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INTRODUCTION

The Zoom Language Interpretation feature allows courts to schedule hearings and events with interpreters for
Limited English Proficient (LEP) parties. This feature allows for full simultaneous interpretation from a court-
provided interpreter with LEP parties listening to the interpreter on a designated audio channel within the Zoom
meeting. This document reviews the steps and best practices for using this feature.

Scheduling an Interpreter

As with all court events, courts are responsible for providing a qualified court interpreter for a Zoom meeting.
Courts should follow their normal scheduling and procurement procedures. Information and resources are
available from the Administrative Office of the Courts (AOC) should courts need assistance hiring a qualified
interpreter.

Equipment and Software Requirements
Participants must download the Zoom app from the Zoom Download Center.

Tip! Participants must have current versions of the Zoom software prior to the event. The Zoom
Language Interpretation feature is only available on:
v' Zoom’s Desktop Client Windows:
O 4.5.3261.0825 or higher
0 mac0S: 4.5.3261.0825 or higher
v' Zoom Mobile Apps:
O Android: 4.5.3261.0825 or higher
0 i0S:4.5.0(3261.0825) or higher

Tip! Mobile devices with small screens (i.e. cell phones) are not recommended for the host, interpreter,
or LEP participant. Meeting controls and options may function differently or be more difficult to use on
these devices.

Connectivity: A broadband internet connection with at least 5 MBPS upload/download (10 MBPS is safer) and a
maximum 50 ms of ping (latency). Use www.speedtest.net to test speed and ping.

Computer: Most modern and up-to-date desktop and laptop computers will work well. Minimum system
requirements per Zoom are Dual Core 2 Ghz or higher (Intel i3/i5/i7 or AMD equivalent) and 4 GB RAM.

Webcam: The integrated camera on most modern computers will be sufficient. For those without an integrated
camera, Zoom provides a list of options for external webcams.

Headset: A headset with integrated microphone is recommended, even for computers with their own integrated
speakers and microphones, to improve audio quality. Good quality headsets are available for approximately $50
from industry leaders such as Jabra, Koss, Plantronics, Sennheiser, and others.
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https://support.zoom.us/hc/en-us/articles/201362023-System-Requirements-for-PC-Mac-and-Linux

Remote Interpreting Best Practices

1.
2.

Book an interpreter credentialed through the Arizona Court Interpreter Credentialing Program (ACICP).
Notify LEP litigants and all parties involved that their upcoming hearing or event will be performed
remotely and that interpreter services will be provided.

a. Communicate how to participate, provide instructions and technical requirements, and a court
contact for questions.

At the beginning of the event, allow the interpreter and the LEP person to greet each other in their
language to establish that the language or dialect is a correct match.
The judge should:
a. Askthe interpreter to state their qualifications or credentials for the record.
b. Remind all parties that they should:
i. Speak one at a time and in short sentences.
ii. Identify themselves before each utterance.
iii. Pause between statement to allow interpreting (if consecutive interpretation is being
used).
iv. Speak loudly and clearly.

c. Provide specific guidelines and instructions to ensure a smooth event (i.e., switching to the
correct audio channel, informing parties of the interpreter’s role, explaining procedures to
follow if an LEP person does not understand or cannot hear something, etc.)

The judge or designated court staff should be the meeting host in a remote hearing.

If the LEP person and his/her attorney need to confer privately, or an off-the-record bench conference is
required, in Zoom, the host can create a breakout room (see Using Breakout Rooms for Attorney-Client
Conferences section below).

Tip! See the Remote Interpreting Best Practices document.

