court interpreters be reviewed for possible modification.

CANON 1:  ACCURACY AND COMPLETENESS


Interpreters shall render a complete and accurate interpretation or sight translation, without altering, omitting, or adding anything to the meaning of what is stated or written, and without explanation.

Commentary


The interpreter has a twofold duty:

1)
to ensure that the proceedings reflect, in English, precisely what was said by a non-English speaking person, and

2)
to place the non-English speaking person on an equal footing with those who understand English.


This creates an obligation to conserve every element of information contained in a source language communication when it is rendered in the target language.


Therefore, interpreters are obligated to apply their best skills and judgment to faithfully preserve the meaning of what is said in court, including the style or register of speech.  Verbatim, “word for word” or literal oral interpretations are not appropriate when they distort the meaning of what was said in the source language, but every spoken statement, even if it appears non-responsive, obscene, rambling, or incoherent should be interpreted.  This includes apparent misstatements.


Interpreters should never interject any statement or elaboration of their own.  If the need arises to explain an interpreting problem (e.g. a term or phrase with no direct equivalent in the target language or a misunderstanding that only the interpreter can clarify), the interpreter should ask the court’s permission to provide an explanation.  Spoken language interpreters should convey the emotional emphasis of the speaker without reenacting or mimicking the speaker’s emotions, or dramatic gestures.  Sign language interpreters, however, must employ all of the visual cues that the language they are interpreting for requires--including facial expressions and body language, in addition to hand gestures.  Judges, therefore, should ensure that court participants do not confuse these essential elements of the interpreted language with inappropriate interpreter conduct.  Any challenge to the interpreter’s conduct should be directed to the judge.


The obligation to preserve accuracy includes the interpreter’s duty to correct any errors of interpretation discovered by the interpreter during the proceeding.  Interpreters should demonstrate their professionalism by objectively analyzing any challenge to their performance.


The ethical responsibility to accurately and completely interpret includes the responsibility of being properly prepared for interpreting assignments.  Interpreters are encouraged to obtain documents and other information necessary to familiarize themselves with the nature and purpose of a proceeding.  Prior preparation is especially required when testimony or documents include highly specialized terminology and subject matter.

CANON 2:
REPRESENTATION OF QUALIFICATIONS


Interpreters shall accurately and completely represent their certifications, training, and pertinent experience.

Commentary


Acceptance of a case by an interpreter conveys linguistic competency in legal settings.  Withdrawing or being asked to withdraw from a case after it begins causes a disruption of court proceedings and is wasteful of scarce public resources.  It is therefore essential that interpreters present a complete and truthful account of their training, certification and experience prior to appointment so the officers of the court can fairly evaluate their qualifications for delivering interpreting services.

CANON 3:
IMPARTIALITY AND AVOIDANCE OF CONFLICT OF INTEREST


Interpreters shall be impartial and unbiased and shall refrain from conduct that may give an appearance of bias.  Interpreters shall disclose any real or perceived conflict of interest.

Commentary


The interpreter serves as an officer of the court and the interpreter’s duty in a court proceeding is to serve the court and the public to which the court is a servant.  This is true regardless of whether the interpreter is publicly retained at government expense or retained privately at the expense of one of the parties.


The interpreter of record should avoid any conduct or behavior that presents the appearance of favoritism toward any of the parties.  Interpreters should maintain professional relationships with their clients, and should not take an active part in any of the proceedings.  The interpreter should discourage a non-English speaking party’s personal dependence.


During the course of the proceedings, interpreters of record should not converse with parties, witnesses, jurors, attorneys, or with friends or relatives of any party, except in the discharge of their official functions.  Official functions may include an informal pre-appearance assessment to include the following:


1.
culturally appropriate introductions;


2.
a determination of variety, mode, or level of communication;


3.
a determination of potential conflicts of interest; and


4.
a description of the interpreter’s role and function.


The interpreter should strive for professional detachment.  Verbal and non-verbal displays of personal attitudes, prejudices, emotions, or opinions should be avoided at all times.


