LANGUAGE ACCESS
POLICY & PROCEDURE

Mission and Language Policy

Mission Statement for The SC Offices for Equal Justice - The SC Offices for Equal Justice is a
statewide law firm that provides efficient, effective legal services to every eligible South
Carolinian, by pro-active and zealous advocacy, education, and outreach.

The SC Offices for Equal Justice will provide free quality language services to our clients in the
language needed to ensure that Limited English Proficient (“LEP”) clients have full access to our
legal services. Language services will be provided as necessary to assure quality legal
representation and to minimize delay or discomfort to the client.

Non-discrimination in Service

The SC Offices for Equal Justice will not discriminate in the provision of services to LEP clients,
and will supply free of charge such ancillary services not normally provided to English proficient
clients as will make timely delivery of advocacy to those needing language services to fully
access our legal services.

Outreach

The SC Offices for Equal Justice will endeavor to make the statewide community aware that free
language services are available to make legal services accessible to every South Carolina citizen.
Through active outreach, advertising, multt lingual posters in every Office office, bt lingual
(Spanish/English) telephone answering services, by employing as possible qualified bilingual
personnel, and by translating all vital and basic informational documents into Spanish and other
languages as required, The SC Offices for Equal Justice will provide information that free
language services are available. Through Spanish/English telephone answering services, in-
house bt lingual staff, use of community fee-based interpreters, bt lingual subscription to a
telephone interpretation service, and cooperation with community based language services, The
SC Offices for Equal Justice will provide timely access to our services to persons requiring
language services for full access to Legal Services.

Oversight and Compliance

The “Language Services Oversight Committee,” on behalf of The SC Offices for Equal Justice,
has the responsibility for the language services program to insure that communication between
staff and clients is not compromised as a result of the limited English proficiency of the client.

Assessing the Need for Language Services
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Language Services include:

a. Interpreting by staff

Contracted professional fee-based in-person interpretive service
Telephone interpreters (via Language Line)

Volunteer community based interpretation services

Translation services

Initial Assessment of Need

At the point of initial contact with an applicant for services, whether through LATIS or at in-
office intake, staff will make an initial assessment of the need for language services, and shall
procure such services if they are needed to effectively communicate with the applicant.

Primary language. If the applicant’s language is not readily known, use of Language Access
Cards, multilingual posters, or Language Line will be used for assistance. Advocates having
continuing contact with LEP clients will review language service needs and provide it as needed.
Advocates will not encourage or require clients to bring others with them to interpret.

Client preference. Language services shall be provided to any client upon request at no cost to
the client, unless it is clear that the request is wholly unfounded.

Advocate Responsibility.

Advocates shall encourage LEP clients to use language services where there is any doubt as to
the client’s English language proficiency, or where failure to provide needed language services
could compromise the Firm’s ability to provide quality legal services and/or may present ethical
issues for the advocate.

In such cases, after consultation with the managing attorney, language services should be
provided even if the client says they are not necessary. The advocate may explain that the
services are required to assist the advocate to provide quality legal services.

Advocates and other appropriate staff will be trained in the use of interpreters.

Bi-lingual staff fluent in a langua ge other than English will be encouraged to pursue certification
as an interpreter.

Preferred Order for Use of Language Services

Interpretation services should be provided in the following order, with some strong cautions:
In-house bt lingual staff with fluency in the language.

Use as available PAI bilingual attorneys.

Contracted professional in-person interpretation.

A telephone based interpretation service.

Community-based organization or volunteer community-based interpreter, and only
after the client has been made aware that free interpreter services are provided by The
SC Offices for Equal Justice.
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£ Use of adult relatives or friends of a client is strongly discouraged, and then only
when there appears an emergency situation. A notation in Caseman shall be made of
such use.

g.  Use of a minor child as an interpreter is forbidden except in extreme emergency
situations and then only to ascertain the nature of the emergency. A notation in
Caseman shall be made of such use.

Translation

Translation of all vital documents into Spanish has been accomplished. Translations into other
languages will be made as needed or requested by the client and/or deemed necessary in order to
provide the client full understanding of the import and meaning of the document. Translation of
brochures, court documents, pleadings and other documents deemed necessary for client full
understanding will be accomplished to facilitate full communication and understanding. If a
question arises as to the need for a particular translation, the advocate should consider obtaining
an oral translation to determine if the cost of a written translation is required.

Translations should be done by in-house personnel when possible. Outside contracted
translation may be used if in-house personnel are not available. Pre-approval of the managing

attorney is required before contracting for outside translation services.

Case and File Management

All staff opening or receiving open files from other staff must insure that the intake sheet and
Caseman data correctly identify the primary language of the client and the need for an
interpreter.

Primary Language. A new category in Caseman, which must record the language in which
the client is most comfortable speaking. If not obvious, the language will be chosen by the
client. If doubt exists as to which language is primary, enter the non-English language. The
field will not default to “English” and a selection must be made.

Language Services Box. Select “Yes” in this field if the client is not fluent in English and
therefore requires language services to insure effective representation and communication. The
field will not default to “No” and a selection must be made.

Translation Field. Staff and advocates shall inquire of all LEP clients, and record in
Caseman, whether the client can read in English, read in his/her preferred language, and which
language is preferred for written communication. This field will not default to “English” and
staff must indicate the language needed for written communication.

File Management. All staff and advocates must make conspicuous notes in the file indicating
the client’s primary language, need for interpretation, and if translation is required for
communication and other documents.

Timekeeping. All time spent by bt lingual staff providing language services in a specific case
must be recorded in Caseman by those staff required to record time under a special funding code
for the client file.
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Interpreters

Interpreters will abide by the Rules of Professional Conduct for Interpreters and Translators, and

for each interpreting event shall sign an “agreement of confidentiality” to be kept in the client’s
file.

In person-to-person interpretation, an interpreter shall function only as a conduit between the
client and advocate. Interpreters are not expected to communicate with the client in the absence
of the advocate with the exception of in-house interpreters who ordinarily communicate directly
with English speaking clients for others.

When required, staff should use interpreters to communicate with LEP clients during telephone
calls, intake, and client interviews and meetings.

Hearings. English-only advocates may consider the need to provide an interpreter at hearings to
facilitate client communication even if a court interpreter will be present.

Use of Interpreters

The SC Offices for Equal Justice will provide and each Office office will keep updated, a
Handbook for Use of Interpreters and Translators.

Every interpreter shall sign an “agreement to maintain confidentiality” for each interpreting
event and the form shall be placed in the client’s file.

Training in the use of interpreters and translators will be provided annually to appropriate staff
and advocates, and orientation to the use of interpreters and translators will be included in all
new personnel training.

Grievance

All limited English proficiency clients shall be informed that they may exercise the right to

complain to the managing attorney by using the services of Language Line, which can be
accessed by calling any office of The SC Offices for Equal Justice.
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