Host Resources
General:

Zoom Trainings
Zoom Meetings Training Reference Guide (.pdf)
Zoom Online Event Best Practices (.pdf)

Zoom Meeting Housekeeping (.pptx)

Zoom Interpretation Feature:

Language Interpretation in Meetings and Webinars

Zoom Simultaneous Interpretations for Meetings and Webinars by Zoom (YouTube)
Using Zoom'’s Interpretation Features by Joseph Adams (YouTube)
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http://ajinweb/csd/CMU/Interpreters/VRI_BestPractices_DS.pdf
https://support.zoom.us/hc/en-us/sections/201740096
https://support.zoom.us/hc/en-us/article_attachments/360047188071/Zoom_Meetings_Training_Reference_Guide.pdf
https://support.zoom.us/hc/en-us/article_attachments/360047066292/Zoom_Online_Event_Best_Practices.pdf
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https://support.zoom.us/hc/en-us/articles/360034919791-Language-interpretation-in-meetings-and-webinars
https://www.youtube.com/watch?v=nldGntmE7mQ
https://www.youtube.com/watch?v=jqT1qUjbrKs

CONFIGURING ZOOM ACCOUNT SETTINGS

In order to use the interpreting feature in Zoom, you must have a licensed account in any of the Business,
Education, or Enterprise categories. Other licenses that include the Webinar add-on can also use the
interpreting feature. Only the meeting host needs to have one of these licenses for the interpreter feature to
work. No one else in the meeting, not even the interpreter, needs a Zoom license in order to participate in a
Zoom meeting.

Once a qualifying license is obtained, the Language Interpretation feature must be enabled. Follow the steps
below to verify if the feature is enabled. Note, however, that if the account you use was established by the AOC,
this feature is already enabled.

NOTE: Zoom accounts set up through the AOC have the interpreting feature enabled.

Steps to Enable Language Interpretation Feature in Zoom

1. Login to your Zoom account. € O A —— Boc@:

REUESTADEMO  LEEATIOIS  RESOURCES ~  SUPPORT

2. Once logged in, click on DCARY: e pmasn S megen oo sienyr 18
“Settings” in the menu on the
left of the page.

Schedule Moeting

Hostvideo @ ]

3. Next, click on the “In Meeting
(Advanced)” option under the P
“Meeting” heading. - '

4. Scroll down until you see the = -
“Language Interpretation” oo e e e (o)
setting and make sure it is %
toggled ON (it should appearin a
light blue color if it is on). Once
you turn it on, it will remain on
and you will not have to repeat Wf”‘“
this step in the future.

© Telephone and Computer Au

s Mg fERAaMMERegY ul swicum

If you do not see the “Language ’

Interpretation” option in your “In o >

Meeting (Advanced)” settings and you

have a qualifying license, you will need e rn O@

to contact Zoom Support to have the

feature enabled for your account. >

Click the Chat icon in the bottom right — = é

corner of the screen to initiate a ‘ !
Bl 5 oo )  cmacCERAda R e a)f vceum 0 O |

conversation with Zoom Support.

Page 4 of 20



SCHEDULING A MEETING WITH AN INTERPRETER

Once the Language Interpretation feature is enabled, a meeting with an interpreter may be scheduled. The host
may take the following steps to schedule an event using an interpreter.

lasm.miw Zoom X%

€ 5 C & momusimeetng/schedule

O Shedesbhotng oo X
I R I . 0

€ 3 C & momus/mestinglscheduis

Zoom
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1. Login to your Zoom account.
2. Click on “Schedule a Meeting”.

3. Enter the topic, date, time, and
duration of the meeting.

4. Scroll down and make sure that
“Generate Automatically” is selected for
“Meeting ID"”

Note: The Zoom interpretation feature will
NOT work if “Generate Automatically” is
not selected.

5. Configure other settings as desired,
including passwords, video on/off, and
audio settings.

Note: It is recommended to leave the
audio configuration set to “Both”.



6. At the bottom of the meeting set up screen, check the box for “Enable language interpretation”. Then,
enter the email address for the interpreter and the languages they will be interpreting (i.e., English <>
Spanish, English <> Chinese, English <> German, etc.) and click “Save”.

Note: The interpreter will receive an email notification of the event directly from the Zoom portal. If you do not
know the interpreter’s email address ahead of time, you may enter the host’s email address and then forward
the notification to the interpreter at a later time.

