
 
 

Scheduling an Interpreter for a Virtual Visit 
 

1. Contact the TA or CC at the LHIN re the need for an interpreter as per the previous protocol. 
2. The TA will make the request to Ottawa Language Access (OLA).  On their request form they are now able to 

indicate if it is an in person, phone or Zoom session. 
3. It is helpful if the clinician provides their contact number as this way the interpreter can contact you to confirm the 

request and can let you know if the visit is cancelled or there is another issue.  They can also call you to get the 
meeting password (see below) and provide their name. 

4. If this is a virtual visit over the phone, the interpreter will call you at the time of the appointment and then call the 
client. Your number will be blocked from the client.  For phone visits you also have the option to call a TA at the LHIN 
and wait on the line while you are connected with an interpreter for an immediate call. 

5. If this is your first Virtual Session using Zoom with this client: 
• Schedule your meeting in Zoom.  On the schedule page, change the password to something that will be easier 

to communicate verbally (ie symbols you can easily name). 
• You will need to email the CC or TA a copy of the Virtual Care Informed Consent Checklist. This will need to be 

shared with the interpreter ahead of time so they can read it. They are not able to review this with the client 
without you. 

• Email the CC or TA the meeting ID, but not the password or the link. This is to increase the security given other 
people who may have access to the information during this process. The meeting ID will be put into the system 
used to request the interpreter.  Include your contact number. 

• The interpreter will call the family to confirm the appointment a few days ahead of time (depends how far in 
advance you make the request) and follow up with you. 

• Right before the Zoom session, the interpreter will call you and conference in with the client (your number will 
be blocked from being seen by the client). During this call the consent will be reviewed with the client and you 
are then available to answer any questions.   

• Once you have received consent, you can provide the password verbally to the interpreter and email the Zoom 
invitation to the client.   

• Immediately proceed to the Zoom session. 
6. If this is a follow up Virtual Session using Zoom: 

• Schedule your meeting in Zoom.  On the schedule page, change the password to something that will be easier 
to communicate verbally (ie symbols you can easily name). 

• Email the CC or TA the meeting ID, but not the password. The meeting ID will be put into the system used to 
request the interpreter. Include your contact number. 

• The interpreter will call the family to confirm the appointment a few days ahead of time (depends how far in 
advance you make the request). 

• Email the Zoom invitation to the client. 
• The interpreter will call the clinician ahead of time to get the password for the meeting. Confirm their name so 

you can securely admit them from the waiting room. 
• Start your Zoom session as per usual. 

 
*Please note that OLA interpreters are instructed to participate in quiet and secure spaces, however if you become concerned 
that there is a potential breach in privacy you should immediately stop discussing any health related information, address your 
concern with the interpreter, and end the meeting immediately if the issue cannot be resolved.*  


