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[bookmark: _Toc92107748]Authority and Introduction
Section § 51.5-113. of the Code of Virginia authorizes the Virginia Department for the Deaf and Hard of Hearing (VDDHH) to establish, maintain and coordinate a statewide service to provide courts, state, and local legislative bodies and agencies, both public and private, and persons who are deaf or hard-of-hearing who request the same with qualified “interpreters” for the deaf and hard of hearing and is further authorized to establish and maintain lists of qualified interpreters for the deaf and hard-of-hearing to be available to the above mentioned entities. 

The purpose of this document is two-fold:
1. to provide instructions to Qualified Sign Language Interpreters as to how to be included in VDDHH’s database for providing interpreter services for state and local agencies. VDDHH shall verify the credentials and background of VQSLIs before adding the interpreter to the database.
2. to provide instructions for State and Local government agencies as to how to secure qualified sign language interpreters who have agreed to the rates, terms and conditions provided herein. 

A copy of this document will be posted on the VDDHH website and available for access by all Interpreters maintaining recognized national certification, as well as, those interpreters holding credentials of a VQAS Level II or higher.   All Interpreters holding and providing proof of proper credentials who agree to the terms set out within this Manual shall be included in the listing of “Verified Qualified Sign Language Interpreters” in the Commonwealth and posted at www.vddhh.virginia.gov/interpreters.htm.

For Interpreters and State and local government entities, insert the following language onto the invoice and the PO:  “Interpreter was verified to be credentialed by VDDHH.  VDDHH is tasked with maintaining and coordinating a statewide service to provide a vetted list of available credentialed interpreters, per code section 51.5-113 of the Code of Virginia.  Interpreters vetted through VDDHH can be hired without following normal procurement rules and regulations.  Both the Interpreter and the Purchasing Party agree the services are governed by the terms and conditions within the “Interpreter Services Program Agreement and Manual for State Agencies And Sign Language Interpreters in the Commonwealth of Virginia – document #751262.1.”   






[bookmark: _Toc92107749]How to Use this Manual
[bookmark: _Toc92107750]For Qualified Sign Language Interpreters
Qualified Sign Language Interpreters (those with VQAS Screening Level II or higher OR Nationally Certified) may use this manual to:
· understand the change from the old “interpreter contract” to the new “service agreement”
· learn about how to get on the list to be notified of interpreter requests with state and local government agencies in the Commonwealth of Virginia
· become a Verified Qualified Sign Language Interpreter (VQSLI) in the Commonwealth to be able to provide services to state and local government agencies
· learn about the rates that VQSLIs may charge and the terms that apply under this agreement. 
[bookmark: _Toc92107751]For State/Local Government Agencies
State agencies, their local counterparts, and local government agencies may use this manual to:
· learn about the availability of qualified sign language interpreter services and methods for securing those services
· access the forms necessary to request a qualified sign language interpreter through VDDHH
· identify Verified Qualified Sign Language Interpreters (VQSLIs)
· learn about the rates VQSLIs may charge and terms that apply under this agreement
· Requisitions to pay Interpreters should contain the following language: “This PO is governed by the terms and conditions contained within the “Interpreter Services Program Agreement and Manual for State Agencies and Sign Language Interpreters in the Commonwealth of Virginia.”




· 

[bookmark: _Toc92107752]Why the Change from Contract to Agreement? 
In the Fall of 2016, The Virginia Department for the Deaf and Hard of Hearing met with staff from the Department of General Services/Division of Purchase and Supply (DPS), to address concerns about the solicitation VDDHH was using for Sign Language Interpreter Services. During discussion, it was decided that a manual created to guide Purchasing Agencies and Interpreters was the appropriate approach due to the required on going need for the services.  

Under this manual, interpreters who submit their credentials and required documentation for verification by VDDHH will be agreeing to the rates and terms specified in this agreement for any services provided to state government agencies or local government agencies.  In lieu of a signed contract for services, the individual Purchase Order (PO) from the “Purchasing Agency” will serve as the documentation of the terms of this agreement. 
[bookmark: _Toc92107753]Who Can Use this Manual and Service Agreement?
[bookmark: _Toc92107754]State Agencies
Any agency in the Executive Branch of Government in the Commonwealth of Virginia may use this Manual and Service Agreement to procure the services of individual qualified sign language interpreters, except as otherwise noted (see page 8). 
[bookmark: _Toc92107755]Local Government Agencies
Any local government agency or entity in the Commonwealth of Virginia may use this Manual and Service Agreement to procure the services of individual qualified sign language interpreters, except as otherwise noted (see below). 
[bookmark: _Toc92107756]Who Cannot use this Manual and Service Agreement? 
[bookmark: _Toc92107757]Virginia Judicial Branch (Courts/Magistrates/Court Services Units)
Sign language interpreter services for Virginia Courts and other judicial branch entities are provided under a separate Memorandum of Understanding between VDDHH and the Supreme Court of Virginia. Contact the VDDHH Interpreter Programs Manager or the Supreme Court of Virginia ADA Coordinator for more information.

[bookmark: _Toc92107758]Public Schools, Colleges and Universities and Educational Interpreters
This Service Agreement does not apply to sign language interpreter services provided in classes in educational institutions (public schools, colleges or universities).  Educational institutions may use this agreement for events such as graduations, campus tours, and other related events. 

Interpreters who hold EIPA/RID K-12 Certification as their sole credential are not eligible to participate as VQSLIs under this agreement. 
[bookmark: _Toc92107759]
Private Businesses, Organizations, and Not for Profit Entities 
This Manual and Service Agreement is intended for use for sign language interpreter services which are paid directly by the Commonwealth of Virginia or local government entities.  Private Businesses, Organizations and Not for Profit Entities who require the services of a qualified sign language interpreter may contact VDDHH for information about how to secure a sign language interpreter. The rates established in this agreement are not intended as recommended rates for non-state/local government settings. VDDHH does not set rates for interpreters in private settings.  Private entities should be prepared to negotiate rates with qualified interpreters. 
[bookmark: _Toc92107760]Private Sign Language Interpreter Referral Agencies
This Manual and Service Agreement is not designed for use by private interpreter referral agencies.  The rates and terms in this Manual and Service Agreement are based on individual sign language interpreter agreements.  Because VDDHH is not able to verify the credentials of every interpreter affiliated with private interpreter referral agencies and because such agencies have their own rate structures, this Manual and Service Agreement is not an appropriate mechanism for securing services through private interpreter referral agencies.  Such agencies are encouraged to register with eVA and with the Department of Small Business and Supplier Diversity (DSBSD) if interested in doing business with agencies of the Commonwealth. 

A Note for State and Local Government Agencies about Spoken Language Interpreter Agencies
Some state and local government agencies have contracts with general (usually spoken language) interpreter services and translation agencies. If you are securing sign language interpreter services through those general interpreter services agencies, at a minimum, you should verify the credentials of the interpreters they use.   
Other Exclusions
This manual does not cover the provision of Video Remote Interpreting (VRI) services.  While some VQSLIs may offer VRI services, rates for those services are set by the interpreter.  
[bookmark: _Toc92107761]Definitions 
For the purpose of the Manual the following terms shall take on the meaning of the definitions stated below:
Full Business Day - The full normal work day (Monday – Friday 8:15 AM – 5 PM) immediately preceding the scheduled arrival time of the interpreter for an assignment.
Higher Rate - Twice the onsite hourly rate, per Section III. F. Additional Compensation for special situations 
Interpreter – Any person who is a Verified Qualified Sign Language Interpreter (VQSLI).  
Issuing Agency Buyer - Elizabeth Prunkl
Legal Premium Rate - A $60.00 hourly premium onsite rate provided to interpreters with standard full certificates (CSC, CI, CT, CDI, RSC, MCSC, OIC:C) from the “Registry of Interpreters for the Deaf (RID)”; and a $70.00 hourly premium for interpreters with an RID Special Certificate: Legal (SC:L) allowed for any assignments involving legal investigations and procedures, including but not limited to Child Protective Services investigations, police investigations and State agency proceedings where a Hearing Officer is present.  The “Legal Premium Rate” is a stand-alone rate (not added to the standard Onsite Rate in Attachment A) and cannot be combined with any other additional compensation rate.
Normal Business Hours - Weekdays (Monday through Friday) from 8:15 AM to 5 PM.
Northern Virginia (NOVA)-  The geographic area that includes the Counties of Arlington, Fairfax, Loudoun, Prince William; and the Cities of Alexandria, Fairfax, Falls Church, Manassas, and Manassas Park.
Onsite Hourly Base Rate – The hourly rate to be paid from the time the interpreter arrives at the designated location for an assignment (including up to 15 minutes before the scheduled start time) until the time the interpreter leaves the designated location upon the completion of the assignment or for the scheduled time of the assignment, whichever is greater. 
Purchasing Agency/Authorized Users – These entities shall include state and local legislative bodies and government agencies.  The entity soliciting services and issuing a Purchase Order for services shall be responsible for making payment for services.  In addition, the entity issuing a Purchase Order for services is responsible for administration of the purchase in accordance with agreement terms.  Any issues on non-compliance shall be handled between the entity issuing the Purchase Order and the Verified Qualified Sign Language Interpreter.
Registry of Interpreters for the Deaf, Inc. (RID) – According to its website, www.rid.org, the Registry of Interpreters for the Deaf, Inc. is a national membership organization, plays a leading role in advocating for excellence in the delivery of interpretation and transliteration services between people who use sign language and people who use spoken language. In collaboration with the Deaf community, RID supports [its] members and encourages the growth of the profession through the establishment of a national standard for qualified sign language interpreters and translators, ongoing professional development and adherence to a code of professional conduct.
Travel Rate - The hourly rate to be paid from the time the interpreter departs for the assignment until the time the interpreter arrives at the designated location and from the time the interpreter leaves the designated location upon the completion of the assignment until the time they arrive at their home/base/next assignment. Add-on Rates do not apply to the Travel Rate. 
Verified Qualified Sign Language Interpreter (VQSLI)– Qualified interpreters whose “VDDHH Interpreter Service Agreement and Manual Acknowledgement  Form” and associated credentials have been received and verified by VDDHH. If interpreter’s credentials are not up to date (expire) in VDDHH’s system, the Service Agreement will be considered inactive until proper proof of credentials is provided.
VDDHH – Virginia Department for the Deaf and Hard of Hearing.
[bookmark: _Toc92107762]
Recognized Credentials: National Certification
The following credentials are recognized by VDDHH as qualifying a Sign Language Interpreter for use in state and local government agencies in the Commonwealth as “a nationally certified interpreter.” For a full description of each of these credentials, see Appendix A.
[bookmark: _Toc92107763]Recognized RID certifications:
CDI – Certified Deaf Interpreter
NIC – National Interpreter Certification
The following certifications are no longer offered by the RID but are still recognized and maintained: 
CI – Certificate of Interpretation
CT – Certificate of Transliteration
CSC – Comprehensive Skills Certificate
SC:L – Specialist Certificate: Legal
IC – Interpretation Certificate
TC – Transliteration Certificate
OTC – Oral Transliteration Certificate
OIC –Oral Interpreting Certificate

[bookmark: _Toc92107764]Recognized NAD Certifications: 
NAD V (Master)
NAD IV (Advanced)
NAD III (Generalist)

[bookmark: _Toc92107765]Recognized Cued Language Certifications:
TCS :1
TCS: 2
TCS: 3
TCS: 4
[bookmark: _Toc92107766]Recognized Credentials: Virginia Quality Assurance Screening Levels
The following credentials are recognized by VDDHH as qualifying a Sign Language Interpreter under this agreement as a“VQAS Screened interpreter.” An interpreter may hold Screening Levels in both Interpreting (I) and Transliterating (T).  For a full description of each of these credentials and the appropriate selection of VQAS Screened interpreters for assignments, see Appendix B.
VQAS I-II
VQAS T-II
VQAS I-III
VQAS T-III
VQAS I-IV
VQAS T-IV 
VQAS CS-II
VQAS CS –II
VQAS CS-IV
[bookmark: _Toc92107767]Specific Service Agreement Terms 

[bookmark: _Toc92107768]Publication of Directory of Verified Qualified Sign Language Interpreters for Use by State and Local Government Agencies
The Directory of Verified Qualified Sign Language Interpreters will be posted on the VDDHH website at www.vddhh.org.  This Directory will include the name, credentials, contact information, geographic area served and service agreement rates for each VQSLI participating in the agreement. 
[bookmark: _Toc92107769]Assigning Verified Qualified Sign Language Interpreters
Purchasing Agencies reserve the exclusive right to procure services from any Verified Qualified Sign Language Interpreter under this agreement with VDDHH. Purchasing Agencies will make purchasing decisions based on appropriateness of credentials held in relation to assignment needs.
In order to protect Interpreters from repetitive motion disorders such as Carpal Tunnel Syndrome, the guidelines below (#1 and #2) will be used regarding assigning the correct number of Interpreters on a per job basis.  VDDHH and all Purchasing Agencies, on a case-by-case basis, will review service requests. VDDHH and Purchasing Agencies reserve the right to adjust the number of Interpreters to be assigned based on the specific requirements of the assignment.  
1.	One Interpreter is sufficient for meetings of 2 hours or less and/or for situations that offer 
periodic rest periods and do not require continuous interpreting. 
2.	Two or more Interpreters are needed when any of the following situations occur: 
a.	Any assignment lasting two (2) hours or longer or shorter assignments with extensive or complex dialogue. 
b.	Platform events 
c.	Events requiring more than one method of communication 
d.	Assignments for persons who are Deaf Blind that require tactile interpreting.
e.	Any public meetings or events where numerous deaf or hard of hearing consumers may attend whether or not such events last less than two (2) hours. 

