
 

Requesting an interpreter 

 

On-Line: Scheduled appointments 

 Used if we have someone who we are scheduling an appointment with for either virtual or in-person 

appointments. Please give at least 48 hours from the time of the request and the appointment. If the interpreter is 

needed within the 48 hours before the appointment, call Language Linc. 

 

1. Go to: https://www.languagelinc.com/languagelinc/welcome.html 

2. Click on ‘REQUEST AN INTERPRETER.’ 

3. Fill in the form: 

          

• PLEASE ensure to add the program you are using it for (OSO, Adult, DW, YESS, TTW, etc.) so the use can be billed 

to the correct program. 

• Under the ‘interpreter request information’ you will enter information for the appointment. If this is a virtual 

appointment, please ensure to include the Zoom Link and the type of interpretation service would be video 

conferencing.  

 

https://www.languagelinc.com/languagelinc/welcome.html


 

• It is always good when you are requesting an interpreter to ask the customer the specific dialect. For example, 

Kurdish has three different dialects so to ensure you are getting the correct interpreter you will want to know if 

it is Sorani Kurmanji or Badini.  

• In the ‘additional instructions’ you can add a phone number or email for the interpreter to call and remind the 

customer of the appointment and/or give the zoom link for a virtual call.  

 

Requesting over the phone: Appointments at any time. 

Can be used at anytime for any type of appointment. If you are needing an interpreter right away request the 

interpreter over the phone. Keep in mind they may not have an interpreter available or wait time may be longer in order 

for them to find an available interpreter.  

1. Call: 402-473-2940 

2. You will need the same information that you would answer if requesting on-line.  

o Give your contact and company information. Ensure they know we are requesting through AJC but City 

handles billing. Also have them add the program you are using it for (OSO, Adult, DW, YESS, TTW, etc.) 

o Give the name, DOB, language, estimated time etc. when calling in. 

Reminders when using an interpreter: 

• When using an interpreter, it can double or triple the amount of time you are with a customer, so if you think it 

will take 5 minutes to explain something schedule the interpreter for at least 15 minutes to ensure you have 

enough time to do what you need to for the customer.  

• Make sure to break up your sentences so the interpreter can properly translate. Try to only say 1-2 (max) 

sentences at a time.  

• When in-person do not look at the interpreter, it should be a natural conversation so you should face and speak 

to the customer rather than the interpreter.  

• See “How Do you with an Interpreter?” handouts to help with your scheduled interpreter appointment. 

Attached to this document. 

 



 


