[image: ]OFFICIAL

OFFICIAL

OFFICIAL





Immigration and Asylum Key card 5

Interpreters




	Version
	Issue date
	Last review date
	Owned by
	Reviewed by

	1.0
	01/07/2024
	01/07/2024
	Contract Management & Assurance (CMA)
	Contract Management & Assurance (CMA) & Service Development

	2.0
	09/03/2026
	06/03/2026
	Contract Management & Assurance (CMA)

	CMA





Scope and purpose
This Key card is designed to bring together the key information from existing regulations, Contract terms or guidance, on this topic and act as an assistance tool to highlight and explain specific elements.
This document does not replace the need for providers to be aware and adhere to the underlying regulations, Contract terms or guidance.
Interpreter issues on file review
Background
Errors identified in relation to interpreter invoices remains a common cause of LAA Annual Review identified errors, particularly in relation to missing information on invoices. The contracted provider is responsible for the accuracy and validity of the funds claimed from the LAA for disbursement invoices, but mistakes are often found in the calculations. To avoid unnecessary Contract action and potentially time-consuming self-reviews, you should have a robust process for checking invoice breakdowns carefully before claiming.
Below are some of the most common issues that arise in relation to interpreter costs:
Invoices
Hourly rates and interpreting time incurred must be detailed on the invoice. This should match the attendance note retained on the file and the profit costs ledger, with any discrepancies fully justified. In the absence of reasonable explanations, the LAA will recoup any interpreter costs that exceed the timed attendance. 
Travel time & disbursements 
Travel time incurred, mileage costs (including rates/mile) and parking costs should be clearly defined and separated on the invoice, including justification for time incurred in excess of reasonable estimates. 
Any mileage distances that are likely to exceed those deemed reasonable on a basic internet journey calculator search for justifiable reasons, such as roadworks or a considerably faster route should be clearly explained on file. 
The interpreter’s journey start and end points must be clear, particularly when the start location is not the registered office on the invoice. In these circumstances, as a minimum the starting location postcode should be provided. It is assumed that the location where the service will be delivered is the contracted office, any alternative locations should be specifically recorded and justified. In the absence of this information, we will only remunerate costs from the invoice stated office location to the contracted office, if reasonable.
Where the interpreter is employed by a translation/interpreter agency, travel time and costs from a home address rather than the agency office indicated on the invoice can only be claimed where the travel time and costs would be cheaper than from the agency address, (2024 SCC Specification, Paragraphs 4.24 & 6.54). 
When travelling between appointments, the actual time taken for the interpreter to travel to attend upon a client can be claimed. This is on the basis that an interpreter may travel directly from one client to another throughout the course of the day and may not return to their office in between attending upon clients. The interpreter must clearly record the details of the journey undertaken. If specific details of the journey are not provided, we will allow only the reasonable time and costs to reach the client’s location from the interpreter’s registered office. (Civil Finance Electronic Handbook 10.18). 
Rates
The maximum interpreter rates claimable are those set out in Civil Legal Aid (Remuneration) (Amendment) Regulations 2013 at Schedule 2. The maximum rates for telephone attendance from 1 April 2017 are also restricted to these limits; £25 / hour for London and £28 / hour outside London. (Civil Finance Electronic Handbook 10.18). 
Telephone Interpreters
While the maximum hourly rate claimable is set out in the Civil Legal Aid (Remuneration) Regulations 2013, Paragraph 2 of Schedule 5 of the Remuneration Regulations sets out the ‘exceptional circumstances’ in which the rates may be increased. Under this provision telephone interpreter rates in excess of the maximum hourly rates may be claimed where it is evidenced on file you have been unable to find an interpreter that can deliver the telephone interpreting service at the prescribed rates. 
Evidence can take the form of 3 alternative quotes, or a current price list obtained within the previous 12 months. You should note on the file that you are aware you are incurring a disbursement that is in excess of the codified rate and that you are doing so on the basis that the exceptional criteria as set out at Paragraph 2 of Schedule 5 of the Remuneration Regulations is met. 
Cancellation fees
If a cancellation fee is charged as the result of your error; for instance, the client has not been told to attend or given the wrong date, then any cancellation fees applied by the interpreter should not be billed as a disbursement. 
Cancellation fees may be reasonable as disbursements in some circumstances if the interpreter has attended in good faith and the session does not go ahead for reasons outside your control. However, unless exceptional circumstances pertain, we would not expect cancellation fees to exceed one hour’s interpreting time plus actual travel time and disbursements.
Minimum charges
Interpreters applying a minimum charge to their time and the circumstances when this can be claimed is something that often results in assessment reductions. The LAA’s approach to assessment where minimum charges are applied is set out in the Civil Finance Electronic Handbook at 10.18 and is quoted here in full for reference:
“Where an interpreter is claiming a minimum charge, we would expect these to be justified on submission of either the claim or the prior authority/CW3 application. In order for us to make an assessment as to whether these costs were reasonable the provider would need to demonstrate that there was a scarcity of resource and therefore it was necessary to instruct an interpreter who claimed for that minimum charge. This can be done by providing written evidence from at least three local service providers that they charge a 1hr minimum fee. Any justification or evidence provided must be dated within 12 months of the instruction of the interpreter. It is not sufficient for the provider to state that this is a standard charge that is claimed on all cases. Where no justification has been provided, we will assess to the actual time taken.”
Alternative quotes and justification regarding scarcity of resource and / or unavoidable time constraints should be provided where a minimum fee is charged for interpreting or translating that might result in an excessive hourly rate when applied to the time incurred, (2018 SCC Specification, Paragraph 4.27).
Relevant guidance and legislation

2018 and 2024 Standard Civil Contract Specification – Paragraphs 2.47 to 2.51
20154 Standard Civil Contract (publishing.service.gov.uk)

LAA Guidance for reporting Controlled Work & Controlled Work Matters
Guidance for reporting Controlled Work and Controlled Work Matters

Civil Finance Electronic Handbook – 10.18
https://assets.publishing.service.gov.uk/media/64f1b65ba78c5f0010c6f408/Civil_Finance_Electronic_Handbook_V3.4.pdf

Escaped Cases Handbook – 5.16
https://assets.publishing.service.gov.uk/media/64f1c982fdc5d1000d2849b2/Escape_Case_Electronic_Handbook_V2.3__1_.pdf

Civil Legal Aid Remuneration regulations 2013, Schedule 5 
https://www.legislation.gov.uk/uksi/2013/422/schedule/5/made#:~:text=SCHEDULE%205Experts'%20fees%20and%20rates&text=Subject%20to%20paragraph%202%2C%20where,set%20out%20in%20the%20Table.
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