[bookmark: _Toc92107770]Additional Interpreter Documentation May Be Required
Some entities utilizing the Interpreter Service Agreement may also require additional documentation prior to acceptance of the job, including but not limited to VQSLI vaccination records.  Requirements for additional documentation will be communicated by the Purchasing Agency if the job requires the additional documentation.
[bookmark: _Toc92107771]Accepting Assignments
VQSLIs agree to adhere to the terms and conditions herein, to act in accordance with the Registry of Interpreters for the Deaf Code of Professional Conduct on all assignments, including but not limited to dressing in a manner appropriate to the situation, arriving in sufficient time to determine and address specific assignment needs, and performing services in an appropriate and professional manner.  The VQSLI shall be responsible for the quality of service provided and agrees to notify the Purchasing Agency of any complaints or significant problems that may result.  


[bookmark: _Toc92107772]Assignment-Related Information
Purchasing Agency shall provide interpreter with the following information prior to the date of the assignment to ensure appropriate preparation:
· Name, phone number and email address of the representative of the Purchasing Agency who made the request for services
· Name, phone number and email address of the onsite contact person on the date of the service
· Names and other necessary information about the participants in/audience for the assignment
· Specific directions to the location of the assignment
· Preparatory materials, to include but not limited to any agenda, handouts, reports or other background information that will assist the VQSLI in preparing to facilitate communication at the assignment

[bookmark: _Toc92107773]Compensation For Services
General Guidelines for Compensation
When coordinating an assignment, the Purchasing Agency and/or VDDHH will provide the VQSLI with the necessary billing information and ensure compensation at the agreed rates for all services rendered, as specified on page 23, “Compensation Rates.”  The VQSLI shall submit invoices for services rendered directly to the authorized Purchasing Agency.  If the assignment is solicited by VDDHH then the billing information including address will be provided at the time the VQSLI accepts the assignment.  If the assignment is solicited by a Purchasing Agency, directly to the VQSLI, then the billing information will be provided via the Purchase Order, issued by the Purchasing Agency.  All invoices shall be submitted to the Purchasing Agency procuring services within 30 calendar days of the date the service was rendered.  Invoices submitted after the 30-calendar day period may be subject to review and approval by the Agency Head.
Assignments scheduled for two hours or more but which end early will be billed for the scheduled time plus travel time.  

The Purchasing Agency shall issue a Purchase Order for all interpreting assignments – the Purchase Orders may be issued in advance of the assignment or after the assignment as a “Confirming Purchase Order.”


All invoices submitted to a Purchasing Agency for payment must include the following information to ensure compensation:
1. Name of VQSLI;
2. Date of Invoice;
3. Date of Services Provided and a brief description of assignment;
4. Invoice Number
a. If the job is solicited through VDDHH, the invoice number will consist of the job number and the interpreter’s first and last initial, or, 
b. If the job is solicited directly through the Purchasing Agency, the invoice number will be provided with the billing information;
5. Time, duration, and specific location of assignment;
6. Itemized bill of services, as follows, must appear as separate line items:  
a. total hours worked or scheduled time, if greater than actual hours worked
b. total travel time
c. onsite rate
d. premium rates, as appropriate;

7. Insert the following language onto the invoice:  “Interpreter was verified to be credentialed by VDDHH.  VDDHH is tasked with maintaining and coordinating a statewide service to provide a vetted list of available credentialed interpreters, per code section 51.5-113 of the Code of Virginia.  Interpreters vetted through VDDHH can be hired without following normal procurement rules and regulations.  Both the Interpreter and the Purchasing Party agree the services are governed by the terms and conditions within the “Interpreter Services Program Agreement and Manual for State Agencies And Sign Language Interpreters in the Commonwealth of Virginia – document #751262.1.”   
8. Attach any associated receipts along with invoice (hotel, tolls etc.).  These reimbursements shall be approved by the Purchasing Agency prior to the assignment, and will be reimbursable per the approved rates in the Department of Accounts CAPP Manual.  A copy of the manual may be found at www.doa.virginia.gov.



Standard Two-Hour Minimum to Be Paid
Compensation for completed assignments will include a two-hour minimum paid at the onsite rate, per Compensation Rates for Services Paid by State and Local Government Agencies, as defined elsewhere in this document.  This two-hour minimum shall include travel time or any portion thereof with compensation for additional hours rounded to the next half hour period.  Back-to-back assignments with the same billing address will be paid for actual time (onsite and portal to portal) and will not be considered separate assignments for purposes of the two-hour minimum. 

Portal-to-Portal to Be Paid
VQSLIs will be paid for travel time (portal-to-portal) at their individual hourly portal-to-portal rate, per Attachment A. Travel time will be based on the standard of two (2) hours per hundred miles or variables thereof (i.e. one (1) hour per 50 miles, one-half (½) hour per 25 miles, rounded to the nearest half-hour period).  This may be applied in determining appropriate maximum travel time portal-to-portal charges. 

Mileage Not Allowable
No reimbursement will be provided for mileage under the Service Agreement. 

Other Allowable Charges
Reimbursement for overnight accommodations and meals will be negotiated with the requesting Purchasing Agency prior to the acceptance of the assignment and shall be at Commonwealth of Virginia approved rates as detailed in the Department of Accounts CAPP Manual  - www.doa.virginia.gov  See section IV. J. for payment terms. 
Any assignment which would have required two interpreters but for which only one interpreter was secured may be billed at double the hourly rate. This includes assignments of two hours or longer or assignments with multiple deaf participants and extensive discussion, even if less than two hours.  

Changes in Rates Under this Agreement
Rates under this agreement will be reviewed on or before January 1 each year.  Any changes in the rates will be posted within 30 days of the review.  

Rates for a VQSLI will also be subject to change should that interpreter’s credentials change.  If credentials are gained, the VQSLI is expected to provide the appropriate documentation to VDDHH, as soon as possible, in order to be compensated correctly.  It is also the VQSLI’s responsibility to notify VDDHH immediately should credentials be lost, as loss of credentials could affect compensation rates.
[bookmark: _Toc92107774]Cancellation Of Assignments
Cancellation by Purchasing Agency
Any Purchasing Agency canceling an assignment shall be responsible for payment as outlined in 1 – 3 below.  
1. For assignments requiring interpreters to be scheduled for two (2) days or less:  
a. Cancellation shall be made two (2) “full business days” in advance of the assignment (i.e. If an event is scheduled for a Monday, cancellation notice shall be provided by end of business day the preceding Wednesday).  If cancellation is made more than two (2) full business days in advance, no compensation will be given to the VQSLI.
b. If cancellation is made with less than two full business days notice, the VQSLI will receive the two-hour minimum or full compensation of the scheduled time, whichever is greater.
2. For assignments requiring VQSLIs to be scheduled for 3 consecutive days or more: 
Cancellation shall be made 5 full business days in advance of the assignment   If cancelled with less than 5 full business days notice, the Purchasing Agency will pay the scheduled VQSLI(s) an amount equal to 50% of the amount the VQSLI would have received had the assignment been completed as scheduled.  This provision will be waived if VDDHH or the Purchasing Agency is able to schedule the assigned VQSLI(s) for another similar assignment during the same time frame which would result in a payment of greater than 50% of the original assignment. 
3. In the event an assignment is cancelled, as specified in section III. D, 1. and 2. above and no travel time is incurred by the VQSLI relating to the assignment, the VQSLI will not receive compensation for any travel time (portal-to-portal) or other expenses.  

[bookmark: _Toc92107775]Cancellation or Late Arrival by VQSLI
For any cancellations made by the VQSLI, no compensation will be paid by the Purchasing Agency.   Late arrival by the VQSLI will result in a deduction from the amount due for the assignment.  The deduction for up to 30 minutes will be one-half the hourly rate for the first hour.  Late arrival of more than 30 minutes or 25% of the total assignment will be considered a cancellation by the VQSLI.
Cancellation Due to Inclement Weather
In the event cancellation by the Purchasing Agency due to inclement weather, the VQSLI will be compensated for one-half (50%) of the pre-arranged assignment hours and for any actual travel time (portal-to-portal) incurred related to the assignment, or the two (2) hour minimum per assignment as specified section III.F., whichever is greater. 
Cancellation by Participant Who Requires Service
VQSLIs will be compensated for the full scheduled time for assignments, including travel time (portal-to-portal) and other agreed upon expenses, where a consumer requesting services does not appear, upon verification by the authorized Purchasing Agency.  For routine assignments where the consumer does not appear, a VQSLI must receive permission from the Purchasing Agency or on site contact before leaving the assignment.  For public hearings or other events open to the public, the VQSLI shall remain on site for the duration of the assignment period at the discretion of the On Site Contact.




[bookmark: _Toc92107776]General Terms and Conditions Of This Agreement 
NOTE TO INTERPRETERS: The following terms and conditions are required for any and all state agency purchases and are non-negotiable. As used in this section, “contract” refers to this Service Agreement.

