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A.		All staff is required to make reasonable accommodations to ensure all services are accessible to individuals with a disability.  A deaf or hard of hearing individual applying for program benefits must have interpreter services made available, at no cost to the individual, upon request.  If interpreter services cannot be provided at the time requested, arrange for program services to be provided as soon as an interpreter is available.

When interpreter services are needed for a deaf or hard of hearing individual, do the following:

	1.	Document the case that the individual requires interpreter services and indicate how these services were provided.  Mark “Y” on the KAMES disposition screen to “Are Special Interviews Required?” and enter the appropriate code.

	2.	[At application, reapplication and recertification, provide the individual with forms CHFS-OHRM-EEO-2, Your Right to Effective Communication, and CHFS-OHRM-EEO-3, Waiver of Interpreting Services.  Document in the case record that the forms were sent/given to the individual.  Additionally, if completed, scan form CHFS-OHRM-EEO-3 into the Electronic Case File (ECF) and provide the individual with the original.]  

	3.	If available, use qualified on-site personnel.  A qualified interpreter is an interpreter who is able to interpret effectively, accurately, and impartially both receptively and expressively, using any necessary specialized vocabulary.  There are three types of interpreters: 

[a.	Certified Deaf Interpreter (CDI) – used for a deaf or hard-of-hearing individual, who is able to assist in providing an accurate interpretation using sign language.  This includes Video Relay Services (VRS);]
		b.	Deaf/Blind Interpreter – used for a deaf and blind individual who places her/his hands over the hands of the interpreter in order to read signs through touch and movement; or
		c.	Oral Interpreter – used for a deaf or hard of hearing individual who can lip read.

	4.	Request interpreter assistance from a local school or social service agency; or

5.	Request services from the Kentucky Commission for the Deaf and Hard of Hearing (KCDHH) Access Center. The Access Center is a language interpreter referral service for state agencies.  Information about services available from the Access Center is located at http://www.kcdhh.ky.gov/oea/access.html.
		
		[a.  The client may have the telephone equipment to use VRS.  VRS is a qualified interpreter service. Form CHFS-OHRM-EEO-3 is not completed for this service.]  
		b.    To request an interpreter go to http://www.kcdhh.ky.gov/forms/ and click on “interpreter/captioner”.  Complete the request form and submit.  Notification is sent once the Access Center has received the request.  Another notice is sent within a few days to confirm that an interpreter has been scheduled.  Because it may take up to two weeks to schedule an interpreter, the worker should request the interpreter when scheduling appointments.  

When requesting an interpreter from KCDHH, provide the following information:
			1) Your name, address and phone number;
			2) The date services are needed; 
			3) The time (beginning and estimated end time);
			4) The location of assignment;
			5) Type of assignment (application, meeting, etc.) 
			6) Name of individual needing services;
			7) Individual’s preferred mode of communication, if known; and
			8) Billing information (name, address and phone number).
		
	6.	At application, reapplication and recertification, or at any time an interpreter service is used, have the individual performing the interpreter service complete the confidentiality form, Business Associate Agreement.  Scan a copy into ECF.

B.	In situations when a service is performed by a licensed interpreter and a fee is charged, each interpreter has his/her own billing statement.  State employees and unlicensed interpreters provided by the individual (e.g., family members, friends, etc.) are not paid for their interpretation services.
  
	1.	Obtain a signed billing statement from the licensed interpreter which includes:
		a.	Name of interpreter;
		b.	Social Security number or federal identification number;
		c.	Address, telephone, and email, if available;
		d.	Purpose of the assignment;
		e.	Date the service was provided; and
		f.	Amount of fee.  The fee includes:
			1) The hourly rate includes time spend in travel, time spent interpreting, and mealtime.  Mealtime cannot exceed one hour.  Interpreters shall also be paid for at least two hours of service which can include waiting time due to delays in appointments and when an individual does not appear for the appointment.
			2)	The number of miles traveled to and from the assignment and the mileage rate.  Mileage is paid at the state rate.
			3) The cost for lodging, if appropriate.
		g.	The grand total;
		h.	Contact information of the worker to verify the service was provided; and
		i.	Signature of the interpreter

	2.	A prevailing hourly rate for interpreter fees is:
		a.	$40 to $50 for services provided between 8:00 am and 5:00 pm Monday through Friday; and
		b.	$45 to $55 for services provided between 5:00 pm and 8:00 am Monday through Friday and 5:00 pm Friday through 8:00 am Monday or on state holidays.

If the interpreter’s fees exceed the prevailing rate, determine if there is another interpreter available.  If none is available, contact the Family Self-Sufficiency Branch through Regional office.

	[3.	After service is rendered, scan the signed billing statement with a completed CHR-101 stamp or form CHR-101, and e-mail to Joann Hatcher in General Accounting, Accounts Payable Branch at joann.hatcher@ky.gov.]
