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OVERVIEW

Public serviceagenciesfrequently experiencedifficulty inidentifying appropriate Spanish-language
materia sfor clients. Theseagenciesal so encounter problemswhenthey trand ateor develop
materia sin-house. Thisdocument hasbeen devel opedinresponseto the needsexpressed by many
stateand | ocal agenciesfor guidanceand resourcesto hel pthem ensurethat appropriate Spanish-
languagematerid sareavailabletotheir clients.

Theseguidelinesareorganizedtoinclude:

Anintroduction about theincreasing need for Spanish-languagematerialsandthe
importanceof providing appropriatebilingual materialstoclients.

M odel standar dsto assurethat thebilingual materia sagenciesprovideto Spanish-
speaking clientsareof comparablequality tothe English material sdistributed by theagency.

A descriptionof thechar acteristicsof quality bilingual materias.

Guidelinesondevel oping, trand ating and reviewing bilingual material sfor Spanish-
speaking clients. Agenciesa soareprovided guidanceontherel ative benefitsand
disadvantagesof devel oping materids, trand atingexistingmaterials, andusingexisting
bilingua material s. Each sectionincludesastep-by-step guidefor devel oping, trandating or
reviewing Spanish-languagematerids.

Appendiceswhichincludeinformationonbilingual materia sresources.



Have you ever needed medical attention while visiting a foreign country?

Consider for a moment what it would be like if . . .

You are visiting Mexico and you are able to use your high
school Spanish and gesturesto order meals and ask directions
without too much difficulty. Then, after several days of sight-
seeing, you develop aterrible, itching rash on your arms. Your
hotel directsyouto alocal clinic. No one at the clinic speaks
English. Someone at the clinic, you are not sureif it isa doctor
or a nurse, asks you questions, but he speaks quickly and you
under stand only a few words of what he is saying. You point to
your arm, but can’t remember the words in Spanish for itch or
how to say when the rash started.

The clinic gives you a bottle of liquid medicine. Grateful to
have something, you try to under stand what you are being told about the medicine. You
under stand that you take it twice a day. Back at the hotel, you realize that you don’t know if
you are supposed to take the liquid by mouth or rub it on the rash.

)AY Fortunately, whenweneed medical attention, most of usareableto communicatewith our
health careprovider. Having such afrightening experience asjust described might helpusto
better understand what thousandsof immigrantsexperienceinthiscountry whenthey seek
medical care. Oftenthereisnotrainedinterpreter totrand ateessential information between
health careprovidersand patients. Writteninstructionsandinformation may beprovided only
inEnglishor trand atedinto Spanishat aninappropriatereading level.

)&( L ack of communi cation can have seriousconsequencesfor health careprovidersaswell as
patients. M aking an accuratediagnos sand providing patient instructionsand heal th education
reguiregood communi cation between the provider and patient. No health careprovider
wantsto beinthe position of depending onlimited English, gesturesand suppositionto make
critical decisionsabout thecareof their patients. Neither dothey want to takethe chance of
givingoutinaccuratewritteninformation.



INTRODUCTION

Why Provide Materials in Spanish?

During thelast decade, North Carolinaexperienced a35% increaseinits Hispanic popul ation.
The projected increasein the Hispanic popul ation in the 1990sis 27%. A significant portion of
thisfast-growing popul ation does not speak English or haslimited English proficiency. AsNorth
Carolinapublic service agencies serveincreas ng numbers of Spanish-speaking clients, they
recognizeacritical need for Spanish-language materials so they can providetheseclientswith
thesamelevel of servicesavailableto other clients.

What Are the Benefits of Using Bilingual Materials?

Thebenefitsof providing clientsappr opriatebilingua materiad sareconsiderable. They include:

A Improvingclients comprehensionof education materialsandinstructions;
Improvingclients’ ability tofollow prescribed trestment and medication schedules;
Avoiding preventableheal th crisesand theinappropriateuse of health careservices(for
example, thediabetic patient ableto understand writteninstructionsrelatedtoinsulin
dosageislesslikely to need emergency room services);

Reducingthewasteof printed materials. All clientsgenerally discard materialsthat are
writteninalanguagethey cannot read or that arewritten at areading level they cannot
understand;

Avoidingpossblelegd liability duetomiscommunications; and

Reducing admini strativetimeneeded to correct miscommuni cated information.

XX X XX

Seriousconsequencescan occur when clientsaregiven materia sthey cannot understand or
whenclientsreceivepoorly trand ated material sthat provideinaccurateinformation.

MYTH Itisawaysbetter to have something writtenin Spanishto giveto Spanish-
gpeskingclients.

FACT Givingclientspoor qudity materialsintheir ownlanguagemay actually domore
harmthangood. M ateria sthat containinaccurateinformation, arepoorly
trandated, or arewrittenat aninappropriatereading level do not benefit clients.

What Are Quality Bilingual Materials?

Just aswithmaterialswrittenin English, multiplefactorsaffect thequality and effectivenessof
Spanish-languagematerials. Specificissuesthat relateto thetrand ation of informationin another
languagecan becritical . For example, many agenciestrand atematerial sfor clientsbut arenot
awarethat usageand idiomatic expressionscan vary cons derably among and within Spanish-

speaking countries.



Introduction

We haveonly to consider the differences between British and American usageto understand the
importance of thisissue. It has been estimated that there are 4,000 common usagewordsin the
United Statesthat aredifferent in British English. Imaginethe confusion that could arise, if
someonefrom England werewriting information for Americanson home safety and used the
term“loo” for bathroom and“torch” for flashlight.

Similar important languagedifferencesexist between M exico and Puerto Rico aswell asamong
themany other Spani sh-speaking regions. For example, in Mexico and other countriestheword
“pena’ meansto beembarrassed. In Ecuador and Peru, penameanstobesad. The
professional trand ator isawareof subtlelanguagedifferencesand knowswhenitisappropriate
tousethecommonidiomsof thecountry of thetarget audience. Peer review and field testing of
adraft of thetrand ated material sa so provideval uabl e ass stancein assuring that the
appropriatevocabulary isused. Suchtestingisan essential component of producing quality
bilingud materids.

Developing, trand atingand eva uating thequality of foreign-languagemateria srequires
consideration of several factors.

Quality Spanish Materials Should:

X Reflect current state/local recommendations and provide up-to-
date information;

A Accurately translate information into grammatically correct
Spanish while reflecting the idiomatic characteristics of the
target population;

A Present theinformation in a readable and culturally
appropriate manner; and

A Bewritten at an appropriate reading level for target audiences.

Therearepotentially seriousconsequencesfor agenciesdistributing material sthat
do not meet thesecriteria. These consequencescan rangefrom embarrassment
for theagency toapotential lawsuit resulting frominaccurateinformationbeing
providedtoclients.

Public serviceagenciesfacepotentially seriousconsequenceswhenthey distributemateria sthat
do not meet thesecriteria. Agenciesdo not want tol ater learn that they havegivenclients
mistrand ated informationthat isincorrect. Neither dothey want to discover that they havegiven
clientsmaterialsthat areoffensiveor insulting.

K



Introduction

Conseguencesfor theagency canrangefromembarrassment to seriousliability for providing
incorrectinformation. Theconsequencesfor clientsreceivingincorrectinformation canbeeven
moreserious. Thisisparticularly truewhen healthissuesare concerned. Each agency must
establishquality standardsfor bilingua materia sgiventotheir clients.

How Can Spanish Materials Be Presented?

Agenciesneedto consider how they will producethe Spanish and Englishversionsof printed
materials. Will the Spanish and English versionsbe producedin onedocument or will they be
separatedocuments? Y our decision asto which option to choose dependson thelength of the
document and how muchroomtheinformationandillustrationsrequire; for example, isthere
enoughroomto add the Spani shtrand ation on the same page?Field testing with clientsand
staff suggeststhat having both versionsincludedinasingledocument ispreferred. However, the
appearanceof thedocument isimportant, and adding the Spani shtrand ation should not make
theinformation appear cluttered and confusingto clients. Work with your concept of how the
final document will ook and can beused best by clientsand staff.

Possi bleoptionsfor producing materialsinclude:
Ay Providing separateEnglishand Spanishversions;

A Producingasingledocument with Spanishand Englishtext indifferent parts. For aone-
page document, the Spani sh could beon the back of the Englishversion. For longer
documents, the Spani shand English versionsarein thesamedocument but in separate
sections.

Ay Printingthe Spanishunder eachlineof Englishtext (thiscanbemoreuseful for forms); or
Ay Placingthe Spanishversionasablock adjacent tothe English version.

Agenciesmust remember that itisessentia that all Spanish-languagematerial shavean English
versonaswell. Agency staff must alwaysbeawareof theexact content of any materials
providedtoclients.
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GENERAL RECOMMENDED STANDARDS FOR BILINGUAL MATERIALS
For easy reference, hereareall the standardsbe ng recommended throughout these guidelines.

X

X

X X X Xx x Xx

Definean agency policy regar dingbilingual materials. Itisessential that agencies
formulatepolicy and proceduresrel ated to theuse of foreign-languagematerials. Policy
should addressthe need to useatrained bilingual materia speciaist or trand ator and the need
toestablishareview processfor eval uating materia sbeforethey areadopted.

Agency standardsand criteriafor review should requirematerial sto:

Beaccuratein content;

Provideclear messages;

Comply withagency palicy;

Bewritteningrammatically correct Spanish;

Haveaformat suitablefor thetarget audience;

Contain current and compl eteinformati on or recommendations; and
Beeasy-to-read, written at areading level appropriatefor thetarget audience.

VVVVVYYVYY

Consider developingmaterialsin Spanishrather thantranslatingan English version.
Materia sdevel oped for English-speaking popul ationsmay not beculturally appropriatefor

Spanish-speakingclients.

Check with theappropriatestateagency beforedecidingtodevelop or trandate
materials. Theagency may beinterestedin collaborating ontheprojectif thereiswide
interest and needfor thematerials.

