LEEDS TEACHING HOSPITALS NHS TRUST

Leeds Language Link 

Guidelines for the translation of written information

1. Introduction

The Leeds Teaching Hospitals NHS Trust has an obligation to provide equal access to services to all sectors of the community it serves. The basis for this is the Race Relations (Amendment) Act 2000 which places a statutory duty on public bodies to eliminate unlawful discrimination and promote equality of opportunity and good relations between people of different racial groups.

The Trust’s Race Equality Scheme outlines the way in which the Trust will fulfil its statutory obligation and has in its values that the Trust will ‘ensure that race equality is integrated into the Trust’s core business’ (LTHT, 2008)

The Trust’s Equality and Diversity Policy (LTHT, 2006) states that all services should be accessible to people irrespective of their ethnic origin, race, religion etc.  The Policy also says that barriers to accessing services should be identified and removed  (or adjustments made). Specifically, the Race Equality Scheme states that, ‘in principle, any information available to English speaking patients should also be available to people cannot read English’.

2. Purpose of the guidance

This guidance intends to give staff information which will enable them to consider all factors when they are commissioning translation of written materials.  It will advise on a consistent approach to making decisions about what to translate, look at alternative options and give information about how to get materials translated.

You are advised to give full consideration to section 4 on whether translation is the best option before moving on to section 5 of this document.

3. Consistency

The production of any written information for patients must comply with the Leeds Teaching Hospitals Trust Policy for the Production and Management of Written Patient Information (Clinical) which can be found on the Trust intranet.  The policy contains (at appendix 2 of the document) mandatory quality standards for the production of patient information which should be adhered to.

4. Is translation the best or only option?

Whilst it is vital that all patients and service users must have access to information about services, medical conditions and treatment, consideration must be given to whether translations of written information is the most appropriate approach. 

The following checklist will help to make decisions about commissioning translated materials:

· Who is your target audience for the information?

· Can you evidence the need or demand for the information?

· What are the most commonly spoken languages of patients in your area? Where are you getting the data from and is it up to date? Leeds Language Link, the Trust’s interpreting service can provide this information.

· What are the literacy levels for the service users you are providing the information for? There is no point in commissioning written translations if the patients for whom it is intended cannot read it.

· Would it be preferable to provide in the information in other formats, for example as a CD or MP3 file, or using (culturally appropriate) pictures and symbols?

· Is it necessary to translate the whole document or would a summary be sufficient?

· Is the information available elsewhere in the languages you require?  A list of resources for translated materials is at Appendix A of this document.  It is also worth checking with equivalent services in other Trusts to see if they have produced something similar and would be willing to share it

· Would it be preferable to use an interpreter from the Trust’s interpreting service to facilitate you explaining the content of a leaflet? This would also give the patient or carer the opportunity to ask any questions they may have about the information

5. The process

If a decision is taken to commission the translation of written information, the following checklist should be used for the process:

· Make sure you have the financial resources available.  There is no central budget for the translation of written information

· Get robust information about the languages used within your service before deciding which languages to translate the information into.

· Use professional translation agencies (a list is available at appendix B).  It is a good idea to get two quotes for the work

· Avoid using Trust staff as translators.  It is unlikely that they will be trained translators and will lack the necessary skills (and it would take them away from their ‘day job’).

· Be very specific in your instructions. Make sure the English version is not ambiguous and is written in plain English.

· Avoid colloquialisms, humour and puns as they are unlikely to translate well

· Explain clinical terminology – remember some concepts do not exist in other languages

· Inform the translation company who the target audience is so that they can use the appropriate style

· Make sure your translation is proof read by a native speaker of the target language

· Consult with patients and service users on the format and content of the written information

· Pilot any information leaflets with patients, possibly using community or user groups to access patients

· Be consistent with Leeds Teaching Hospitals Trust house style (see Policy for the Production of Written Patient Information – Quality Standards, available on the intranet)

· Consider the storage of information you have translated.  It may make sense to store it electronically, rather than having it printed.  It is easier to keep it up to date and avoids unnecessary printing costs.

· Allow adequate time to get the job done properly.

· If you need further advice or assistance, contact Suzy Hansford, Interpreting Services Manager on (0113 39) 22120 or at suzy.hansford@leedsth.nhs.uk
Suzy Hansford
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Appendix A

Resources for some generic information translated into different languages

The websites listed below are external resources that contain useful information in a range of languages. You are advised to ensure that they contain information relevant to your purpose before using them. You can check this by thoroughly reading the English version to be sure it says what you want it to say.

It is not advisable to use websites that claim to translate information.  These sites often ask you to type in English and will produce a version in a different language.  They are frequently unreliable and may use the wrong words which can distort the meaning.

1. www.patientinformationbank.nhs.uk – contains generic information about various illnesses and conditions, translated into a number of common languages

2. www.nhs.uk – NHS Choices website – contains information about NHS services, translated into a number of languages

3. www.harpweb.org.uk – has a mechanism for the online translation of appointment cards into a number of languages

4. www.multkulti.org.uk – contains information about accessing health and other services

5. www.rcpsych.ac.uk/mentalhealthinformation/languages.aspx – access to leaflets in a number of languages for professionals working in psychological therapies (most are downloadable for free)

6. www.diabetes.org.uk – has information about diabetes in a number of languages

7. www.cancerbackup.org.uk – has welcome information in languages other than English and signposts to freephone telephone number to speak to specialist nurses in a variety of languages

8. www.carersuk.org – information for carers in languages other than English

Appendix B

Translation Agencies

The following list contains a number of agencies who can provide translation services.  You are advised to obtain two quotes before commissioning work. Number one to three are local public sector translation services, the others are private companies and may have hidden costs for project management, or a variety of other services. The private companies may also charge different rates for different languages.

Leeds Language Link does not accept any responsibility for the quality of any of these services, or for the payment of invoices for translation work.  However, if you do experience any problems with any of the agencies listed, please inform Suzy Hansford, Interpreting Services Manager on (0113 39) 22120.

1. Leeds City Council

Central Interpreting and Translation Unit

Tel:
0113 214 9010

Email:
citu@leeds.gov.uk
2. SCAIS

Tel:
0845 124 8889

Email:
scais@sheffieldpct.nhs.uk
3. Kirklees Community Language Service

Tel:
01484 223326

Email:
community.languages@kirklees.gov.uk
4. The Big Word

Tel: 
0870 748 8000

www.thebigword.com
5. Push International

Tel:
01491 671820

www.push-international.com