GENERAL TERMS AND CONDITIONS
A.	VENDORS MANUAL:  This solicitation is subject to the provisions of the Commonwealth of Virginia Vendors Manual and any changes or revisions thereto, which are hereby incorporated into this contract in their entirety.  The procedure for filing contractual claims is in section 7.19 of the Vendors Manual.  A copy of the manual is normally available for review at the purchasing office and is accessible on the Internet at www.eva.virginia.gov under “Vendors Manual” on the vendors tab.  
B.	APPLICABLE LAWS AND COURTS: This solicitation and any resulting contract shall be governed in all respects by the laws of the Commonwealth of Virginia and any litigation with respect thereto shall be brought in the courts of the Commonwealth.  The agency and the VQSLI are encouraged to resolve any issues in controversy arising from the award of the contract or any contractual dispute using Alternative Dispute Resolution (ADR) procedures (Code of Virginia, § 2.2-4366).  ADR procedures are described in Chapter 9 of the Vendors Manual.  The VQSLI shall comply with all applicable federal, state and local laws, rules and regulations.
C.	ANTI-DISCRIMINATION: By submitting their response, VQSLIs certify to the Commonwealth that they will conform to the provisions of the Federal Civil Rights Act of 1964, as amended, as well as the Virginia Fair Employment Contracting Act of 1975, as amended, where applicable, the Virginians With Disabilities Act, the Americans With Disabilities Act and § 2.2-4311 of the Virginia Public Procurement Act (VPPA).  If the award is made to a faith-based organization, the organization shall not discriminate against any recipient of goods, services, or disbursements made pursuant to the contract on the basis of the recipient's religion, religious belief, refusal to participate in a religious practice, or on the basis of race, age, color, gender or national origin and shall be subject to the same rules as other organizations that contract with public bodies to account for the use of the funds provided; however, if the faith-based organization segregates public funds into separate accounts, only the accounts and programs funded with public funds shall be subject to audit by the public body. (Code of Virginia, § 2.2-4343.1E).
In every contract over $10,000 the provisions in 1. and 2. below apply:
	During the performance of this contract, the VQSLI agrees as follows:
a.	The VQSLI will not discriminate against any employee or applicant for employment because of race, religion, color, sex, national origin, age, disability, or any other basis prohibited by state law relating to discrimination in employment, except where there is a bona fide occupational qualification reasonably necessary to the normal operation of the VQSLI.  The VQSLI agrees to post in conspicuous places, available to employees and applicants for employment, notices setting forth the provisions of this nondiscrimination clause.
b.	The VQSLI, in all solicitations or advertisements for employees placed by or on behalf of the VQSLI, will state that such VQSLI is an equal opportunity employer.
c.	Notices, advertisements and solicitations placed in accordance with federal law, rule or regulation shall be deemed sufficient for the purpose of meeting these requirements.
D.	ETHICS IN PUBLIC CONTRACTING: By submitting their response,  VQSLIs certify that their responses are made without collusion or fraud and that they have not offered or received any kickbacks or inducements from any other VQSLI, supplier or manufacturer in connection with their response, and that they have not conferred on any public employee having official responsibility for this procurement transaction any payment, loan, subscription, advance, deposit of money, services or anything of more than nominal value, present or promised, unless consideration of substantially equal or greater value was exchanged.
E.	IMMIGRATION REFORM AND CONTROL ACT OF 1986: By entering into a written contract with the Commonwealth of Virginia, the VQSLI certifies that the VQSLI does not, and shall not during the performance of the contract for goods and services in the Commonwealth, knowingly employ an unauthorized alien as defined in the federal Immigration Reform and Control Act of 1986.
F.	DEBARMENT STATUS: By participating in this procurement, the vendor certifies that they are not currently debarred by the Commonwealth of Virginia from submitting a response for the type of goods and/or services covered by this solicitation.  Vendor further certifies that they are not debarred from filling any order or accepting any resulting order, or that they are an agent of any person or entity that is currently debarred by the Commonwealth of Virginia.
G.	ANTITRUST: By entering into a contract, the VQSLI conveys, sells, assigns, and transfers to the Commonwealth of Virginia all rights, title and interest in and to all causes of action it may now have or hereafter acquire under the antitrust laws of the United States and the Commonwealth of Virginia, relating to the particular goods or services purchased or acquired by the Commonwealth of Virginia under said contract.
H.	MANDATORY USE OF STATE FORM AND TERMS AND CONDITIONS FOR PREQUALIFICATION SOLICITATIONS 
Failure to submit a response on the official state form provided for that purpose shall be a cause for rejection of the response.  Modification of or additions to any portion of the Prequalification Solicitation may be cause for rejection of the response; however, the Commonwealth reserves the right to decide, on a case by case basis, in its sole discretion, whether to reject such a response as nonresponsive.  As a precondition to its acceptance, the Commonwealth may, in its sole discretion, request that the VQSLI withdraw or modify nonresponsive portions of a response which do not affect quality, quantity, price, or delivery.  No modification of or addition to the provisions of the contract shall be effective unless reduced to writing and signed by the parties.
I.	CLARIFICATION OF TERMS: If any prospective VQSLI has questions about the specifications or other solicitation documents, the prospective VQSLI should contact the buyer whose name appears on the face of the solicitation no later than five working days before the due date.  Any revisions to the solicitation will be made only by addendum issued by the buyer.
J.	PAYMENT:
To VQSLI:
1.	Invoices for services ordered, delivered and accepted shall be submitted by the VQSLI directly to the payment address shown on the purchase order/contract.  All invoices shall show the contract number and/or purchase order number; social security number (for individual VQSLIs) or the federal employer identification number (for proprietorships, partnerships, and corporations). 
2.	Any payment terms requiring payment in less than 30 days will be regarded as requiring payment 30 days after invoice or delivery, whichever occurs last.  This shall not affect offers of discounts for payment in less than 30 days, however.
3.	All services provided under this contract or purchase order, that are to be paid for with public funds, shall be billed by the VQSLI at the contract price, regardless of which public agency is being billed.
4.	The following shall be deemed to be the date of payment: the date of postmark in all cases where payment is made by mail, or the date of offset when offset proceedings have been instituted as authorized under the Virginia Debt Collection Act.
5.	Unreasonable Charges.  Under certain emergency procurements and for most time and material purchases, final job costs cannot be accurately determined at the time orders are placed.  In such cases, VQSLIs should be put on notice that final payment in full is contingent on a determination of reasonableness with respect to all invoiced charges.  Charges which appear to be unreasonable will be researched and challenged, and that portion of the invoice held in abeyance until a settlement can be reached.  Upon determining that invoiced charges are not reasonable, the Commonwealth shall promptly notify the VQSLI, in writing, as to those charges which it considers unreasonable and the basis for the determination.  A VQSLI may not institute legal action unless a settlement cannot be reached within thirty (30) days of notification.  The provisions of this section do not relieve an agency of its prompt payment obligations with respect to those charges which are not in dispute (Code of Virginia, § 2.2-4363).
The Commonwealth of Virginia encourages VQSLIs to accept electronic and credit card payments.
K.	PRECEDENCE OF TERMS: The following General Terms and Conditions VENDORS MANUAL, APPLICABLE LAWS AND COURTS, ANTI-DISCRIMINATION, ETHICS IN PUBLIC CONTRACTING, IMMIGRATION REFORM AND CONTROL ACT OF 1986, DEBARMENT STATUS, ANTITRUST, MANDATORY USE OF STATE FORM AND TERMS AND CONDITIONS, CLARIFICATION OF TERMS, PAYMENT shall apply in all instances.  In the event there is a conflict between any of the other General Terms and Conditions and any Special Terms and Conditions in this solicitation, the Special Terms and Conditions shall apply.
L.	QUALIFICATIONS OF OFFERORS: The Commonwealth may make such reasonable investigations as deemed proper and necessary to determine the ability of the VQSLI to perform the services and the VQSLI shall furnish to the Commonwealth all such information and data for this purpose as may be requested.  The Commonwealth further reserves the right to reject any response if the evidence submitted by, or investigations of, such VQSLI fails to satisfy the Commonwealth that such VQSLI is properly qualified to carry out the obligations of the contract and to provide the services and/or furnish the goods contemplated therein.
M.	TESTING AND INSPECTION: The Commonwealth reserves the right to conduct any test/inspection it may deem advisable to assure the services conform to the specifications.
N.	ASSIGNMENT OF CONTRACT: A contract shall not be assignable by the VQSLI in whole or in part without the written consent of the Commonwealth.
O.	CHANGES TO THE CONTRACT: Changes can be made to the contract in any of the following ways:
1.	The parties may agree in writing to modify the terms, conditions, or scope of the contract.  Any additional services to be provided shall be of a sort that is ancillary to the contract goods or services, or within the same broad product or service categories as were included in the contract award.  Any increase in the fee for services detailed in the contract shall result from VDDHH analysis and shall be posted to the Contract Extract with the effective date of said fee change.
2.	The Purchasing Agency may order changes within the general scope of the contract at any time by written notice to the VQSLI.  Changes within the scope of the contract include, but are not limited to, things such as services to be performed and the place of delivery or installation.  The VQSLI shall comply with the notice upon receipt, unless the VQSLI intends to claim an adjustment to compensation, schedule, or other contractual impact that would be caused by complying with such notice, in which case the VQSLI shall, in writing, promptly notify the Purchasing Agency of the adjustment to be sought, and before proceeding to comply with the notice, shall await the Purchasing Agency's written decision affirming, modifying, or revoking the prior written notice.  
P.	DEFAULT: In case of failure to deliver services in accordance with the contract terms and conditions, the Commonwealth, after due oral or written notice, may procure them from other sources and hold the VQSLI responsible for any resulting additional purchase and administrative costs.  This remedy shall be in addition to any other remedies which the Commonwealth may have.
Q.	INSURANCE: By signing and submitting a Prequalification Submission Form and Contract, the VQSLI certifies that if awarded the contract, it will have the following insurance coverage at the time the contract is awarded.  The VQSLI further certifies that the VQSLI will maintain this insurance coverage during the entire term of the contract and that all insurance coverage will be provided by insurance companies authorized to sell insurance in Virginia by the Virginia State Corporation Commission.  The VQSLI is expected to carry Professional Liability Insurance with a minimum of $1 million dollars per occurrence and aggregate for the purpose of errors and omissions, as well as, a $1 million dollar per occurrence with a $2 million dollar general aggregate for the general liability portion of the insurance coverage.  The policy also needs to include property damage at a minimum of $5,000.00 to cover professional and electronic equipment.  If the VQSLI carries or wishes to carry a Sign Language Interpreter’s Insurance Policy, coverage must mirror what is outlined above for Professional and General Liability Insurance.
R. 	ANNOUNCEMENT OF AWARD:  Upon the award or the announcement of the decision to award a contract(s) as a result of this Prequalification Solicitation, the purchasing agency will publicly post a Contract Extract on the DGS/DPS eVA (www.eva.virginia.gov) site.  Updates to the Contract Extract shall be posted when VQSLIs are awarded Contracts throughout the TERM.  
S.	DRUG-FREE WORKPLACE: During the performance of this contract, the VQSLI agrees to (i) provide a drug-free workplace for the VQSLI's employees; (ii) post in conspicuous places, available to employees and applicants for employment, a statement notifying employees that the unlawful manufacture, sale, distribution, dispensation, possession, or use of a controlled substance or marijuana is prohibited in the VQSLI's workplace and specifying the actions that will be taken against employees for violations of such prohibition; (iii) state in all solicitations or advertisements for employees placed by or on behalf of the VQSLI that the VQSLI maintains a drug-free workplace; and (iv) include the provisions of the foregoing clauses in every subcontract or purchase order of over $10,000, so that the provisions will be binding upon each VQSLI or vendor. 
For the purposes of this section, “drug-free workplace” means a site for the performance of work done in connection with a specific contract awarded to a VQSLI, the employees of whom are prohibited from engaging in the unlawful manufacture, sale, distribution, dispensation, possession or use of any controlled substance or marijuana during the performance of the contract.
T.	NONDISCRIMINATION OF VQSLIS:  A VQSLI shall not be discriminated against in the solicitation or award of this contract because of race, religion, color, sex, national origin, age, disability, faith-based organizational status, any other basis prohibited by state law relating to discrimination in employment or because the VQSLI  employs ex-offenders unless the state agency, department or institution has made a written determination that employing ex-offenders on the specific contract is not in its best interest.  If the award of this contract is made to a faith-based organization and an individual, who applies for or receives goods, services, or disbursements provided pursuant to this contract objects to the religious character of the faith-based organization from which the individual receives or would receive the goods, services, or disbursements, the public body shall offer the individual, within a reasonable period of time after the date of his objection, access to equivalent goods, services, or disbursements from an alternative provider.
U.	eVA BUSINESS-TO-GOVERNMENT VENDOR REGISTRATION, CONTRACTS, AND ORDERS: The eVA Internet electronic procurement solution, web site portal www.eVA.virginia.gov, streamlines and automates government purchasing activities in the Commonwealth.  The eVA portal is the gateway for vendors to conduct business with state agencies and public bodies.  All vendors desiring to provide goods and/or services to the Commonwealth shall participate in the eVA Internet e-procurement solution by completing the free eVA Vendor Registration.  All bidders must register in eVA and pay the Vendor Transaction Fees specified below; failure to register will result in the bid/proposal being rejected.
Vendor transaction fees are determined by the date the original purchase order is issued and the current fees are as follows:
1. For orders issued July 1, 2014, and after, the Vendor Transaction Fee is:
a. DSBSD-certified Small Businesses: 1%, capped at $500 per order.
b. Businesses that are not DSBSD-certified Small Businesses: 1%, capped at $1,500 per order.
2. Refer to Special Term and Condition “eVA Orders and Contracts” to identify the number of purchase orders that will be issued as a result of this solicitation/contract with the eVA transaction fee specified above assessed for each order.