Alwaysuseatrained bilingual material specialist todevelop or translatematerials.

Donot depend on computerized trandation programstotrandateinformation. They
arenot accur ate.

Never distribute Spanish-language materialsto clientsunlessyour staff hasan
Englishversion.

When possible, includetheEnglish and Spanish ver sionsin onedocument.

Review Spanish-language materialsfrom outside sour cesfor accur acy of content
and accur atetranglation beforeprovidingthemtoyour clients.

Send Spanish-languagematerialsthat you havedeveloped or translated out for
reviewtobilingual professionalsrepresentingabroad spectrum of disciplines.
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GENERAL RECOMMENDED STANDARDS... continued

X

X

Field test Spanish-language materialsyou havedeveloped or translated befor efinal
production.

Consider pre-and post-testingany educational materialsyou producein Spanish.

Asafinal check ontheaccurancy of thetranslation, haveanother transator
tranglatethe Spanish ver sion back into English. Thissecond tranglator should not be
giventhe Englishversion. Comparingthetwo Englishversonswill helpyoudetermineif the
content hasbeen accurately conveyed by the Spani sh-languagetrandation.

Alwaysidentify thetitle, topic, language, tar get audienceand sour ceon bilingual
materials. If English and Spanishversionsare produced asseparate documents, thenthe
reader needsto know thematerial isavailableinanother version. For example, onthe
Spanishversionof thebrochurebel ow, theauthor showsthat an Englishversionisavailable
andgivestheEnglishtitle. Thesourceisonly providedin English.

EXAMPLE FOR SPANISH BROCHURE
A statement appears on this Spanish brochure to identify a companion
piece by its English title:

General brochurefor older Spanish-speaking womenin North Carolina.
Content issimilar to the English brochure “Early Detectionis'Y our Best Protection.”

State of North Carolina, James B. Hunt Jr., Governor
Department of Health and Human Services, H. David Bruton, M.D., Secretary
Division of Community Health, N.C. Comprehensive Breast and Cervical Cancer Control Program
2,000 copies of this public document were printed at a cost of $1,877 or $0.94 per copy.  8/99

EXAMPLE FOR ENGLISH BROCHURE
A statement appears on this English brochure to identify a companion
piece by its Spanish title:

General brochurefor older womenin North Carolina.
Content is similar to the Spanish brochure
“Lamamografiay la prueba de Papanicolaou pueden salvar su vida.”

State of North Carolina, James B. Hunt Jr., Governor
Department of Health and Human Services, H. David Bruton, M.D., Secretary
Division of Community Health, N.C. Comprehensive Breast and Cervical Cancer Control Program

2,000 copies of this public document were printed at a cost of $1,877 or $0.94 per copy. 8/99

Notify appropriatestaff and agenciesas Spanish-languagematerialsbecome
availableso otherscan beaware of what exists.



What can happen when clients receive culturally inappropriate materials?

The clinic physician talked with her prenatal patient Maria
Gonzales about breastfeeding her baby. Maria said that she
would like to breastfeed and was given a pamphlet in Spanish
on breastfeeding. At the next prenatal visit, her physician could
not understand why Maria’s attitude toward breastfeeding had
changed.

What happened tochangeM aria’ sattitudeabout

br eastfeeding? Thepamphlet givento Mariawastrand atedinto
Spanishfromapopular pamphlet already usedintheclinic. Mrs.
Gonzal esspeaksEnglish butismorecomfortablereading Spanish.
Theinformation on breastfeeding covered theimportant advantages
of breastfeeding andtipsontechniques. It wasillustrated with attractive photographsof women
nursing their babiesinbothafamily and park setting.

What theclinic physician did not understand wasthat Mrs. Gonzal eswasbothered by the pictures
inthepamphl et that showed women exposing a portion of their breast whilefeeding their babiesin
apublic setting. Shewasuncomfortabl eat thethought of exposing herself likethewomeninthe
pictures, and sheknew that her husband would not approve.

@  Becausethepamphlet waspopular withtheir other clients, theclinicassumedthatit wouldbe
appropriatefor their Spanish-speaking clients. It wasunfortunatethat theclinicdid not first
evauateif the English materia sweresuitablefor Hispanicwomen. Field testing could have
madethem awarethat the photographswoul d be perceived very differently by many
Spanish-speaking clients. It woul d have been moreappropriateto produceaSpanishversion
that showed arespect for cultural differences. Picturescould havebeenusedthat illustrated
how easy it isto useablanket or makeasi mpleadjustment to clothing to assure modesty
whenbreastfeeding.

MYTH Trandating Englishmateriasdirectly into Spanishisthebest way toprovide
materialsfor Spanish-speaking clients.

FACT Printedmateria softenloseclarity whentrand ated. Conceptsand appeal
differ between cultures. [[lustrationsin English material smay beconfusing or
offensivetoclientsfromanother culture. Itisvery often best to develop
materialsinthelanguageof thetarget audience.



1 DEVELOPING SPANISHMATERIALS

Devel oping material sin Spanishmeansthat theinformationisfirst writtenin Spanishand not just
trandatedfromanEnglishverson.

What Are the Advantages of Developing Spanish Materials?

Therearemany advantagesto devel oping material sin Spanish. Theseinclude:

@ Greater clarity thanaword-for-wordtrandationfroman Englishversion;

@ Greater assurancethat thecontent isaccurateand consistent with agency and state
recommendations,

@ Materiasthat moreappropriately reflect thecultureof clientsand arenot confusing or
offensve

@ Opportunitiesfor fieldtestingand revising materialstoimprovetheir effectiveness,

@ Materiasthat aretailoredtotheneedsof specia populations, suchasmigrant farmworkers,

@ Development of materialsthat arereadableand at areading level appropriatefor the
intended audience; and

@ |ncorporationof regional idiomaticlanguagedifferenceswhenappropriateand essential to
convey information.

Are There Other Agencies That Need the Same Materials?

Beforedeve opingbilingual materiass, local agenciesshould contact thestate-level agency
responsi blefor thecontent areaof the proposed materias, for example, TB Control Branch,
Divisonof PublicHedlth, todiscusstheir need for bilingual materialsand seeif other local
agenciesareinterestedinthesametypeof bilingual materials. If thereisawideneedfor the
materid, thestate-level agency may decidetoassistinproducingthat material.

Who Will Develop the Materials?

Thedevel opment of origina material sin Spanishrequiresabilingua professiona with advanced
writing skillsinbothlanguagesaswell assomeknowledgeof thesubject area. Thispersonaso
needsexperiencein producing quality educational andinformationa materia s(see Appendix A
for recommended qualificationsandinformation on recruitment and hiring). Few local or sate
agencieswill havestaff withthenecessary qualificationsto producequdity Spanish-language
materids.
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Are Written Materials the Best Way To Convey the Information?

Beforeassumingthat awritten pamphletisthe
best way to provideinformationto clients,
consider that theinformation might bemore
effectiveif providedinanother format. Clients
may prefer, and theinformation may bemore
clearly conveyed by, avideotape, audiocassette
or fotonovela (thisisapresentation of
informationinadramaticnovelized* comicbook”
format using photographsrather than drawings)
than by using astandard pamphlet.

Beforedevel opingyour materia's, seek input from
clientsonthetypeof materia sthey aremost likely to
use, suchasawritten brochure, fotonovel a,
audiocassetteor videotape. Y oumight consider using
focusgroupswithyour target popul ationtolearnwhat
typesof materiasthey prefer. Y ouwill needto makethis
decisionbeforehiring for productionto ensurethat the
personyou hirehasthe specific skillsneeded to produce
your desiredfinal product.

Quality Spanish Materials Should:

@ Reflect current state/local recommendations and provide up-to-date
information;

@ Accurately trandate information into grammatically correct
Spanish while reflecting the idiomatic characteristics of the target
population;

@ Present the information in a readable and culturally appropriate
manner; and

@ Bewritten at an appropriate reading level for target audiences.

Therearepotentialy seriousconseguencesfor agenciesdistributing materia sthat do
not meet thesecriteria. These consequences can rangefrom embarrassment for the
agency toapotentia lawsuit resulting frominaccurateinformation being providedto
clients
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RECOMMENDED STEPS FOR DEVELOPING SPANISH MATERIALS

Preliminary
Agency
Planning

Determine
Hiring
Options

Recruit
Qualified
Applicant

Determine
Applicant’s
Qualifica-
tions

Negotiate
Terms

Investigateto seeif any trand ated version of desired material sexistsin- or
out-of -state. (Check the Bilingual MaterialsDatabase.) If existing
material sareidentified, then decidehow youwill evaluatethem (Section 3).

| dentify thetarget audienceand determinequantity needed.

Useclient focusgroupsor other processto determinethe scope of your
content and the best way to convey theinformationtoyour audience.

Contact theappropriatestate-level agency todetermineif thestatecould
assumeresponsbility for producing needed Spanish-languagematerias.

Otherwise, decidethebest optionfor hiringabilingual material specidist.
Possibilitiesinclude: contract; hiringfor ashort termor inatemporary
position; or useof avolunteer withthereguired skillsnecessary to produce
bilingud materids

Recruitaqudifiedindividua toproducebilingua materias. Recommended
credentialsarein Appendix A.

Agenciesrequiringass stanceinlocatingtrained bilingual materia
specialistscanrefer to Appendix H.

For assistancein eva uating thelanguageskill level of applicants—paid or
volunteer —usetheinterview form (Appendix C).

Request assistancefromtrained bilingual professionalsineva uatingthe
application (AppendixA).

Negotiatethetermsof thework. Cost for hiring abilingua materia
specialist may approximateor exceed thecost of hiring someoneto
produces milar materiasinEnglish.
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Negotiate
Terms
cont.

Develop-
ment
Phase

Readability
Evaluation

Professional
Peer Review

Revisions

Negotiationsshoul d specify thebilingual materid specidist’ sresponsibility
tosuperviseal stagesof themateria’ sdevel opment. Thisincludesworking
withgraphicartists, field review of theproduct, representationat any review
boardsandfinal production proofing.