Note: If the language the

[ N ¢ ;
5 interpreter speaks is not

€ 5 © & momuymesng/ichadule & & @ rore

st s seoacs - amon | listed, simply choose any
ZOOM  sowns = musio cemssmme omsame e - (] available language. Just
remember that during the
Zoom meeting, that language
- e : will appear on screen for all
attendees and you will have
to explain the discrepancy to
the meeting participants.

interpretation # Ensble kinguage interpretation -

dsvobodaicourts.az English 2| Spanih

Support Linguags

O o Mg efERaOMIER®Q9 0

P Type here 1o search

€ 5 @ @ 200musimesting/92502824544 o fr ew:\_nm H
REQUESTADEMO  188A7990125  RESOUMCES ~  SUPPORT Ameeting Confirmation

ZOOIM  sownons - puansa prcn AcTsuiEs SCHEDUEAVEETRG  JONAVEETNG  HosTAveETnG + screen will appear.

Profile My Meetings - Manage "Zoom Demo
CTE

Zoom Dema

Webinars

Recordings May 18, 2020 10:30 AM Arizona

Settings Addto | [ Outlook Calendartics) | | (@) Yahao Calendar

Account Profile

Reports
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Note: If you click the
“Outlook Calendar”
option, a meeting
appointment with all
the Zoom information
needed to join the
meeting will appear.

The email generated
for the interpreter
will look similar to
this:

Zoom Dema - Appeinkment

R irse  FomatTet  Review

L_‘:— x 5, Calendar E @E ..m. Dokowtc Weuy y O 'Z: i e \ j} [}

- g ! = = ! High 'mportance | ™

Savedt Deele O ponyg - ABPARImERE Scheduling  Skyoe Mesting Imite Reminder 1D minizes - Recunence Tme| Categoie -

Close Assistant  Meeting Moles  Adtendess Tones . ow Impoitarce
Addions Show Skppe Mecting Mecking Nates atfenders Opbiens -. Tags Wy Templetes
Toem Dene

Location [ itps: 4 HPCnhy LT UROCTER

Sterttime | Meon 562020 M 1030 &M | |Arzons | [ #n e

Endtime [ Men5n82000 M 1200 »| [arzena -

Join Zoom Mesting

hi fz00m.us//3250782 4544 pwd=M¥g 2VHIGNOIBUGHP O by WU TVUAOOTIS

Meeting ID: 925 0282 4544

Password: 393380

One tap mokbile

+12532158783, 525028 245444,,14 333389% US (Tacoma)
+13452487799, 925028 24544K, 1¥,393339# US (Houston)

Dial by your location
+1253 215 8782 US [Tacoma)
+1 346 248 7799 US (Houston]
+1 659 900 6333 US (San lesa)
+1 301 715 8592 US [Germantown)
+1312 626 6799 US (Chicagn)
+1929 205 6099 US (Naw York)
Meeting I0: 925 0282 4544
Password; 393389
Find your local number: hitps:/fzoom.us/u/acdwl 75t8H

n Shared Folder [ Calendar - dsweboda® courts.az gov Last modied b

oboda courts.az.gov

em maeting 15 an infe

Bl x p— L‘(l & [ Mesting | %5 1 2 Yo DR Kl A find Q @

s Delte Archve gl Feph F_-)-d v el s IR Wik Tlf\:nlc et 0 o e
- = hwe oA . o fiowe sagn  Mail onze . red ‘com  Ins:

&k e Dhorer | 5 PrplyBDeite  F Craicbew |7 o [Pacionse w.:f-- i o Bpseedts o =

Delete Respond Quck Steps 5 Move Togs 3 Edting Speech Zeem

z m <no-raphyE us=
Dunid Swoboda invited you t0 2 Zoom meeting 2 an interpreter
o Seobeca, Davie
e ate rable s b haw il Reissgs is Sspl
Clik hese 10 dewrlnge pickires. To help protect yo cwrlogd of vome giclures in tha message.