Any condition that interfered with the objectivity of an interpreter constitutes a conflict of interest and must be disclosed to the judge.  The interpreter should only divulge necessary information when disclosing the conflict of interest.  The following are circumstances that create potential conflicts of interest that must be disclosed:

1.
the interpreter is a friend, associate, or relative of a party or counsel for a party involved in the proceedings;

2.
the interpreter or the interpreter’s friend, associate, or relative has a financial interest in the subject matter in controversy, a financial interest in a party to the proceeding, or any other interest that would be affected by the outcome of the case;

3.
the interpreter has served in an investigative capacity for any party involved in the case at issue;

4.
the interpreter has previously been retained by a law enforcement agency to assist in the preparation of the criminal case at issue;

5.
the interpreter has been involved in the choice of counsel or law firm for that case at issue;

6.
the interpreter is an attorney in the case at issue;

7.
the interpreter has previously been retained for private employment by one of the parties to interpret in the case at issue; or

8.
for any other reason, the interpreter’s independence of judgment would be compromised in the course of providing services.


The existence of any one of the above-mentioned circumstances does not alone disqualify an interpreter from providing services as long as the interpreter is able to render services objectively.  An interpreter may serve if the judge and all parties consent.  If an actual or apparent conflict of interest exists, the interpreter may, without explanation to any of the parties or the judge, decline to provide services.


Should an interpreter become aware that a non-English speaking participant views the interpreter as having a bias or being biased, the interpreter should disclose that knowledge to the judge.

CANON 4:
PROFESSIONAL DEMEANOR


Interpreters shall conduct themselves in a manner consistent with the dignity of the court.
Commentary


Interpreters should know and observe the established protocol, rules, and procedures for delivering interpreting services.  When speaking in English, interpreters should speak at a rate and volume that enables them to be heard and understood throughout the courtroom.  If an interpreter is not actively interpreting, the interpreter should not engage in any distracting activity in the courtroom such as reading newspapers or magazines or engaging in conduct that may call inappropriate attention to the interpreter.  Interpreters should dress in a manner that is consistent with the dignity of the proceedings of the court.


Interpreters should avoid obstructing the view of any of the individuals involved in the proceedings, but should be appropriately positioned to facilitate communication.  Interpreters who use sign language or other visual modes of communication must, however, be positioned so that signs, facial expressions, and whole body movements are visible to the person for whom they are interpreting.


Interpreters are encouraged to avoid personal or professional conduct, which could discredit the court.

CANON 5:
CONFIDENTIALITY


Interpreters shall protect the confidentiality of all privileged and other confidential information.

Commentary


Interpreters must protect and uphold the confidentiality of all privileged information obtained during the course of their duties.  It is especially important that the interpreter understand and uphold the attorney-client privilege that requires confidentiality with respect to any communication between attorney and client.  This rule also applies to other types of privileged communications.


Interpreters must also refrain from repeating or disclosing information obtained by them in the course of their employment that may be relevant to the legal proceeding. 


In the event that an interpreter becomes aware of information that indicates probable imminent harm to someone or relates to a crime being committed during the course of the proceedings, the interpreter should immediately disclose the information to the presiding judge.  If the judge is not available, the interpreter should disclose the information to an appropriate authority in the judiciary.

CANON 6:
RESTRICTION OF PUBLIC COMMENT


Interpreters shall not publicly discuss, report or offer an opinion concerning a matter in which they are or have been engaged, even when that information is not privileged or required by law to be confidential, except to facilitate training and education.

Commentary


Generally, interpreters should not discuss outside of the interpreter’s official duties, interpreter assignments, persons involved or the facts of the case.  However, interpreters may share information for training and educational purposes.  Interpreters should only share as much information as is required to accomplish their purpose.  An interpreter must not reveal privileged or confidential information.

CANON 7:
SCOPE OF PRACTICE


Interpreters shall limit themselves to interpreting or translating and shall not give legal advice, express personal opinions to individuals for whom they are interpreting, or engage in any other activities which may be construed to constitute a service other than interpreting or translating while serving as an interpreter.

Commentary


Since interpreters are responsible only for enabling others to communicate, they should limit themselves to the activity of interpreting or translating only, including official functions as described in the commentary to Canon 3.  Interpreters, however, may be required to initiate communications during a proceeding when they find it necessary to seek direction from the court in performing their duties.  Examples of such circumstances include seeking direction from the court when unable to understand or express a word or thought, requesting speakers to moderate their rate of communication or repeat or rephrase something, correcting their own interpreting errors, or notifying the court of reservations about their ability to satisfy an assignment competently.  In such instances, they should make it clear that they are speaking for themselves.