Thebilingua materia specidist worksinclosepartnershipwithappropriate
staff membersand assumesalead rolein devel oping thedocument. Agency
staff should remainactively involvedinthecontent devel opment stage, since
eventhemost qualified bilingual material speciaistwill lack expertisein
technical areas. Content accuracy istheresponsibility of theagency
producingthematerial, but theaccuracy of the Spanishistheresponsibility
of thebilingua material specialist. Specify thetarget audienceandthe
appropriatereadinglevel for thematerials.

Review thetipson making material seasy-to-read. Thesecan beuseful at
different stages. It sagood ideatotailor thischecklist toyour own needs

(Appendix F).

Evaluatereadability of any written materials(AppendicesEand F).

Atthecompletion of adraft product, send out material sfor peer review to
stateandloca bilingual professionals. Remember toincludeanEnglish
version of any materialssothat theaccuracy of thetrand ation canbe
evauated.

Ask adifferent trained trand ator totrand atethe Spanishversion back into
English. Thisperson should not begiventheEnglishversion. Thisisan
excellent way to check for mistrand ation. Comparetheback-trand ated
versonwiththeoriginal Englishversionfor retention of content accuracy.

Thebilingual materia specialist and staff meet to discussrecommendations
of thepeer review. Makenecessary revisions. Agenciesoftenfindthat there
aredifferencesinreviewers editsof foreign-languagematerials. Thiscan
makeit difficult to decideonthemost correct usage. Remember that the
samething happenswhenyou send English material sfor review because of
differencesinwriting stylesand vocabul ary preferences. Itisimportant at
thispoint to di stingui sh between differencesingrammatical constructionand
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Revisions
cont.

Field Test

Final
Revisions

Final
Editing

Agency
Review
Process

Production
Review of
Camera-

ready
Proofs

Notification

usage, and incorrect grammar and spelling. Rely onthetrandator to make
final decisions. However, if thereare unresol ved concernsabout the
accuracy of thetrand ation, contact theN.C. Bilingual Resource Groupfor
consultationregarding aternatives.

Fieldtesttherevised materia withthetarget audience. Themateria should
betestedfor clarity, readability, cultural appropriatenessand accuracy.

Consder pre- and post-testingtoeva uatethemateria sfor effectiveness.

Thebilingual material specidist meetswith staff todiscusstheresultsof the
fieldtestingand makeany necessary revisions.

Withass stancefromthebilingual material specidist, completefinal
proofreading of document for errors.

InEnglish, identify thetitle, topic, language, sourceand audienceonthe
materials. Includecost statement, if required.

Submit final draft toany internal review processrequired by your agency.

Proceedwithfinal productionof materials.

Review camera-ready proofsbeforeproceedingwith printing. Thisis
particularly important if thematerial sweretypeset by the printer and not
printed fromyour disk. Typographical errorscaneasily occur at thispoint,
and the Spani sh punctuation must becarefully checked for compl eteness
andaccuracy.

Notify appropriatestaff and agenciesas Spanish-languagematerials
becomeavailable.

Sendacopy of thematerials(Englishand Spanishversions) totheDHHS
Bilingua Materia sDatabase, Divisionof PublicHed th, RefugeeHedlth
Program, 1915Mail Service Center, Raleigh, N.C. 27699-1915 or by
Courier 56-20-11.



1 DEVELOPING

® @ @

RECOMMENDED STANDARDS FOR
DEVELOPING SPANISH MATERIALS

Defineapolicy for your agency that setsstandar dsfor developing bilingual
materials. Thispolicy should addressminimum qualificationsfor staff devel opingbilingual
materials, theneed for areview processandfieldtesting; and the need for pre-and post-
testing of educational materials.

Consider developingmaterialsin Spanishrather thanjust transatingan English
ver son. Doing sowill better assurethat materialsareculturally appropriate.

Useatrained bilingual material specialist to develop materials. See Appendix Afor
recommended qudifications.

Alwaysproducean English ver sion of any Spanish-languagematerials.
When possible, include English and Spanish text in thesamedocument.

Onall materialsidentify thetitle, topic, language, tar get audienceand sour ce.

EXAMPLE FOR SPANISH BROCHURE
A statement appears on this Spanish brochure to identify a companion
piece by its English title:

General brochurefor older Spanish-speaking womenin North Carolina.
Content issimilar to the English brochure “Early Detectionis'Y our Best Protection.”

State of North Carolina, James B. Hunt Jr., Governor
Department of Health and Human Services, H. David Bruton, M.D., Secretary
Division of Community Health, N.C. Comprehensive Breast and Cervical Cancer Control Program
2,000 copies of this public document were printed at a cost of $1,877 or $0.94 per copy.  8/99

Send dr aftsof thedocument to bilingual professionalsrepresentingrelated
disciplines. Includean Englishversionand your version of thechecklist (Appendix F).

Field test materialswith your tar get audiencebefor efinal production. Thisis
essentia toensurevocabulary choi ces, messageclarity, readability and cultura
appropriateness.

Consider pre-and post-testingto eval uate educational materialsfor effectivenesswiththe
target audience.

Notify appropriatestaff and agenciesas Spanish-languagematerialsbecome
availableso otherscan beawareof what exists.



What can happen if materials are not accurately translated into Spanish?

Nurse: Your baby looks as though she has not been bathed.
rVVVVV} Do you have a place to bathe her?
Mother of two-week-old infant: After shewasborn, the
hospital gave me a paper, and it said that | should not bathe
her.
AAAA

What happened here?

Atthetimeof dischargefromthehospital, this Spanish-speaking

new mother received apamphl et writtenin Spanish. The

pamphlet said, “ No bafieasubebé.” In Spanishthephrase

means" do not washthebaby at all.” Followingthesedirections,
themother had not washed thebaby at all. What the hospital intended wasfor the mother to keep
theumbilical cord dry by not giving thebaby atub bath.

E Thisisanexampleof anunfortunatemiscommuni cation. Had theinstructionsinvol ved
medi cations, thismistrand ation coul d have had even more seriousconsequencesfor this
newborn baby. Trand atinginformationinto another languagerequiresthat thetrand ator
recognizevery subtledifferencesinthemeaning of wordsand phrasesin bothlanguages. This
requiresavery highleve of writing expertisein both languages. It alsorequiresfamiliarity with
idiomaticdifferencesthat exist among different Spanish-speaking popul ations.

MYTH Theinterpreter for anagency istheideal persontotrandateeducationa
materia sandformsinto Spanish.

FACT Accuratewrittentrandationsrequirean advanced level of writing
composition skillsinboth Spanishand English. Few interpretershavethe
technical skillsnecessary to producequality written materials.
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TRANSLATING MATERIALS INTO SPANISH

When Should Materials Be Translated into Spanish?
Beforetrand ating any existing material sfor usewith Spanish-speaking clients, agenciesmust
consider firstif theEnglishmaterid’ scontent isappropriatefor thispopulation. If existing
materialsarenot appropriate, then original or adapted material sshould bedevelopedin

Spanish.

Onceadecision hasbeen madeto trand ate exi sting material sinto Spanish, thereare several
factorsthat should beconsidered. Itisacommon mistakefor an agency withaninterpreter on
staff or withabilingua staff member to givethetask of trand atingwritteninformationtothat
person. Inmost cases, that personwill not havethenecessary writing skillsin both languagesto
producean accuratetrandation. Writtentrand ationsrequirean advancedlevel of linguisticskills
inboth languagesaswell asan awarenessof thedifferent idiomsthat exist among Spanish-
speaking countries. Appendix A providesinformation on eval uating thequalificationsof
trandators.

Agenciesmust also consider how to present thetrand ated version. Y our decisionastowhich
optionto choosewill depend onthelength of thedocument and how much roomtheinformation
andillustrationsrequire; for example, isthereenough roomto add the Spanishtrand ationonthe
samepage?Fieldtesting with clientsand staff suggeststhat having both versionsinthesame
documentispreferred. However, theappearance of thedocument isimportant, and adding the
Spanishtrand ation should not makeit appear cluttered and confusingtoclients.

When deciding how to produce English and Spanish versionsof materials, possibleoptionsto
consderinclude:

B ProvidingseparateEnglishand Spanishversions;

B Producing asingledocument with Spanishand Englishtextindifferent parts. For aone-
page document, the Spani sh may beontheback of the English version. For longer
documents, the Spanish and Englishversionsareinthesamedocument but in separate
sections,

B Printing the Spanishunder eachlineof Englishtext (thiscanbemoreuseful for formsthan
runningtext); or

B Placingthe Spanishversionasablock adjacent tothe Englishversion.
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Quality Spanish Materials Should:

B Reflect current state/local recommendations and provide up-to-date
information;

B Accurately translate information into grammatically correct
Spanish while reflecting the idiomatic characteristics of the target
population;

B Present theinformation in a readable and culturally appropriate
manner; and

B Bewritten at an appropriate reading level for target audiences.