Hi devobada@rouns. 2.0,

David Svoboda (dsvoboda@oourts. az gow) imvited you 1o a meeting o interpreter English

and Spansh
Topic Zoom Dema
Mesting ID 025 0282 4544

Date & Time May 12 2020 10:30 AM Arizona

Join Zoom Meeting

i iZ0am. =M | JGHOL LGP Qnl

O join meeting with the felowing methods

One tap to join audio:

US: #12632156787 926028245447 or +13462487790, S2502024544
Or, dial:

n £ Tepe here to search
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MANAGING A MEETING WITH AN INTERPRETER: HOST CONTROLS

Starting the Interpretation Feature
The host starts by turning on the interpretation feature in the meeting by clicking the “Interpretation” icon in
the toolbar at the bottom of the meeting screen.

[ ] 8y 3 P I.l"f-"'\l g
¥ - b v e

Security Participants Share Screen Record nterpretation  Reactions

Note: The “Interpretation” icon will not appear in the toolbar if this feature was not enabled when the meeting
was originally scheduled, or if the meeting was scheduled using a “Personal Meeting ID”.

A window will open for the host to confirm the
interpreter and their language. If an interpreter is not
already assigned during the setup of the meeting the
host can use this menu to assign any member of the
< english @ | @ spanish meeting the role of interpreter.

I Language interpretation
Interpreter 1

interpeter

When ready, simply click “Start” to begin the
interpretation session. This menu can be used at any
time to start the interpreter feature, add additional
interpreters, or stop the interpreter feature and bring
everyone to one language channel.

Once started, all meeting participants will get a
notification that interpretation is now available, and
they will see a globe in their respective toolbars.

+ Add Interpreter m

£& English and Chinese
Starting the interpretation feature in the Zoom meeting interpreta't:'::ln available!

At this point, they should be instructed to click on
that icon and choose the language channel that
corresponds to their needs.

Interpretation Feature Enabled for Participants
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If an option is not chosen by the participant, they will hear parts from both channels but are likely to miss
utterances in one language or the other. For this reason, it is recommended that all participants select a

language.

Language Interpretation nne

Criginal Audio

English

Chinese o

Mute Original Audio

Chat Feature
There is also a Chat feature in Zoom that can
be controlled by the host.

To avoid people using the Chat feature
inappropriately it is recommended that this
feature is curtailed to:

e “Host Only”

e “No One”

e “Only Permitted to Speak
Publicly”

This is controlled through the Chat options in

the chat window after you click the ellipses (...).

On the English channel you will hear all utterances on the
English channel which will include any time the interpreter is
giving a rendition from the foreign language into English.

On the foreign language channel, you will hear all utterances
made by anyone with an unmuted mic on the foreign
language channel including any renditions from the
interpreter into the foreign language and responses from
the participant.

There is an option in the Language Interpretation menu to
“Mute Original Audio”. The “Original Audio” refers to the
audio signal from the other language channel. For example,
when in the English channel, you may hear the foreign
language at a lower volume and vice versa. By selecting this
option, you will only hear the utterances on the channel
that you selected.

& Zoom Group Chat — O * All day
documentation
[.us//92502824...

All day

All day

To:  Everyone ~ ™ File
Type message here... Save Chat
Participant Can Chat With:

Mo Cne
Host Cnly

Everyone Publicly

«  Everyone Publicly and Privately

Merge to Meeting Window
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Waiting Room
As people enter the meeting, they will be placed in a waiting room until admitted by the host. The host will see a
message indicating that they have people waiting to be admitted.

Note: The host can send any

1 person is waiting Message participant into the waiting
room or remove them from
LEP m Remove the meeting at any time.

Recording

The host can restrict who can and cannot record the meeting. If you
do not wish for anyone to be able to record, you can find that option
in the participant menu.

Mute Audio Alt+A

r‘"l Stop Video
This menu also allows you to stop their video, mute them, send to Chat
the waiting room, and remove them from the meeting. Rename =

If recording is used either for Pin Video
Spotlight Video

b

A
the purposes of keeping the ﬁ
record or assisting the court Maklitt v
reporter gain a more accurate W :
record, a notification will

Allow Record !

