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Purpose: To obtain interpreter services for all CCPH programs and services. 
 
Who it Applies To: Staff in need of interpreter services in order to provide services to the public for all programs 

including vital statistics, environmental health and water and waste inspections, empergency preparedness, 
administration services, and nursing services. 

 
Reference: NA 
  
Equipment: Phone, Interpreter services handout 
 
Forms: N/A 
 
Procedure:  

I.  Introduction 
A. This Standard Operation Guide (SOG) will provide operational guidance to the employees of the Clermont 

County Public Health (CCPH) for obtaining interpreter services. 

B. This document provides instructions for setting up either a telephonic interpreter service or calling to 
schedule an in person interpreter. 

II. Operational Conditions 
A.   CCPH staff may need interpreter services in carrying out programs and services to the public. 

III. Operational Guidelines 
A. To set up a telephonic interpreter conference: 

a. To find out the language needed have the person point to their language on the sheet titled “If You 
Need and Interpreter”.  

b. Dial 1-866-350-2974. Have the telelanguage access number ready (4005). 
c. Specify the language needed to the operator. 
d. Ask the person to wait one momen by using the sheet titled “Please Hold” which is on the back of the 

reference card. 
e. Wait for the interpreter to come on the line. Place the phone on speaker to facilitate the conversation. 
f. Proceed with the conversation. 
g. At the end of the call, announce “End of Call”. 

B. To set up an in person interpreter: 
a. Plan ahead to determine when an onsite interpreter can arrive.  
b. To find out the language needed have the person point to their language on the sheet titled “If You 

Need and Interpreter”.  
c. Call 513-745-0888.  
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