Therearepotentialy seriousconseguencesfor agenciesdistributing materia sthat do
not meet thesecriteria. These consequencescan rangefrom embarrassment for the
agency toapotentia lawsuit resultingfrominaccurateinformation being providedto
clients
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RECOMMENDED STEPS FOR
TRANSLATING MATERIALS INTO SPANISH

Findoutif atrandated version of material sdesired already existsin- or out-

Locate
Existing of-state. (Check the Bilingual MaterialsCatalog.) If materialsare
Materials identified, then decidehow to eva uate (Section 3).
Evaluate If quality trand ated material sarenot available, then determineif theEnglish
English versionissuitablefor trand ation. L ook at content accuracy, cultural
Materials appropriateness, readability and compliancewith statepolicy.
If trand ation of the materia sasthey arewritten would not beappropriate
for your Spanish-speaking clients, thenrefer to Section 1.
Becauseitisawasteof resourcesfor multiple agenciesto pay for
trand ationsof similar materials, contact stateand regional consultants
regardingthepossibility of interagency coordinationto produceneeded
trandations.
Check Determineif thematerialsto betrand ated are subject to copyright
Copyright restrictionsand, if necessary, obtai nwritten permissiontotrand ateand
reproduce.
Determine Decidethebest optionfor hiringatrandator. Possibilitiesinclude: contract;
Hiring hiringfor ashort term; atemporary position; or possi bly usingavolunteer
Options withthequalificationsdescribedin Appendix A.
Explorethepossibility of sharingatrand ator positionwithanother officein
your agency that al so hasmaterialsto betrand ated.
Contact theN.C. Bilingual Resource Group (Appendix|) for personsto
contact with experienceinthehiring process, referral's, resourcesor costs.
Recruit a Recruitanindividua withthenecessary quaificationstotrandateEnglish
Qualified materialsinto Spanish. Refer totherecommended credentia sdescribedin
Translator Appendix A. If thematerial sneeding trand ationincludetechnical terms, the

person should have knowledgeand experienceintrand ating material sinthat
subject area.
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Recruit a
Qualified
Translator
(cont.)

Evaluate

Applicant’s
Credentials

Negotiate
Terms

Professional
Peer Review

Revisions

Agenciesrequiring assistanceinlocating aprofessiond trand ator canrefer
to Appendix H for sourcesfor professional translatorsor may contact the
N.C. Bilingual Resource Group (Appendixl).

For assistanceineva uatingtheskill level of potential trandators—paidor
volunteer —usetheinterview form (Appendix C).

If necessary, seek assistancefromtrainedbilingua professiona stoeva uate
theapplication (Appendix A).

After determiningthemost quaified applicant, negotiatethetermsof the
work. Translatorsmay charge based on aper word or per page basisor
may chargeby thedocument, particularly inthe caseof pamphletsor
posters. Thecost for trand ating highly technical or specialized materia smay
behigher.

Negotiationsshould ti pulatethat thetrand ator remai nsinvol vedto seethe
project throughtocompl etion, from proofreading thetrand ationtomaking
find revisionsafter thereview process. Content accuracy istheresponsbility
of theagency producingthetrandation, but thetrand ation of thedocumentis
therespongbility of thetrandator.

Atthecompletion of adraft trand ation, the document shoul d be sent out for
peer review to stateandlocal bilingual professionas. Remember toinclude
theEnglishversion of any trand ated material sso that theaccuracy of the
trand ation can beeval uated.

Ask adifferent trainedtrand ator to trand ate the Spani sh version back into
English. Thisperson should not begiventheEnglishversion. Thisisan
excellent way to check for mistrand ations. Comparethe back-trand ated
versonwiththeoriginal Englishversionfor retention of content accuracy .

Thetrandator meetswith staff to discussrecommendationsof the peer
review.

Agencieswill oftenfindthat therewill bedifferencesinreviewers editsof
trandated documents. Thiscan makeit difficult to decideonthemost
correct usage. Remember that becauseof differencesinwriting stylesand
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Revisions
(cont.)

Field Test

Final
Revisions

Final
Editing

Agency
Review
Process

Production

Review of
Galley Proofs
from the
Printer

vocabulary preferences, the samething happenswhenyou send English
materiasfor review. Itisimportant at thispoint to distinguish between
differencesingrammatical construction and usage, andincorrect grammar
and spelling. Any review commentsshoul d bedi scussed with thetrand ator,
and unlessthereiscons stent disagreement inthereview comments, you
should probably leavefinal editstothediscretion of your trandator.
However, if thereareunresolved concernsabout theaccuracy of the
trandation, contact theN.C. Bilingual Resource Groupfor consultation
regardingalternatives.

Fieldtest therevised document withthetarget popul ation. Thedocument
shouldbetestedfor clarity, cultural appropriateness, readability and
accuracy. Pre- and post-testing can greatly enhanceeval uation of the
trandation.

Meet withthetrand ator to discusstheresultsof thefieldtesting. Makeany
necessary revisions.

Ensurethat thetitle, topic, source, languageand audienceareidentifiedin
Englishon Spanishmaterials, andindicateif anEnglishversonexists.
Withtheass stanceof thetrand ator, compl etefinal proofreading of
documentfor errors.

Includeacost statement, if required.

Submitfina drafttoany internal review processrequired by your agency.

Proceed with production of trand ated materials.

Review camera-ready galley proofsfromthe printer beforeproceedingwith
printing. Havetrand ator alsoreview proofsfor errors. Thisisparticularly
important if thematerial sweretypeset by the printer. Typographica errors
caneasily occur at thispoint and must be corrected by thetrand ator.
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Notification Notify appropriatestaff and agenciesas Spanish-languagematerials
becomeavailable.

Sendacopy of thematerials(Englishand Spanishversions) totheDHHS
Bilingua Materia sDatabase, Divisonof PublicHed th, RefugeeHedlth
Program, 1915 Mail Service Center, Raleigh, N.C. 27699-1915 or by
Courier 56-20-11.
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RECOMMENDED STANDARDS FOR
TRANSLATING MATERIALS INTO SPANISH

Defineapolicy for your agency ontranslatingmaterialsinto Spanish. Thispolicy sets
minimum standardsfor trand ator quaifications, peer review andfieldtesting.

Beforetrandatingany materials, fir st evaluatetheir appropriatenessfor thetar get
audience.

Useatrained bilingual material specialist totranslatematerials.

Donot useacomputerized tranglation programtotranslatematerials. They arenot
accur ate.

Providean English and a Spanish version of thematerials.
When possible, includethe English and Spanish text in thesamedocument.

Onthematerialsidentify thetitle, topic, language, tar get audienceand sour ce.

EXAMPLE FOR SPANISH BROCHURE
A statement appears on this Spanish brochure to identify a companion
piece by its English title:

General brochurefor older Spanish-speaking womenin North Carolina.
Content issimilar to the English brochure “Early Detectionis'Y our Best Protection.”

State of North Carolina, James B. Hunt Jr., Governor
Department of Health and Human Services, H. David Bruton, M.D., Secretary
Division of Community Health, N.C. Comprehensive Breast and Cervical Cancer Control Program
2,000 copies of this public document were printed at a cost of $1,877 or $0.94 per copy.  8/99

Sendtrandated materialsfor review by bilingual pr ofessional srepresenting abroad
spectrumof disciplines. Includean Englishversionandyour version of achecklist
(Appendix F).

Field test new materialswith your tar get audiencebefor efinal production. Thisis
essentia toensurevocabulary choi ces, messageclarity, readability and cultura
appropriateness.

Consider pre-and post-testingto eval uate educational materialsfor effectivenesswiththe
target audience.

Notify appropriatestaff and agenciesas Spanish-languagematerialsbecome
availableso otherscan beawareof what exists.



Aren’t Existing Spanish Materials OK To Use?

The communicable disease nurse at a local health department
realized that in the past few years, the number of Spanish-speaking
clients coming to the health department had increased
tremendously. Staff providing HIV testing needed materialsin
Spanish that explained HIV testing and counseling. The nurse
ordered copies of a brochure in Spanish on HIV from another

state and was very pleased to have something in Spanish to give to
clientsto explain HIV testing and counseling services.

What is the problem with this scenario?

4 Thebrochurein Spanishdidnot havean Englishversion. Althoughthebrochurewasabout HIV
testing, thestaff did not know that it addressed what todoif youare HIV positive. Any clients
giventhisbrochurewouldthink they wereHIV positive.

Thebrochurehad severa serioustrand ation errorsthat could confuseclients. Thestaff assumed
that sincethebrochurewasproduced by astate department of health, it had beenreviewed for
accuracy of trandationand cultural appropriateness. Very few stateshaveany review process
for bilingual materials. Just becauseit wasproduced by astate health department wasno
assurancethat it wastrand ated accurately into Spanish.

4 Thereadinglevel of thebrochurewasfar abovetheaveragereadinglevel of thehealth
department’ sclients.

All material sfrom outsi de sourcesshoul d be submitted to areview processbefore being published.
All agenciesneedtodefinetheir review processfor foreign-languagematerials. They needtoassign
responsi bility for ensuring that material sdistributed to theintended audienceareaccuratein content
andtrandation, and areappropriatein readinglevel and presentation.

MYTH Y oucanassumethat Spani sh-language material sobtained from catal ogsor
agenciesarehighquality and accurately trand ated.

FACT Orderingbilingua materialsfromanagency or catalogisno assuranceof
quality. Few stateagencieshavereview criteriaor aprocessfor evaluating
thequality of bilingua materids.



REVIEWING SPANISH MATERIALS

3

Why Review Existing Spanish Materials?

Agenciesmay obtain Spani sh-language material sfromavariety of outsidesources. Often,
agenciesaredesperatefor somethingin Spanishto giveto clients, and they may order or copy
materia swithout first evaluatingthem. Itisessential that agencieshaveareview processto
determineif thematerias.

4 Areaccurately trandated;

4 Areculturaly appropriate;

& Reflectagency andstateguidelines;

4 Containcontent that isaccurateand current;

& Areatanappropriatereadinglevel; and

& Arewrittenwithidiomsknown tothe Spanish-speaking popul ation being served.

If agenciesusemateria swithout first carefully reviewingthem, they haveno assuranceastothe
materias content accuracy, suitability, or quality. Later, anagency may findthat it hasprovided
material sto clientswithinformation that wasincorrect or presented inaway that wasoffensive.
For example, abrochureon HepatitisB producedin New Y ork might beusedinNorth
Carolinatofill anurgent need for something about Hepatitisin Spanish. However, generdly
Hispanicg/LatinosinNew Y ork arrivefrom Cubaand Puerto Rico, unlikemost Hispanics/
Latinosin North Carolinawho arrivefrom Mexico. TheNew Y ork brochuremay not be
appropriatebecauseof differencesinthetarget audiences' languageand culture. Thisiswhy
reviewinga | materialsbeforeprovidingthemtoclientsissoimportant.