Remaove

appear in the top left corner
of the screen indicating that Put in Waiting Room
In-Meeting Recording Indicator recording has started.

Participant Menu

Ending a Meeting

At the end of the meeting, the host can end the
meeting for all participants, or the host may leave the
meeting while permitting others to remain. For the
latter option, a new host would need to be designated
by the exiting host. In either case, begin by clicking the
red “End” icon in the bottom right of the of the screen.
A window will open as show in the picture to the right.

End Meeting for All

Leave Meeting

If the host wants to leave and prevent all participants s
from staying, click the “End Meeting for All” which will
close the meeting room entirely.
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USING BREAKOUT ROOMS FOR ATTORNEY-CLIENT CONFERENCES

If a bench conference or an attorney-client conference is needed during a meeting, the host can open breakout
rooms from the menu.

When clicked, the “Create Breakout Rooms” menu will
open. This allows you to assign participants to rooms. © CresteBreakout Rooms

Assign 0 participants into | 1 :| Rooms:

Any unassigned participants will remain in the main
. O automatically ' Manually
session.

The host can create as many as 50 breakout rooms to ,_ O paticpants persom
accommodate the needs.

2 Breakout Roems - Net Started X
» Breskout Room 1 . The host can manually assign people to the room such as
+ Breakout Room 2 2 attorneys or defendants and interpreters.

The host can see the list of breakout room participants to ensure
that only the required participants are in the room. While the
host may enter any breakout room if needed, no other
participant will be able to enter without the host’s permission.

Note: The Language Interpretation feature is NOT available in the
breakout rooms. If interpretation is needed, all interpretation will
need to be done in the consecutive mode.

In addition, the host will have to place the interpreter into the
appropriate breakout room with the parties.

Recreate ~ Options ~ | Add a Room | @EelTLRINELTH

Each participant is asked if they would like
to join the room, and upon selecting
“Join”, the user is then notified that they
are leaving the main session.

-N-N:<R

The host can use the Chat feature to
broadcast into all of the rooms at once,
however the participants of the breakout
rooms cannot communicate outside of the
breakout room.
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@ AskforHelp

You can invite the host to this Breakout Room for assistance.

The participants in the breakout room can request the
host join the room by clicking on the “Ask for Help” button
on the menu.

The host will receive a request to join the breakout room if
they choose to be able to speak directly to the participants
of that room rather than sending chat messages.

) Ask for Help

|
F‘ o Kelly Gray, ACICP in AttorneyClient Meeting asked for
help.

Join Breakout Room [EENE1s

The host can also force-close all the breakout rooms. During the force-close the participant is warned that the

room is closing and given a count down.

) Breakout Rooms

Breakout Rooms will close in 53 seconds

Leave Breakout Room

You will be returned to the main session automatically.

Participants can also leave the breakout rooms on
their own to return to the main session which
allows them to return after the conference is
finished without having to be readmitted back to
the meeting. The breakout rooms will remain
open even if no one is assigned to them if the
participants just leave and return to the main
session.
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INTERPRETING AND INTERPRETER CONTROLS IN ZOOM

Joining the Meeting as an Interpreter
Interpreters join the Zoom meeting by a link provided by the court.

The court may choose to
assign the interpreter

@ Tellme what youwant to.da

N QR G E.":\::ming ‘-m... o Mansger b é;zu‘: S f:"lf‘m_ A Q @ X .
& sunke Dt Avchive Fepty Regy Forsard e Sy Move T pargn Mk Cotegoize Tondhte Read | Zoom  Insights when Creatlng the meet|ng
1 Al B More -  Reply & Delete Create New - EMActions® | poicy Uniead - [ Sadaete Houd
: 4 5 n i - B H ’
Delete Respand Cailek Steps Move Tap Edting Speech  Zoom us'ng the Interpreter S
Mo 5718202
7 m

email address. The
interpreter will receive a

Click here to download pidures. To help pratect yout grivay, Outiok prevented automatic dovnload of seme pictures in this message

