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1. RATIONALE 1.1 It is the policy of the College to goal to position itself as an 
inclusive Higher Education Institute (HEI), it is essential that 
effective access to information and services are provided to 
Benildean Deaf students and associates through quality and 
ethical sign language interpreting. Ethically, participants 
should not be designated as the sign language interpreter as 
it hinders full participation and inclusion. 

 
1.2 It is also fundamental that we provide the said interpreters 

with just and timely compensation for their services. 
 

2. OBJECTIVES  
2.1 To establish the processes for interpreting requests and ensuring quality and 

ethical interpreting access for Benildean students and associates. 
 

2.2 To emphasize the profession of sign language interpreting by provision of just 
and timely compensation for interpreting services. 

 
 

3. SCOPE 3.1 This policy covers all associates of De La Salle-College of Saint Benilde. 

 

4. DEFINITION OF 
TERMS 

4.1 Sign Language Interpreter (SLI) – is a person hired to facilitate the 
communication process between two or more parties by interpreting from the 
input language to the target language accurately, impartially, and effectively. 
The SLI ensures that there is equal access to information for both hearing and 
Deaf participants. 

 
4.2 Freelance Interpreter – refers to the SLI who is not an employee of the 

College and is hired solely for a given interpreting assignment. 
 

4.3 Internal Benilde Interpreter – refers to the SLI who is an employee of the 
College, whether FTF, AS, SS, or ASF, and is tasked to interpret for a given 
interpreting assignment outside of their 40-hour work schedule per week. 

 
4.4 In-person Interpreting– refers to the face-to-face interpreting modality where 

both the interpreter and the participant must be at the venue in-person. 
 

4.5 Online Interpreting– refers to the online interpreting modality where both the 
interpreter and the participant must be in an online platform (ex. Zoom, Google 
Meets, or MS Teams). 
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4.6 Filipino Sign Language (FSL) – the national sign language of the Filipino 
Deaf community. It is a visual language with its own linguistic features. 

 

5. POLICY 
STATEMENTS 

5.1 This policy shall follow standard procedure. Please see appendices. 
 

5.2 Review of Policy. This policy shall be reviewed every three (3) years to ensure 
that it is updated and relevant to the needs of the College and the community. 

 
5.3 Compliance and Enforcement of Policy. Non-compliance and violation of the 

requirements of the Policy on Sign Language Interpreting Services may lead 
to disciplinary action, subject to the observance of due process. 

 

6. EFFECTIVITY 
CLAUSE 

6.1 This policy shall take effect upon approval and shall continue to be in full force 
unless superseded by new policies and guidelines. 
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General Guidelines: 
 

All activities attended by Deaf students and associates as official representatives of DLS-CSB 
should course their interpreting service requests through SDEAS. The guidelines for the service request 
and contracting of sign language interpreters (SLI) are as follow: 

 
I. Contracting of SLI 

 
a. All SLI are requested to submit the following documents upon application to be 

considered into Benilde’s pool of freelance interpreters: 

 letter of intent that should indicate area of interpreting expertise 

 curriculum vitae 

 relevant certifications 

 other pertinent documents 
 

If formal interpreter trainings are received, they are to submit corresponding 
certification/documentation. If their exposure is community-based, they are to submit a 
letter of endorsement from a Deaf member of that community and a recommendation 
from a mentor interpreter. 

 
b. All SLI who submitted the above requirements are required to undergo initial competency 

assessment (using the SDEAS SLI Assessment Form, Appendix A) and interview with 
SDEAS AdHoc Committee (composed of FSLLP facilitator, Senior hearing/Deaf faculty, 
Interpreting Education Program Coordinator, SDEAS student representative and Dean) 

c. SLI recommended by SDEAS AdHoc Committee is required to sign a service contract 
renewable on a per-term basis, and is dependent on the result of the performance 
assessment (see Item VI below) 

 
d. SLI contracted by SDEAS is to be issued a CSB generic ID for entry into the campus, to 

be renewed on a per-term basis upon renewal of the service contract. This generic ID is 
to be issued to the SLI only once. Charges for replacement of damaged or loss ID shall 
be the sole responsibility of the SLI. This ID does not entitle the SLI to other privileges 
given to associates and students (i.e. access to library, computer laboratory, etc.) except 
for entry inside the campus. 