Agencieshavelong recognized theimportanceof reviewing English-languageeducationa

materia sbeforedistributingthemtoclients. Itisequally important to eval uate Spani sh-language
materialsagainst establi shed agency standardsfor clarity, accuracy of content, readability, visua
appea andreadinglevel.

Quality Spanish Materials Should:

& Reflect current state/local recommendations and provide up-to-date
information;

4 Accurately trandate information into grammatically correct Spanish
while reflecting the idiomatic characteristics of the target population;

& Present theinformation in a readable and culturally appropriate manner;
and

4 Bewritten at an appropriate reading level for target audiences.

Therearepotentially seriousconsequencesfor agenciesdistributing materia sthat do not
meet these criteria. These consequences can rangefrom embarrassment for theagency to
apotentia lawsuit resultingfrominaccurateinformation being providedtoclients.
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What To Consider When Reviewing Spanish Materials
AsEnglishmateria sarereviewedfor certaincriteria, Spanish-languagematerialsshould also
meet standards (see Standar dsinthissection). Thematerial shouldfocusonthefollowing
criteria

Content

& |sthemessageclear?

4 |sthetexttoolong?Doesit containtoo many concepts?

4 |sthecontent accurateand consistent with current agency and staterecommendations
andguidelines?

4 IsanEnglishversionof themateria availableor will you havetotrand atethematerial
into Englishto eval uatetheaccuracy of itscontent?

4 Doesthematerial containinformationor illustrationsthat might beoffensivetothe
audience?

Language
& |stheSpanishgrammatically correct? Arewordsspelled correctly?
4 Aretheidiomsappropriatefor your Spanish-speaking clients; for example, if your
clientsarefromMexico, isthisinformationwritten using theidiomscommoninMexico
orisitintendedfor aCuban audience?

Readability
4 What assurancesdoyou havethat thereadinglevel of thefinal productisappropriate?
4 |stheformat easy-to-read?For example, it hasno morethan 3 or 4 concepts balanced
withwhite spaceand graphics. (Appendix F isachecklist that can betailored to your
needs.)

Cultural Appropriateness

4 |stheinformation presentedinaculturally appropriateway, including gender, ageand
lifestyle?

4 |sthemessageculturally appropriate?|sthereanythinginthetext or illustrationsthat
might beoffensivetoyour clients?

4 Aretheillustrationsandrecommendationsappropriateif your clientsareaspecial
population, suchasmigrant farmworkers?

4 |stheformat appropriatefor thetarget audience, such asaprinted brochurevs. an
audiotape?lsthetarget audiencefamiliar withtheformat used and prefer it asasource
of information?Isit acrediblesourceof information?

Compliance with Agency Policy
4 IsthereanEnglishversion?
4 Doesthematerial requireacost statement?
4 Willthematerial needtobesubmittedto any internal review process?
4 Arethesource, topic, language, titleand audienceidentifiedin English?
4 |sthecontentinlinewithagency policy and recommendations?
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RECOMMENDED STEPS FOR REVIEWING SPANISH MATERIALS

Develop
Standards
and
Checklist

Acquire
English
Version

Evaluate
Content of
English
Version

Evaluate
Spanish
Version

Professional
Peer Review

Deve op agency standardsfor Spani sh-language material sthat must bemet
beforedistributiontothetarget audience.

DevelopaWriter’sor Reviewer’ sChecklist that can beused whether
writing or reviewing material s(AppendixF).

If an Englishversionisnot available, haveatrainedtrand ator trand ate
informationintoEnglish.

If you do not have someoneon staff capabl e of eval uating material sfor
quality, seethebilingual resourceslisted on page54.

Determineif contentisaccurateand current. If not, reject.

Haveatrained Bilingual Professional determine
... IftheSpanishisgrammatically correct andtheidiomsareappropriate
... ifthelanguage, illustrationsandreadinglevel areculturaly appropriate
... iIfthematerialsareeasy-to-read (Appendix E)

. ifthereareany errorsin punctuation, spelling, or accent marks

Send Englishand Spanish versionsof thematerialsand your checklistto
bilingual professionasfor their review and comments.

Reviewfor —content accuracy; completenessof information; consistency
with current recommendati ons; compliancewith statepolicy; message
darity

Evauatereviewers commentsanddecideif material meritsfurther
congderation.



REVIEWING

3

Client Field
Testing

Make Final
Assessment

Seek Agency
Approval

Acquire
Materials

Notification

Remember

Fieldtest thematerial swithasel ect group of your target audience.

If theseareeducationa materials, theuseof pre- and post-testing arealso
recommended.

Reviewfor —readability; offensivelanguage, illustrations, graphics,
messageclarity; number of easy-to-identify points; cultural appropriateness
Refer to Appendix F for asamplechecklist of criteriato determineif
materia sareeasy-to-read.

Review thefield testing resultsand decideif material saresuitablefor your
target audience.
Submit proposed material sto any required agency review process.

If theEnglishversionisseparate, add alabdl that identifiesthenameof the
Spanishversion.

Onthe Spanishversion, if itisnot printed on thedocument, add alabel
with: title, topic, source, languageandtarget audiencein English.

If youareplanningto print, seeif you need to add acost statement.

Proceed with acquiring materia sby printing, purchaseor donation.

If necessary, obtain permissionto copy or reprint fromthecopyright owner.

Notify appropriate staff and agenciesas Spanish-languagematerials
becomeavailable.

Send acopy of thematerials(both English and Spanishversions) tothe
Bilingual Materid sDatabase, NC DHHSDivisionof Public Hedlth,
RefugeeHealth Programs, 1915 Mail Service Center, Raleigh, N.C.
27699-1915 or by Courier 56-20-11.

LikeEnglishmaterials, Spanish piecesneedto bereviewedregularly to
ensurethat recommendations, guidelinesand regul ationsarestill current.
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RECOMMENDED STANDARDS FOR
REVIEWING SPANISH MATERIALS

*
*

*

Defineapolicy for your agency for reviewingbilingual materials.

Donot provideclientswith any Spanish materialsunlessyou havean English
version. If noneisavailable, youwill needto havetheinformationtrand atedinto English
beforethematerial scan bereviewed.

Review materialswith bilingual pr ofessional srepresenting abroad spectrum of
disciplines. Includean Englishversionand your version of thechecklist (AppendixF).

Field test new and existingmaterialswith your tar get audience. Thisisessential to
ensureappropriatevocabul ary choices, messageclarity, readability and cultural
appropriateness.

Consider pre-and post-testingto eval uate educational materialsfor effectivenesswiththe
target audience.

Beforedistributingtoclients, label thematerialstoidentify thetitle, topic, language,
target audienceand source.

EXAMPLE FOR SPANISH BROCHURE
A statement appears on this Spanish brochure to identify a companion
piece by its English title:

General brochurefor older Spanish-speaking womenin North Carolina.
Content issimilar to the English brochure “Early Detectionis'Y our Best Protection.”

State of North Carolina, James B. Hunt Jr., Governor
Department of Health and Human Services, H. David Bruton, M.D., Secretary
Division of Community Health, N.C. Comprehensive Breast and Cervical Cancer Control Program
2,000 copies of this public document were printed at a cost of $1,877 or $0.94 per copy.  8/99

Notify appr opriatestaff and agenciesas Spanish-language materialsbecomeavail able so
otherscan beawareof what exists.
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Recruitment of Bilingual Professionals

Rationale

Thequdity of currently available Spani sh-language materialscanvary considerably. Machine
trandationstend not beaccurate. Eva uating foreign-language materia sfor many agenciesisan
unfamiliar processand requiresspecialized skillsbeyond the scopeof most agencies.

Devel oping and trand ating material sinto Spani shrequiresan even moreadvanced level of
speciaized skillsthanthoserequiredfor oral interpretation. Few agencieshavethestaff withthe
necessary skillsto performthesetasks.

Trand ating and devel oping Spani sh-language material scannot bedel egated to someonemerely
onthebasisof fluency in Spanish. Native speakersdo not necessarily havetheskillsessential to
produce Spanish materia sthat meet therecommended criteriafor quality, and they may not be
awareof important idiomatic and cultural variationsthat exist among vari ous Spanish-speaking
countries.

Recommended Qualifications for Paid or Volunteer Bilingual
Material Specialist for Spanish

Producing material sfor public distributionrequirescons derabl eexpertiseand experienceinthe
subject areaaswell astechnical skillsrelated to material sproduction. Requirementsmay vary
depending onthedesired format of thematerial sand thetechnica complexity of thesubject
meatter.

Recommended qudificationsinclude:

A collegedegreewithahighleve of fluency inwriting both Englishand Spanish;

A demonstrated ability towritein Spanish at areading level appropriatetointended
target audiences,

Considerableknowledge of thesubject area, vocabulary, and technical terms, and
experiencein producing materiasinthat areg;

Knowledgeof idiomaticlanguagedifferencesamong Spani sh-speaking countries,;
Technica skillsrel atedto materia sdevel opment, including computer literacy and
copyediting;

Familiarity withgraphicartsso specialist canwork withagraphicartistinensuring
readability andin determining appropriatenessof illustrations, photographsand other
dements,

» Familiarity withthecultureandreadinglevel of thetarget audience; OR

» Anequivalent combination of educationand experience.

vV vV Vv VYV

Applicantsshould beaskedto provide samplesof material sproduced and should berequired
to provideawriting sampleinboth English and Spanish.

Unfortunately, at present, thereis not anationa or state certification processto assist
agenciesin evauating the quaifications of trandators. Agencies should require that persons—
paid or volunteer — agreeing to trandate should meet the minimum recommended qualifications
just described.
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Questions To Ask a Potential Translator

1.

Are you a native speaker? If not, how did you learn the target language?

If the target language is not the trand ator’ s native language, then you should have a native
speaker proofread the tranglation. Some translators will include proofreading services when
guoting atranglation.

