Community Legal Interpreter Bank

Application for Civil Legal Service Providers
The Community Legal Interpreter Bank (Bank) provides free spoken and sign language interpreters, as well as translation services, to all qualified non-profit direct civil legal service providers (Providers) in the District of Columbia.  Providers must apply to be included.  Applications are accepted on a rolling basis.   
The Bank is funded by an Access to Justice Grant from the DC Bar Foundation, which receives a grant from the District of Columbia Office of Victim Services for the Access to Justice Grant Program.  The funding is limited to supporting non-profit organizations located in the District that provide direct civil legal services to low-income District residents.  “Direct legal services” is defined as: (1) individual representation of District residents; (2) the supervision of such representation; (3) appellate advocacy on behalf of District residents; and (4) policy advocacy in the District that is associated with the representation of individual clients.

Providers- Requirements
Non-profit providers of civil legal services in the District are invited to apply for inclusion in the Bank.  To qualify, Providers must: 
1) Provide direct legal services (as defined above)
2) Be located in the District
3) Be a non-profit
4) Submit a completed application
5) Attend an orientation session
5) Sign an MOU with the Community Legal Interpreter Bank
Accepted Providers will be required to attend a 2-hour orientation session in the form of a “Language Access Provider Training” and sign the MOU before accessing Interpreter Bank services.  Providers should send the appropriate staff members to the training who will be able to ensure organizational understanding of, and compliance with, the policies and procedures of the Bank.  Further training on language access and the use of interpreters (provided by the Bank at no cost) may be provided for direct service staff, upon request. 
Fees

Interpretation and translation services will be provided at no cost to the Provider.  Each Provider will be initially allocated $1,000 worth of services.  Allocation balances will be reviewed monthly.  Additional allocations will be made, as needed, until all grant funding is exhausted.  If grant funding is exhausted before April 30 (end of the grant year), Providers will continue to have access to interpreters and translators, but will have to pay for the cost of the service (with no added overhead).  Allocations may be reduced (for Providers who are not spending their allocations) after January 1, and redirected to other Providers.
Feedback and Information

All are encouraged to recommend changes and improvements at any time to either the Language Access Director or Deputy Director. For more information about the Community Legal Interpreter Bank, please contact Deputy Director Carolina Herrera: Carolina@ayuda.com
Community Legal Interpreter Bank

Provider Application

Please answer the following questions and return the completed application to Community Legal Interpreter Bank staff by email (InterpreterBank@ayuda.com) or fax (202-387-0324).

	Organization Name
	

	Organization Address
	

	Main Phone Number
	
	Fax Number
	

	Primary Contact Person


	
	Primary Contact Title
	

	Primary Contact Phone 
	
	Primary Contact Email 
	

	Secondary Contact Person 
	
	Secondary Contact Title 
	

	Secondary Contact Phone 
	
	Secondary Contact Email 
	

	Organization’s Legal Status
	 □501(c)3         □Other:

	Does your organization have a Language Access Policy?
	□ Yes (attach)  □ No

	Do you currently track client language?
	□Yes         □No 

	Do you currently track use of interpreter by client?
	□Yes         □No

	Do you provide individual representation for District residents?
	□Yes         □No

	Do you conduct appellate advocacy on behalf of District residents?
	□Yes         □No

	Do you provide individual representation for Montgomery County, MD residents? 
	□Yes         □No

	Do you provide non-legal, victim services to clients (therapy, counseling, advocacy, social work, medical)? 
	□Yes         □No

	How many clients does your organization serve annually?


	

	What percentage of clients served are Limited English Proficient or Deaf / Hard of Hearing (approximately)?


	

	What languages are spoken by your Limited English Proficient clients (in order of frequency)?



	Applicant Organization is a non-profit organization located in the District that provides direct civil legal services to low-income District residents including: (1) individual representation of District residents; (2) the supervision of such representation; (3) appellate advocacy on behalf of District residents; and/or (4) policy advocacy in the District that is associated with the representation of individual clients.
	□Yes         □No

	Authorized Representative Name:



	Signature:



	Date:



	Note: The Provider will be required to complete an orientation session in the form of a “Language Access Provider Training” with Ayuda’s Language Access staff before accessing any Community Legal Interpreter Bank services. 


MEMORANDUM OF UNDERSTANDING

FY14 Funding Cycle of the Community Legal Interpreter Bank 

This Memorandum of Understanding (MOU) between Ayuda and ________________________ (Provider) describes the duties and responsibilities of each party regarding participation in the FY14 funding cycle of the Community Legal Interpreter Bank (Bank).    

A. Ayuda shall:

A. Develop a bank of interpreters for spoken and sign languages.  The interpreters will have demonstrated proficiency in their working languages and will be trained on interpretation skills and the ethics of interpretation within the attorney-client relationship. Furthermore, Ayuda shall:  

A. Require all interpreters to sign a confidentiality agreement.

A. Provide a list of the interpreters, their qualifications, and their pay rates to Provider, upon request.  

A. Exercise reasonable efforts to process all written requests for interpreters in a timely fashion.

A. Make translation services available to Provider and ensure an estimate is provided for each request. 

A. Make telephonic interpretation services available to Provider and disclose the fees to Provider, upon request.

A. Initially allocate to the Provider $1,000 worth of interpretation services and make additional allocations in $500 increments until all DC Bar Foundation Grant funding for Bank services is exhausted. Furthermore, Ayuda shall:  

A. Send monthly allocation statements (detailing monthly expenses and remaining balance) to Provider.

A. Provide at least one month’s notice to Providers if additional allocations will not be available. 

A. Reserve the right to reduce Provider’s allocated funds after January 1, 2015.
A. Initially allocate to Provider $1,000 worth of translation services. Furthermore, Ayuda shall:  
A. Send monthly allocation statements (detailing monthly expenses and remaining balance) to Provider.

A. Reserve the right to reduce Provider’s allocated funds after January 1, 2015. 

A. Give Provider two weeks’ notice of any modifications to the FY14 process and procedures.

B. Provider shall:

B. Use interpretation and translation services for qualifying direct legal services only.

B. Submit requests for interpreters and translation services using the forms provided by Ayuda.  

B. Make all reasonable efforts to give Ayuda 48 hours’ notice of any cancellations.

B. Submit Provider Evaluation Forms to Ayuda within one week after each interpreted session.

B. Respond to reasonable requests by Ayuda for any other information needed for evaluation purposes. 
B. Maintain two points of contact for the Bank, and inform Ayuda of any changes in the identity or contact information of the points of contact within two weeks of the change.
B. Pay for services utilized after the Provider’s allocation has been exhausted and after Provider has been given reasonable notice by Ayuda that no further allocations will be made.

B. Attend at least one mandatory Language Access Provider Training for legal service staff on how to access the services of the Bank and/or on best practices in working with interpreters, coordinated by Ayuda.
B. Expect that assistance by in-person, specially-trained Bank interpreters may not always be available and be prepared to use telephonic interpretation as a back-up.  
B. Work with Bank staff or with the Bank’s telephonic interpretation vendor to learn how to use Video Remote Interpreting, a back-up system for interpretation in American Sign Language (ASL) when one of the Bank’s specially-trained ASL interpreters is not available.  
___________________________________ 


  ___________________________________ 

David Steib  
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