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MEMO
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From: John W. Kraigenow
Re: Language Line Interpreter Service
Date: January, 2023

In an effort to address the need for language access, the court system has a contract account with
New York State vendor, Language Line Services, Inc., to provide telephonic interpretation
services to AFCs for out-of-court communications.  If you need interpreter services for
proceedings in court, you should notify the court as soon as possible.    

Prior to engaging the services of Language Line, a court order is required to authorize such
services.  A sample order may be found on our web page at:
http://www.nycourts.gov/ad3/OAC/AdministrativeForms.html 
Once the judge has signed the order, please email it to our office at ad3oac@nycourts.gov with a
request for the Client ID and we will provide that to you.

Below are reference materials to assist you with accessing this service:
Quick Reference Guide, which provides step by step instructions
Partnering with an Interpreter
Language ID Guide 

If you have any questions, please feel free to contact our office.  

http://www.nycourts.gov/ad3/OAC/AdministrativeForms.html
mailto:ad3oac@nycourts.gov


     

IMPORTANT INFORMATION:  

WORKING WITH AN INTERPRETER – At the beginning of the call, briefly tell the interpreter the nature of the call. Speak directly 
to the limited English proficient individual, not to the interpreter, and pause at the end of a complete thought. Please note, to 
ensure accuracy, your interpreter may sometimes ask for clarification or repetition. 
 
3-WAY CALL – Use the conference feature on your phone, and follow the instructions above to connect to an interpreter. If you 
are initiating the call, get the interpreter on the line first, then call the limited English proficient individual. If you are receiving a 
call, ask the caller to “Please Hold,” and then conference in the interpreter. 
 
LANGUAGELINE DUAL HANDSET PHONE – If you have a LanguageLine Dual handset phone, lift the handset and press the pre-
programmed button to dial, then follow the prompts. Once connected to an interpreter, give the second handset to the limited 
English proficient individual. 
 
CUSTOMER SERVICE – To provide feedback, commend an interpreter, or report any service concerns, call 1-800-752-6096 or go 
to www.LanguageLine.com and click on the “Customer Service” tab, scroll to “Provide Feedback” and complete a “Voice of the 
Customer” form.  
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TO ACCESS AN INTERPRETER  

1. DIAL: 1-866-874-3972 

  

 

 
 

 
 
 
  

BEST PRACTICES FOR DOCUMENTATION:
- Document the Preferred Language
- Document professional language services offered & client’s response
- Document the linguist name & number
- Document the client’s understanding using a “Teach Back” method

2.  ENTER CLIENT ID:
Contact Office of Attorneys for Children at
ad3oac@nycourts.gov

3.  INDICATE LANGUAGE:

1 - FOR SPANISH
2 - FOR ALL OTHERS AND CLEARLY STATE THE LANGUAGE
0 - IF YOU DON’T KNOW THE LANGUAGE YOU NEED



Enabling Communication in Any Situation.SM   www.LanguageLine.com

Partnering With An Interpreter
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Partnering with Your LanguageLine Solutions® Interpreter 
to Ensure Effective Communication

STARTING THE SESSION
 � Allow the interpreter to start the session by giving you their name and Interpreter ID.

Document this information for reference.
 � Introduce yourself to the interpreter.
 � Brief the interpreter and state the goal of the session and provide any specific instructions.
 � Introduce yourself and the interpreter to the limited English proficient, Deaf, or Hard-of-

Hearing individual.

DURING THE SESSION
 � Address the limited English proficient, Deaf, or Hard-of-Hearing individual, not the

interpreter. The interpreter will be your voice. Keep in mind that everything stated will be 
interpreted.

 � State information in short, concise sentences. When stating complicated or detailed
information, speak at a slow pace and pause often. This allows the interpreter to note, 
retain, and relay the information. The interpreter may sometimes ask for repetitions or 
clarification.

 � Avoid technical jargon and try to explain specialized terms or concepts.
 � Avoid interrupting the interpreter or talking at the same time.
 � Do not ask interpreters for their opinion.

ENDING THE SESSION
 � Ask the limited English proficient, Deaf or Hard-of-Hearing individual if they understood, or if

they have any questions or concerns.  
 � Allow the interpreter to interpret everything before ending the session.

FOR MORE INFORMATION 
www.LanguageLine.com / 1-800-752-6096

1 

2 

3 

Onsite Interpreters Phone Interpreters Video Interpreters



Europe Pacific Islands

North America, South America,  
and Caribbean

Language Identification Card

•  Refer to your Quick Reference Guide (QRG) to 
access an interpreter through LanguageLine 
Solutions. In most cases, an interpreter is available 
within seconds.

•  If you are unable to identify the language, our 
representative will help you.

Please note: LanguageLine Solutions interprets from 
English into more than 200 languages. Only the most 
requested languages are listed here. This list is subject  
to change based upon client demand.

From North America call 1800 752-6096 for  
more information about our service.

© 2013 LanguageLine Solutions / 1-800-752-6096 / www.LanguageLine.com

As a LanguageLine Solutions client you have access 
to over-the-phone interpretation 24 hours a day, 
7 days a week. Use this Language Identification 
Card in a face-to-face situation to determine which 
language a person speaks. The Language ID Card 
lists the languages most frequently encountered in 
North America, grouped by the geographical region 
where they are commonly spoken.

•  To use the Language ID Card efficiently, locate the 
geographical region where you believe the speaker 
may be from. (Pacific Islands, Europe, etc.)

•  Show the person the languages listed for that 
region. The message underneath each language 
says: “Point to your language. An interpreter will 
be called. The interpreter is provided at no cost 
to you.”

Europe - continued

  Interpreting      Translation       Testing and Training



Africa
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Africa - continued

LanguageLine Solutions also  
offers Document Translation

For more information contact us:
Phone: 1 888 763-3364 •  Fax: 1 800 648-0170  
E-mail: translation@languageline.com  
Web: www.LanguageLine.com
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