What country are you from? Were you born, raised and/or educated there?

To keep anative language alive, a person must speak it with other native speakers. If a person
livesin the United Statesfor along time and does not practice the language continuously, hisor
her skills deteriorate.

Have you had formal education (college) in the target and/or source language?
Some translators may not have received formal education in a Spanish-speaking country.

Educated Spanish speakers have no problem understanding one another, even if they are from
different Spanish-speaking countries, and so will be morelikely to produce “ Generic Spanish.”

Are you a professional translator? Can you provide professional credentials and
references? Some trandators work between jobs or as a spare-time activity. Look for along-
term history of tranglation experience, not simply a person who has free time and speaks both
languages. The translator should be affiliated or accredited by the American Translators
Association (ATA) or itslocal chapter, The Carolina Association of Trandators and Interpreters
(CATI).

How do you charge: per word? per page? per project? Usualy translations are
charged by the word, but it depends on the final product. The translator may be expected to be
creative when trandlating a brochure or an ad piece, and a fee per project may apply.

What is your normal turn-around time? The average for 10 pages or lessis 2 days, or
10,000 words per week. Generally speaking, the longer you give atranslator to work on a project,
the higher quality he or shewill deliver. It also helpsto provide your trans ator with as much
reference material as possible.

What word processing system do you use? Isit compatible with your system or the
printer’ s system? Will you provide ahard copy and afloppy disk?

Do you use Spanish translation computer software? Computer translation packages do
not translate words correctly in every context. A professional translator must proofread a
computer translation.

If final copy needs to be printed in a special format, is there an additional charge
for proofreading? Some translations may have a more complex format than others, such as
fitting text around graphics. Spanish text is 25% to 30% longer than the English version. If you
are changing the format of the disk provided by the trandator, verify that the accents were kept.
The translator needs to see camera-ready material.

SOURCE: Bilingual Communications, Inc., Cary, North Carolina. 1996.
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Spanish Interpreter/Translator Application and Interview Form

This form is to supplement the agency application form to assistin evaluating an
individual’s bilingual skills. Refer to page 54 for assistance in reviewing these
applications.

Name

First Middle Last
Address
Phone (Day) ( ) (Evening)( )

SECTION A: INTERPRETATION /TRANSLATION EXPERIENCE
1. Area(s) of Expertise: Check as many as appropriate:
O Business 0O Health/Medical O Legal 0O Government

O Other (please specify)

2. Résuméenclosed? OYes ONo

3. Using only the space below, briefly describe or list your experience(s) working as an
interpreter and/or translator. Include number of years, types of agencies and
position titles. Also note whether it was full-time or part-time.

Position Agency # Years Full- or Part-time Supervisor / Phone
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SECTION B: WRITTEN TRANSLATION EXPERIENCE
(If this does not apply to you, skip to Section C.)

1. Listtranslations completed: (If there are too many, justinclude a sample list of
health-related work completed.) Please enclose a copy of your work, i.e., a
completed translation and its original English version.

Title No. of Pages Language Organization Year

SECTION C: EDUCATIONAL BACKGROUND
Please include specific interpretation/translation and/or certification-related training.

Schools Attended Location Area of Study Degree/Yrs. Attended




APPENDIX C

SECTION D: LANGUAGE PROFICIENCY

Please rate your language skills using the scale below. Compare yourself to native
speakers.

very limited = have much trouble talking with native speakers who have high school
education
limited = could use help in talking with native speakers who have high school
education
adequate = like the average native speaker with a high school education
good = like most native speakers with college education
superior = better than most native speakers with college education
Language One Country/Region

very limited | limited | adequate good superior

verbal ability, oral

verbal ability, written

vocabulary, general

idioms, regional differences

Language Two Country/Region

very limited | limited | adequate good superior

verbal ability, oral

verbal ability, written

vocabulary, general
idioms, regional differences

Language Three Country/Region

very limited | limited [ adequate good superior

verbal ability, oral

verbal ability, written

vocabulary, general
idioms, regional differences

Please Sign: Name Date

0]
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SUGGESTED INTERVIEW QUESTIONS

Please Sign:
Name Date

1. ¢Cdmo, Cuando y donde aprendi6 usted a hablar Espafiol? Por favor, conteste
en Espafol en el espacio a continuacion.

2. How, what and where did you learn to speak English? Please answer in English,
using only the space below.

3. What do you like most about being an interpreter and / or translator? Please
answer in English, using only the space below.

4. ¢ Cuales considera usted que son los retos mas grandes cuando trabaja como
un(a) intérprete? Por favor, conteste in Espafiol en el espacio a continuacion.
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Readability and Spanish Materials

How Important Are Easy-To-Read Materials for Clients?

Many written material sin Spanishaready exist. Therearea somany Englishmaterialsawaiting
trand ationinto Spanish. Oneof themain questionsbeforeusing either of thesemateriasis
whether or not thematerial isreadabl e. For many reasons, these materialsmay not be
appropriate.

Regarding English materials, research showsthat many health education material sand consent
formsarewrittenat acollegeand scientificlevel of reading. However, inthe United States,
peopleread generally at or below the 8th-gradelevel. Therefore, aseriousgap existsbetween
thelevel at which such materialsarewritten and thereading and comprehensionlevelsof the
genera public. Thegap between reading and comprehensionin English clientshascreated
problemsfor clientswho areunableto understand their rightsand responsibilitiesasexplainedin
consent forms, for example. It hasal so caused frustration for staff who administer theseforms
or providesupporting heatheducation materials.

Withinany population,individuals readinglevelswill vary. Based onresearch,
recommendationsareavailablefor writing English material sthat arereadable. Theseinclude
good organization, aclear writing style, afamiliar format and an appropriatereadinglevel (on
average, between 6th and 8th gradein North Carolina). Research al so showsthat when given
thechoiceat healthfairsorindoctors’ offices, most people, regardiessof readinglevel, will
select materia sthat areattractive(i.e., appear easy toread with appropriateillustrations, white
gpaceandtypesize). Research showsthat individual swho read at the 5th-gradelevel and

bel ow can bebetter reached by using materia sother than written, such asvideosandtape
recordings.

Quality Spanish Materials Should:

» Reflect current state/local recommendations and provide up-to-date
information;

»  Accurately trandate information into grammatically correct Spanish
while reflecting the idiomatic characteristics of the target population;

»  Present the information in a readable and culturally appropriate
manner; and

» Bewritten at an appropriate reading level for target audiences,
Therearepotentially seriousconsequencesfor agenciesdi stributing materia sthat do not

meet thesecriteria. These consequencescanrangefrom embarrassment for theagency
toapotential lawsuit resultingfrominaccurateinformationbeing providedtoclients.
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Readability and Readability Formulas
Readability formulasarewidely usedto determinethereading gradelevel of writtenmaterial.
They measurethestructural difficulty based onfactorssuch aswordlength, sentencelengthand
number of wordshaving threeor moresyllables. But they reflect only one part of thereadability
picture: complexity of structure. Other factorsplay key rolesbut aremoresubjective—writing
style, format, organization, audience’ sprior knowledgeof thetopic and motivation, tonamea
few.

A popular written
material for Hispanics/
Latinos

is the fotonovela,
where information is
presented as a
dramatic novelized
“comic book” format
using photographs
rather than drawings.

Althoughmeasuring reading gradelevel hasitsplaceinhelpingto determinereadability, itisonly
oneof severd tools. Whiletheseformulasarequick and useful toolsfor Englishmaterials, a
suitableformulafor measuring reading gradelevel of Spanish materialshasbeendifficultto
develop duetothenature (wordlength and language complexity) of the Spanishlanguage. The
N.C. Bilingual Resource Group, asauthor of theseguidelines, hasfound that adequatetool sto
measurethereading gradelevel of Spanish material sarenot availableat thistime.

So how dowedetermineif materia sarereadableby Hispanicsin North Carolina? Refer tothe
tipsin Appendix E.
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Readability Resources

Studiesshow that peopl e can understand what they read only if it iseffectively designed and written
at their readinglevel . Whether you aredevel oping your own material sor acquiring existing materias,
itisimportant that your target audience be ableto read and understand thematerial .

Asnotedin Appendix D, theN.C. Bilingual EXAMPLE of directions for
Resource Group, asauthor of theseguidelines, has bathing a newborn baby
found that adequatetool sto measurethereading

gradelevel of Spanishmaterialsarenot availableat English: Do not bathe your
thistime. Thegoal, then, istogain asenseof your baby (meaning immersing
audience’ sreadinggradelevel, and usethat your baby’s umbilical cord in
informationto makematerialsasreadableas bath water).

possible. Thefollowingtipscan helpguideyour Translation: “No bafie a su
bilingual material specidistwhendeterminingthe bebé,” which literally means
readinggradeleve of thetarget audiencewithout “Do not bathe your baby at all.”
useof amathematical formula. Alsoincluded are Result: Parents were not
tipsfor making materialsreadable, includinga bathing their babies.

checklist that can beadapted for usewithwritersor

reviewers.

Distinctions Between English and Spanish Text
Not only do thewordswrittenin Spanish and English vary inword length, but al so someof the
message conceptsmay needto bewrittendifferently. Hereareafew examples, followed with
sometipson making Spanishtext readable:

>

>

Wordswrittenin Spanishgeneraly arelonger thanthosein English sowill requiremore
space.

A Spanishaudiencemay bemorefamiliar withthemetric system (kilogramsfor pounds,
liter for quart).

Thespoonsizemay bedifferent fromwhat isusedintheUnited States. Check withthe
target audiencefor preferredterms.

Thefamilyishighly valued. When devel oping messages, show honor tothefamily aswell
astotheculture. Try to present themessagein the context of thefamily or culture. A
good exampleistheNational Cancer Ingtitute’ sbrochure*Y our family deservesthebest
foods’ oritscookbook “ Cel ebratethe Hispanic Kitchen.”