An interpreter may convey legal advice from an attorney to a person only while that attorney is giving it.  An interpreter should not explain the purpose or contents of forms, services, or otherwise act as counselors or advisors unless they are interpreting for someone who is acting in that official capacity.  The interpreter may translate language on a form for a person who is filling out the form, but should not explain the form or its purpose for such a person.


While engaged in the function of interpreting, interpreters should not personally perform official acts that are the official responsibility of other court officials including, but not limited to, court clerks, pretrial release investigators or interviewers, or probation counselors.

CANON 8:
ASSESSING AND REPORTING IMPEDIMENTS TO PERFORMANCE


Interpreters shall assess at all times their ability to deliver their services.  When interpreters have any reservation about their ability to satisfy an assignment competently, they shall immediately convey that reservation to the appropriate judicial authority.

Commentary


If the communication mode or language variety of the non-English-speaking person cannot be readily interpreted, the interpreter should notify the appropriate judicial authority, which includes a supervisory interpreter, a judge, or another official with jurisdiction over interpreter matters.


Interpreters should notify the appropriate judicial authority of any environmental or physical limitation that impedes or hinders their ability to deliver interpreting services adequately, e.g., the courtroom is not quiet enough for the interpreter to hear or be heard by the non-English speaker, more than one person at a time is speaking, or principals or witnesses of the court are speaking at a rate of speed that is too rapid for the interpreter to adequately interpret.  Sign language interpreters must ensure that they can both see and convey the full range of visual language elements that are necessary for communication, including facial expressions and body movement, as well as hand gestures.


Interpreters should notify the judge of the need to take periodic breaks in order to maintain mental and physical alertness and prevent interpreter fatigue.  Interpreters should recommend and encourage the use of team interpreting whenever necessary.


Interpreters are encouraged to make inquiries as to the nature of a case whenever possible before accepting an assignment.  This enables interpreters to match more closely their professional qualifications, skills, and experience to potential assignments and more accurately assess their ability to satisfy competently those assignments.


Even competent and experienced interpreters may encounter situations where routine proceedings suddenly involve technical or specialized terminology unfamiliar to the interpreter, e.g., the unscheduled testimony of an expert witness.  When such situations occur, interpreters should request a brief recess in order to familiarize themselves with the subject matter.  If familiarity with the terminology requires extensive time or more intensive research, interpreters should inform the judge.


Interpreters should refrain from accepting a case if they feel the language and subject matter of that case is likely to exceed their skills or capacities.  Interpreters should notify the judge if they feel unable to perform competently, due to lack of familiarity with terminology, preparation, or difficulty in understanding a witness or defendant.

CANON 9:
DUTY TO REPORT ETHICAL VIOLATIONS


Interpreters shall report to the proper judicial authority any effort to impede their compliance with any law, any provision of this code, or any other official policy governing court interpreting and translating.

Commentary


Because the users of interpreting services frequently misunderstand the proper role of the interpreter, they may ask or expect the interpreter to perform duties or engage in activities that run counter to the provisions of this code or other law, rules, regulations, or policies governing court interpreters.  It is incumbent upon the interpreter to explain their professional obligations to the user.  If, having been apprised of these obligations, the person persists in demanding that the interpreter violate them, the interpreter should turn to a supervisory interpreter, a judge, or another official with jurisdiction over interpreter matters to resolve the situation.

CANON 10:
PROFESSIONAL DEVELOPMENT


Interpreters shall continually strive to improve their skills and knowledge and advance the profession through activities such as professional training and education, and interaction with colleagues, and specialists in related fields.

Commentary


Interpreters must continually strive to improve their interpreting skills and increase their knowledge of the languages they work in professionally, including past and current trends in technical terminology and social and regional dialects as well as their applicable within court proceedings.


Interpreters should keep informed of all statutes, rules of court and policies of the judiciary that govern the performance of their professional duties.


An interpreter should seek to elevate the standards of the profession through participation in workshops, professional meetings, interaction with colleagues, and reading current literature in the field.

