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Glossary of Terms

Administrator

An administrator can delete jobs where an assignment has been made,
can add both interpreters and clerks to the database as users, and
assigns jobs to interpreters.

Clerk

An internal user of the system who can schedule jobs. A clerk can also
delete cases within a job if more than one case is part of that job. A
clerk cannot delete jobs.

Client Name

The name of the person requiring an interpreter.

Division

The building a job will be held in. Division can be a probation office, jail
courtroom or courthouse.

Event Type

The type of event for which an interpreter has accepted assignment. An
event could be a court hearing, an attorney/client meeting or a probation
meeting.

Interpreter

An interpreter who has been assigned a User ID and password after
completing the application process. An interpreter may be either
certified in certified languages, registered in registered languages or
qualified in non-certified and non-registered languages. An interpreter
can sign up through the application for unassigned jobs in their
language.

Interpreter
Coordinator

A court employee assigned to schedule and coordinate interpreter
services.

One or more cases scheduled at a particular division(s) on the same

Job date and time for the same language.
A unique number assigned to each job submitted by a court and a
Job ID method to look at the detail of the job.
The courtroom, office, or room within the division where the event will
Location take place. The location for each case number shall be listed in the
location field. Other notes specifically for the interpreter may be placed
in this area.
Notes Case specific notes such as client has multiple cases. Some may be

public, others are internal use only.
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Accessing the Interpreter Web Application (IWA)

To begin using the application, open Internet Explorer and point your browser to

www.snoco.org\Department\DistrictCourt\InterpreterServices
Or
www.snoco.org\Departments\SuperiorCourt\InterpreterServices

Save this location as a favorite (click on Favorites and then Add to Favorites) or place a
shortcut to it on your desktop (click on File then Send and Shortcut to Desktop).

4 Snohomish County Interpreter Web - Microsoft Internet Explorer

. " n . ]
File Edit View Favorites Tools Help W
A =y " : =
@Back - ) |£| |EL| W) Search 7 Favorites &) v ° b 8
_— . . »
Address | @] hittp: //lab-web1,/Courts/InterpWeb/ApplicationLogin.aspx ~ B Go Links
SNohoMiSha... ccmmm wtemaiion s sarvces
Washington y
Interpreter Web Login
Flease provide your username and password in order to
access the Interpreter Web system.
Usarname
Passward:
[ Remember my credentials on this
computer*
*Stored credentials are only valid for 10
hours.
M ish County, Online Government Information & Services
425-388-3411 or 1-800-562-4367, TTv 425-388-3700
Snohormish County, 3000 Rockefeller Ave., Everatt, WA 88201
County Home | Contact Us | Privacy Staternent | Site Information | Feedback

&] Done %J Local intranet

Log on with the User ID and Password supplied by an application administrator. The first time

you sign onto the system you will be asked to update your information and reset your User ID
and password.

Select the “Password/Profile” tab to update your profile. Fields in red are required.
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http://www.snoco.org/Department/District_Court/InterpreterServices
http://www1.co.snohomish.wa.us/Departments/Superior_Court/InterpreterServices.htm

Type in a password and confirm it by repeating the password you just entered. Passwords
must be 6 characters in length, letters and numbers in any combination. Update any additional
information that may be useful to the Interpreter Coordinators, Clerks or Administrators

Once complete, a dialogue box will open advising that your update was successful. This
screen is only used by Administrators of the IWA and is not available to other users of the
system.