For orders issued prior to July 1, 2014, the vendor transaction fees can be found at www.eVA.virginia.gov.
The specified vendor transaction fee will be invoiced, by the Commonwealth of Virginia Department of General Services, typically within 60 days of the order issue date.  Any adjustments (increases/decreases) will be handled through purchase order changes.
V.	AVAILABILITY OF FUNDS:  It is understood and agreed between the parties herein that the agency shall be bound hereunder only to the extent of the funds available or which may hereafter become available for the purpose of this Contract.
W.	AUTHORIZATION TO CONDUCT BUSINESS IN THE COMMONWEALTH:  A VQSLI organized as a stock or nonstock corporation, limited liability company, business trust, or limited partnership or registered as a registered limited liability partnership shall be authorized to transact business in the Commonwealth as a domestic or foreign business entity if so required by Title 13.1 or Title 50 of the Code of Virginia or as otherwise required by law. Any business entity described above that enters into a contract with a public body pursuant to the Virginia Public Procurement Act shall not allow its existence to lapse or its certificate of authority or registration to transact business in the Commonwealth, if so required under Title 13.1 or Title 50, to be revoked or cancelled at any time during the term of the contract. A public body may void any contract with a business entity if the business entity fails to remain in compliance with the provisions of this section.

VI.	SPECIAL TERMS AND CONDITIONS 
A. 	AUDIT: The VQSLI shall retain all books, records, and other documents relative to this contract for five (5) years after final payment, or until audited by the Commonwealth of Virginia, whichever is sooner.  The agency, its authorized agents, and/or state auditors shall have full access to and the right to examine any of said materials during said period.
B.	AWARD of VQSLI:  All VQSLI that provide the required documentation will be added to VDDHH’s database of qualified VQSLI.  As long as VQSLI keeps credentials and paperwork up to date the VQSLI may be considered for assignments.
C.	eVA ORDERS AND CONTRACTS:  The solicitation will result in multiple purchase order(s) with the applicable eVA transaction fee assessed for each order.
Vendors desiring to provide services to the Commonwealth shall participate in the eVA Internet e-procurement solution and agree to comply with the following:  If this solicitation is for a term contract, failure to provide an electronic catalog (price list) or index page catalog for items awarded will be just cause for the Commonwealth to reject your response or terminate this contract for default.  The format of this electronic catalog shall conform to the eVA Catalog Interchange Format (CIF) Specification that can be accessed and downloaded from www.eVA.virginia.gov.  VQSLIs should email Catalog or Index Page information to eVA-catalog-manager@dgs.virginia.gov.

D.	TERMINATION OF AGREEMENT:  The arrangement may be terminated by VDDHH with a thirty (30) day prior written notice to the VQSLI.  The arrangement between the VQSLI and the Purchasing Agency may be terminated immediately if any of the terms and conditions are not satisfied.  All terminations must be in writing.  This arrangement will automatically terminate should the VQSLI lose certification or screening level for any reason.  
E.	TAXES:  The VQSLI shall perform as an individual VQSLI, self-employed, and therefore is responsible for any and all taxes and will accrue no withholding from the Commonwealth of Virginia.  VQSLIs shall submit a current Commonwealth of Virginia Substitute W-9 Form, to be attached to this Contract Form as Exhibit B.  The Purchasing Agency will issue an IRS Form 1099-MISC on an annual basis for any VQSLI who is compensated $600.00 or more during the calendar year.
F.	INDEMNIFICATION:  VQSLI agrees to indemnify, defend and hold harmless the Commonwealth of Virginia, its officers, agents, and employees from any claims, damages and actions of any kind or nature, whether at law or in equity, arising from or caused by the use of any materials, goods, or equipment of any kind or nature furnished by the VQSLI/any services of any kind or nature furnished by the VQSLI, provided that such liability is not attributable to the sole negligence of the using agency or to failure of the using agency to use the materials, goods, or equipment in the manner already and permanently described by the VQSLI on the materials, goods or equipment delivered.
G.	DISPUTES:  Disputes arising under the Contract will be processed in accordance with the Commonwealth of Virginia Vendor's Manual and will be handled between the VQSLI and the Purchasing Agency.

[bookmark: _Toc92107777]Compensation Rates for Services Paid by State and Local Government Agencies

	HOURLY BASE RATES (GENERAL)

	Interpreter Credentials*
	Onsite hourly base rate
	Travel time hourly rate

	Recognized Full National Certification

	RATE CODE: 1
NIC Master, NIC Advanced, NIC, NAD5, CSC, CI/CT, CDI, RSC, MCSC, OTC
	$50 
	$40

	Recognized Partial National Certification OR Virginia Quality Assurance Screening Levels

	RATE CODE: 2 
CI or CT,  TSC4
	$42
	$40

	RATE CODE: 3
IC/TC, NAD 4, TSC3 , CS-IV, I-IV, T-IV, T-III/I-III
	$38 
	$30

	RATE CODE: 4
IC or TC, NAD 3, TSC:2, CS-III, I-III, T-III, T-II/I-II 
	$33 
	$30

	RATE CODE: 5 
TSC:1, CS-II, I-II, T-II
	$28 
	$25

	LEGAL (NON-COURT) BASE RATES

	Interpreter Credentials
	Onsite hourly base rate
	Travel time hourly rate

	Recognized Full National Certification

	RATE CODE: L-1 NIC Master, NIC Advanced, NIC, NAD5, CSC, CI/CT, CDI, RSC, MCSC, OTC (with documented legal training)

	$60 
	$40

	RATE CODE: L-2 SC:L, CLIP-R
	$70
	$40

	GENERAL AND LEGAL  RATE PROVISIONS

	TWO-HOUR MINIMUM: A two-hour minimum is paid for any assignment where the interpreter’s travel time and onsite time (portal-to-portal) is two hours or less.  The Two Hour Minimum is paid at the onsite rate.  

	LATE CANCELLATION: Late cancellations will be paid at the Onsite Rate for the full scheduled time. 

	LEGAL RATE APPLICATIONS: Legal (non-court) base rates will apply in the following situations:
· Only interpreters who hold full national certification are eligible to be paid the Legal Rate.  VQAS Screened interpreters are not eligible for this rate, nor should they be assigned to jobs that would qualify for this rate. 
· Administrative Hearings before a state agency hearing officer
· State/local police investigations or arrests
· State/local agency investigations, including but not limited to child abuse, fraud and other issues which could result in civil or criminal charges in a state or Federal court. 
· Other situations as appropriate; to be determined on a case-by-case basis. 

	ADD-ON RATES FOR SPECIAL CIRCUMSTANCES

		Circumstance/Situation
	Onsite Base Rate Impact
	Travel Rate Impact
	Notes

	1. Assignments between 5 PM and 8 AM (Non-state holiday Weekdays, after business hours)
	Add $4.00 per hour
	No Change

	Cannot be combined with Add-on Rate #2 or 3

	2. Assignments between Friday 5 PM and Monday 8 AM (Weekends)
	Add $4.00 per hour
	No Change

	Cannot be combined with Add-on Rate #1 or 3

	3. Assignments scheduled on State or Federal Holidays
	Add $4.00 per hour
	No Change
	Cannot be combined with Add-on Rate #1 or 2

	4. Assignments involving Tactile Interpreting
	Add $4.00 per hour
	No Change

	Stand alone or In addition to Add-on Rate #1, 2, 3, 5, or 6, if those are applicable. 

	5. Assignments onsite in designated “Northern Virginia” localities**
	Add $10.00 per hour
	No Change

	Stand alone or In addition to Add-on Rate #1, 2, 3, 4, or 6, if those are applicable.

	6. Assignments which require two interpreters but which are completed by a single interpreter
	Double the Onsite Base Rate for the Interpreter (based on credentials)
	No Change
	Stand alone or In addition to Add-on Rate #1, 2, 3, 4, or 5, if those are applicable.

	ADDITIONAL RATE INFORMATION 
Rates are based on current, valid credentials provided by a Qualified Interpreter and verified by VDDHH. It is the responsibility of the Qualified Interpreter to update their credentials in order to qualify for a “higher rate”. 

** Designated Northern Virginia localities are the Counties of Arlington, Fairfax, Loudoun, Prince William; and the Cities of Alexandria, Fairfax, Falls Church, Manassas, and Manassas Park.

The above listed compensation matrix is for purposes of the  INTERPRETER SERVICES PROGRAM AGREEMENT AND MANUAL FOR STATE AGENCIES AND SIGN LANGUAGE INTERPRETERS IN THE COMMONWEALTH OF VIRGINIA. It is applicable to all sign language interpreter services provided to state and local government agencies in Virginia by Verified Qualified Sign Language Interpreters (VQSLIs) who have completed a VDDHH INTERPRETER MANUAL ACKNOWLEDGEMENT FORM.  The compensation rates should NOT be considered average or as suggested rates for non-state and local government agency interpreting purchases.  
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[bookmark: _Toc92107779]Methods of Securing Qualified Sign Language Interpreter Services
The Virginia Department for the Deaf and Hard of Hearing (VDDHH) is charged with assisting state agencies and their local counterparts in the process of securing qualified sign language interpreters.  

VDDHH maintains this Service Agreement which identifies VQSLIs who have agreed to terms and conditions for services provided to any state or local government agency in the Commonwealth.  Participating agencies are assured of consistent hourly rates and terms for interpreters.  If you do not know whether or not your agency participates in the contract, please contact us.  

State and Local Government Agencies may secure interpreters under this agreement in two ways:
1. VDDHH-Coordinated Assignments:  in this method (described in detail below), the agency that needs interpreter services submits a detailed request form to VDDHH and VDDHH contacts and assigns qualified interpreters and notifies the requesting agency when an interpreter is assigned.  The requesting agency is responsible for paying the interpreter and the interpreter will bill that agency directly. 
2. Self-Coordinated Assignments: Agencies are NOT required to go through VDDHH to secure interpreter services.  While it may be helpful to use our service for occasional requests, if an agency has an ongoing need, that agency may want to handle the arrangements directly.  Agencies may contact any interpreter on the list of Verified Qualified Sign Language Interpreters and see if they are available for the date/time needed.   
a. NOTE ABOUT Self-Coordinated Assignments: The selection of a VQSLI must be based on the specific needs of the assignment and the Deaf consumer involved in that assignment. Not every VQSLI is qualified for every assignment.  Please review the description of credentials and selection guide provided herein and, if you need assistance, contact VDDHH for additional guidance.  

[bookmark: _Toc92107780]Submitting A Request to VDDHH
The email address on the General Sign Language Interpreter Request Form, on pages 43-44, (isprequests@vddhh.virginia.gov) is ONLY for the initial submission of a new request. Do not use this address for follow-up inquiries, cancellations or other communication about an existing request.  All correspondence regarding a request beyond the initial email submission should be addressed to isp@vddhh.virginia.gov. 
If you submit a request to isprequests@vddhh.virginia.gov, you do not have to fax a copy of the request. Faxed requests will be accepted in lieu of emailed requests but email requests are preferred.  If the request is faxed, please follow up with a telephone call to the agency to ensure that we received it.  There is not a dedicated fax machine for Interpreter Requests. 
Requests submitted to any other VDDHH email address (such as isp@vddhh.virginia.gov) will not be acknowledged and may not be processed.  Do not use the general ISP address to submit requests.  
Please put your agency name, location and the date the interpreter is needed in the subject line.  For example:   “Request for Interpreters for VEC, Richmond, 8/1/2011” 
If the request is URGENT (URGENT is defined as any request with less than one week's notice), please follow up the submission with a call to Interpreter Services at 804-662-9502 to alert staff to the request.
If you do not receive acknowledgement of the request within 2 working days, follow up with a phone call to the Interpreter Services Program.

Once you have submitted your request via email, you should receive a reply explaining that your request was received in the system.  This does not mean that processing has begun, only that your request has been received. 

You may also submit requests by fax.  Complete the form and fax it to 804-662-9718.  We do not confirm receipt of faxed requests so you might want to follow up with a phone call to be sure we got the request if you faxed it. 

Processing of your request will begin as soon as practicable, depending upon the volume of requests in the office at the time, assignment date of the request, and ISP Staffing at the time.  Processing means that the request has been entered into our database and sent out to VQSLIs for consideration. Once processing has begun on your request, ISP Staff will contact you if there are any questions.  Please note that at this point, the subject line will include a multi-digit assignment number that starts with “G”. That number is the VDDHH job number.  Please use that number in the subject line of any additional correspondence about the request, including changes, updates, submission of prep materials or cancellation notices.

