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1. INTRODUCTION

1.1
The relatively recent phenomenon of net inward migration to Northern Ireland has brought challenges and opportunities for both pubic and private sector organisations here. One of these challenges is to continue to provide appropriate professional, quality and cost-effective services which meet the needs of all customers. Increasingly provision of translation services, when required, has become one of these needs as our society becomes more linguistically diverse with more than 50 languages in use.
1.2
These guidelines are designed to help service providers make decisions about the use of translation and offers information about procuring professional translators, associated costs and the importance of networking with other organisations. They are neither prescriptive nor exhaustive but emphasise the need to adopt a selective approach.


Public Sector

1.3
Section 75 of the Northern Ireland Act 1998 places an obligation on designated public sector organisations to consider how their communication practices can be changed in order to better promote  equality of opportunity across nine equality grounds, namely - religious belief, political opinion, racial group, age, marital status, sexual orientation, gender, disability and between persons with dependants and persons without.
1.4
If the manner in which a public sector organisation communicates with the public actually hinders the ability of individuals to understand, access or use a service or function those individuals will be denied equality of opportunity compared to other persons. For example, the effect of providing information in English only may restrict access to or deny a service to people, including some migrant workers, who are not able to read and understand English. Failure to meet a known language need may result in unlawful discrimination.

Private Sector

1.5
Private Sector organisations are not required to comply with Section 75 but are prohibited from committing unlawful discrimination. Therefore it is important that these organisations also take reasonable practical steps to ensure that equal access is available to all their service users.

2. 
DEFINITIONS
2.1
 Translation is about transferring meaning between languages in written
 form.

2.2
Interpreting is specific to relaying meaning across language and culture 
and involves the transfer of meaning between the spoken forms of different languages as opposed to translation which is concerned with written forms of language.

2.3
Sight translation refers to reading a document in one language and 
conveying the contents orally in another. This is an integral part of interpreting, where completion of forms or explanation of documents might be involved. It is not considered to be translation which requires transfer of written information in one language to the appropriate written form in another. Sight translation should not be used for long, highly technical or detailed documents e.g. medical files, health and safety documents. These should be subject to written translation.

2.4
These guidelines are about translation.

3.
ESSENTIAL/APPROPRIATE TRANSLATION
3.1 
There is no legal reason for all materials to be translated. The Race Relations Order states that all parts of the community should have access to services. Whilst this may involve translation it does not always have to. The Human Rights Act currently requires translation only if someone is arrested or charged with a criminal offence.
3.2 
In general it is recommended that the need for translation should be reduced except where it builds integration and cohesion.

3.3
However, there will always be circumstances which merit translation e.g. to enable specific individuals to access essential services.
3.4 
The following list of questions aims to help you assess appropriateness of translation:

· What is the evidence of need/demand?

Reject automatic translation. Give careful, balanced consideration to a 

selective approach. 

· Who is the target audience?

Take account of new arrivals’ communication/specific needs.

Always consider how relevant the proposed translation, in full or in part, will be in meeting clients’ needs.

This should involve potential users and take account of their views.

· Do speakers of particular languages need to be targeted?

Use available, relevant data to inform your decision. A useful source may be data on both NINO and Health Card applications contained in the most recent publication of the Long-Term International Migration Estimates for Northern Ireland. This can be accessed in the Publications section of the NI Statistics and Research Agency’s website: http://www.nisra.gov.uk/index.html
· Does translation, of similar material to that required, exist?

Similar information producers should share resources.

· Have you translated this material previously?  It is significantly cheaper and more effective to update existing translation than to translate updated material

· Is translation the best use of resources?

It is important to support vulnerable communities but not at the expense or disadvantage of others. 

· If translation is not undertaken would an additional burden be placed on the associated service provision?

· Will there be a support structure for the translation? 

For example, if a telephone number is listed will the telephone be answered by a speaker of the target language? If not, this should be explained in the translation and an accessible service developed/provided. 

· Has a cost/benefit analysis for the translation been undertaken? 

DO NOT translate:

· background and/or reference documents which are not in widespread use or general circulation; or

· complex information when signposting to an appropriate service is being used. In such instances interpretation can be provided to convey essential messages and will be more beneficial to individual service users.

3.5
Strategic planning, in relation to potential language support needs and provision, is cost and resource effective. This may create some change(s) to the current practice which will contribute directly to more effective inclusion.
3.6
For example, a school may need to write directly to parents on several occasions. A separate letter may be drafted on each occasion.  Where language support is required, each of the letters is translated.
3.7
The school could review its general practice and produce a template letter which could be translated and retained. The template would require only the addition of one/two key sentences, which could be translated, to make it suitable for each specific purpose. 
3.8
Such an approach will not only reduce translation costs, where appropriate, but also reduce the time required to draft letters to English speaking parents.
4.
COSTS

4.1 
Inclusive costs should be identified at the outset.

4.2
Translation costs are usually charged per 100 or 1000 words. The number of words is measured generally in the source language. Costs will vary depending on the language(s) and associated alphabets - e.g. Latin or Cyrillic - used and are likely to be higher if the document is highly technical or specialised. Account should also be taken of the need for proof-reading, typesetting, printing and distribution as required. 

5.

DECISION TAKEN TO TRANSLATE

5.1
The source document, identified for translation, should be subject to the following considerations regarding whether the full document needs to be translated:

· Would a short summary, with signposting to additional information, be sufficient?

· Is additional information required?

· Could alternative media be used?

· Does it meet Plain English standards?

· Do any references, which may be unfamiliar to readers of the translated version, need to explained?

· Do regional variations of the target language(s) exist? 

If so, it may be beneficial to clarify with the target audience which variation(s) would be most appropriate to use.