3 Untitled Page - Microsoft Internet Explorer M=
File Edit ‘View Favorites Tools Help e
Qbak - © ¥ @ & ) Search s\ Favorites €9 KR~ :\,' - L)
Address |@http:fflab—web1;’DistrictCourthnterpWebeootPages,fProfiIe.aspx?lndex=1 V|Go Links ™
H ~
snOhom Is h Online Governmenti Information & Services |
County 444
Washington
Interpreter Web
Logoff
Schedule Search Password/Profile
Logged in as INTERPRETER1
User Mame: Password: ™ Confirm: *
E-Mail:*
| interpreter@sznoco.org |
First Mamne: Last Mame:*
|INTERPRETER | |ONE |
Address:
ity State: ZIR:
Il fy ____
| [ ]| |
Phone 1:% Phone 2: Phone 3
|425-388-3:21 | | | |
*indicates Requried Fields
Registered Languages
Spanizh
Cantonese [Chinese)
Crutch :
&] Done Y %J Local intranet

Jstart ~ SR EC 1 @lnbox-.. |[M1-0A.. Py ST A lntitle.,. ®&&L 9:50 AM

Once updated select the “Schedule Search” tab to proceed
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A Schedule Search - Microsoft Internet Explorer
File Edit View Favorites Tools Help

QBack - ©  [¥] @] 0 Osearch JirFavorites €9 (v ‘o -LJ)S3

Address |@ http: //lab-web 1 DistrictCourt/Interp\Web/RootPages,/ScheduleSearch . aspx P Index =0 v | Go Links ~

SNoOhOoMIiSh.... corcmmentintormation 8 services
County 44%

Washington

Interpreter Web
Logoff
Schedule Search PasswordfProfile
Logged in as INTERPRETER1
Start Date: |3.-"5.-"2009 | End Date: | |
Language: | all w | Drivision: | all b |
Court Type: | All w | Job ID: | |
[Jrersanal calendar

Logged in as INTERPRETER 1

: : : Snohomish County, Online Government Information & Services

425-288-3411 or 1-800-562-43267, v 425-388-3700
Snohomish County, 3000 Raockefeller Ave,, Everett, WA 95201

County Home | Contact Us | Privacy Statement | Site Information | Feedback

&] Done & %) Local intranet

‘istajts SERE 6L

Change the start date to the date you wish to search, if looking for a specific date range, enter
an end date. If searching for jobs all available jobs, leave the end date blank. If you are
qualified in more than one language you can leave the language as “all”.
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Take a minute to familiarize yourself with this screen.

When you sign into the application you will be taken to a list of jobs that are available to be
picked up by you. These are jobs related to the languages linked to your person record.

If you are unable to view any jobs this may be due to no jobs are available at this time. Please
check back. Certified and/or registered language jobs will be displayed to certified and/or
registered Interpreters. Within one (1) day of the job, if it has not been picked up by a certified
and/or registered interpreter it will be displayed to all qualified and non-certified interpreters.

Choose the job ID you are interested in selecting by moving your curser to the job number and
clicking on it.

A Schedule Search - Microsoft Internet Explorer

File Edit View Favorites Tools Help at
) . o) T . - y = 1 o
Qeak - © (¥ B @ Pseach FeFavaries @ (2~ & B - [J B
. N N »
Address |ﬁéj Http: /flab-web 1 DistrictCourt/InterpWeb/RootPages /ScheduleSearch . aspx PIndex =0 e | Go  Links