Once an interpreter has been assigned for the request, you will receive a Confirmation Notice email.  Subject line: Confirmation of Sign Language Interpreter for [date] [VDDHH Job #].  Since confirmation details often include “personally identifiable information” or “personal health information,” which is protected, emails with Confirmation Detail Sheets are encrypted.  Please review the Confirmation Detail sheet for accuracy immediately upon receipt and notify us of any changes or errors noted.  Please acknowledge receipt of that notice. 

A few reminders and tips:
Remember that advance notice on any request is critical to ensure interpreter availability, especially when multiple interpreters are needed.  VDDHH does NOT provide services 24 hours a day so if your need for an interpreter arises “after hours,” you should contact interpreters directly. 

When possible, indicate if you have an interpreter preference. This could include a specific interpreter by name or a general preference for a certified interpreter or which specific VQAS-level interpreter might be appropriate for the assignment.

Be prepared to decide whether you would like VDDHH to expand the search for interpreters. When no interpreters are available locally, VDDHH can expand the search to other areas of the state. We do not do this without authorization from the requestor.  If time is short and you MUST have an interpreter, please indicate on your initial request that an expanded search is approved.  
Be sure to include a start and end time on your request. This is not the start and end time of the event, but the start and end time of the interpreters service needed.  For example, for a meeting that starts at 10:00, you may want the interpreter on site at 9:30 for meet and greet activities.  Unless you specify 9:30 as the start time, the interpreter will not necessarily arrive at that time.  Also, when you specify an end time, you must understand that the interpreter may have scheduled another assignment after yours.  If an event/meeting/activity runs over time, the interpreter may have to leave before the event/meeting/activity ends.  Keep this in mind when specifying start and end times. If no end time is provided on the request form, VDDHH will schedule the interpreter for the 2 hour minimum and may not be able to stay beyond that time. 

[bookmark: _Toc92107781]Selection of VQSLI for Assignments
The selection of the appropriate VQSLI for an assignment with a state agency is not to be based on the hourly rate for that interpreter.  Factors to consider when assigning an interpreter include the nature of the assignment, the complexity of the communication and the language mode of the deaf consumer who will be participating.  

Nationally certified interpreters are required for situations involving law enforcement, legal matters, inpatient health care services, mental health services and any other highly sensitive or complex matters. 
Guidelines for the use of Virginia Quality Assurance Screened Interpreters are as follows:
Candidates may be awarded a Level in two competency areas:
T - Transliterating (English/Manually Coded Form of English)
I - Interpreting (English/American Sign Language)

LEVEL IV -Recommended for situations such as:
Medical – Pre-natal examinations, routine medical appointments, emergency room, NOT LIFE THREATENING OR SURGICAL SITUATIONS.
Employment – Job interview, performance evaluation, technical and high-level staff meetings, on-the-job training (computer/technical)
Government – Public hearings board meetings
Education – GED,  post-graduate college (master/PH.D.),  IEP meeting, PTA, academic adult education
Support Group – All, including 12-step programs

LEVEL III - Recommended for situations such as:
Medical – Routine eye and dental, childbirth classes.
Social Services – Eligibility, Welfare
Employment – Non-technical, staff meetings.
Education – Pre-K through 12, undergraduate college (bachelor)

   	LEVEL II - Recommended for situations such as:
Education – Non-academic adult education.
Employment – On-the-job training (non-computer, non-technical)
Recreation – Library, parks and recreation, YMCA, arts and crafts

LEVEL I – NOT FOR PLACEMENT WITHOUT SUPERVISION BY A 
	MENTORING INTERPRETER. Recommended for placement in non-critical 
	situations ONLY

[bookmark: _Toc92107782]A NOTE ABOUT CART SERVICES

CART is Communication Access Real Time Translation. It is most often used by non-signing Deaf and Hard of Hearing individuals.  VDDHH does not maintain a service agreement for CART services. In cases where CART is required, the agency sends the request out to known providers in the area (limited) and requests information on their rates and terms for the assignment.  Rates for CART are significantly higher than rates for interpreters; however, for jobs over two hours, you only need a single CART provider.  

[bookmark: _Toc92107783]A NOTE ABOUT PRIVATE INTERPRETER COORDINATION AGENCIES
This service agreement does not include services provided by private interpreter coordination agencies.  A private interpreter coordination agency is an independent business which employs or contracts with sign language and/or foreign language interpreters.  Some private interpreter coordination agencies specialize in providing sign language interpreter services and have specific experience and expertise in the unique nature of services provided by qualified sign language interpreters.  There are other agencies whose primary service area is spoken language interpreters.  Spoken language interpreter agencies will often use the Registry of Interpreters search tool to locate interpreters to fill requests.  These agencies may or may not have specific expertise in the communication needs of persons who are deaf.  

The terms and conditions of this Service Agreement do not apply to private interpreter coordination agencies.  State and local government agencies may need to sign an agreement or service contract with a private interpreter coordination agency in order to secure services from such agencies. 

In addition, some state and local government agencies may have existing contracts with private interpreter coordination agencies.  VDDHH is not involved with such contracts and questions about those should be directed to the state agency’s business office. 

VDDHH recommends that state and local government agencies who use private interpreter coordination agencies to fill requests for sign language interpreters determine first whether the agency has specific experience in coordinating services for persons who are deaf.   
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When you issue a purchase order for an interpreter identified as a “Verified, Qualified Sign Language Interpreter,” include the following statement:

“Interpreter was verified to be credentialed by VDDHH.  VDDHH is tasked with maintaining and coordinating a statewide service to provide a vetted list of available credentialed interpreters, per code section 51.5-113 of the Code of Virginia.  Interpreters vetted through VDDHH can be hired without following normal procurement rules and regulations.  Both the Interpreter and the Purchasing Party agree the services are governed by the terms and conditions within the “Interpreter Services Program Agreement and Manual for State Agencies And Sign Language Interpreters in the Commonwealth of Virginia – document #751262.1.”   


[bookmark: _Toc92107785]For Qualified Sign Language Interpreters
[bookmark: _Toc92107786]Steps to Become Verified
Verified Qualified Sign Language Interpreters (VQSLI) are those who have completed the following actions:
1. Submit a completed VDDHH Interpreter Services Agreement and Release Form
2. Submit proof of current recognized certification or VQAS Screening Level II or higher. 
3. Submit proof of eVA registration and a CARDINAL W-9 (Substitute form)
4. Submit proof of registration as a Micro vendor with the Department of Small Business and Supplier Diversity (DSBSD) – preferred

[bookmark: _Toc92107787]The Interpreter Services Agreement and Release Form

Qualified Sign Language Interpreters who do business under this agreement with agencies of the Commonwealth are required to submit a completed VDDHH Interpreter Services Agreement and Release Form.  This form serves as the interpreter’s means of providing necessary contact and demographic information, credentials, and areas of skill and training. It further serves as the interpreter’s acknowledgement and acceptance of the rates and terms of accepting assignments under this agreement with state and local government agencies.  

VDDHH staff will verify all of the information provided on this form and required documentation.  Once verification is complete, the interpreter will be added to the Directory of Verified Qualified Sign Language Interpreters for State and Local Agencies.  
[bookmark: _Toc92107788]eVA (Electronic Procurement System) Registration

Qualified Sign Language Interpreters who do business with agencies of the Commonwealth are required to register as Vendors with eVA.  eVA is Virginia's online, electronic procurement system. This web-based vendor registration and purchasing system allows state agencies, colleges, universities and many local governments to use eVA to conduct all purchasing and sourcing activities for goods and services. eVA registration is required and the Vendor Guide (found here: https://dgs.virginia.gov/globalassets/business-units/dps/documents/vendors/new-vendor-registration-guide.pdf) provides detailed information on the process. 
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Qualified Sign Language Interpreters who do business with agencies of the Commonwealth are encouraged to pursue certification as a Small, Woman-Owned and/or Minority-Owned  (SWaM) business in the Commonwealth.  Preference is given to businesses who are certified as Micro businesses.  The SWaM Procurement Initiative was established to enhance business opportunities for small, women- and minority-owned businesses and to ensure a level playing field for all small businesses in the Commonwealth of Virginia. SWaM is the acronym for Small, Women- and Minority-owned businesses. A SWaM vendor is a business that has been certified by the Virginia Department of Small Business and Supplier Diversity (SBSD) and is listed in the SWaM Vendor Directory.   Visit https://www.sbsd.virginia.gov/ for detailed information on the process including:
· Frequently Asked Questions about SWAM and the Certification Process (found at: https://www.sbsd.virginia.gov/faqs/)
· The Certification Division Page (found at: https://www.sbsd.virginia.gov/certification-division/)
· The SWaM Online Certification Application (found at: https://www.sbsd.virginia.gov/certification)
· SBSD Events, including workshops on SWaM and Mirco certification (found at: https://www.sbsd.virginia.gov/business-development-and-outreach/events/) 
Some notes on SWAM Registration/Certification:
· Registration as a “SMALL” business is currently being processed in about 60 days. To register as a micro-business, you must also submit registration as a “small” business.  You can and should submit both of those at the same time. 
· Qualified Sign Language Interpreters are encouraged to consider registration as a Small/Micro-Business, since, not only is the processing time shorter, Mirco-Business vendors receive preference in assignments.  If you are already registered as a Small Business, you can go back and complete the process to become “Micro-business” certified as well. You may also submit your application for Small and Microbusiness simultaneously. 
· SWAM/Microbusiness application will require you to select a “commodity code” also known as an “NIGP Code.”  The codes which are associated with the VDDHH Service Agreement are 96100, 96146, and 96167. 
· If you have already submitted your application for new certification or renewal to the Department of Small Business and Supplier Diversity (SBSD, formerly DMBE), please provide me with your Application Number so that I may follow up.  I will be providing staff at SBSD with regular updates of sign language interpreters whose certification status is pending.  
· Remember that submitting your initial application online does not complete the application process.  You will be required to submit hard copies of your documentation and your signature to SBSD before they can complete your certification review. Many times, delays in SWAM certification arise because an applicant will submit information on line but fails to submit the required documentation via regular mail.   You can find the full information about applying here: http://www.sbsd.virginia.gov/pdf/certification_supporting_document.pdf 
· Don’t forget that SWAM certification expires after five years.  If you have previously been SWAM certified, you should check your status on the SBSD website and, if necessary, begin the process of renewing your SWAM status. 
[bookmark: _Toc92107790]A NOTE ABOUT eVA and SWaM Requirements
The processes for applying for eVA registration and SWaM/Micro certification were not developed by VDDHH, nor are the applications handled by VDDHH staff.  Questions about either process should be directed to the agency responsible for that process.  For eVA inquiries, please visit www.eva.virginia.gov and for SWaM inquiries, please visit https://www.sbsd.virginia.gov/  

[bookmark: _Toc92107791]DIRECT DEPOSIT INFORMATION
	You may choose to register for Direct Deposit of any payments from agencies of the Commonwealth. The Department of Accounts (DOA) has information about the process:
EDI Reference Page - https://www.doa.virginia.gov/reference.shtml#edi   
EDI Agreement form: https://www.doa.virginia.gov/forms/EDI/AgreementVendor.pdf   
This process is outside of VDDHH's scope so if you have questions, you should contact the Department of Accounts.

[bookmark: _Toc92107792]What to Expect After You Submit Your VQSLI Documentation
Once your documentation has been verified, the following information will be added to the VDDHH Directory of Qualified Interpreters/Verified Qualified Sign Language Interpreters for State and Local Government Agencies Section.  The following information will be listed in that section:
· Your name
· Your contact number
· Your preferred email address
· Your qualifications
· Your Base Rate Code for services provided under the agreement (based on your qualifications)
· Your Primary Service Region
· Your Skill Set
· Your eVA and SWAM Vendor Numbers
[bookmark: _Toc92107793]Notice of Available Assignments Coordinated by VDDHH
Once you have been added to the Directory of VQSLIs, you may be contacted by VDDHH Interpreter Services about assignments for VDDHH and other state agencies which are coordinated by VDDHH.    The following information provides a general overview of how ISP coordinates assignments. You are encouraged to review the details of the Service Agreement, including all terms and conditions, to ensure that you know all of the provisions which apply to your situation.  