Any questions may be directed to the Minnesota Court Interpreter Program, The Supreme Court of Minnesota, State Court Administration, 140 Minnesota Judicial Center, 25 Constitution Avenue, St. Paul, MN 55155-1500, Phone (651) 297-5300, Fax (651) 297-5636, Email:  cip@courts.state.mn.us
Resources for Interpreters

There are numerous resources for interpreters on the Minnesota Supreme Court Website, including
:
· Contact persons for the Minnesota District Courts

· Resources for Interpreters at the MN Law Library
· Publications & Resources
· Information about the Minnesota Courts
· Code of Professional Responsibility
· Certification Exam Self Assessment Tool
· Spanish Certification Exam Practice Kit
· To learn more about what the courts expect from their court interpreters, watch Taking the Interpreter's Oath to Heart: An Introduction to the Requirements for Interpreting in Federal Court. This video was produced by the Administrative Office of the U.S. Courts, District Court Administrative Division. 

· Security Manual for Court Interpreters

· Acebo Products: legal interpretation training products for foreign language interpreters

· Interpretation & Translation Resources for the Criminal Justice System
· The Consortium for State Court Interpreter Certification

· State Court Interpreter Program Contacts
· Essential Dictionaries for Court Interpreters

Legal Glossaries:

· English/Spanish Legal glossary
· English/Hmong legal glossary
· English/Somali legal glossary
· English/Mandarin legal glossary
· English/Arabic legal glossary
· English/Armenian (Western) legal glossary
· English/Hmong legal glossary
· English/Mien legal glossary
· English/Punjabi legal glossary
· English/Romanian legal glossary
· English/Russian legal glossary
· English/Urdu legal glossary part 1 part 2 

 HYPERLINK "http://www.saccourt.com/geninfo/legal_glossaries/glossaries/English%20Urdu%20Legal%20Glossary%20Part%203.pdf" part 3 part 4 part 5 part 6
· English/Vietnamese legal glossary
VLN has a English/Spanish Legal Glossary which you is on our website at: http://www.volunteerlawyersnetwork.org/files/Spanish Legal Terms Glossary.pdf 
(If our website has been updated recently, this link may not work. Please let Martha know (martha@hcba.org) and she will send you the glossary.)

Legal Advice vs. Legal Information 

All non-attorneys volunteers helping at VLN clinics or with a VLN client must know the difference between legal advice and legal information and never provide legal advice. 

The following information regarding the difference between legal information and legal advice is based upon “May I Help You,” a resource created by the Judicial Council of California, Administrative Office of the Courts, Access and Fairness Advisory Committee. A copy of this may be found at: http://www.volunteerlawyersnetwork.org/forms/May_I_Help_You.pdf

INTRODUCTION

In recent years, courts throughout the country have identified an increase in the number of cases filed by individuals without the assistance of counsel. Because court users are unfamiliar with legal processes, they often look to volunteer law students for answers to questions about the legal system. 

Law students are not supposed to give legal advice. However, the line between legal information and legal advice is blurry, and you may avoid giving appropriate information about court procedures because you don’t want to violate the Code of Ethics. When you are uncertain whether you are being asked to give legal advice, do not hesitate to suggest that they consult an attorney.

YOU CAN EXPLAIN AND ANSWER QUESTIONS ABOUT HOW THE COURT WORKS AND GIVE GENERAL INFORMATION ABOUT COURT RULES, PROCEDURES, AND PRACTICES.

You may explain court processes and procedures to court users. Certainly they will find sample pleadings and information packets useful, but you will also need to answer  individual questions. 

You also may inform litigants and potential litigants about how to bring their problems before the court for resolution. This includes referring them to applicable state and local court rules, explaining how to file a lawsuit or request a hearing, explaining court requirements for documents requesting relief, and supplying sample forms. If there are court-based self-help centers in the county, you should inform litigants of their availability. The fact that such information may help a litigant does not mean it is improper. Instead, providing this kind of information is an important part of your service to the public. 

One good way to tell whether it is all right to answer a question is to ask yourself whether the information requested will help someone figure out how to do something. Most of these questions contain the words “Can I?” or “How do I?” Telling someone how to do something is almost always appropriate.

Examples:

How do I evict my tenant?

If you are going to represent yourself, I can get you the packet of forms you need. You can also get information about evictions at our law library or from the Online Self-Help Center.

What happens at the arraignment?

At this hearing people are told about the charges that have been filed against them. They are also informed of their rights, including the right to an attorney, and bail is usually discussed.

How do I get out of jury duty?

On the back of the jury summons you can find a list of the reasons for which the court may excuse you from jury service.

DO NOT TELL A LITIGANT WHETHER A CASE SHOULD BE BROUGHT TO COURT OR GIVE AN OPINION ABOUT THE PROBABLE OUTCOME.

