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To connect to a telephone interpreter, please follow the instructions 
below. Use the options on the right to find the appropriate language.

1. Enter your provided LanguageLoop PIN number.
You can also speak to a customer representative to assist your call. If you 
don’t have or cannot remember your LanguageLoop PIN number, our 
representatives will be able to help.

2. For invoicing, enter your authorisation code then press #.
This information is used to record the origin and nature of your call.

3. Enter your client reference number, then press #
If you either don’t have or don’t require a reference number, just press #.
This information is used to assign the right interpreter for your job, and for 
invoices and reporting.

4. If you have to speak over the phone with a Non-English speaker, 
follow the prompts to enter their phone number, and LanguageLoop will 
make the connection.
You can also speak to a Customer Service Representative to assist in 
making the connection.

5. Enter option 1, 2 or 3 to select the language you require.
If the language you desire is not available, our Customer Service 
Representatives will happily assist.

6. You’re now in the Loop, and can talk with your Non-English speaker.
Our system can see when either an interpreter or your client has 
disconnected from your call. 
You are able reconnect at any time 
if any issues occur. If the same 
interpreter is not available, you can either 
connect to a new interpreter or continue the 
call without.

If you dial the all other languages number 
on 03 9280 1907, your call will transfer to a 
LanguageLoop operator who will assist 
in connecting you to an interpreter.

For more information, email us at: 
info@LanguageLoop.com.au 
or call 03 9280 1941

HOW TO WORK WITH A 
TELEPHONE INTERPRETER
 > Introduce yourself to the interpreter, 
 explaining where you are and the nature of
 your call.
 
 > Clearly indicate the expected duration of the
 call, and limit conversation to the essentials to
 allow interpreter to assist clearly. 

 > Try to make
 yourself clear as an interpreter can’t rely on
 body language to understand and convey
 information to a Non-English 
 speaking client.

 > Clearly indicate when the session has 
 ended to everyone involved in the call.

Please note that Telephone Interpreting may not 
be appropriate if:

 > The client is under emotional, mental 
 or physical stress

 > The client is deaf or hard of hearing

 > The interview will be greater than 45 minutes

 > Visual aids or documents need to be referred to

 > There may be legal or medical risks, such as in
 situations involving law enforcement or 
 emergency services.

If you require an on-site interpreter, please call 
03 9280 1955

Thank you for choosing LanguageLoop as your supplier for interpreting 
and translation services. Accessing our services is simple and efficient, 
thanks to the options below.

For ALL Onsite Interpreter Bookings
Our most efficient service is through the online Client Portal. If you wish to access our Online 
Booking System, please contact LanguageLoop and ask our Customer Service 
Representatives for more information.

To access our Online Booking System client.languageloop.com.au
Emergency enquiries (24 hours, 7 days a week) 03 9280 1900
To book by telephone (24 hours, 7 days a week) 03 9280 1955
To book by Email: bookings@languageloop.com.au

For ALL Translations Requests
To access our Online Booking System client.languageloop.com.au
To email a translations request translations@languageloop.com.au
Telephone enquiries about written translations 03 9280 1941

For ALL your Feedback
To email your compliments or register a complaint feedback@languageloop.com.au

For connection to a Telephone Interpreter
If you require a telephone interpreter, choose your desired language from the options below 
and follow the prompts. Simple!

 Vietnamese | Bosnian | Amharic  03 9280 1901
 Greek | Somali | Korean   03 9280 1902
 Turkish | Polish | Cambodian   03 9280 1903
 Arabic | Serbian | Mandarin   03 9280 1904
 Italian | Macedonian | Cantonese  03 9280 1905
 Spanish | Croatian | Russian   03 9280 1906
 Dari | Dinka | Sudanese   03 9280 1908
 Persian | Burmese | Thai   03 9280 1909
 All other languages    03 9280 1907

General Enquiries
All other enquiries, including Finance, please call 03 9280 1941

Services DirectoryHOW TO WORK WITH AN
ONSITE INTERPRETER

PREPARATION
> Book the interpreter as early 
as possible once you identify a 
need. Allow extra time for the 
session, as sessions take up to 
double the time of a standard 
session.

> Provide the name of the 
client, the expected duration of 
the session and any other 
relevant information so the 
interpreter will be familiar with 
the topic.

> Organise an area where you 
can talk to the client 
uninterrupted. Arrange the 
seating to allow for easy 
communication.

BEFORE THE SESSION
> We recommend that the 
client and interpreter sit 
separately from each other to 
avoid the risk of the client 
asking the interpreter questions 
prior to session. If possible, have 
a designated waiting area for 
interpreters to ensure prompt 
commencement of sessions.

DURING THE SESSION
> When the interpreter arrives, 
allow them to introduce 
themselves to you and the 
client.

> Explain your role and the 
interpreter’s role to the client and 
assure the client that what is 
discussed in the session will 
remain confidential between you, 
the interpreter and the client.

> You are always in control of the 
session. Interpreters should not 
direct the discussion.

> Speak directly to the client in 
the first person and not the 
interpreter, e.g. “How can I help 
you?” instead of “How I can help 
him/her?”

> Maintain eye contact with the 
client throughout the session, 
speak clearly and avoid using 
complex language.

> Interpreters do not interpret any 
lengthy documents or provide any 
written services e.g. filling in 
forms or taking statements.

> Speak in short intervals allowing 
time for the interpreter to relay 
the information. Let the 
interpreter control the length of 
each segment by signalling to 
you/the client when to stop.

> Provide clear explanation when 
the interpreter seeks clarification 
and do not add 

additional information that will 
exclude the client as everything 
that is said during the session 
must be interpreted.

> Check whether the client has 
understood the discussion and is 
ready to end the session. Always 
allow the client to ask any 
questions.

AFTER THE SESSION
> If the client requires another 
appointment, please make these 
arrangements with the client 
while the interpreter is present.

> According to professional 
standards, it is recommended 
that the client and interpreter do 
not leave at the same time to 
prevent the interpreter becoming 
involved with the client.

> Offer a debriefing if you consider 
the interpreter may be affected 
by a particularly stressful situation 
and/or clarify any questions you 
both might have from the session.

> If required, provide feedback to 
the interpreting service provider, 
as this will help LanguageLoop 
improve service quality. Also 
ensure that you provide positive 
feedback when the interpreter’s 
service meets or exceeds your 
requirements.

If you have any inquiries, please contact us at info@languageloop.com.au or on 03 9280 1941