no-reply email from Zoom
Hi dewobodagpoours 3z gov. . .
with link.
David Svabada (dsvoboda@icourts az gow) invited you to a meeting 1o interpreter English
and Spanish
Topc Zoom Demo The court may also forward
ML MR just the meeting link to the
Date & Time May 18, 2020 10:30 AM Arizona
A interpreter in a separate
'Dm. ‘:c-:rv-us',‘ﬁ._?-JlJJBNH A 7pwd=MXg2VHIGNOILCHP Oy WUATVURQGTO9 email customized Wlth
1 join mesting with the follawing methads:
court-related information
One tap to join audio:
US: + 12602150702, SZSIZ24504% or +1 452407739, SESOPOAS S (below).

Or, dial:

Interpreters and

.. File Message  Help  Acrobat & Tell me what you want to do
part|C|pan.ts f:lo NOT h?v.e to el O oES D | omie ke M@ | [ ees | 5% 2 | Q[ 3
have a paid license to join R e | R T | Onwyansee P ometer [ MR ok’ Weotemtp | e B | |
. Dulete Respond Cuigk Step ] Mave Tagi 0 Eciting Spesch | Zoem “
the court’s meeting.
e Clerk, Sally
However, all participants

must download the
appropriate Zoom
application for their

Dear Interpreter

You are assigned as the interpreter for a case on the following date for the Yurmna County Justice Center with Video Remote Interpreting (VRI) assistance in the proceeding(s)
on:

Monday, February 10, 2020 beginning at approximately 10:00 a.m.

computer or mobile device. SIS A READTE EVERT:
. loin Zoom Meeting
Interpreters will be https://zo0m.us/i/9401567 1406 tpwd=TmMyMmERjl2bnBKcek4TIBEWNAIZ:09

prompted to download the Mectig 10: 40 1567 1405
application upon clicking a

Zoom meeting link for the
first time. See the Joining a
Meeting page for more
information.

Contact Information:

Sally Clerk, sclerké@Yuma.az.gov, 928-555-1212
Thank you,

The image above is not necessarily representative of what the email from the court will look like.
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After downloading the appropriate Zoom

application, the interpreter and other

participants may wait in a virtual waiting room Please wait, the meeting host will let you in soon.
as court staff readies the Zoom meeting.

) L, . County Justice Court’s Meeting Room
Tip! Always test your device’s audio and

video before entering the Zoom
meeting. Other features are available
including sound controls, camera
controls, and even a virtual background
feature.

Zoom Meeting Basics
The following details certain features you may see when the interpretation feature is enabled in a Zoom
meeting.

O Zoom Mesting

Participants (4)
ME— =3

| Interpreter

»S000

¢E O 0 0 0 o

mvite Mute Mo

Zoom Group Chat

LEP Participant
(Camera Off) e

1. Mute/unmute your microphone. (The court may limit the functionality of this feature)

2. Turn off your camera. (The court may limit the functionality of this feature)

3. View the list of participants.

4, Chat with meeting participants. (The court may limit the functionality of this feature)

5. Participants of the meeting. (Note: The labels on each participant are for reference only and will not appear in the
meeting.)

6. Change your view so you see just the speaker or all participants.

7. The Zoom interpretation feature.
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https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background
https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background

Zoom Interpretation Feature

The Zoom interpretation feature allows the interpreter to tune into the appropriate audio channel to provide
simultaneous interpreting services for court events. Court staff serves as the host, activating the interpretation
feature in the meeting and assigning the appropriate participant the role of interpreter. When you are
designated as the interpreter you will see the following:

2 Zoom Mesting o *

Participants (4]

e

Interpreter

" 080

|

")

i © 0 O © @

Zoom Group Chat

LEP Participant
{Camera Off)

1. The message when a participant is assigned the interpreter role.
The toggle button used to hear and interpret in the English and the foreign language audio channels.
3. The audio channel indicator for each interpreter. These may appear as two-letter language codes
rather than flags.