Graphics, dietlistsand proceduresmay not trand atewith the samemeaningin other

languages.
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Tips for Making Spanish Materials Readable
Many resourcesareavailablefor making English materia sreadable. In many cases, thesecanbe
adapted to Spanish material swiththesedistinctions, tonameafew:

M Includemorecultura ly sengitiveillustrationsthat refl ect theaudience. Thismeansany pictures
would show membersof thetarget audienceinasituationthat isrealisticand credible. For
example, when older Hispanic women gather totalk, dothey meet around thekitchen table?
Canthewomentargeted inthebrochurerel ateto thewomen around thetable?Don’ t assume
that onepicturecan beusedfor different target groups.

M Artwork needstobemedical ly accurate such asshowing the dentist wearing glovesand aface
mask.

M Allow moreroom. Wordswritten Spanishoften

takeup moreroomthanwritten English. Formats Other than Written
Materials
M Layout needstobeattractiveand appealing. “Many patients don't read well
in any language. Before
M Des gnmaterid sthat convey messageswithout the deciding to [prod uce written
useof words. Remember that aphoto caption may materials,] ask an interpreter
beall apersonhastimetoread. to talk with a sample of the
target population to see if the
M “Cultural acceptability: Isthemessageinany way content (e.g., instructions)
offensive?lsit perceived astrue? Arethereany needs to be in that language
annoying elements?Hair styles, jewelry, dressand or whether another format like
background settingswill all enhanceor detract from a video or a simplified written
cultural suitability. Thewaysthat deeper aspectsof version with lots of illustrations
culturemay bepresented or alludedto also strongly could meet their needs just as
influencecultural acceptance. Such aspectsinclude well.”
child-rearing practices, rolesof menandwomen, (Doak, Doak and Root, 1996, 67.)

viewsabout birthand death.” (Root, p. 169)
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Recommendations for Determining Reading Grade Level Without

Using a Readability Formula
If you chooseto use someof thesuggestionshere, remember that once Englishmaterialsof a
specificreading gradelevel aretrand atedinto Spanish, thereading gradelevel may change.
Also, recall that trand ating word-for-word from Englishinto another languageisseldom
productivebecauseof cultura differencesandliteracy limitations. Thefirst step, then,inkeeping
materialsreadableistoknow your audience.

M Know Your Audience.
Togaugetheappropriatereadinglevel, you haveto know your target audience. Y our
agency candeterminethereadinglevel, cultural differencesand preferred languageof your
target audience. Thesefactorswill influencethetext andformat of what youwrite. Are
they migrant farmworkers, constructionworkers, pregnant women, collegestudents?

Sometechniquesthat can helpyou get aprofileof your audienceare:
» Useafocusgrouptolearncharacteristicslikeage, cultura diversity and preferred
language.
» Usecensusdataof neighborhoodswhereclientslivefor demographic, social and
economiccharacteristics.
» Researchwithquestionnairesor samplegroups.
» Pull asampleof chartsor medical records. Review theschool grade compl eted.

M Develop materials that are culturally appropriate.
Ethnicand cultura differencesmay requireusing adifferent format, additional examples,
useof familiar language, definitionsof termsor possibly adding aglossary. For example, a
glossary could show different trand ationsof aspecificterm. Start with theactua word
usedinthetext. Present that word intheglossary with alternativesasthey would appear in
asmilarlanguageor dialect.

Othertips:
» “Obtainadvicefrommembersof thecultureduring planning or devel opment.
» Producemateriasinthelanguagesof your target popul ation.
P Usepractitioner panelsfromthecultureto develop healthmaterials.” (Doak,
Doak and Root, 1996)
» Assessthesuitability of draft andfinished material usingachecklist (AppendixF).
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M Design for Readability

Simpleorganization of text, effectiveformat and design canincreasecomprehensionand
reducereading gradelevel, regardlessof any readability test results. Herearesome
suggestionsfor ensuring readability.

» Whether you redeveloping or trandating material, havesevera (at least three)
membersfromtheculturework withyouintheoverall designand approach.

» Useachecklist of attributesthat defineeasy-to-read materials.

» Usepatientstotest suitability of materials.

Use atrained bilingual material specialist.

Seek atrained professional whoissensitivetothereadability criteriabeing sought, suchas:
how well thetextisorganized; typeof visud aidsintext; whether thetextistappinginto
theknowledge base of theaudience.

Work with areadability formula.

Whenworking with Spanish-language materials, therearemixed viewsontheuseof
readability formulas, mainly sincenoneissuitablefor Spanish. Oneviewistotry tokeep
theuseof areadability formulaout of thewriting processitself. Instead, usetheformula
early inyour writing asasourceof feedback to seeif thereading level isontrack. Another
istouseareadability formulaasascreeningtool for English materials. Thestepswould be
to“write—test with areadability formulafor Englishmaterials—rewrite—test again—
trand ate (but not word for word) —field test with theaudience—rewrite.”

Another viewisto“ doareadability test onexisting Englishversonandtrust that the
readability resultscarry over into Spanish” (1996 telephoneconversationby Vicki Hill with
theeditor S.J. Samuels, Readability: ItsPast, Present and Future). A good transl ator
will besensitivetothereadability of thetarget audience.

Field test new and existing materials with your target audience before
final production.

Noreadability formulatakestheplaceof field testingwith theaudience. Depend onthe
fieldtesttofind outif any partsarenot clear, andtoimprovevocabulary choices,
readability and cultura appropriateness. Fiel d testing materia sal so hel psdetermineif
clientscanread or follow thedirections.
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Sample Checklist for Developing

Easy-to-Read Print Materials

Thissamplechecklist can beadapted to your needs, such asdevel oping onewith criteriathat can
beused at thewriting or reviewing stage, or both. Thebilingual material specialist canuseitasa
guidewhenworkingwiththegraphicartist. Feel freeto copy thischecklist.

Directions; Placeacheck next to eachitemthat meetsthedescribed attribute.

Title of material

Target audience

Content QQ
and Style Q

ool oU oo

Layout

U 00 O oOood

Estimated reading level

Thematerid isinteractiveand allowsfor audienceinvolvement.
Thematerial presents”how-to” or “needtoknow” information rather than
“nicetoknow” information. Desired behavior changesarestressed and
clearly sated.

Not morethan threeor four main points/conceptsare presented.

Peer |languageisused whenever appropriatetoincreasepersond
identificationandimprovereadability.

A summary that stresseswhat to doisincluded.
Thewritingisinconversational style, activevoice. Toneisfriendly.
Thereislittleor notechnical jargon.

Wordsarefamiliar tothereader. Any new wordsaredefined clearly.
Sentencesaresimple, specific, direct and writtenintheactivevoice.
Eachideaisclear andlogically sequenced (accordingto audiencelogic).
Thematerial usesconcreteexampl esrather than abstract concepts.
Thetext highlightsand summarizesimportant points.

Materia iscurrent and scientifically accurate; based on current agency
recommendations.

Thecover isattractive. Itindicatesthe core content andintended audience.
Themateria usesheadersto helpthereader organizematerial.
Headersaresmpleand closetotext; show organization and provide
messagerepetition.

L ayout balanceswhite spacewithwordsandillustrations(50:50); appears
uncluttered.

Text usesupper andlower casel etters.

Typesizeand styleof print areeasy-to-read; typeisat least 12 point. No

fancy type.
L ayout attractsattention.
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Visuals

Readability

Compliance
with State
Policy

Appeal and
Cultural
Appropriate-
ness

U oo O U O ool O

U U0 O O OO

oo OO

For emphasis, boldfacetypeisusedrather thanunderlining, italicsor ALL
CAPS, whichareharder toread.

Textmoveshorizontally morethanverticaly.

Eachlist contains5itemsor less.

Contrast between paper andink color isevident.

Visuasreinforcethetext (arenot decorative), aremeaningful tothe
audienceand arelocated closetothetext.

Visuasareshownincontext (e.g., apictureof theentire upper body vs. an
armor ahand).

Visualshavecaptions. Eachvisua illustratesandisdirectly related toone
message.

Visuasuseadult rather than childlikeimages. No cartoons.

Visua sshow positiverather than negativeexamples.

Visuasareaccurate (e.g., dentist with glovesand facemask).
Illustrationsshow familiar imagesthat reflect cultural context.
Illustrationsand photosareof highquality, i.e., usesmplephotosor line
drawingswithout background clutter or distraction.

Different styles, such asphotographswithout background detail, shadedline
drawingsor smplelinedrawings, aretested with theaudienceto determine
whichisunderstood best.

Cues, suchascirclesor arrows, point out key information.

Colorsused areappealing to theaudience (asdetermined by testing).

Research ontheaudience’ seducationandliteracy level shasbeenusedin
materia sdevel opment.
Materia shavebeenfield tested for readability withtheaudience.

Sourceof thismaterial isprovided alongwith appropriatelogos.

Cost statement appears, if necessary.

Materia hasbeen screened for appropriate useof any policy statements.
Material hasbeen copyedited using astate-approved stylemanual, if
appropriate.

Material indicatestitle, topic, target audienceand sourcein English
somewhereonthedocument.

Thematerial isculturally, gender and ageappropriate.

Themateria closely matchesthelogic, languageand experienceof the
intended audience.

I nteractionisinvited viagquestions, responses, suggested action.

L anguage and graphi csare acceptableto audienceand not offensive; avoid
negativestereotyping; and arepresentedinanunbiased way.

Source:  Adapted by the N.C. Department of Health and Human Services, Public Health Communication office
mainly based on materials from the Allied Health Education Center in Biddeford, Maine.
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North Carolina Resources

LOCATING BILINGUAL MATERIALS
Bilingual Materials Database in NC DHHS
Thisdatabase lists bilingual health and social service materials and forms used in North Carolina
public service agencies. The mgjority of entries are for Spanish materials, but listingsin other
languages are included. Abstracts of materials with information on ordering can be provided. The
office does not provide copies of the materials and no catalogue is available. These materials
have not been reviewed for accuracy. Agencies should follow the guidelines provided in section 3
of this document before providing any materials to clients. Requests for a specific topic and for a
specific language can be faxed to Suzanna Y oung, Refugee Health Program, at (919) 715-3144
or by e-mail to suzanna.young@ncmail.net.

