Pellissippi State Community College

Services for Students with Disabilities
Contract Interpreter Procedures
Professionalism:

All interpreters must be knowledgeable of and adhere to the Code of Professional Conduct established by RID and NAD.  Interpreters who hold CI, CT, NAD IV or V, and/or a NIC Certifications are expected to maintain RID and NAD (if applicable) membership(s) and participate in the Certification Maintenance Program (CMP.)  Interpreters who are not yet certified are encouraged to actively pursue it, maintain associate membership to RID, and participate in the Associate Continuing Education Tracking Program (ACET.)  Interpreters are also encouraged to join and be active members of Tennessee Interpreters for the Deaf.
Interpreters are expected to honor their contractual commitment to Services for Students with Disabilities (SSWD) by attending all assignments for which they have contracted.  If an interpreter is sick or needs time off, please notify the Interpreter Coordinator, Director, or her designee as soon as possible.  Habitual absentees and tardiness are unprofessional and unacceptable.

Interpreters are employees of Pellissippi State Community College and are expected to dress professionally and in a manner appropriate for the assignment.  SSWD expects interpreters to use their best judgment to ensure their appearance is reflective of the interpreting profession.
A name tag will be provided to each interpreter.  To minimize instructor and student confusion, it is recommended that the name tag be worn and clearly visible while on campus.   

It is strongly suggested that interpreters consider purchasing and maintaining personal professional liability insurance.  Interpreters may consult with RID for insurance company choices.
Advocating for deaf students is acceptable; however, inappropriate boundary crossing is not.  It is the students’ responsibility to self-disclose their disability and discuss their academic accommodation plan with their instructors prior to the beginning of each semester. 

Miscellaneous:

Parking is free on all Pellissippi State campuses.  Interpreters may pick up an employee parking permit at the Human Resource office in the Goins Administration Building.  Please provide a driver’s license and auto tag number when applying for a staff permit.
Each interpreter will be assigned a Pellissippi State e-mail account for the duration of the contract.  The user name will consist of your first and middle initial and your last name.  The password will be the same as the user name; upon initial login you will be required to change your password.  For help or questions with setting up and using the e-mail account, please call the help-desk 694-6437, or e-mail them at helpdesk@pstcc.edu. 

The pay period for contract employees begins on the 13th of each month, and it ends on the 12th of the following month.  Minutes are broken down into tenths of an hour.  Payroll Time Sheets along with the Employee Time Verification Sheets are the 13th of each month by 4:30 pm; pay day is the last day of the month.  Please submit both forms to the Interpreter Coordinator, Director, or her designee.
· Misrepresentation on time sheets may be considered Fraud, Waste or Abuse and could result in disciplinary action and/or contract termination. 
All employees are to sign up for direct deposit.  You will receive an message in your Pellissippi State e-mail with the subject line: PSTCC Direct Deposit Advice; this is your pay stub.  There will be a PDF file attached; the file is password protected.  If you need assistance with accessing your pay stub, please contact payroll@pstcc.edu or 694-6527 or 539-7065. 
ATTN: Hardin Valley Campus

Black, padded chairs labeled “Disability Services” will be placed in scheduled classrooms for the interpreter’s us.  Please notify the Interpreter Coordinator, Director, or her designee if chairs are not there on the first week of class or if they have been removed at any time during the semester.
Requirements of the appointment:
Interpreters are temporary employees of Pellissippi State Community College; therefore, this agreement may be terminated without prior notice.
Scheduled work days and hours will be appointed.  SSWD reserves the right to reassign an interpreter, either temporarily or permanently.  

The interpreter’s work station is defined as the appointed classroom and/or the SSWD office area.

All paid time outside the scheduled classroom is to be spent in the SSWD office area unless alternate arrangements are made with the Interpreter Coordinator, Director, or her designee.

When the student is absent, leaves early, or the class has been cancelled, interpreters are required to notify the SSWD office.  Upon reporting to the SSWD office interpreters may engage in preparation for classes, professional reading or research, or other duties as assigned by the Interpreter Coordinator, Director, or her designee.

During test taking or when a student is involved in classroom activities that do not necessitate interpreter services, interpreters are required to stay in the classroom unless released by the both the instructor and the student.
· Should an interpreter choose to leave campus before his/her appointment ends the Interpreter Coordinator must be notified.  Adjustments will be made to the time sheet and payment for this time will be deducted.

Periodically certain assignments require preparation time.  Interpreters must receive prior approval before preparation billing.  All paid preparation is done in the SSWD office area unless alternative arrangements are made with the Interpreter Coordinator, Director, or her designee.

Interpreters may request the course text book from the SSWD office to aid in preparation during the semester.  Interpreters are expected to return all borrowed course text books to the SSWD office.  

In accordance with the Fair Labor Standards Act, employees working six or more hours in one day are required to take no less than a thirty minute unpaid lunch break.  During this lunch break the employee must leave his/her workstation and be relieved from all work. 

Keeping in-sync:  

Interpreters are expected to report any logistic changes made during the semester; such as changes to class time, building, and room numbers.  This is especially important when chairs designated for interpreter use must to be relocated, or when a substitute interpreter is utilized. 

Interpreters are expected to be attentive to the instructors’ class syllabi and to provide the Interpreter Coordinator with a copy of each class syllabi.
Interpreters are expected to wait in the hallway for late students.  Appropriate wait time is 25% of the class time.  Wait 15 minutes for a 55 minute class, and 20 minutes for an 80 minute class; interpreters are not required to wait more than 30 minutes for classes scheduled over 80 minutes in length.

Should a student need interpreter services for any reason other then the scheduled class, the student is required to fill out and submit an Interpreter Request Form.  The Interpreter Coordinator will schedule an appointed interpreter. 

Contract’s end:
To ensure quality interpreter services, students and instructors utilizing interpreter services will be asked to fill out an Interpreter Performance Feedback Form at the end of the semester.  Feedback forms are submitted directly to the Director of SSWD.  A copy of the feedback form will be kept in the SSWD office, and a collective summary will be provided for the interpreter’s review.
New contracts are contingent upon the interpreter’s adherence to the PSCC policies, SSWD procedures, RID requirements and an acceptable performance review.
Concerns, question, and comments regarding these procedures should be directed to the Interpreter Coordinator or the Director of Services for Students with Disabilities.
Pellissippi State Community College

Contract Interpreter Policies

Services for Students with Disabilities Contact Information
FAX: 539-7218


" 

http://www.pstcc.edu/departments/swd/index.html



Coordinator/Lead Interpreter
Michele DeFelice - mfdefelice@pstcc.edu 
Office: 539-7249
Cell:  405-8118   Room: GN-127
Director of Services for Students with Disabilities

Ann Satkowiak – asatkowiak@pstcc.edu 
Phone: 539-7153  Room: GN-134  

Coordinator
Sarah McMurray – semcmurray@pstcc.edu 
Phone: 539-7091  Room: GN-132
Coordinator of Technology

Don Amos – dwamos@pstcc.edu 
Phone: 694-6751 V/TTY  Room: GN-131
Technical Clerk

Mary Deschamps – madeschamps@pstcc.edu
Phone: 539-7298  Room: GN-135
______________________________________________________________
My signature below verifies that I have received, read, and I understand Services for Students with Disabilities at Pellissippi State Community College’s procedures regarding my contract.  

_____________________________________


________________

Name








Date
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