Snohomish -
no om l s Online Governmeni Information & Services —
Washington y

Interpreter Web
Logoff
Schedule Search PasswordfProfile
Start Date: | 3/5/2009 | End Dater | |
Language: | All w | Division: | all - |
Intarpreter: Dpersonal Calendar
Jab Drate Tirne Job ID Duration Crivision Interpreter Langquage
3152009 2130 AM 52 2.0 hrs, SDC Evergraen Unassigned Spanish
4¢1/2009 2130 AM 56 2.0 hrs, SDC Campus Courthouse Assigned Spanish
4/1/200%9 2130 AM &7 2.0 he=, S5C County Jail Unassigned Spanish
472009 2130 AM 17 2.0 hrs, SDC County Jail Assigned Spanish
472009 11:00 AM 15 SDC Campus Courthouse Assigned Spanish
4¢8/z009 2:00 PM 1z . S0C County Jail assigned Spanish —
S¢1fz009 £:20 AM 51 2.0 hrs, SDC Cascade Assigned Spanish
Sf1/z009 10:45 AM 50 2.0 hrs, SDC Campus Courthouse Assigned Spanish
Sfzfz009 2130 AM 52 2.0 hrs, SDC Campus Courthouse Unassigned Spanish
S¢3/z009 2130 AM 58 2.0 hrs, SDC Campus Courthouse Assigned Spanish
S¢3/z009 2130 AM 57 2.0 hrs, SDC Campus Courthouse Assigned Spanish
Sf3fz009 2130 AM £3 2.0 hrs, SDC Campus Courthouse Assigned Spanish
Sf3/z009 2130 AM 64 2.0 hrs, SDC Campus Courthouse Unassigned Spanish
S¢3/z009 2130 AM 61 2.0 hrs, SDC Campus Courthouse Assigned Spanish
S¢3/z009 2:30 AM 59 2.0 hrs. SDC County Jail Assigned Spanish ~
&] Done & % Local intranet

du,.. ®EL 10:01 AM
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If you wish to see the details of the case associated with this job, select “Click for Details.” If
you wish to sign up for the job, select the button marked “Sign up for this job.”

A Job - Microsoft Internet Explorer

File Edit View Favorites Tools Help
QBack - )  [%] & 0 Osearch §lrFavorites €2

Address |€éj http: //lab-web 1 DistrictCourt/InterpWWeb/RootPages, Job . aspx 7 JobID=33&Index =1

v @ -3

V|Go Links ™

Schedule Search

Logoff -~

Password/Profile

Logged in as INTERPRETER 1

Job Date:* Jab Time: ™* Created: Requestor
|3f15f2009 | | 2130 AM N | |2/z0/2009 4:04 PM |&dmin Interpretartieb
Job Durations ® Interpreter: Last Updated: Assigned Date:

[200 v v [2/20/200% 4104 PM [

Divigion:™* Language:™ Updated by Intarpreter Email:

| SDC Evergreen v | Spanizh e | |&dmin Interpreteriveb

Lacation (viewable by all):

Sign up for this job

Case Mumber

*indicatez Required Fialds

Client Mame

Event Type

Interpreter Phane Mumber(=):

Click for
Dretails
5]

111 111 Anti-Harrassment
Case Details:
Caze [ Created On: Updated On: Updated By:
&5 |z/z0/2009 410450 PM | Admin Interpretarieb —
Case #i Client Marne: Event Type:
[111 | 111 |

Motes (viewable by alll:

|

[ Close ]
@ Done GB
[ p: Alb-M.. @B

‘ﬁ Local intranet

Nohler I,

CERME G [ '@ 1rbo

To sign up for the job, select the “sign up for this job” button. Once accepted, a dialogue box
will open and advise you the job assignment was successful.

Jobs may have one or several cases attached to it. Cases that are attached to jobs may
be at one or several different locations or “divisions”. By accepting a particular job the
interpreter agrees to provide interpreter services for all cases or “events” attached to
that specific job.

Court staff will add cases or “events” to jobs until the job time duration has been met (2
hr, 4 hr, etc.) Each time a case or “event” is added to a job or a change is made to a
case or “event” an email will be sent to the interpreter advising of the new or updated
case details. It is the responsibility of the interpreter that accepts a particular job to
check his/her email for these updates.
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This application will not allow interpreters to accept more than 1 job within a 2 hour 30 minutes
period (2 hour minimum + 30 minutes travel time). If an interpreter would like to accept 2 jobs
back to back with no travel required between jobs the interpreter shall contact the appropriate
Interpreter Coordinator. See contact information on page 10.

A dialogue box will appear that lets you know that you have been successful.

You will receive an e-mail advising you that you have been assigned to the job.