Farmworker Health Resource Library at N.C. Primary Health Care Association
Thislibrary and database contains printed materials and videos related to farmworker health
issues. Many of the materials are available in Spanish. Thislibrary is aresource for agencies
providing health services to migrant and seasonal farmworkers. Some materials are available in
bulk, others are listed in the database with information on ordering, and videos may be checked
out. Call (919) 469-5701 for moreinformation.

North Carolina AHEC Latino Health Information and Latino Cultural Resources
Website

Resourcesfor Hispanic health and cultural information and for Spanish language training and
interpreter training is available on thiswebsite: http://www.hhcc.arealahec.dst.nc.us.

TECHNICAL ASSISTANCE FOR DEVELOPING, TRANSLATING OR REVIEWING

BILINGUAL MATERIALS
Office of Citizen Services, NC DHHS
The Hispanic Ombudsman in the Office of Citizen Services can direct you to appropriate
members of the NC Bilingual Resource Group for consultation about issues related to developing,
tranglating or reviewing bilingual materials. Call the CARE-LINE Information and Referral
Service at 1-800-662-7030 (English/Spanish), or 733-4261inthe Trianglearea(TTY: 1-877-452-
2514, or 733-4851 inthe Triangle area). The serviceisavailable 8 am. to 5 p.m. Monday through
Friday, except holidays.

LOCATING TRANSLATORS
CARE-LINE’s Hispanic Ombudsman (1-800-662-7030 or 919-733-4261; TTY 1-877-452-
2514 or 919-733-4851) can provideinformation on translators bel onging to the Carolina
Assaciation of Trandators and Interpreters (CATI) or other experienced translators in your area.
If you wish to abtain a Directory of Trandatorg/Interpreters for your agency, you may contact:

Carolina Association of Translators and Interpreters (CATI) Thisisaprofessiona
association of tranglators and interpreters for North and South Carolina. Call (919) 577-0840 or e-
mail C.A.T.l.@pobox.com for more information.

The American Translators’ Association isanational organization providing accreditation to
tranglators. ATA’ s number is (703) 683-6100.

51
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EVALUATING TRANSLATORS’ QUALIFICATIONS
Because it can be difficult for agencies to evaluate someone’ s Spanish-language skills, an
application and interview form (Appendix C) were developed by the Interpreter Task Force. For
assistance in reviewing applications, contact CARE-LINE’ s Hispanic Ombudsman (see above) to
provideinformation onindividualsin your areawith the credential s and Spanish skills necessary to
help you. Other resourcesto assist in reviewing applications might be the faculty in your local
high school, community college, collegeor university.

RESOURCES FOR INTERPRETERS
® The N.C. Migrant Health Program provides access to a toll-free medical interpreter service
for public and private providers of health care servicesto migrant farmworkers and their families
inthe state. Call 1-800-255-8755 Monday through Friday, 8:30 am. to 4:30 p.m.
® The N.C. Refugee Health Program provides health departments access to the AT& T
Language Line for servicesto newly arrived refugees. For more information, call Suzanna'Y oung
at (919) 715-3119.

National Bilingual Materials Resources
Followingisalimited list of possibleresourcesfor health-related bilingual materialsfor patient
education. There may be a charge for some of the resources listed. Catalogues of materials can be
requested by calling the numbers provided. Agencies should not assumethat bilingual materialsthey
order contain current information or are accurately translated. Agencies should follow the reviewing
guidelines provided in Section 3 of this document before providing any materialsto clients.

@ Multilingual Health Education Resource Guide, Center for Applied Linguistics, (202) 362-0700

(www.cal.org)

o National Center for Farmworker Health, Inc. (512) 312-2700 (www.ncfh.org)
NovelaHealth Education tools, Radio KDNA, (509) 854-1900 (Select Novelas or Multimedia at
www.homestead.com/radiokdna/files/index.htm)
Resources for Cross-Cultural Health Care, (301) 588-6051 (www.diversityrx.org)
Texas Department of Health, (512) 458-7111 (www.tdh.state.tx.us)
National Maternal and Child Health Clearinghouse, (888) 434-4M CH (434-4624) (www.nmchc.org)
Education Resources for Health Promotion, Krames Communications, (800) 333-3032
(www.staywell.com)
Utah Department of Health, Office of Ethnic Health (801) 538-6360 (http://hlunix.hl.state.ut.us/
ethnic/ntml/pamphlet_list.html)
U.S. Office of Minority Health Resource Center, (800) 444-6472 (www.omhrc.gov)
Farmworker Nutrition Education Resource Guide, U.S. DHHS, (703) 528-4141 (www.hhs.gov)
National Cancer Institute, 800-4CANCER (www.nci.nih.gov)
Channing L. Bete, Inc. Health Education Materials, (800) 628-7733 (www.channing-bete.com/CLB)

ADDITIONAL WEBSITES
University of Washington“EthnoMed” : heal thlinks.washington.edu/clinical/ethnomed
State University of New Y ork “CulturedMed” : www.sunyit.edu/library/html/culturedmed
Queendand Health (Australia): www.health.gld.gov.au/hssb/cul tdiv/home.htm
Migrant CliniciansNetwork: www.migrantclinician.org
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THEN.C.BILINGUAL RESOURCE GROUP
Helping public service agencies overcome language barriers

In November 1995, representatives from 27 state-level public service agencies came together to establish the
NC Bilingual Resource Group. Recognizing the needs of public service agencies serving the fast-growing
Spanish-speaking population in the state, the group serves as a resource, helping agencies develop the
capacity to provide quality services to clients lacking fluency in English. Agencies interested in becoming an
a part of the Bilingual Resource Group may contact Katie Pomerans at (919) 515-9151 or
katie.pomerans@ncsu.edu. Below is a description of some of the resources available to public service
agencies. More detailed information on these and other resources are in Appendices A-H of this document.

Interpreter and Provider Training The Spanish Language and Cultural Training Initiativeis
supported by the Duke Endowment and coordinated by NC AHEC. Additional informationis
available at the NC AHEC website, www.hhcc.arealahec.dst.nc.us. The Initiative includes:

® Interpreter Training: Training for interpreters working in health care and social service agencies
is offered three times a year at various locations around the state. Participants should have
demonstrated competency in English and Spanish. The Level | training is atwo-day introductory
training course for community interpreters. Topics covered in Level | include therole of the
interpreter, different modes of interpreting, interpreter ethics, specialized vocabulary, and community
resources. Level |1, aone-day training, provides additional intensive training and practice sessions.
Thetraining is offered at a modest cost to participants. For information on future trainings, see the
AHEC website or contact the Interpreter Training Coordinator at the N.C. Office of Minority Health,
(919) 715-0992.

® Provider Training: A one- or two-hour curriculum is available for health and human service
providersthat prepares them for working effectively with interpreters. For more information, see the
AHEC website or contact the Interpreter Training Coordinator at the N.C. Office of Minority Health,
(919) 715-0992.

® Spanish Language Training for Professionals: Four levelsof Spanish-languagetraining are
provided in avariety of formatsto assist health professionalsin communicating with Spanish-speaking
clients. Thiscomponent of the Initiative is coordinated by the University of North Carolina School of
Public Health in Chapel Hill. For information, see the AHEC website or call (919) 966-7381.

® Website: Information on Hispanic/Latino health resources and the interpreter and Spanish-
language trainings is on the AHEC Latino Resource Center website, www.hhcc.arealahec.dst.nc.us.

Bilingual Materials A bibliography database of bilingual health and socia service materials and
agency forms has been established by the Bilingual Resource Group. See Appendix H.

Consultation on Bilingual Issues Technical consultation is available by phone from members
of the Bilingual Resource Group. Consultation on topicsrel ated to serving non-English-speaking
clientsincludesinterpreter hiring and training, identifying quality Spanish-language materials, and
cultural diversity training. For referrals to consultants, call the CARE-LINE Information and Referral
Service at 1-800-662-7030. Inthe Triangle areacall 733-4261. (TTY: 1-877-452-2514, or 733-4851
inthe Triangle.)

Developing and Translating Materials The Bilingual Resource Group created the bookl et
Developing, Trandating and Reviewing Spanish Materials — first in print and now on the web
(http://www.dhhs.state.nc.us/dph/formsmanual s.htm) — to provide agencies with general guidance on
bilingual materials. IE”



THEN.C. BILINGUAL RESOURCE GROUP

AGENCY MEMBERS

Bilingual Communications, Inc.
Carolinas Association of Translators & Interpreters (CATI)
Choice Trandating & Interpreting LLC
Diocese of Raleigh Catholic Social Services
Duke University Medical Center
Governor’ sAdvisory Council on Hispanic/Latino Affairs
Interact
National Health Law Program
N.C. Area Health Education Centers (AHEC)
N.C. Association of Local Health Directors
N.C. Association of Public Health Nurse Administrators
N.C. Community College System
N.C. Cooperative Extension Service, NCSU
N.C. Department of Correction
N.C. Department of Health and Human Services
Division of Child Development
Division of Medical Assistance
Division of Mental Health
Divisionof PublicHealth
Division of Servicesfor theBlind
Divisionof Socia Services
Office of Citizen Services
Office of Minority Health
Office of Public Affairs
Office of Research, Demonstrations and Rural Health
N.C. Department of Labor - Division of Agricultural Safety & Health
N.C. Department of Public Instruction
N.C. Healthy Start Foundation - First Step Campaign
N.C. Primary Health Care Association
North Carolina State University School of V eterinary M edicine/Public Health Epidemiology
Orange County Parent Education Initiative
The Telamon Corporation
University of North Carolinaat Greensboro
University of North Carolina- Department of Health Policy and Administration
Wake Area Health Education Center (AHEC)
Wake County Human Services



