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INFORMATION SHEET  
FOR CONTRACT COURT INTERPRETERS 

Welcome to the District Court of the Virgin Islands. Thank you for agreeing to serve as an 
interpreter for the Court. Below is a list of reminders designed as an aid in the preparation for your 
visit to our district. While not comprehensive (refer to your Contract/Terms and Conditions), these 
guidelines will help familiarize you with general procedures of our court. 

GENERAL OPERATIONS  

• The proceeding appearance time is to be confirmed with the Courtroom Deputy one 
business day prior to commencement unless otherwise instructed.

• All matters of concern, court-related or otherwise, shall be addressed through the attending 
Courtroom Deputy or, if unavailable, through the Generalist Supervisor for the Clerk's 
Office.

• Please arrive at the courthouse 30 minutes prior to commencement of the proceeding and 
report to the Courtroom Deputy for further direction.

• Appropriate courtroom attire is required. Interpreters should dress in a manner that reflects 
the dignity of the court. This means formal business attire. Casual clothing is not 
appropriate, nor is casual footwear, such as sneakers, unless you have a medical reason. 
Although our climate is tropical, the courtroom is cool. Please be prepared.

• In the course of your service to the Court, you shall conduct yourself in a manner consistent 
with the dignity of the court and shall be as unobtrusive as possible.

• During an 8-hour day, there will be timed breaks and a lunch break. You should plan to be 
out of the courtroom only during these times.
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• Food and drinks (except water) are prohibited in the courtrooms. You may bring a snack
for the breaks to be eaten outside the courtroom.

• Interpreters are encouraged to carry a notepad and pen.

• Simultaneous verbatim interpretation is required. Interpreters may not offer legal advice,
opinions, nor make any comments regarding the subject material while interpreting the
proceedings.

• When assigned as "team interpreters", all interpreters must remain in the courtroom
throughout the proceeding, and not rotate in and out of the courtroom. There should be
active and passive interpreting.

• Personal simultaneous interpreting equipment is welcomed and encouraged. Please notify
the Courtroom Deputy in advance if you intend to utilize such equipment. The judiciary
does not reimburse for the use or transportation/shipping of personal equipment.

ETHICAL DUTIES 

• Interactions (including written communications) should be limited to court staff only.
Conversations regarding the proceedings-either verbal or written-with counsel, interpreters
hired by the parties, defendants, agents, witnesses, or spectators are prohibited. Interpreters
shall NOT engage in any off-the-record conversations with the defendant, the defendant's
family members or others associated with the case. Interpreters shall be impartial and
unbiased and shall refrain from conduct that may give an appearance of bias.

• Interpreters shall disclose any real or perceived conflict of interest, including any prior
involvement with the case, parties, witnesses or attorneys, and shall not serve in any matter
in which there is a conflict of interest.

• Court interpreters shall accept remuneration for their service to the Court only from the
Court. Court interpreters shall not accept any gifts, gratuities, or valuable consideration
from any litigant, witness, attorney, or person(s) associated with the case.

• The Court may allow utilization of cellphones and/or computers in the courtroom for
official business with prior authorization. Devices must remain in silent mode at all times.

INVOICING 

• The Division recommends that all interpreters register for a SAMS.gov account. 

• Interpreters must complete an "Interpreter Invoice For Services Rendered" form. The form 
is provided and collected daily by the Courtroom Deputy and will be used to reconcile the 
days/hours worked for reimbursement.
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• Interpreters working in the district two weeks or more may submit invoices, with itemized
receipts, on a weekly basis for reimbursement. All outstanding invoices must be submitted
no later than 30 days after the interpreter's services are rendered.

• Personal simultaneous interpreting equipment is welcomed and encouraged.

TRAVEL 

• Interpreters are required to make coach class reservations on a fully refundable fare with 
no penalties for cancellations or changes. Receipts are required for reimbursement.

• Car rental is generally not authorized; however, if authorized, insurance will not be 
reimbursed. An itemized receipt is required for reimbursement.

• All expenses $75.00 and more, including airfare, hotel, car rental, parking, AND food, must 
be itemized with attached receipt, in order to be fully reimbursed per the Terms and 
Conditions of the Interpreter Contract including special clauses authorizing payment. You 
will be reimbursed for expenses only with an itemized receipt, up to the daily per diem 
rate. A credit card receipt is not sufficient. Prohibited items, such as alcohol and cigarettes 
are not reimbursable.

• Each invoice submitted for reimbursement requires a signature and must include the 
following certification:

"I hereby certify that I personally rendered the services described herein for 
payment requested, that said services were rendered in accordance with the 
Contract for Court Interpreter Services, and that no other federal court unit, 
federal public defender, community defender organization, or other attorneys 
or entities obtaining interpreting services under the Criminal Justice Act or the 
related statutes, or the Defender Services appropriation, or any other federal 
agency or entity has been or will be billed for the same period of service, 
cancellation or travel expenses for any services rendered during the same half 
or full-day, other period of service, or time covered by a cancellation fee or 
travel expense reimbursement for which I am being compensated pursuant to 
the contract."




