SUPERIOR COURT OF CALIFORNIA, COUNTY OF SAN MATEO
SMALL CLAIMS MEDIATION PROGRAM

Phone: (650) 261-5075

Email: adr@sanmateocourt.org

UNCERTIFIED, NON-PARTY TRANSLATOR INSTRUCTIONS

Thank you for your assistance in translating for one/both of the parties and for the mediator. The
responsibilities of a non-party translator are very important. Please read and follow these
instructions carefully.

1. Translate only the exact words spoken by the person.
Do not summarize or try to explain what you believe the speaker is trying to say. If you are
unsure what the speaker is saying, stop translating and tell the mediator that you need
clarification before continuing. Proceed to have the speaker repeat again, so that you can
translate.

2. Simply repeat everything that is said.
Simply repeat in English exactly what the speaker says, even if their language includes slang
or curse words. Do not attempt to improve the level of language used by the speaker.

3. Remain neutral.
Although you may have a relationship with a party, your role is solely to translate everything
that is being said as complete and accurately as possible. Do not take sides or try to help
either of the parties.

4. Maintain confidentiality.
Mediation is a confidential process, designed to assist litigants in reaching a reasonable
settlement. Therefore, you must agree to keep what is discussed in mediation confidential.

5. Do not give advice or opinions.
Do not give advice or your opinion to either party or to the mediator.

6. Do not speak outside of translating.
If you speak other than translating, the mediator will interrupt and can terminate the mediation
if they determine you are unable to provide translation services per these instructions.

7. If there is a problem, tell the mediator immediately.
Please tell the mediator immediately if any of these situations occur:
® You believe you have made a mistake.
® You do not understand, or you forgot a part of what is being said.
® The person for whom you are translating does not understand you.
® You do not know how to say something in English or in the language that you are
translating.
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