® FW: Interpreter Web - You have been assigned to Job #53 - Message (HTML) L OX
éReply @Reply to All EForward & YIEX | e-w- &0
Bile Edit Wiew Insert Format Tools Actions Help -
From: SNOCO-CourtzinterpreterCoordinator Sent: Thu 3{5/2009 10:10 AM
To! Interpreter

o
Subject:  PW: Interpreter Web - You have been assigned to Job #53

From: SNOCCO-CourtsInterpreterCoordinator

Sent: Thursday, March 05, 2009 10:05 AM

To: Interpreter

Subject: Interpreter Web - You have been assigned to Job #53

Snohormish County Superior/Juvenile Cowt and District Court Interpreter Scheduling Application
Interpreter Web
Ten have been assigned to job #53. Please check the Interpreter Web site and rewview this job.

Click here to wiew job.

start ~ @R E G4 @b [Bi1-.. [®py  fdiscr. [Adeb.. =rFw.. ©=EE 10:14AM

Click on the link to view the specifics

Use the back and forward arrows for navigation, or select one of the tabs on the top of the
screen. If you select the “schedule search” tab you will be returned to the job list.
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A feature of the web is the personal calendar. When you are signed in and have picked up
job(s) you can select from the schedule search tab “Personal Calendar” option by clicking on
the box. A check mark will appear and once search is selected a list of assigned jobs appears.

3 Schedule Search - Microsoft Internet Explorer :HE\@\
File Edit ‘View Favorites Tools Help e

QBack - @ - [¥] [B] (b O search JirFavorites €8 (v ‘n - L)
Address |@ http: //lab-web1 snoco.co snohomish wa us/DistriciCourt/InterpWeb RootPages /ScheduleSearch.aspx ?Index =0 v

Bco Links ”

-
~
s n o h om I s h Online Government Information & Services |
Washington y
Interpreter Web
Logoff
Schedule Search Password/Profile
StartDater  |3/5/2009 | End Dater | |
Language: | All . | Division: | all - |
Court Type! |AII w | Job ID: | |
Incerpreter persansl Calendar
Jab Drate Tirme Jab ID Cruration Division Interpreter Language
3152002 2130 AM 53 2.0 hrs, SDC Evergraen Assigned Spanish
4/7/2009 2130 AM 17 2.0 hrs. SDC County Jail Assigned Spanish
4/8/2009 2:00 PM 18 3.0 hrs, S0C County Jail Assigned Spanish
S¢3/z009 2130 AM 57 2.0 hrs, SDC Campus Courthouse Assigned Spanish
Sf3fz009 2130 AM 58 2.0 hrs, SDC Campus Courthouse Assigned Spanish
S/3fz009 2130 AM 59 2.0 hrs. SDC County Jail Assigned Spanish
5/3/2009 8:30 AM &0 2.0 hrs, S0C County Jail Assigned Spanish
Sf4fz009 2130 AM 55 2.0 hrs, SDC Campus Courthouse Assigned Spanish
Sfe/z009 2130 AM 21 2.0 hrs, SDC Campus Courthouse Assigned Spanish L8
12/1/z009 £:20 AM 21 2.0 hrs, SDC County Jail Assigned Crutch
Previous Page Mext Page
Logged in as INMTERPRETER 1
v
&] Done e ® Internet

‘start S EOREC % ‘@lnbo.. [Ri1-.. [mpy [@SCL. ASche.. [®FW:.. @FL 10:17 AM

If you are signed up for one job at 9:00 a.m. at a specific court location, the application will not
allow you to pick up another job at the same time at a duplicate location. You will receive an
error message asking you to contact the interpreter coordinator.
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In the event you are unable to accept a job you have either signed up for or have been
automatically assigned, contact Interpreter coordinator for either District Court or Superior

Court.

District Court E-mail: sdcinterpretersupport@snoco.org
Phone: (425) 388-3893
Superior Court E-mail: sscinterpretersupport@snoco.org

Phone: (425) 388-3421 opt. 6

Please reference the Snohomish County Interpreter Policy and Procedure (pages 11-16 of this
handbook) for the Courts’ cancellation policy.

Exiting the Program

When you have finished using IWA, close the browser to exit the program or return to the main
login screen.