How it Works
1. All the participants join the meeting using the link provided by the host.

Tip! You can change your name in the list of participants. Adding the words “[language] interpreter” after
your name will help identify your role in the proceedings to others in the meeting. Just click the ellipsis
(...) next to your name in the participant list.

2. The host (court staff) activates the Zoom 4B English and Chinese
interpretation feature. The Interpretation "~ interpretation available!
button appears in the task bar.

Zoom interpretation feature is active for participants
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3. The host will assign the interpreter the interpreter role

in the meeting. The interpreter will see a “Welcome” Welcome
message. You have been assigned an interpreter.
4. LEP participants must click the “Interpretation” button in @ Engish ¢ @ Chinese
the toolbar and will be presented with the audio-channel
options menu for English and the foreign language. “

Note: It may be necessary to explain this to the
LEP participants while still on the main English
channel. Language Interpretation

Mute Original Audio Feature: The “Original

Audio” refers to the audio signal from the other Original Audio
language channel. For example, when in the Endkch
. . |5
English channel, you may hear the foreign "
language at a lower volume and vice versa. Chinese y
Selecting “Mute Original Audio” mutes the other
audio channel so you only hear the selected Mute Original Audio [

language.

If not selected, both channels remain active
(audible). For example, the LEP participant in the

Chinese channel may also hear the English SEE NDTE F‘LBDUT
channel at a slightly lower volume. THlS FEATURE

5. The interpreter checks with participants on the

foreign language or English audio channel to make
sure they can be heard, and then informs the
court staff that they are ready to begin.

6. The proceeding begins, and the interpreter begins interpreting.

Click to switch languages.

Ll 7. When needed, the interpreter switches back and forth between

the two channels.

For example, when the LEP participant has a question or responds
to a question from the court, the interpreter must select “English”
to interpret into English, and then select “Chinese” (in the example
on the left) to resume interpreting for the LEP participant.

Chinese
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Note: Interpreters should use a desktop or laptop computer to most effectively use the Zoom
interpretation feature. Shortcut keys provide an efficient way to move between channels in fast-
paced court hearings.

8. The proceeding ends and court staff ends the meeting.

Interpreter Resources and Best Practices

Even the most qualified and skilled interpreters sometimes find remote interpreting challenging. However, with
focused remote-interpreting practice and an investment of time, most interpreters can provide high-quality and
seamless remote interpreting services to the Arizona judiciary. Here are some online resources some
interpreters have found helpful:

Remote Interpreting:
Expanding Your Toolbox: Using Zoom for Remote Simultaneous Interpreting by The National Center for
Interpretation (Vimeo)

Zoom for Interpreters by Dragoman Language Solutions (YouTube)

Remote Interpreting in a COVID-19 World by Remote Simul Interpreting (YouTube)

VRI Training Modules for Interpreters by The National Center for State Courts

Intro to Remote Interpreting by Interpretips (YouTube)

Basic Protocols and Professional Etiquette in Remote Interpreting by Interpretips (YouTube)

Equipment:

Setting Yourself Up for Remote Interpreting by Interpretips (YouTube)

PC Headset Options for Remote Interpreting (or the Mac version) by Remote Simul Interpreting (YouTube)
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https://vimeo.com/421683825?ref=fb-share&1
https://www.youtube.com/watch?v=nB8p_kRL_Lk
https://www.youtube.com/watch?v=7ty7_09rb5c
https://www.ncsc.org/services-and-experts/areas-of-expertise/language-access/vri/interpreter-support
https://www.youtube.com/watch?v=d6FiIpjf_aM
https://www.youtube.com/watch?v=qqeoErs3gBM
https://www.youtube.com/watch?v=tCZp0ZBl_AA
https://www.youtube.com/watch?v=IODBW7yY1TM
https://www.youtube.com/watch?v=swYVSge-bv4

OTHER INFORMATION: SMALL FORMAT SCREENS

The Zoom interpretation feature is available for desktop and laptop computers, as well as mobile devices. It is
recommended that interpreters and court staff use the Zoom desktop client for court business. The interface is
more user-friendly, and the Zoom interpretation features are more easily accessed in the computer application.
Tablets, such as iPads, will also work well. Smartphones are generally not recommended.

