Interpreter Requests

Office of Adaptive Services

Florida Gulf Coast University
Request Guidelines

1. OAS provides interpreting services for FGCU faculty, staff and students

2. Request forms must be submitted 48 hours in advance

3. All information must be filled out completely and accurately

4. You must notify OAS of any changes, regarding time, location, etc.

5. If an interpreter cannot be provided, OAS will notify you or the department

6. Each person individually needs to submit a request

7. Cancellations must be made in person or by phone (590-7932) at least 24 hours in advance, unless it is an emergency situation

8. Departments requesting assistance for an event must provide an account number for billing purposes

9. Cost of interpreting services for faculty, staff or students who have a disability is the responsibility of FGCU

Service Request Form

Today’s Date: _________________________________________​
Contact Name: _________________________________________
E-mail: _______________________________________________

Phone: _______________________________________________

Department and account information (faculty/staff only):________________________________________________

Date and time of event: __________________________________

Building and room #:____________________________________
Name of deaf person needing services: ​​​​​​​​​​​​​​​​​​______________________
Please describe the event detailing any pertinent information for interpreting services (i.e. type of information being provided, purpose of event, etc.)  Also, please provide any handouts, books, lecture notes, etc. to OAS at least one week prior to the event.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Please send or fax (590-7975) this form to OAS.  If you have any questions regarding interpreting requests, please contact OAS at 590-7956 (TTY 590-7930).