II. Requesting for Interpreting Service 
 

a. Requests for sign language interpreting should be filed with the SDEAS Interpreting 
Service coordinator at least seven (7) working days before the activity. Due to the limited 
number of SLI, no assurance is given that an SLI could be assigned should a request be 
filed less than the recommended lead time. Internal and External requests made less 
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than 3 working days before the activity would incur an additional P250 for administrative 
fees. However urgent or emergency requests (e.g., crisis counseling, medical 
emergencies, critical academic discussions) be exempted from the administrative fee. 

 
b. Requesting parties should fill out the Interpreting Service Request (ISR) (Appendix B) 

online form. The form should then be signed by the requesting individual/office and its 
immediate supervisor. Attachment of the signed and approved ISRF is required to 
complete the online form. Incomplete documents and details (unsigned forms) will not be 
processed. 

 
c. SDEAS will decide from its roster the best fit for all interpreting requests, based on the 

SLI’s competency level and nature of the interpreting assignment. The requesting party 
can, however, request for a particular interpreter to be assigned to them, although no 
assurance could be given as this will depend on the SLI’s availability and competency 
level. 

d. SDEAS will charge an administrative fee of P250 for interpreting requests that are 
externally funded (i.e. external requests, internal requests that are revenue generating or 
externally funded). 

 
III. Interpreting Assignment 

 
Interpreters are classified as either internal Benilde associate interpreter or external contracted 
freelance interpreter. Since majority of the interpreters are externally contracted, the following 
guidelines apply: 

 
a. Interpreting Modality 

 
i. In-person Interpreting 

1. For any interpreting assignment that will go beyond one (1) hour or (1) 
hour of intense discussion or content, two interpreters shall be assigned 
regardless of the number of Deaf participants. 

 
2. A minimum of 2 hours billing is required for face-to-face events. For 

example, the activity is 1.5 hours, the charge will still be for 2 hours. 
 

3. Interpreting hours are counted in increments of 0.5 hours. Any requests 
that exceed the hour mark, will be rounded off to the next higher 
increment. For example, in-person interpreting totaling 2 hours 15 
minutes will be computed as 2.5 hours. 

 
ii. Online Interpreting 
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1. For any interpreting assignment that will go beyond one (1) hour or (1) 
hour of intense discussion or content, two interpreters shall be assigned 
regardless of the number of Deaf participants 

 
2. A minimum of 1 hour billing is required for online events. For example, 

the activity is 30 minutes, the charge will still be for 1 hour. 
 

3. Interpreting hours are counted in increments of 0.5 hours. Any requests 
that exceed the hour mark, will be rounded off to the next higher 
increment. For example, online interpreting totaling 2 hours 15 minutes 
will be computed as 2.5 hours. 

 
Formula for budget allotment will be as follows: 
(Rate per hour) x no. of interpreters x no. of hours 

 
b. Internal Benilde interpreters 

 
While majority of our interpreters are externally contracted, assignments may be given 
internally to Full-time Faculty, Administrative Staff, or Academic Service Faculty. 

 
1. Assignments should not conflict with their regular office work schedule. 

2. As agreed upon with Finance Department and PODO in a meeting last 
Dec 9, 2021, in case of urgent need, where FTF, ASF, or AS are asked 
by the College to interpret for meetings, activities and events during their 
declared office hours, compensation of the interpreting hours may be 
given upon endorsement by the immediate head and/or school Dean 
provided that the interpreting assignment is not part of the associate’s 
job description, and is not counted as part of their 40 hours a week. 
Endorsement and approval will be on a case-to-case basis. 

 
c. Sample Computation of Difference of Rates of Internal and External Interpreters 

 For internal Benilde associate interpreter: 
(Rate per hour) x no. of hours= Interpreter’s Honorarium 

 

 For external contracted freelance interpreter: 
o For events less than 2 hours-(Rate per hour) x 2 hours= Interpreter’s 

Honorarium 
o For events more than 2 hours-(Rate per hour) x no. of hours= 

Interpreter’s Honorarium 
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For example: 
 

 Rate for Internal 
SDEAS Associate 
Interpreter 

Rate for External Contracted Freelance 
Interpreter 

Activity Type A 
Meeting for 1 
hour (Zoom) 

P825 x 1 hour= 
P825 

P825 x 1 hour= P825 

Activity Type A 
Meeting for 1.5 
hour (F2F) 

P825 x 1.5 hour= 
P1237.50 

P825 x 2 hours = P1650 

 
IV. Cancellation 

 
Interpreting service cancellation within 24 hours or less prior to the event should merit the 
following fees: 

 
a. For in-person interpreting, two-hour payment to the external freelance interpreter and a 

P250 administrative fee applies. 
 

b. For online interpreting, one hour payment to the interpreter and a P250 administrative fee 
applies. 

