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Interpretation (In person, virtual, and/or sign language) & Translation Requests SOP
ORR HQ and Grantee Staff

Interpretation Requests (spoken or signed language; in person or remote) 
· Requests should be submitted directly by the requesting party (grantee or HQ staff) to ORRLanguageServices@acf.hhs.gov.
· Requestors should complete the below template.  If any of the cells are missing, the request is not considered complete and will be returned to the requesting party. 
	Program Name (Grantee) or HQ (UC or Refugee)
	City/State
	Language(s) Requested
	# of ORR-eligible persons requiring interpretation per language 
	In person or remote?
	Shifts Requiring Coverage
	Onsite Program POCs

	
	
	
	
	
	
	



· The HQ Language & Cultural Services Team will manage the ORRLanguageServices@acf.hhs.gov Mondays through Fridays and will respond to requests received during that time within 24 hours.
· Any requests submitted over the weekend will be handled within business hours the following Monday. 
· The HQ Language & Cultural Services Team will do a quality control check to ensure that all needed info is captured for the request.  The request will then be sent to the COR, Jared Kaanga, and Mission Essential Group for processing. 
· For UC Providers: When submitting a request to ORRLanguageServices@acf.hhs.gov, cc your assigned Project Officer and Federal Field Specialist. 
· For Refugee Providers: When submitting a request to ORRLanguageServices@acf.hhs.gov, cc your assigned Project Officer. 
· Once the request has been submitted, Mission Essential will reach out to the onsite program POCs for further coordination.

Translation Requests (written content) 
· Requests should be submitted directly by the requesting party (grantee or HQ staff) to ORRLanguageServices@acf.hhs.gov.
· Child-specific or grantee-specific documents should only be translated for mission-critical reasons (e.g., pertinent to facilitating timely discharge).  If submitting a child- or grantee-specific document, please explain how a translated version will help streamline the discharge or general wellbeing of an ORR-eligible individual. 
· Translation requests of ORR-produced forms may require additional approvals to conform with Paperwork Reduction Act requirements.
· Requestors should complete the below template.  If any of the cells are missing, the request is not considered complete and will be returned to the requesting party. 
	Program Name (Grantee) or HQ (UC or Refugee)
	Program POC
	Language(s) Requested
	Attach source document and word count (Microsoft Word, as possible)
	Indicate if it’s child- or grantee-specific or for HQ purposes
	Is it intended for the ACF/ORR website? If so, it requires 508 compliance (i.e., any images in the source material need alt text). Please confirm whether the source material has alt text included. 

	
	
	
	
	
	



· The HQ Language & Cultural Services Team will manage the ORRLanguageServices@acf.hhs.gov Mondays through Fridays and will respond to requests received during that time within 24 hours.
· Any requests submitted over the weekend will be handled within business hours the following Monday. 
· The HQ Language & Cultural Services Team will do a quality control check to ensure that all needed info is captured for the request.  The request will then be sent to the COR, Jared Kaanga, and Mission Essential Group for processing. 
· For UC Providers: When submitting a request to ORRLanguageServices@acf.hhs.gov, cc your assigned Project Officer and Federal Field Specialist. 
· For Refugee Providers: When submitting a request to ORRLanguageServices@acf.hhs.gov, cc your assigned Project Officer. 
· Once the request has been submitted, Mission Essential will reach out to the onsite program POCs for further coordination.
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