5.2
In addition, thought should be given to the feasibility of presenting the document in a way which encourages the reader to learn English as soon as possible. For example, where cost permits, equivalent information in the source language could be presented alongside the translated material. It is considered that forms may be good contenders for this approach as most contain basic personal information requirements such as Date of Birth, Address, Mother’s Maiden Name etc., This should enable end users to familiarise themselves quickly with the English versions of these recurring terms.

5.3
Speaking English acts as an important binding ingredient for diverse communities and is a key way of promoting equality.] 

5.4
Presentational options include:

· bilingual/multilingual translation – English + another language(s); or

· English + pictures. Where pictures are used care should be taken to ensure that pictures do not send unintended messages e.g. a workplace health and safety guidance booklet in which all the characters are portrayed as male, white and able-bodied.

5.5
It may also be appropriate to include information on availability of English classes. 

5.6
The name of the language into which the document has been translated should be clearly visible, in the target language and in English, on the cover/first page. This will assist target readers and local staff to identify the required document easily. 
5.7
Finalise, and obtain any necessary approval of, the text before sending to the translator.

6.

IDENTIFY AN ORGANISATION OR INDIVIDUAL TO UNDERTAKE PROFESSIONAL TRANSLATION AND PROOF-READING
N.B. Quality assurance is pivotal and should be applied to both translation and proof-reading.   

6.1
Depending on the frequency of need and the level of technicality involved professional translators may be employed as in-house staff or services of a freelance translator or a translation company may be purchased.

Remember that the vocational skill is translating; the underpinning knowledge is fluency in the specific language and in English.

6.2
Providers of translation services advertise in professional linguist publications such as THE LINGUIST as well as Yellow Pages.
6.3
The Institute of Linguists and the Institute of Translation & Interpreting will provide lists of members but will decline from any guarantee regarding competency.
6.4     Translators need to:

· be qualified to specified standards*;

· be fluent speakers of the source and usually native speakers of the target language(s).

· be familiar with the subject matter or invest time in researching assignments and relevant specialist vocabulary to produce accurate translations;

*Minimum level 4 (comparable with a university degree in 

 languages/linguistics/translation); or              }

 M.A. in Translation; or                                    } or international equivalent

 Institute of Linguists Diploma in Translation   }  

6.5    Translated material needs to read as if it had been written in the target 
          language.

6.6   When commissioning translation it is extremely important that the purchaser
          satisfies him/herself that the translation provider is fit for purpose.

6.7    Include guidelines and any support material for, and discuss any culture
         -specific aspects of the translation with, the translator.

6.8   Translators should be advised of the future format, medium and intended 
         use of the required translated material and its completion date together with 
         a contact name and telephone number regarding any queries. Agreement 
         should be reached about delivery of the translated material.

6.9    Proof-Reading should be undertaken by a second qualified translator.  

6.10 The organisation/translator should provide details of all qualifications held 
         by those undertaking translation and proof-reading.

6.11  DO NOT: 
· cut corners as this can lead to inaccuracies; or

· use translation machines, such as web based devices, as these can be inaccurate.

7.

TYPESETTING AND PRINTING DOCUMENTS

7.1
It is advisable to get translators to typeset the document and return it in a format which your organisation and the chosen print company, if appropriate, can use. 

7.2
After the document has been typeset the proof-reader should ‘check after setting’ in order to meet quality-assurance requirements.

7.3    Depending on the distribution plan it may not be necessary always to have 
         documents professionally printed. A cost-effective approach is to have the 
         translated material produced electronically in a compatible format which 
         accommodates demand led in-house printing.

7.4    If a professional print company is chosen it is important to ensure that it has
         the capacity to read the language(s) required and the necessary software 
         to support the alphabet(s) used.

7.5    It should also be remembered that printed translation may require more 
         space than the source language.

8.

DISSEMINATION

8.1
Effective dissemination may require a different approach to established distribution methods used for indigenous people.

8.2
Therefore, consideration needs to be given to identifying locations/venues which the target audience frequents as often these are very different to those used by the general population.
9.

ACCESS TO TRANSLATED MATERIAL

9.1
Service providers should use simple signposting, in the appropriate foreign language(s), regarding availability of translated materials. Otherwise, clients may be unable to access the information.

10.
NETWORKING WITH OTHER ORGANISATIONS  

10.1
It is suggested that your organisation networks with other organisations and that all share translated material, where appropriate.

11.
ARCHIVING/RETENTION
11.1 
If replication of, or amendments to the translation are likely to be required in future,  it may be prudent to negotiate arrangements for retention/archiving of the source and translated material with the translation provider to ensure that costs are commensurate only with the amount of new translation needed.
12.
MONITORING/REVIEW

12.1
For the purpose of producing updates/future editions it is useful to collate information on the number and range of people who receive the translated material and attempt to establish what impact it has had.

12.2
In light of this data further editions may not be required or a different approach may be merited.

13.    CHECKLIST
1. Is translation essential/appropriate?

2. If so, is information relevant to meeting clients’ needs?

3. Does the required translation exist elsewhere?

4. If not, consider options: summary, full or in part

5. Presentation:
English version alongside translation 

English + pictures

Include information about English classes

6. Commission –
translation provider who is ‘fit for purpose’ 

proof-reading to be carried out by a 2nd
qualified translator

proof-reader to carry out ‘check after 
setting’

7. Consider cost-effectiveness of printed v electronic versions

8. Provide simple signposting about availability of translation

9. Disseminate to locations frequented by the target audience

10.
Share translation with other organisations

11.
Where appropriate, arrange for archiving/retention of 
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12. Monitor usage and review in advance of producing
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