 
These fees do not apply if the interpreting request is cancelled due to suspension of classes 
and/or office operations, and other fortuitous events. 

 
V. Compensation 

 
a. The rate of honoraria of contracted SLI will be based on the type of interpreting 

assignment Interpreter honorarium rates will follow the revised matrix of AY 2024-25 
(Appendix C). 

 
c. In case of overnight and weekend activities, the requesting Office/Center/School is 

responsible in providing for meals, accommodation, and transportation of both 
interpreters for the duration of the activity. 

 
d. Interpreting honorarium shall be processed as soon as all documents required are 

submitted. 
 

e. For interpreting requests that are not included in the internal budget of SDEAS, (e.g. non- 
SDEAS research on the Deaf, training, etc.) the PRS should be processed by the 
requesting office. 
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VI. Performance Assessment and Promotion 
 

a. Every term, a random performance assessment will be conducted by appointed SDEAS 
associate(s) during one of the SLI’s interpreting assignment, using the SDEAS SLI 
Assessment Form (Appendix A) 

 
b. At the end of the term, quantitative and qualitative feedback from Deaf students and 

associates, as well as the requesting Offices/Centers/Schools will be collected through 
the Client Form (Appendix E). 

c. Results of the qualitative and quantitative assessments is to be given to all contracted 
SLI for a particular term as part of their professional development. The results will be the 
basis for renewal of contract for the succeeding term. 

 
d. SLI are encouraged to develop themselves professionally. Opportunities for promotion 

can be made on an annual basis upon submission of relevant documentation and review 
of the assessment results by the SDEAS AdHoc Committee. 

 
 

VII. SLI Assignments with Benilde Partners 
 

a. SLI are still expected to follow the provisions stated in this policy (i.e. honoraria, 
professional conduct, etc.) as well as the policies of the partner company/organization. 

 
b. All partner companies should abide by the College’s policies of contracting SLI. Any 

deviation(s) should be consulted with SDEAS prior the start of the interpreting 
assignment. 

 
 

VIII. Grievance 
 

a. Complaints regarding professional conduct and non-compliance with the SLI Service 
policies and code of ethics should be formally filed (in written/signed format) within fifteen 
(15) days after the incident. 

 
b. Complaints are to be handled and actions decided upon by the SDEAS AdHoc 

Committee, and resolution should be given within thirty (30) days after the complaint is 
filed. 
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PROCESS FLOWCHART 
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APPENDIX A 
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APPENDIX B 
 

Interpreting Service Request Form 
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APPENDIX C 
 

Interpreter Honorarium Matrix 
 

The interpreting assignments are classified according to type. The classification is based on the degree of 
difficulty of the interpreting assignment regardless of the number of participants or number of hours. 
Types A and B are paid by the hour, while Type C is paid as a package. 

International Conferences rates shall follow the WASLI recommended rates. 

Classification Interpreting Assignment Standard Interpreting Rates 

Type A Social & non-academic settings P900 

Type B Educational & Religious, Legal, 
Medical & Counseling 

P1,200 

Type C Special Projects P9,000- P11,200* 

 
*Amount is negotiable depending on package 
>Please see APPENDIX E for the specific types of interpreting assignments. 

 
APPENDIX D 

 
Types of Interpreting Assignments 

 

Classification Types of Interpreting Assignment 

Type A-Social & Non-Academic 
Settings 

Regular Meetings, General Assembly, Sports Events, 
Christmas Party 

Type B- Educational & Religious, 
Legal, Medical & Counseling 

Classroom Interpreting, Seminars, Trainings, and 
Workshops, Graduation, Local Conference, Liturgy, 
Retreats & Recollections, Media and Job Interviews, 
Medical, Legal, Counseling 

Type C- Special Projects Theater and Performance, Research Sign 
Transcription, Signed Video Subtitles, Video taped 
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APPENDIX E 
 

Client Evaluation Form 
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