NOTE: State agencies and their local counterparts may not all use the VDDHH Interpreter Services Program to coordinate requests.  Agencies may contact you directly.  Please know that if the agency is a state or local government entity, Service Agreement rates and terms will apply.  You might want to introduce yourself to state agencies with offices in your area (the Health Department, Department of Aging and Rehabilitative Services, Social Services, the Community Services Board) and let them know that you are a VQSLI and available for assignments. 

New Requests For Services Coordinated By VDDHH
When VDDHH receives a request for services from a state or local agency, we enter that information into our database and begin the search for a qualified interpreter to fill the assignment.  Email alerts are sent to VQIs in the local geographic area when VDDHH-coordinated assignments become available. The email alerts will look something like this:
 
From: isp@vddhh.virginia.gov

Subject:  Dept of General Services (DGS) (Richmond) 1/1/2020 #G1234  

[That tells you the name/acronym of the purchasing agency, the city/town of the assignment, and the VDDHH job # for a “general,” non-court, request]
 
Message will say:
 
DGS (Richmond)
1/1/2020 Wednesday
8:00 a.m. - 12:00 p.m.
Staff Meeting
[NOTE: we do not include client names/identifying info in this original message but we may include specific requirements, i.e. close vision required, etc.]
 
How to Respond to New Requests:
When you receive a message like that, if you are available and have the skills and qualifications that fit the assignment, you can reply and let us know that you are available.  You do not have to reply if you are not available but you may send an “unavailable” message if you choose.  We will let you know (usually within 2 business days unless it is an urgent request) if you have been assigned or not. 

What to Expect After You Respond to a Request:
NOT ASSIGNED: If you are not assigned, you may receive a message with the subject line: "Job Filled: DGS (Richmond) 1/1/2020 #G1234" and the message will say something like "Thanks, but this one is covered."  Most jobs are not assigned on a first come/first assigned basis.  There are many factors to take into account, including preferences of the requestor, location of the assignment, and location of the interpreter.  Note that if your response comes in after the job has been assigned, you may not receive the “Job Filled” message. 

ASSIGNED:  If you are assigned, you will get a message with the subject line:  ASSIGNED: DGS (Richmond) 1/1/2020 #G1234. The body of the message will say something like: "Thanks. This one is yours. Confirmation to come."  If the job is teamed, the Assigned message will either give you the name of your team or let you know that we are still looking for a team. You will not be confirmed for a teamed job until the team is set. 

CONFIRMATION:  After you have been assigned, you will receive a confirmation detail sheet.  The subject line will look something like this:  “Confirmation: DGS (Richmond) 1/1/2020 #12345.”  This encrypted message will have an attachment of the detail sheet.  The confirmation sheet with details on the assignment (names, specific location and any additional info) will usually go out with 2-3 days after the interpreter is assigned and always before the assignment date. Immediately review the detail sheet carefully and let us know if you determine that there is a conflict which would prohibit you from doing that job.  Please know that once you are "assigned," we consider you committed to that assignment. If, for any reason, you need to bow out of a job you had indicated availability for, you can send a "Rescind Availability" message to let us know.  We ask that you always use the job number in the subject line when corresponding about an assignment. It helps us to keep all correspondence about a job together in email!  If you do not receive a confirmation within a week (or less, for short-notice assignments) of receiving the assigned message, please contact us. Please carefully review the confirmation detail sheet as soon as possible and notify ISP staff if there are any problems or questions.  Do not wait until the day before the assignment to review the confirmation detail sheet to ensure time to make any corrections or answer any questions. 

IMPORTANT NOTE about Encrypted Mail: Because of the confidential nature of many of the assignments we coordinate and out of respect for the privacy of consumers, VDDHH sends all Confirmation Detail Sheets via Virtru encryption.  You will need to verify your identity through Virtru’s process in order to open your confirmation detail sheet. Virtru is not a VDDHH program.  Any problems you have with encrypted emails should be addressed with Virtru. 
Cancellations: 
When VDDHH receives notice that an assignment has been cancelled, we will send you an email with the subject line such as: “CANCELLATION: DGS (Richmond) 1/1/2020 #G1234, followed by one of the following messages:

[For jobs cancelled with more than 2 full working-days’ notice]
This assignment has been cancelled. Please remove this assignment from your schedule and acknowledge receipt of this cancel notice. Because of timely notice, you will not be able to bill for this assignment. 

[For jobs cancelled with less than 2 full working-days’ notice]
This assignment has been cancelled. Please remove this assignment from your schedule and acknowledge receipt of this cancel notice. Because of late notice, you will be able to bill for this assignment. 

Please review this service agreement for the terms and conditions for cancellations, including those due to inclement weather. NOTE ABOUT INCLEMENT WEATHER CANCELLATIONS:  VDDHH does not monitor the operational status of state and local government agencies during inclement weather.  It is up to the interpreter to monitor local news sources for information on inclement weather closings. 
Where to Send Invoices:
The confirmation detail sheet will include a billing address.  You should send your invoices to the noted billing address and not to VDDHH, unless VDDHH IS the billing address.  For VDDHH-paid assignments ONLY, you can send your invoices to invoices@vddhh.virginia.gov.  
Court/Magistrate Assignments: 
VDDHH also coordinates interpreters for Virginia Courts and court related assignments.  Only nationally certified interpreters with training and experience in legal settings are eligible for court and court related assignments.  Court assignments are not covered under the VDDHH Service Agreement.  Instead, there is a Memorandum of Understanding between VDDHH and the Supreme Court of VA that sets the rates, terms and billing for these assignments.  

You will only receive notices of available court assignments if you have provided documentation of training and experience and have requested to be added to the court contact list.  The court contact list is not part of the Directory Section on VQSLIs.  If you are ever contacted by someone from outside VDDHH Interpreter Services for a job in a Virginia Court (General District, Juvenile and Domestic or Circuit Court or magistrates), know that you will not be paid for that assignment unless it is authorized through VDDHH.  If a consumer asks you directly, you should tell them to contact the clerk of the court where the case is being heard to request an interpreter.  This only applies for court-paid assignments. If a private attorney is involved and requests a table interpreter, you can work directly with that attorney and arrange for payment.  The Supreme Court of VA only pays for interpreters for court-appointed attorneys.  If you are qualified and interested in court assignments, please contact the Interpreter Programs Manager directly.

A Word About Job Numbers and Email Subject Lines:

The subject line in your email to us is VERY IMPORTANT.  The ISP email box fills up quickly each day.  If you have to give us a job back or have a question or a concern, please don’t just hit “reply” to our message and send it back with your question in the body of the message.  Put something in the subject line (preferably at the beginning) to alert us – like “Must Give Back DGS Richmond 1/1/20 #G1234”. You will notice that in each email about an assignment, there is a five (or six) digit number in the subject line.  This is the JOB NUMBER and it is one of the most useful tools in our system.  The job number is unique for each assignment (though for ongoing assignments such as monthly meetings, it may be the same # each time).  We would appreciate your using the job number in any correspondence you send us about a particular assignment as well.  

We ask that you not reply to emails about one job to share information or ask questions about another job.  For example, when you get a confirmation message about Job # g12345, do not hit reply and tell us that you still need the confirmation on Job #g5432 UNLESS you change the subject line to include #g5432.  

Also, when you send an email message to us that requires a reply (i.e. there was an error in the confirmation detail sheet we sent you or some other problem related to the assignment, please put “REPLY REQUESTED” at the beginning of the subject line (and remember to include the job #)!  ISP received hundreds of emails in a day and we can use all the help we can get in managing those messages!  

[bookmark: _Toc92107794]ISP Staff Contacts:
ISP centralizes correspondence through the delegated email address ISP@vddhh.virginia.gov which is monitored by multiple staff members.

Karen Brimm
Interpreter Programs Manager
Direct Line Phone: 804-662-9706
Karen manages the program and may send out requests, assign interpreters and send confirmation 
sheets.  If you have a problem or concern, please contact Karen.

Interpreter Services Coordinator
Direct Line Phone: 804-662-9708
The ISP Coordinator sends out most of the new request emails, assigns interpreters and sends the confirmation 
detail sheets.

VQAS Coordinator/ISP Backup
Phone: 804-662-9502
This position provides back up for ISP.

VDDHH Administrative Assistant
MAIN Agency Phone: 804-662-9502
The Receptionist can usually get a message to one of the ISP people fairly quickly in an emergency. 
[bookmark: _Toc92107795]
FORMS 

The following forms are for use as noted:
· FOR INTERPRETERS: VDDHH Interpreter Manual Acknowledgement Form
· FOR INTERPRETERS: Commonwealth of Virginia Substitute W-9 Form
· FOR AGENCIES: General Sign Language Interpreter Request Form v.10.1.2017




[bookmark: _Toc92107796]FOR INTERPRETERS: VDDHH Interpreter Service Manual Acknowledgement Form 
General Information: 
The Virginia Department for the Deaf and Hard of Hearing (VDDHH) maintains a service agreement with qualified sign language interpreters and cued language translators to provide services in state and local government agencies.  Interpreters who agree to participate in the Service Agreement must complete this form and provide the required information, including acknowledgement and acceptance of the rates and terms provided in the agreement.  Interpreters who do not wish to participate in this service agreement may elect to have their information in the Directory of Qualified Interpreters, which may be used by state and local agencies or private entities to secure interpreter services.  In addition, with permission of the qualified professional, select information will be included in the print Directory of Qualified Interpreters, the online directory, or both.  

About The service agreement: 
The Service Agreement provides benefits to both qualified interpreters and state/local government agencies in the Commonwealth. Through this agreement, state and local government agencies will be able to secure the services of qualified sign language interpreters who have accepted the current state rates, terms and conditions.  In turn, qualified sign language interpreters will have access to interpreting assignments in state and local government agencies. 
To Participate in the VDDHH Interpreter Service Agreement:
· Complete the attached form, sign it, and submit it, along with required documentation, to VDDHH either:
·  by email to ISP@vddhh.virginia.gov,  please use subject line “Service Agreement and Release Form for [Your Name].”
· By U.S. Mail to VDDHH, Attention Interpreter Services, 1602 Rolling Hills Drive, Suite 203, Richmond, VA 23229
· Your signature (Section V) authorizes:
· VDDHH to verify the validity and status of any credentials and vendor registration claimed in your submission.
· VDDHH to release all information listed on this form to State and Local Government Agencies in the Commonwealth, upon request; and, 
· VDDHH to include your basic contact information in the Directory of Verified Qualified Sign Language Interpreters for State and Local Government Agencies posted on www.vddhh.org. 
· Any Virginia State or Local Government Agency to contact you directly to request or schedule your services as a sign language interpreter to conduct agency business, with payment and terms to comply with this agreement. 
Required Documents:
The following documentation is required in order for an interpreter to be added to the Directory of Verified Qualified Sign Language Interpreters for State and Local Government Agencies.  Copies of required forms, samples of acceptable proof, and/or information on how to obtain them are included in the Interpreter Services Program Agreement and Manual for State Agencies And Sign Language Interpreters in the Commonwealth of Virginia, available at: www.vddhh.org/interpreters:
· PROOF OF RID CERTIFCATION OR VQAS SCREENING LEVEL – provide a copy of your current RID certification card or your current VQAS Screening Level card.  VDDHH will verify all credentials. 
· COMMONWEALTH OF VIRGINIA SUBSTITUTE W-9 FORM – this is required in order for you to be entered into the state’s Cardinal financial system to receive payments from state agencies (do not use the W-9 form provided by the IRS). This form is available here: https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf 
· PROOF OF E-VA REGISTRATION – E-VA is the state’s electronic procurement system and all vendors working with the state are required to be registered. 
· PROOF OF SWAM CERTIFICATION (MICRO-BUSINESS CERTIFICATION PREFERRED)- state agencies are required to give primary consideration to vendors who hold current certification as “micro-businesses.”
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	[image: ]VDDHH Interpreter Manual 
Acknowledgement Form VQSLI751262.1-112020
(3 pages)



	INTERPRETER INFORMATION

	Name:

	Current address:

	City:
	State:
	ZIP Code:

	Primary Phone:
	Alternate Phone:

