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Tips, Tools, and Best Practices

• Do you have a contract with a language access organization? Find out the best 
way to book an interpreter. 

• Schedule with an interpreters at least two weeks in advance
• Simultaneous- interpretation at the same time you are speaking
• Consecutive- you speak, they translate
• Once scheduled, get the interpreters name and the email address they will be 

using to sign into zoom.
• Give your interpreter your meeting materials/agenda in advance
• Ask your interpreters and participant(s) that need interpretation to arrive 30 

minutes early to set up and do sound check
• Speak slowly during the meeting















Please select a spoken language, here are our 
options:

• English
• Spanish
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Breakout Rooms

• If you create a breakout room, you will need to send interpreters and 
participant(s) speaking that language to the same room.  Interpretation will 
then become consecutive.

• When they return to main room, you will need to pause to ensure that 
interpreters are set up and all participants are on the correct language 
channels.  
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