Analyzing a litigant’s particular fact situation and advising him or her to take a certain course of action based on the applicable law is a job for a lawyer, not for law students. Advising a party what to do, rather than how to do something that party has already chosen to do, is not permitted.

You may provide information about the court’s systems and procedures so that a litigant can know enough to make his or her own decision about how to proceed with a case. Most of the questions that ask whether to take a particular course of action contain the words “Should I?” So whenever you hear the word “should,” the court user may be asking for advice that you cannot provide. 

Even though you cannot answer these types of questions directly, there are a lot of ways that you can still help the court user. In many cases, you can point out various options that the person can consider in making his or her decision. You can also provide information about legal services, such as the local bar association or legal aid society, but you should not make a referral to private attorneys or a private agency. 

Examples:

Should I get a lawyer?

You are not required to have a lawyer to file papers or to participate in a case in court. I cannot advise you whether you should hire a lawyer in your case. Only you can make that decision. Here is a list of organizations in this area that you can call for free or low-cost legal help if you qualify.

My friend’s dog bit me. Should I sue him?

You need to decide that for yourself. You may want to talk to a lawyer to help you make that decision. If you decide to file a lawsuit on your own, I can give you a packet of information on how to file a civil action, along with the necessary forms. 

What sentence will I get if I plead guilty?

I cannot predict what the judge will do. The judge will decide what sentence to impose based on the facts and the law that apply to your case.

You can provide case information to a court user that is public, including the material in most court files.

Court files can be very difficult for many people to read and understand, so you may need to provide assistance. It is always appropriate to answer questions about the court procedures and legal terms reflected in public court files and to assist the court user in

finding the specific information he or she is seeking. 

Note: Some court files contain confidential information that should never be disclosed. 

Providing court forms and, when available, written instructions on how to fill out those forms is

an important part of a clerk’s job. Often court users will not know what forms to request in order to bring their matters before the court. When this happens, you should identify and provide

forms that may meet the court user’s needs. 

Court forms can be confusing, so people frequently ask for help in filling them out. If a court user

cannot figure out how to fill out a required form, he or she may be denied access to the  court. You can answer questions about how to complete court forms, including where to write in particular types of information and what unfamiliar legal terms mean. You cannot, however, advise a court user on how he or she should phrase responses on a form.

Examples

I want to see my daughter more than the old court order allows. How do I get more time with my daughter?

It sounds like you want to obtain an order from the court modifying your present custody order. Here is an Order to Show Cause form that is usually used to bring that issue before the court, as well as a packet of information on how to fill it out.

It says “relief requested” next to this blank on the form. What do I put there?

I can’t tell you what words to use, but you should write in your own words what you want the court to do. If you have any question about the kind of remedies that may be available in your case, you should consult an attorney.

Can I see the Kramer adoption file?

I’m sorry. Adoption files are confidential land may not be viewed by the public.

DO NOT TELL A LITIGANT WHAT WORDS TO USE IN COURT PAPERS OR WHAT TO SAY IN COURT.

You can always answer questions about how to complete court papers and forms. You cannot, however, tell a court user what words to put on the forms.  If someone asks you what to say in a form, you should tell the person to use his or her own words to state the information requested.

You can also check a court user’s papers for completeness. This includes checking to make sure that he or she has completed each line that is required to be filled in. Also, you can check for such things as signatures, notarization, correct county name and case number, and the presence of attachments. If the form is incomplete, you should inform the person completing the form of the specific problem and how to fix it. Sometimes a court user will be unable to fill out a form without assistance because of a disability or illiteracy. In these limited situations, you may fill out a form for a court user, writing down the specific words that the he or she provides. The fact that you provided such assistance should be noted on the form itself. 

Litigants often ask what they should say in court. You cannot give advice about specific arguments a person should make while in court or tell people what you think would be the best way to handle a court appearance. You can give out general information about appropriate courtroom behavior. Many courts have informational packets on how to prepare for court hearings that you can give to the litigant. 

Examples

Would you look over this form and tell me if I did it right?

You have provided all the required information. I cannot tell you whether the information you provided is correct; only you can know that.

My form got sent back to me from the court because it was incomplete. What is wrong with it?

It looks like you did not include all the information requested on the back of the

form. Once you have filled that out, I’ll be happy to file the form for you.

