POLICIES AND PROCEDURES REGARDING FOREIGN LANGUAGE INTERPRETATION AND TRANSLATION SERVICES 


At some point during the course of your representation of indigent respondents you may be appointed to a case where the client does not read, write or speak English.  The Administrative Office of the Courts (AOC) and Indigent Defense Services (IDS) have adopted a policy regarding foreign language interpretation and translation services.  The full text of that policy is accessible on the IDS website.  Go to:  www.ncids.org.  Click on the “IDS Rules and Procedures” link on the left-hand column.  Click on the “Other Policies” link under “IDS Policies and Procedures”.  You will then see a link to “Out of Court Foreign Language Interpreters and Translators.”  Click on that document to see the full text.  If any changes to the policy occur, the changes will be noted there.  

Briefly, the policies and procedures are as follows:

A.
Spanish speaking clients and interpretation of oral communication.  

If you have a client who speaks only Spanish, you must make arrangements directly with a registered Spanish interpreter to perform interpretation services. If you do not use a registered Spanish interpreter, the State will not pay for the services.  (To access the registry, go to www.nccourts.org, click on “Interpreters” under Favorites and then “Spanish Foreign Language Registry.”).  Then complete form AOC-J-107 and have it signed by an appropriate judicial official.  You will need to give the interpreter a copy of the signed form.
B.
Spanish speaking clients and written translation of documents and correspondence.  

If you have a client who reads and writes only Spanish you must complete form AOC-G-107 and ask an appropriate judicial official to appoint a translator “to be identified by AOC” in the “name of person appointed” box.  You must then send form AOC-CR-224   (Order of Assignment of Counsel) and the approved form AOC-G-107
to Courtney Lyman, AOC Court Management Specialist for Interpreting Services.       Ms. Lyman will assign a qualified translator and provide you contact information. Generally, trial counsel for an indigent respondent should not have materials that are received in discovery translated for review by the client.  
C.
Translation and interpretation of written and oral communication for non-Spanish speaking clients.


If you have a client who reads or speaks any language other than Spanish, you must complete form AOC-G-107  and ask an appropriate judicial official to appoint an interpreter “to be identified by AOC” in the “name of person appointed” box.  You must also complete the Interpreting Services Program’s “Request for Non-Spanish Interpreter” form. (To access the request form, go to www.nccourts.org, click on “Interpreters” under Favorites, then “For Judges, Clerks, Magistrates, Attorneys, and Court Staff,” and then “Request for Non-Spanish Interpreter.”)  Send form AOC-CR-224 (Order of Assignment of Counsel), the approved form AOC-G-107, and the completed Request for Non-Spanish Interpreter form to Courtney Lyman, AOC Court Management Specialist for Interpreting Services. Ms. Lyman will assign a qualified interpreter and provide you with contact information.  
D. Contacts for Questions and Assistance:

Brooke Bogue, AOC Court Management Specialist for Interpreting Services

Address: P.O. Box 2448, Raleigh, NC 27602

Phone: (919) 890-1213
Fax: (919) 890-1907

Email: Brooke.A.Bogue@nccourts.org
Wendy C. Sotolongo, Parent Representation Coordinator

Address: 123 W. Main Street, Suite 308
Phone: (919) 354-7230
Fax: (919) 354-7231
Email: Wendy.C.Sotolongo@nccourts.org