	E-Mail Address:
	Alternate E-Mail Address: 

	Interpreter Credentials: 
Select all CURRENT Valid Credentials. Please provide proof of credentials. VDDHH will verify all credentials 

	[bookmark: _Toc493485666][bookmark: _Toc494279120][bookmark: _Toc494279877]National Certifications 

	
	[bookmark: _Toc493485667][bookmark: _Toc494279121][bookmark: _Toc494279878]Expiration Date
	
	[bookmark: _Toc493485668][bookmark: _Toc494279122][bookmark: _Toc494279879]Expiration Date
	
	[bookmark: _Toc493485669][bookmark: _Toc494279123][bookmark: _Toc494279880]Expiration Date
	
	[bookmark: _Toc493485670][bookmark: _Toc494279124][bookmark: _Toc494279881]Expiration Date

	NIC 
	
	CSC
	
	NAD III
	
	[bookmark: _Toc493485671][bookmark: _Toc494279125][bookmark: _Toc494279882]CDI  
	

	NIC Advanced
	
	MCSC
	
	NAD IV
	
	CLIP-R
	

	NIC Master
	
	TC
	
	NAD V
	
	

	CI
	
	IC
	
	SC:L  
	
	

	CT
	
	IC/TC
	
	SC:PA
	
	

	CI and CT
	
	OTC
	
	Other (specify):   

	[bookmark: _Toc493485672][bookmark: _Toc494279126][bookmark: _Toc494279883]Virginia Quality Assurance Screening Level(s) (VQAS)

	
	[bookmark: _Toc493485673][bookmark: _Toc494279127][bookmark: _Toc494279884]Expiration Date
	
	[bookmark: _Toc493485674][bookmark: _Toc494279128][bookmark: _Toc494279885]Expiration Date
	
	[bookmark: _Toc493485675][bookmark: _Toc494279129][bookmark: _Toc494279886]Expiration Date
	

	T - I
	
	 I-I
	
	 CS-I
	
	

	T- II
	
	 I-II
	
	 CS-II
	
	

	T-III
	
	 I-III
	
	 CS-III
	
	

	T-IV
	
	 I-IV
	
	 CS-IV
	
	

	PLEASE ATTACH COPIES OF REQUIRED DOCUMENTATION

	DOCUMENT
	
	EXPIRATION DATE (IF APPLICABLE)

	PROOF OF RID CERTIFCATION OR VQAS SCREENING LEVEL
	ISSUE DATE:

	

	COMMONWEALTH OF VIRGINIA SUBSTITUE W-9 FORM
https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf
	TAX ID #:

	

	PROOF OF E-VA REGISTRATION (EMAIL OR SCREEN SHOT FROM WEBSITE)
	E-VA VENDOR #:

	

	PROOF OF SWAM CERTIFICATION (MICRO-BUSINESS CERTIFICATION PREFERRED) (EMAIL OR SCAN OF LETTER)
	SWAM VENDOR #:
	



	ACCEPTANCE OF RATES AND TERMS

	I have reviewed the Sign Language Interpreter Service Agreement:Compensation Rates for Services Paid by State and Local Government agencies and understand that, based on my verified credentials, my base billable rate for services provided to state and local government agencies in the Commonwealth will be:

$          per hour for onsite time
$          per hour for portal to portal travel time


	I have reviewed the Interpreter Services Program Agreement and Manual for State Agencies And Sign Language Interpreters
in the Commonwealth of Virginia and accept all terms and conditions stated therein for Verified Qualified Sign Language Interpreters providing services in state and local government agencies in the Commonwealth. 

	REGIONS SERVED

	REGION
	REQUIRED: PRIMARY (SELECT ONLY ONE)
	OPTIONAL: WILLING TO TRAVEL TO

	Southwest Virginia (including, but not limited to, Lynchburg, Roanoke, Danville and west)
	
	

	Tidewater (including, but not limited to, Hampton, Virginia Beach, Eastern Shore)
	
	

	Central Virginia (including, but not limited to, Richmond, Petersburg, Goochland)
	
	

	Valley (including, but not limited to, Lexington, Staunton, Winchester, Charlottesville)
	
	

	Northern Virginia (including, but not limited to, Fairfax, Prince William, Fredericksburg)
	
	

	INTERPRETER SKILL SET: 
SELECT ALL AREAS IN WHICH YOU ARE CURRENTLY QUALIFIED TO PERFORM AND IN WHICH YOU HAVE TRAINING/SKILL AND EXPERIENCE.  

	Specific Situations
	Language Modes

	 12-step Program (e.g. AA/NA)
	 ASL

	Performance/Theater
	 PSE

	Counseling 
	 SEE

	Mental Health (Nationally Certified Only)
	 Oral 

	Conferences
	 Cued Speech

	Platform (VQAS Level III or Higher)
	Tactile: Print on Palm

	Medical (routine outpatient) (VQAS Level III or higher)
	Tactile: Hand over Hand

	Medical (inpatient) (Nationally Certified Only)
	Tactile: Fingerspelling

	 Employment/Job-related
	Close-Vision

	Legal  (Fully Nationally Certified Interpreters ONLY)
	 Other (specify):

	 Small group meetings (3-7 participants)
	 Multi-lingual (list all languages in which you are fluent):
 




	 Large group meetings (8- >20 participants)
	

	One-to-one meetings (intake, problem resolution, etc.)
	

	AVAILABILITY

	Full-time 
	 Part-time 
	 Evenings (between 5 and 11 p.m.)

	 Full-time, summer only
	 Weekends
	 Other (specify): 

	OPTIONAL INCLUSION IN EMERGENCY CONTACT LISTS

	EMERGENCY CONTACT LIST: Please add me to the contact list for the following emergency situations. I understand that my contact information will be provided to appropriate agencies/entities for contact 24 hours per day/7 days per week when an emergency or crisis situation requires a qualified sign language interpreter:
Emergency Management: for access by VA Department of Emergency Management and local Emergency Managers in times of emergency, such as natural disasters.
 Law Enforcement: for access by state and local law enforcement agencies for interactions in criminal or traffic-related matters involving persons who are deaf, including but not limited to arrests and investigations. (Fully Nationally Certified ONLY)
 Community Services Boards and Behavioral Health Authorities for emergency mental health services BUT NOT CIVIL COMMITMENT HEARINGS. (Fully Nationally Certified ONLY)

		OPTIONAL INCLUSION IN THE GENERAL DIRECTORY OF QUALIFIED INTERPRETERS

	VDDHH also maintains the Directory of Qualified Interpreters which serves as a resource for private businesses and individuals seeking interpreter services.  Service Agreement Rates will not be included in the General Directory.  If you wish to have your contact information included in the General Directory of Qualified Interpreters in addition to the VQSLI Directory, complete this section:
	DIRECTORY LISTING EXCLUSIONS: ALL DIRECTORY LISTINGS WILL INCLUDE NAME, CITY, STATE, AND CREDENTIALS.  NO STREET ADDRESSES WILL BE INCLUDED.  YOU MAY ELECT TO HAVE THE FOLLOWING INFORMATION EXCLUDED FROM THE PRINT VERSION, THE ONLINE VERSION OR BOTH. NOTE THAT YOU MAY CHOOSE NOT TO BE LISTED IN THE DIRECTORY BUT STILL PROVIDE VDDHH WITH YOUR INFORMATION. 

	 Please include my information in the General Directory.  
Please do NOT list the following information in the directory:
Home Phone:  Online Print 	                        Cell Phone:   Online Print
Primary Email Address:  Online   Print           Alternate Email Address:  Online Print








	ACKNOWLEDGEMENT AND ACCEPTANCE OF RATES/TERMS AND CONDITIONS

	I have read, understand and accept the rates and terms of the Interpreter Services Program Agreement and Manual for State Agencies And Sign Language Interpreters in the Commonwealth of Virginia. 
I understand that:
· Information about my participation in this agreement will be posted on the VDDHH website and available to state and local government agencies throughout the Commonwealth.
· I am not bound to accept any assignments offered to me by the agencies of the Commonwealth but that, if I do accept such an assignment, the rates, terms and conditions described will apply. 
I have attached required documentation (Cardinal W-9, proof of certification, proof of SWAM status, proof of eVA status).


Signed:___________________________________________________________________________Date:______________







[bookmark: _Toc92107797]FOR INTERPRETERS: Commonwealth of Virginia Substitute W-9 
This form is available online at: https://www.doa.virginia.gov/forms/CVG/W9_COVSubstitute.pdf
[image: ]


[bookmark: _Toc92107798]FOR STATE AND LOCAL AGENCIES: General Sign Language Interpreter Request Form v.10.1.2017
General Information: 
The Virginia Department for the Deaf and Hard of Hearing (VDDHH) maintains a service agreement with qualified sign language interpreters and cued language translators to provide services in state and local government agencies.  
The attached General Sign Language Interpreter Request Form (pages 42-43) has been developed for Virginia Commonwealth agencies to use when requesting sign language interpreters through the Virginia Department for the Deaf and Hard of Hearing (VDDHH).  I hope it will make the interpreter request process as effortless as possible for you.

Before you begin, please note that VDDHH can and will coordinate the service for you by sending your request out to VQSLIs who are in your general area (maybe as much as 1 hour away) and who have the skills needed for the situation.  There is no charge for this coordination service, however, the interpreter WILL bill you at the Service Agreement rate for the hours of service provided plus travel time (with a two-hour minimum on all assignments.)  You must include a billing address on the request form and payment to the interpreter must be made in accordance with the purchasing regulations for the Commonwealth.  

When filling out the form, please provide as much detailed information as possible.  The information is provided only to the interpreter(s) assigned to that particular assignment.  The more information we can pass on to the interpreters, the better prepared they are for the assignment.  To help you, we have provided a completion guide form, explaining the kind of information required on each part of the form.  Upon completion of the General Sign Language Interpreter Request Form, please fax it to the VDDHH office at 804-662-9718 or send it via e-mail to isprequests@vddhh.virginia.gov .  Please use this email address to submit new requests ONLY.  For all other correspondence related to your request, you should send email to isp@vddhh.virginia.gov.  

Once an Interpreter has been assigned to your event/meeting/appointment, you will receive “Confirmation of Sign Language Interpreter” email including the name of the interpreter(s) to the contact person indicated on the request form.  Please review the confirmation detail sheet carefully to ensure accuracy and notify us immediately if any information is incorrect.  That email message will include an assignment number in the subject line (for example: #G1234).  Please use that number in the subject line of any message you send related to the assignment.   If you need to inquire or provide additional information about a particular request, please call me at 1-800-552-7917 V/TTY.

If you have an “emergency” interpreter request after normal business hours, please refer to the Directory of Qualified Interpreters for the Deaf and Hard of Hearing on our website (www.vddhh.org).  The directory includes contact information for dozens of interpreters across the state.  Feel free to contact these interpreters directly to discuss their availability, rates and qualifications.


	[image: ]General Sign Language Interpreter Request Form v10.1.17



	EMAIL (preferred) TO isprequests@vddhh.virginia.gov OR FAX TO: 804-662-9718

	Please check the appropriate box below for Communication Services you need:
INTERPRETER(s)      CART PROVIDER(s) ON-SITE           BOTH

	Today’s Date: 
	NAME OF AGENCY REQUESTING SERVICE: 

	NAME of PERSON SUBMITTING THIS FORM (“Requestor”) :
	Requestor Phone Number:

	AGENCY ADDRESS: 
	Requestor Email Address : 

	Date(s) of Assignment (if multiple dates, provide start and end times for each date in the description box below): 

	Beginning Time of Assignment: 
	End Time of Assignment (if none provided, two hour minimum will be assumed): 
	Comments on time of assignment: 


	 Location/Address of Assignment (IF NOT AT AGENCY ADDRESS): (include bldg, floor, room #, etc.) 

	On-Site Contact Person: 
	 On-Site Phone Number:  
Cell?