LEP Participants in Remote Court Events

Court staff is the host for any remote court event using Zoom. Participants join the Zoom meeting by a link
provided by the court. The court should provide notice to the litigants about how to participate in the remote
event and that interpreter services will be provided free of charge. The court can provide this information in
translated forms, through direct communications of qualified bilingual staff, or through the use of telephone
interpreter services.

Court customers and other participants do NOT need a paid license to join the court’s meeting. However, all
participants must download the appropriate Zoom application for their computer or mobile device. See the
Joining a Meeting page for more information.

Zoom Meeting Basics for Mobile Devices
The following details what may be seen in a Zoom meeting when viewed from certain mobile devices:

1. Mute/unmute your microphone.
(The court may limit the functionality of
this feature.)

2. Turn off your camera.

(The court may limit the functionality of

this feature.)

a. Aright or left swipe may also change
adjust setting.

3. View the list of participants.

4. Chat with meeting participants. LE{P Particii}}g}nt
‘Camera O

(The court may limit the functionality of
this feature.)

5. Participants of the meeting. (Note: '
The labels on each participant are for
reference and will not appear in the
meeting.)

6. Change your view so you see just
the speaker or all participants.

a. Arright or left swipe may also change
adjust setting.
7. The Zoom interpretation feature.
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https://support.zoom.us/hc/en-us/articles/201362193

Zoom Interpretation Feature for Mobile Devices
In the event the interpretation feature needs to be used on a mobile phone, the following information may be
helpful:

1. LEP participants use the “More” ellipsis (...) to
expand the menu which lists the “Language
Interpretation” feature.

Tip! Other audio, video, and accessibility
features for the meeting are available through
the “Meeting Settings” selection, including
sound controls, camera controls, and even a
virtual background feature.

Note: The “Raise Hand” feature can be used by
participants who are muted to indicate that they wish
to speak in the proceeding. This is useful tool when
managing events with interpreters to prevent parties
speaking over one another.

2. After clicking “Language Interpretation”, LEP
participants are presented with the foreign
language audio channel selection menu.

Mute Original Audio Feature: The “Original Audio”
refers to the audio signal from the other language
channel. For example, when in the English channel,
you may hear the foreign language at a lower volume
and vice versa.

Language Interpretation

Original Audio

English

Selecting this feature mutes the other audio channel
so you only hear the selected language.

Chinese

Mute Original Audio If unselected, both channels remain active (audible).
For example, The LEP participant in the Chinese
channel may also hear the English channel at a slightly

SEE NOTE ABOUT lower volume.
THI5 FEATURE
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https://support.zoom.us/hc/en-us/articles/210707503-Virtual-Background

3. The audio channel indicator.

The LEP participant is tuned to the
foreign language audio channel.

How it Works
1. All the participants join the meeting using the link provided by the host.

2. The host (court staff) activates the Zoom interpretation feature. The “Interpretation” button appears in
the task bar.

3. The LEP participant clicks the “Language Interpretation” feature to select the foreign language audio
channel.

4. The interpreter checks with the LEP participant on the foreign language audio channel or English
channel to make sure they hear one another, and the interpreter informs court staff that they are ready
to begin.

5. The proceeding begins, the interpreter begins interpreting on the foreign language audio channel.

6. When needed, the interpreter switches back and forth between the two channels. For example, when
the LEP participant has a question or responds to a question from the court, the interpreter must select
“English” to interpret into English, and then selects the other language to resume interpreting for the

LEP participant.

7. The proceeding ends and court staff end the Zoom meeting.

Participant Resources
e Zoom Download Center
e Users & Participants FAQ
e Joining a Meeting
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https://zoom.us/download
https://support.zoom.us/hc/en-us/articles/206175806
https://support.zoom.us/hc/en-us/articles/201362193
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