A copy of this manual, a link to IWA and the voucher form can be found on the Court web site:

http://www1.co.snohomish.wa.us/Departments/District Court/InterpreterServices.htm
or
http://www1.co.snohomish.wa.us/Departments/Superior Court/InterpreterServices.htm
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Snohomish County Courts
Interpreter Policy and Procedures

m Snohomish County Superior & Juvenile m Snohomish County District @ Edmonds Municipal
mEverett Municipal m Lynnwood Municipal m Marysville Municipal

Effective Date: June 2, 2008; Revised April 1, 2010

The following are the goals of the Snohomish County Trial Courts’
Interpreter Policy and Procedures:

Direction for Interpreter Programs and Services is found in state statute
and court rule:

RCW Chapter 2.42 (as amended 2008) secures the rights of deaf and
hearing impaired persons to interpreters.

RCW 2.43 (as amended 2008) secures the rights of non-English speaking
and limited English speaking persons.

GR (General Rule) 11 establishes the Interpreter Commission and a Code of
Conduct for Court Interpreters.

Uniform countywide policies regarding court interpreters are intended to
provide equality of access to justice and uniform quality of interpreter
services in all the trial courts of Snohomish County.

In order for court administrators and designated staff to provide necessary
gualified interpreter services within the constraints of state, county, and
municipal appropriations, maximum rates are set for interpreter services.

The policy conforms with the spirit and intent of GR 11 regarding
interpreter qualifications.

In accepting court assignments, interpreters agree to abide by all
applicable rules of decorum, to dress in appropriate professional attire, to
report on time, and to abide by the Code of Conduct for Court Interpreters,
GR11.2.
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The interpreter, by accepting an assignment, declares to the court that the
interpreter has the proper training, skill and background to perform
interpreting services in a competent and professional manner. Upon
request the interpreter agrees to furnish resumes and other information to
permit a proper review of the interpreter’s qualifications and competency to
provide interpreter service to the court.

The court does not guarantee any interpreter a specific number of
assignments or a specific amount of income.

Payment for interpreter services is subject to the following guidelines.

1. Payment for Services Provided

Certified and registered interpreters will be paid a rate of $50.00 per hour.
Qualified interpreters will be paid a rate of $40.00 per hour.

Interpreters will be paid a rate of either $50.00 or $40.00 per hour, depending on
qualifications, with one 2 hour minimum for the am session and one 2 hour minimum for the
pm session. Subsequentjobs/appointments1 exceeding the 2 hour am and/or 2 hour pm
sessions will be paid in 30 minute increments. . If any part of the subsequent job occurs within
the 2 hour minimum am session or the 2 hour minimum pm session, it shall be included as part
of the am and/or pm session and shall not be billed separately.

Example #1:

Interpreter John Doe is scheduled for a job/appointment at the District Court Everett Division at
8:30 am as well as a Superior Court job/appointment at 10:00 am. Mr. Doe is a certified
interpreter and therefore will be paid $50.00 per hour with a 2 hour minimum for the am
session of the day. Mr. Doe is not excused from Superior Court until 11:00 am. Mr. Doe will
submit an interpreter invoice to District Court for the am session ($100.00) plus travel or
mileage from his home or office to the Everett Division. Mr. Doe will submit a 2" invoice to
Superior Court for the subsequent 30 minutes ($25.00) charging no travel or mileage as the
courts are within walking distance. If Mr. Doe returns to his home or office after his 10:00
Superior Court appointment, mileage will not be paid.