Office?
	On-Site Contact Email Address: 

	Type of  Assignment (select all that apply): 
	Number of interpreters needed/requested :

	Medical appt
Mental Health appt
Small Group Mtg 
Large Group  Mtg 
Interview
Other:
	Admin. Hearing
 Intake appt
 Training
 Conference 

	Provide a Brief Description of Situation/Nature of Assignment . Attach any agenda or available prep materials to your request:

	 Name/Role of All Key Parties   

	NAME
	ROLE
	DEAF?
	AGE
	GENDER

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	OPTIONAL: Requested Interpreter/CART Providers:

	For CART Provider Request:
Equipment: Please check # of users below:
1-2 users – laptop: ___
2-3 users – monitor:___
3+ users – screen: ___
	For Sign Language Interpreter Request:
Specific Communications Needs (if known)
ASL                            PSE                         SEE
Close-vision
Tactile                                      Other (explain):

	NOTES/COMMENTS/ADDITIONAL INFORMATION:


CONTINUE TO NEXT PAGE TO PROVIDE BILLING INFORMATION.  REQUEST WILL NOT BE PROCESSED WITHOUT COMPLETE 
BILLING ADDRESS AND AUTHORIZATION
Billing Information – Your request will NOT be processed without billing information. By providing this information, you acknowledge that you are authorized to ensure payment by the named entity.  The rates, terms and conditions for this assignment will be those established for VQSLIs in the Interpreter Services Program Agreement and Manual for State Agencies and Sign Language Interpreters in the Commonwealth of Virginia. If no VQSLI is available, you will be notified of the rate for any non-participating interpreter assigned.  Rates and terms for CART services are determined on a per-request basis. 
	Bill Person:
	Phone Number                                                      Ext.

	Agency Name:
	Email Address:

	Street Address:

	City, State. Zip

	Check if emailed invoices are accepted.






[bookmark: _Toc92107799]APPENDIX A
[bookmark: _Toc92107800]Full Descriptions of Recognized National Certifications and VQAS Screening Levels 

[bookmark: _Toc92107801]National Certifications
The following information is taken from the Registry of Interpreters for the Deaf, Inc. website at www.rid.org.  

National Interpreter Certification (NIC)
Holders of this certification have demonstrated general knowledge in the field of interpreting, ethical decision making and interpreting skills. Candidates earn NIC Certification if they demonstrate professional knowledge and skills that meet or exceed the minimum professional standards necessary to perform in a broad range of interpretation and transliteration assignments. This credential has been available since 2005.
The NIC certification process begins with a multiple-choice NIC Knowledge Exam. Candidates are eligible for the NIC Knowledge Exam if they are at least 18 years old. Candidates who have passed the knowledge exam within 5 years and meet RID’s educational requirement may then take the NIC Interview and Performance Exam. The NIC Interview and Performance Exam is a vignette-based assessment using video to deliver and record the assessment.

Certified Deaf Interpreter (CDI)
Holders of this certification are deaf or hard of hearing and have demonstrated knowledge and understanding of interpreting, deafness, the Deaf community, and Deaf culture. Holders have specialized training and/or experience in the use of gesture, mime, props, drawings and other tools to enhance communication. Holders possess native or near-native fluency in American Sign Language and are recommended for a broad range of assignments where an interpreter who is deaf or hard-of-hearing would be beneficial. This credential has been available since 1998.
The CDI certification process begins with a multiple-choice CDI Knowledge Exam. Candidates are eligible for the CDI Knowledge Exam if they meet the 40-hour training requirement. Candidates who have passed the knowledge exam within 5 years and meet RID’s educational requirement may then take the CDI Performance Exam. The CDI Performance Exam is a videotape assessment.

Specialist Certificate: Legal (SC:L)
This credential is fully recognized by RID, but the designation is no longer awarded by RID.  This designation went into moratorium effective January 1, 2016.
Description: Holders of this specialist certification demonstrated specialized knowledge of legal settings and greater familiarity with language used in the legal system. These individuals are recommended for a broad range of assignments in the legal setting. This credential was offered from 1998 to 2016.
The SC:L, and specialist testing in general, are topics of investigation as part of the 2016-2018 Certification Committee Scope Of Work.



Retired RID Certificates
*These RID Certifications are fully recognized; however, the exams are no longer available.
National Interpreter Certification (NIC) with levels

NIC Advanced
Individuals who achieved the NIC Advanced level have passed the NIC Knowledge Exam, scored within the standard range of a professional interpreter on the interview portion of the NIC Interview and Performance Exam and scored within the high range on the performance portion of the NIC Interview and Performance Exam.
NIC Master
Individuals who achieved the NIC Master level have passed the NIC Knowledge Exam and scored within the high range on both portions of NIC Interview and Performance Exam.
The NIC with levels credential was offered from 2005 to November 30, 2011.
Certificate of Interpretation (CI)
Holders of this certification are recognized as fully certified in interpretation and have demonstrated the ability to interpret between American Sign Language (ASL) and spoken English for both sign-to-voice and voice-to-sign tasks. The interpreter’s ability to transliterate is not considered in this certification. Holders of the CI are recommended for a broad range of interpretation assignments. This credential was offered from 1988 to 2008.
Certificate of Transliteration (CT)
Holders of this certification are recognized as fully certified in transliteration and have demonstrated the ability to transliterate between English-based sign language and spoken English for both sign-to-voice and voice-to-sign tasks. The translator’s ability to interpret is not considered in this certification.  Holders of the CT are recommended for a broad range of transliteration assignments. This credential was offered from 1988 to 2008.
Comprehensive Skills Certificate (CSC)
Holders of this certification have demonstrated the ability to interpret between American Sign Language (ASL) and spoken English and to transliterate between spoken English and an English-based sign language. Holders of this certification are recommended for a broad range of interpreting and transliterating assignments. This credential was offered from 1972 to 1988.
Master Comprehensive Skills Certificate (MCSC)
The MCSC examination was designed with the intent of testing for a higher standard of performance than the CSC. Holders of this certification were required to hold the CSC prior to taking this exam. Holders of this certification are recommended for a broad range of interpreting and transliterating assignments. This credential was offered until 1988.
Reverse Skills Certificate (RSC)
Holders of this certification have demonstrated the ability to interpret between American Sign Language (ASL) and English-based sign language or transliterate between spoken English and a signed code for English. Holders of this certification are deaf or hard-of-hearing and interpretation/transliteration is rendered in ASL, spoken English and a signed code for English or written English. Holders of the RSC are recommended for a broad range of interpreting assignments where the use of an interpreter who is deaf or hard-of-hearing would be beneficial. This credential was offered from 1972 to 1988.
Interpretation Certificate (IC)
Holders of this certification have demonstrated the ability to interpret between American Sign Language (ASL) and spoken English. Holders received scores on the CSC exam which prevented the awarding of CSC certification or IC/TC certification. The interpreter’s ability to transliterate is not considered in this certification. Holders of the IC are recommended for a broad range of interpretation assignments. The IC was formerly known as the Expressive Interpreting Certificate (EIC). This credential was offered from 1972 to 1988.
Transliteration Certificate (TC)
Holders of this certification have demonstrated the ability to transliterate between spoken English and a signed code for English. Holders received scores on the CSC exam which prevented the awarding of CSC certification or IC/TC certification. The translator’s ability to interpret is not considered in this certification. Holders of the TC are recommended for a broad range of transliterating assignments. The TC was formerly known as the Expressive Transliterating Certificate (ETC). This credential was offered from 1972 to 1988.
Specialist Certificate: Performing Arts (SC:PA)
Holders of this certification were required to hold the CSC prior to sitting for this examination and have demonstrated specialized knowledge in performing arts interpretation. Holders of this certification are recommended for a broad range of assignments in the performing arts setting. This credential was offered from 1971 to 1988.
Oral Interpreting Certificate: Comprehensive (OIC:C)
Holders of this certification demonstrated both the ability to transliterate a spoken message from a person who hears to a person who is deaf or hard-of-hearing and the ability to understand and repeat the message and intent of the speech and mouth movements of the person who is deaf or hard-of-hearing. This credential was offered from 1979 to 1985.
Oral Interpreting Certificate: Spoken to Visible (OIC:S/V)
Holders of this certification demonstrated the ability to transliterate a spoken message from a person who hears to a person who is deaf or hard-of-hearing. This individual received scores on the OIC:C exam which prevented the awarding of full OIC:C certification. This credential was offered from 1979 to 1985.
Oral Interpreting Certificate: Visible to Spoken (OIC:V/S)
Holders of this certification demonstrated the ability to understand the speech and silent movements of a person who is deaf or hard-of-hearing and to repeat the message for a hearing person. This individual received scores on the OIC:C exam which prevented the awarding of full OIC:C certification. This credential was offered from 1979 to 1985.

NAD Certifications 
NAD (National Associate of the Deaf) Certifications

In 2003, RID began to recognize interpreters who hold NAD III, NAD IV and NAD V certifications. These credentials were offered by the National Association of the Deaf (NAD) between the early 1990s and late 2002. In order to continue to maintain their certification, NAD credentialed interpreters must have had an active certification and registered with RID prior to June 30, 2005. These interpreters are required to comply with all aspects of RID’s Certification Maintenance Program, including the completion of professional development.

NAD III (Generalist) – Average Performance

Holders of this certification possess above average voice-to-sign skills and good sign-to-voice skills. Holders have demonstrated the minimum competence needed to meet generally accepted interpreter standard. Occasional words or phrases may be deleted but the expressed concept is accurate. The individual displays good grammar control of the second language and is generally accurate and consistent, but is not qualified for all situations.

NAD IV (Advanced) – Above Average Performance

Holders of this certification possess excellent voice-to-sign skills and above average sign-to-voice skills. Holders have demonstrated above average skill in any given area. Performance is consistent and accurate and fluency is smooth, with few deletions; the viewer has no question to the candidate’s competency. Holders of this certification should be able to interpret in most situations.

NAD V (Master) – Superior Performance

Holders of this certification possess superior voice-to-sign skills and excellent sign-to-voice skills. Holders have demonstrated excellent to outstanding ability in any given area. The individual had minimum flaws in their performance and have demonstrated interpreting skills necessary in almost all situations.




[bookmark: _Toc92107802]APPENDIX B
[bookmark: _Toc92107803]Virginia Quality Assurance Screening Levels (VQAS) 
INTERPRETING LEVELS
I-IV Interpreting Level IV – Holders of this screening level demonstrated the ability to convey a minimum 95% of the total message and are recommended for situations which are not life threatening, legal in nature or surgical situations.
I-III Interpreting Level III – Holders of this screening level demonstrated the ability to convey a minimum 80% of the total message and are recommended for routine medical appointments, childbirth classes, eligibility and Welfare, non-technical meetings and pre-K through 12, and undergraduate course work.
I-II Interpreting Level II – Holders of this screening level demonstrated the ability to convey a minimum 65% of the total message and are recommended for Library, parks and recreation, YMCA, arts and crafts Non-academic adult education On-the-job training (non-computer, non-technical).
TRANSLITERATING LEVELS
T-IV Transliterating Level IV – Holders of this screening level demonstrated the ability to convey a minimum 95% of the total message and are recommended for situations which are not life threatening, legal in nature or surgical situations.
T-III Transliterating Level III – Holders of this screening level demonstrated the ability to convey a minimum 80% of the total message and are recommended for routine medical appointments, childbirth classes, eligibility and Welfare, non-technical meetings and pre-K through 12, and undergraduate course work.
T-II Transliterating Level II – Holders of this screening level demonstrated the ability to convey a minimum 65% of the total message and are recommended for Library, parks and recreation, YMCA, arts and crafts, non-academic adult education, and on-the-job training (non-computer, non-technical).


[bookmark: _Toc92107804]APPENDIX C
[bookmark: _Toc92107805]Reference and Resource Information on Sign Language Interpreters
The following reference materials and resources provide additional information about various sign language interpreting practices, the use of sign language interpreter services and communication access for persons who are deaf or hard of hearing.  
Video Remote Interpreting – A Standard Practice Paper developed by the Registry of Interpreters for the Deaf (RID).  Available at www.rid.org.
Video Remote Interpreting – A description and guidelines for use of Video Remote Interpreting in Health Care developed by the National Association of the Deaf (NAD).
Use of a Certified Deaf Interpreter  – A Standard Practice Paper developed by the Registry of Interpreters for the Deaf (RID).  Available at www.rid.org.
Tips for Using a Sign Language Interpreter – Basic information for people who do not have experience using a sign language interpreter when communicating with a person who is deaf. Developed by the National Institutes on Health. 
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