I have a disability that prevents me from filling out this form. Would you fill it out for me?

In that case I can fill out the form for you, but you have to tell me what information to put down. I will write down whatever you say and read it back to you to make sure what I have written is correct.

What should I say to the judge

when he calls my case?

I can’t tell you what arguments to make in court. You will need to decide that for

yourself. Here is a handout on effective ways to present your case in court. You

can also view a videotape on this subject at our law library.

YOU CANNOT TALK TO A JUDGE ON BEHALF OF A LITIGANT OR ALLOW THAT PERSON TO TALK TO THE JUDGE OUTSIDE OF COURT.

Examples

I want to see the judge. Where is the office?

The judge only talks with all parties to a case at the same time. You would not want the judge to be talking to the other side about this case if you were not present. The judge will speak to you at your hearing. 

What is an “ex parte”?

It is a Latin term that refers to one-sided contact with the court. In most cases ex

parte contacts with the court are not allowed.

I know that I can’t talk to the judge. But you’re nice—could you please take her this message for me?

I’m sorry, I can’t do that for you. It wouldn’t be fair for me to present your concerns to the judge when the other side in your case is not there. But I can help you schedule a hearing with the judge so that both sides in your case can be present.

YOU MAY PROVIDE COURT USERS WITH SCHEDULES AND INFORMATION ON HOW TO GET A CASE SCHEDULED. YOU CAN ALSO ANSWER MOST QUESTIONS ABOUT COURT  DEADLINES AND HOW TO COMPUTE THEM.

You can always give out information on court calendar settings and tell court users how to get matters placed on calendar. This is one of the most important things you can do to make sure people have access to the courts. When court users cannot figure out how to get a case scheduled for hearing, they cannot even begin the process of getting a judge to decide the case.

It is often helpful to provide court users with written court schedules and information packets dealing with how to get a case set for hearing. 

Providing assistance with court deadlines is a little more complicated. You can help court users calculate routine filing deadlines associated with most court hearings. Court rules state when weekends and holidays are included and when they are excluded in counting the number of days. Court staff should help court users correctly apply these rules.

Remember, if you are not sure what the filing deadline is on a particular matter, it is always appropriate to say, “I don’t know.” 

On the other hand, you should not attempt to explain the statute of limitations to court users. Those rules are very complicated, and it would be very easy to give incorrect or misleading information. 

When it comes to court deadlines, a good rule to remember is that if you can reject a document as untimely, then you can assist a court user in understanding why it was untimely. You can also explain how to calculate the deadline for filing that type of document in advance so it can be filed in a timely way.

Examples

When do I have to file my opposition papers on this motion?

Unless the court has ordered otherwise, the law requires that all papers opposing this kind of motion must be filed and served on the opposing party 10 calendar days before the hearing. If you like, I can give you a handout on motion filing deadlines and how to calculate them. 

What is the last day I can file my lawsuit?

The time for filing your case can vary depending on the particular facts involved. Determining the last day for filing a lawsuit is very difficult to do. You should consult a lawyer to help you figure this out. 

I figured out that I have to file my papers 10 days before the hearing, but that day falls on a holiday when the court is closed. What do I do?

Your situation falls within an exception to the 10-day rule. You must file and serve your papers by the end of court business on the next day that the court is open following the holiday.

YOU CAN PROVIDE PHONE NUMBERS FOR THE LOCAL BAR ASSOCIATION REFERRAL SERVICE, LEGAL SERVICES PROGRAM, FAMILY LAW FACILITATOR PROGRAM, AND OTHER LEGAL INFORMATION SERVICES.

You can always make general referrals to associations and public agencies that provide legal services or information. A good place to start is with the local bar association referral service. (Hennepin County Bar Association’s Lawyer Referral and Information Service – 612-752-6666)

You should explain that although this is a free service, the lawyer will charge a fee. You can also

provide information regarding other public legal services programs that may meet the needs of court users and refer them to any court-based self-help center in the county. 

Since you must remain neutral and impartial at all times, you cannot make referrals to a specific lawyer, law firm, or paralegal service. Many courts have prepared handouts that include contact information for local legal services organizations. Such written materials are very useful to court users and can provide you with a handy list of appropriate referral organizations. You can also tell court users that they can ask friends or colleagues for the name of a lawyer or even find one by checking the yellow pages of the phone book. Many of them are surprised to learn that lawyers will often give an initial consultation at no cost and that some will agree to provide limited representation— giving advice or preparing particular papers— at a reduced fee.

