When you receive a request for Sign Language Interpretation . . .
· For questions, contact Access: ext. 2010, access@metmuseum.org

· There are scheduled programs that are in American Sign Language. Check with Access Coordination for upcoming dates. It’s possible the program requested is already being interpreted! 
Requests 

· When you receive a request . . . be friendly, but do not make promises. Explain you will do your best to find a qualified, certified interpreter, and you will get back to them ASAP.
· Take the person’s contact information. Probably email will be preferred, or possibly a phone number if you are working with a relay service or a hearing companion.  Be sure to contact them as soon as you can. If it has been a few days, email or call to check in and explain you are still working on the request.
· Be sure to make arrangements about where the person will meet the interpreter, and make sure this is communicated to all parties. We all know the Met is a confusing place, with multiple entrances. Give the interpreter the visitor’s cell phone number to text if s/he cannot locate the visitor. Notify Information Desk staff, also, so they can help if need be.
· Requests sometimes are given via a relay service, which is an operator service that allows people who are deaf or hard of hearing a way to call using a standard telephone via a keyboard or assistive device. The operator will notify you that you are receiving a relay call before beginning. Don’t hang up! You will need to be patient as the relay staff person relays the information, so there will be pauses.
· By law the Museum must provide sign language interpretation for Museum programs, if proper notice is given.  At the Met, proper notice is considered 2 weeks prior to the program.  Even if 2 weeks’ notice is not given, Museum staff should practice due diligence in trying to hire an interpreter whenever one is requested.
· It is against the law to ask if someone has a disability. You can assume that if someone requests sign language interpretation, they have a disability.

· The Museum is responsible for the cost. We cannot require the visitor requesting interpretation to pay for it. It is the Museum’s responsibility. 
Sign Language Interpreters

· Ensure the interpreter is certified for American Sign Language (ASL). You can look them up on the Registry of Interpreters for the Deaf (RID): rid.org.  
· Some interpreters can do tactile interpretation (for people who are deaf and blind). If you have a request by a visitor who is deaf and blind, the visitor will indicate that s/he will require tactile interpretation.
· Interpreters set their own rates. Confirm rates before hiring.

· Most interpreters require a 2 hour minimum. This means if an interpreter is hired to interpret an hour-long gallery talk, s/he still must be paid for 2 hours.
· Most interpreters require 48 business hours’ notice for cancellations. Confirm this prior to hiring.

· For programs lasting longer than an hour, you might have to hire a second interpreter. Check with the interpreter you hire and what s/he feels comfortable with for programs lasting longer than an hour. The program’s content and pace will be a consideration.
· Share “SL Tour Tips Sheets” with educator/guide whose tour will be interpreted to help him/her prepare. 
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