! Appointment or job means the courthouse or other location of the interpreter assignment.
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Example #2:

Interpreter Jane Doe is scheduled to interpret for 1 case at Marysville Municipal court at 9:00
am and then at the District Court Cascade Division at 10:00 am and is excused at 10:30 am.
These two job/appointments will make up her am session for the day. In the afternoon Ms.
Doe is scheduled to appear at Everett Municipal Court at 1:00 pm for her pm session of the
day. Ms. Doe is excused from Everett Municipal at 3:30 pm. Ms. Doe will submit 1 invoice to
Marysville Municipal billing for the AM session as well as mileage or travel from her home or
office to Marysville Municipal. The 2" invoice for the day will be submitted to Cascade
Division for mileage only for travel from Marysville Municipal to Cascade Division. Ms. Doe
does not bill for her 10:00 am job/appointment as it is included in the AM session billed to
Marysville Municipal. The 3™ and final invoice of the day is submitted to Everett Municipal for
the PM session plus the subsequent 30 minutes. The 3™ invoice will also include mileage from
Cascade Division to Everett Municipal Court. Ms. Doe’s return to her home or office will not be
billed.

Interpreters are required to remain on site at the job until it is determined by the court
that no further interpreter services are needed. The court or designated interpreter contact
will excuse the interpreter at the end of the job. The interpreter is expected to handle multiple
cases for which the interpreter is qualified in various court locations during the assigned time-
period until released by the designated interpreter contact.

The court may set a higher hourly rate of payment of expenses in circumstances where there
is very limited number of interpreters available for rare/exotic languages, or for other special
circumstances.

2. Travel Payment

Travel from the address of origin? to the appointment/job, 0-15 miles, will be paid mileage at
the prevailing state rate. Travel from the address of origin to the appointment/job, 16+ miles,
will be paid either mileage (at the prevailing rate) per mile or time, not both. When travel time
is paid it will be at 2 the hourly rate of pay in 2 hour increments rounding up to the next 15
minutes. For example: If a certified or registered interpreter travels 25 miles in 40 minutes,
travel will be paid for 45 minutes, $18.75. A qualified interpreter traveling 25 miles in 40
minutes would be paid for 45 minutes, $15.00. Travel time will be paid only when traveling
time is %2 hour or more. Travel is only paid from point of origin to appointment/job. Exception:
When the interpreter’s next address of destination® is a Snohomish County Court.

2 Address of origin means the interpreter’s home, office or immediately previous appointment meeting place.
® Address of destination means the interpreter’s home, office or immediately next appointment meeting place.
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Snohomish County Trial Court travel will be paid between appointments/jobs. Roundtrip?
travel will not be paid.

If the interpreter’s subsequent job is within walking distance, travel will not be paid.

3. Cancellation Policy

No payment shall be made if the interpreter is notified more that 24 hours prior to the start time
of the requested service that interpreter services are no longer needed.

If insufficient notice of cancellation is given, the court will reimburse the interpreter for the
minimum of two hours for all jobs other than jury trials. The interpreter shall be available for
reassignment during the cancelled time for which payment is owed. The interpreter may be
reassigned to another court location as long as interpreting time, plus travel time if applicable,
is not expected to exceed the original assigned time-period. Jury trial reservations will be
reimbursed at a rate of 4 hours minimum per day up to 3 days to be determined by the trial
court on a case by case basis.

4. Payment Process

A Snohomish County Courts Interpreter Invoice shall be used in all cases for payment.
Interpreter invoices must be submitted to the Snohomish County Court location where service
was provided. If the service was provided at a public defender’s office or at Snohomish
County Corrections the invoice must be submitted at the court where the case is filed.

The invoice must be signed by a court clerk/official and submitted to the court on the day of
service. All information must be supplied no later than forty-five (45) days following the
service or the invoice will not be paid.

See examples 1 & 2 under section 1. as it pertains to interpreter invoices.

* Roundtrip means from the interpreter’s home/office to the appointed appointment/job, followed by the interpreter’s return to
their home/office.
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Snohomish County Mileage Chart
Approximate — One Way

Superior Corrections
Court

Superior Court

DJJC

DC — Cascade

DC — Everett

DC -
Evergreen

DC — South

Edmonds
Municipal

Everett
Municipal

Lynnwood
Municipal

Marysville
Municipal

Sno Co Public
Defender

Sno Co
Corrections
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