Examples

How do I get my ex to pay child support?

You can start by visiting the family law facilitator in Room 210. You can talk to the family law facilitator for free. The facilitator is an attorney who works for the court and helps people with support issues. He or she can help you fill out the forms and understand more about your case and what your options are.

I need a good lawyer. Who is the best?

I can’t refer you to an individual lawyer because the court must always remain neutral in all matters. I can give you information on the local bar association’s lawyer referral service if you want help in finding g a lawyer who specializes in your kind of case. You might also want to check out the Web site for the State Bar of Minnesota (www.mnbar.org)

.

Could you check to see if there are any liens on my property?

We don’t have those kinds of records in this office. You can find that information

at the County Recorder’s office. It’s located only a few blocks from here. Let me show you how to get there on this map of local government buildings.
Downtown Transportation and Parking

Most downtown parking is prohibitively expensive. Some alternatives:

· Taking the bus. If you do not live on a bus line, you may consider driving to a convenient stop, parking there, then taking the bus. (If you are at the U of M law school, you may take the 3 or 16 bus to get downtown.)

· Commuting with a friend or spouse.

· Taking the Hiawatha Light Rail line (you may consider driving to the line and parking.

· Parking at meters. There are some four-hour meters that will charge a maximum of $3.00. For a map of the parking meters, including the charges per hour and hour limits, go to http://parking.ci.minneapolis.mn.us/parking_meters.htm. (Note: you will need to click on “meter map,” then you will need to zoom in to read the key numbers.)

· Parking at inexpensive ramps and walking several blocks. Three ramps that are fairly reasonable are:

1. The Hennepin County Medical Center Parking Ramp, located on Park Avenue, with entrances and exits on Sixth and Seventh Streets.  Rates there are about $1.00 per hour.  This ramp is about a four-block walk to the Government Center and an eight-block walk to the Family Justice Center.

2. The lot located at the corner of Washington and Chicago Ave. Rates there are $3.00 per day (with the option of leaving and returning later in the day). You leave exact change in an envelope.  This ramp is about a six-block walk to the Government Center and six-block walk to the Family Justice Center.)

3. The Rapid Park behind the Target Center ($3.00 for four hours).

4. If you are a University of St. Thomas law student, you can walk from that parking lot.

Notes:


Volunteer Interpreter Acknowledgement

Thank you for your interest in volunteering at a VLN. Please complete and sign below and return to VLN.

Volunteer interpreters at VLN are required to do the following:

· Complete the VLN Interpreter Membership Form online at http://www.volunteerlawyersnetwork.org/volunteer/interpreter
· Review the “Volunteering/Working as an Interpreter at VLN” and attend all orientations. 

· Keep all client information confidential. Discuss cases only with the attorney.

· Never offer legal advice to a client.
· Observe professional standards of dress and conduct.

· Please commit to eight months, if possible.
· Contact Kristopher Hagan (kristopher@volunteerlawyersnetwork.org) if any problems arise.
· If you are an MJF law student, please complete and return to MJF the MJF Log Sheet at the end of the semester.
· Read and follow the Code of Professional Responsibility for Interpreters (listed at: http://www.mncourts.gov/?page=461)
I understand the above requirements and agree to follow them.

Volunteer Signature: _________________________________________ Date: ______________
Print Name: __________________________________________________________________
Type of interpreting wish to do_____________________________________________________

Language(s): ___________________________________________________________________

Date/Time: _____________________________________________________________________

Phone:
______________________________Email: ____________________________________

Thank you!  Please return the completed form to:

Kristopher Hagan        Email:  kristopher@volunteerlawyersnetwork.org  Fax:  612.752.6656.                                           Address:  600 Nicollet Mall, Suite 390A, Minneapolis, MN 55402. Direct line: 612.752.6674




















































� Based on the New Jersey Courts Language Services Section (� HYPERLINK "http://www.judiciary.state.nj.us/interpreters/telint.htm" ��www.judiciary.state.nj.us/interpreters/telint.htm�). Recommended by the Minnesota Courts Interpreter Program.


�  Note: if you are reading this material electronically, you may link directly to the resource for anything in blue. If you are reading this material in hard copy, you may access these materials by going to : http://www.mncourts.gov/?page=461.)
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