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L I M I T E D  E NG L I S H  P R O F I C I E N T  I N D I V I D U A L S  

 
The Maryland Judiciary provides court services to many people, including those who are Limited 

English Proficient (LEP). This Guide will help court staff when assisting Limited English Proficient 

individuals. 

 

What does the Term “LEP” mean? 
“LEP” stands for “Limited English Proficient”. It is the inability of an individual to adequately 

understand or communicate effectively in English.  The U.S. Census Bureau’s definition for LEP is an 

individual’s ability to speak English less than “very well”.  By this definition, LEP individuals may 

speak limited English and require language assistance, particularly when trying to access court 

services.   

 

How to Determine if an Individual is LEP 

The best way to determine if an individual needs language assistance is to ask simple questions, such 

as: 

� “How can I help you?” 

� “Please tell me your name and address” 

� “Do you have a case pending in this court?” 

� “What is your preferred language?” 

� “Are you comfortable speaking English or would you like me to obtain an interpreter for you?” 

 

If you and the LEP individual are able to communicate in English, proceed to assist them. Speak 

slowly and be prepared to repeat your statements.  Be patient.  Remember that those who self-identify 

themselves as English speakers may still have difficulty understanding court terminology. If you are 

unable to communicate with the LEP person, you will need to make arrangements for interpreter 

assistance. 

 

If the LEP Individual Needs Language Assistance at the Counter 
 To facilitate communication between LEP individuals and court staff, the Maryland Judiciary offers 

several resources of language assistance.  Follow these steps to obtain interpreter assistance by 

telephone: 

 

� Ask the LEP what language they speak or have them point to their language on the Maryland 

Judiciary Language Card or Language Line Poster (both are included in this packet). 

� Once you identify the language, call Language Line at 1(866) 874-3972 and follow the 

instructions included on the Language Line Quick Reference Guide (on the back of the 

Language Line Poster). 

� Once you are connected with an interpreter, speak with the LEP individual through the 

interpreter. 

� Additional information on how to use telephone interpreters can be found on the Language Line 

Quick Reference Guide. 

 

If the LEP Individual Needs an Interpreter for a Court Proceeding 

 The Maryland Judiciary provides qualified interpreters to litigants, defendants, witnesses, and victims 

or victim’s representatives at no charge in court proceedings. These services are funded by the 

Maryland Judiciary. 

            OVER 



� To request a spoken language interpreter for a court appearance, inform the LEP individual or 

their representative to submit a completed Request for Spoken Language Interpreter Form (CC-

DC41) to the court where their proceeding is scheduled to take place.     

� Interpreter requests by e-mail or phone are not allowed.             

 

 

How to Work Effectively with an Interpreter 

� If you are communicating with the LEP individual through an interpreter, speak slowly so that 

the interpreter can maintain the conversation. 

� Speak directly to the LEP individual in the first person. Do not say: “Ask him if he 

understands…” 

� Do not ask the interpreter to explain rules or procedures to the LEP individual. Do not use 

acronyms or abbreviations that may present a challenge for the interpreter. Fully state the name 

for which the acronym or abbreviation stand. 

� Do not ask the interpreter to perform extra duties other than interpreting your statements to the 

LEP individual. 

� If you do not understand the LEP individual’s responses through the interpreter, rephrase the 

question or statement.  

� Be patient when using an interpreter. Interpreted conversations take longer. 

 

How to Locate an Interpreter 

� Each courthouse has a Court Interpreter Coordinator who schedules interpreters for court 

proceedings. Contact the Clerk or Court Administrator’s Office.   

� If you do not know who schedules interpreters in your court, call the Administrative Office of 

the Courts at (410) 260-1291 for assistance. 

 

Translated Court Forms and Brochures 

The Maryland Judiciary has numerous forms and brochures translated in Spanish.  Spanish speaking 

LEP individuals can find these forms by visiting the Maryland Judiciary website at 

http://mdcourts.gov/ and clicking on the Circuit Court and District Court “Forms and Brochures” links.   

 

The Court Interpreter Program staff created the following brochures to assist LEP individuals and their 

representatives: “Do You Need a Court Interpreter?” (Also available in Spanish) and “How to 

Work Effectively with Interpreters”.  Both brochures are available on the Maryland Judiciary 

website. Refer LEP individuals to these sources should they have questions about interpreters. 

 

 

 

 

 

 
 

        

 
 

 

Program Contact Information: 

Program Services, Administrative Office of the Courts 

Phone Number (410) 260-1291 or (410) 260-3569 

Maryland Court Interpreter Program: - http://www.mdcourts.gov/interpreter 



 

QUICK REFERENCE GUIDE 

www.LanguageLine.com 
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IMPORTANT TIPS: 
 

UNKNOWN LANGUAGE – If you do not know which language to request, our representative will help you. 
 

LINE QUALITY PROBLEMS – If you have problems before reaching a representative, press “0” to be 
transferred. If there is a sound quality problem, ask the representative to stay on the line to check for sound 
quality. If you have problems connecting to an Interpreter call Customer Service at 1-800-752-6096.  
 

WORKING WITH AN INTERPRETER – Address the LEP individual directly through the interpreter using 
“the first person” (e.g. “Do you have a case pending in this court?”, instead of “Ask him if he has a case in 
this court”. Pause to allow the interpreter to interpret your question or statement into the foreign language. 
 

LENGTH OF CALL – Expect interpreted comments to run a bit longer than English phrases. Interpreters 
convey meaning-for-meaning, not word-for-word. Concepts familiar to English speakers often require 
explanation or elaboration in other languages and cultures. 
 

INTERPRETER IDENTIFICATION – Our Interpreters identify themselves by first name and number only. 
For reasons of confidentiality, they do not divulge either their full names or phone number. 
 

DEMONSTRATION LINE – To hear a recorded demonstration of over-the-phone interpretation call our 
demonstration line at 1-800-996-8808 or visit our website at www.LanguageLine.com 
 

CUSTOMER SERVICE – To provide feedback, commend an Interpreter, or report any service concerns, call 
Customer Service at 1-800-752-6096.  
 

Language Line Services • 1 Lower Ragsdale Drive, Bldg. 2 • Monterey, CA 93940 

 

 

 

MARYLAND JUDICIARY  

 

 
Keep this Quick Reference Guide (QRG) nearby for easy reference to effectively utilize Language Line

®
 

Over-the-phone Interpretation Service.  
 

 

WHEN RECEIVING A CALL: 
 

1. Use Conference Hold to place the limited English speaker on hold. 

2. Dial: 1 (866) 874-3972 

3. Enter on your telephone keypad or provide the representative:  

� 6-digit Client ID:  5 3 0 2 8 4 

� Enter Access Code (contact the Clerk’s or Court Administrator’s Office) 

� Press 1 for Spanish 

� Press 2 for all other languages and speak the name of the language you need at the prompt. 
  An Interpreter will be connected to the call. 

4. Brief the Interpreter.  Summarize what you wish to accomplish and give any special 
instructions. 

5. ADD THE limited-ENGLISH SPEAKER to the line.  
6. Say “End of Call” to the Interpreter when the call is completed. 

NOTE: When placing a call to a limited-English speaker, begin at Step 2. If you need assistance placing a 
call to a limited-English speaker, please inform the interpreter at the beginning of the call. 

 



Interpretation Services Available
English Translation: Point to your language. An interpreter will be called. The interpreter is provided at no cost to you.

Poster provided by Language Line Services © 2011 • 1-800-752-6096 • www.LanguageLine.com
Over-the-phone interpretation and document translation in more than 170 languages. 
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