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TRANSLATING INFORMATION 
PROCEDURE© 

 
 

DOCUMENT SUMMARY/KEY POINTS 
The important steps in translating information for patients and their 
families are to:  
• Assess the need for translating information 

• Determine target languages 

• Check the availability of existing information in desired languages 

• Check the readability of the information you plan to translate 

• Check the cultural appropriateness of the information and its design  

• Invite consumer input on the information 

• Arrange translation, following NSW Health best practice guidelines  

• Check accuracy of translation with SCHN staff 

• Distribute translated information 

 
 
 

READ ACKNOWLEDGEMENT 

• All staff should be aware of this policy. 
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Steps involved when translating information 

 

1.  Assessing the need for translating information 
Consider whether the information is needed by the language groups you have identified. The 
CHW Cross-Cultural Clinical Consultant or SCH Diversity Health Co-ordinator may be 
contacted for advice on appropriateness of your information to specific cultural or language 
groups, as well as the Transcultural Mental Health Centre.  

 

2. Determining desired languages 
Kids Health (at Children’s Hospital Westmead) or the Diversity Health Co-ordinator (at 
Sydney Children’s Hospital) may be contacted for data on interpreter usage in each hospital, 
which may indicate the potential level of demand for the information in other languages. 
Other sources of data which may assist you to decide the most appropriate languages to 
translate your information into include: local healthcare interpreter service utilised by each 
facility, ABS Census, Centrelink/Family Assistance, Settlement Services International and 
the Department of Education school enrolment data. 

 
3.  Checking other sources for the availability of the information 
in desired languages 
In order to avoid duplication, before translating information it is important to check whether 
translations of similar information are already available. Conducting a simple Google search 
may identify existing resources. Ensure translations have been produced by reputable 
agencies.  

You may also check the following Australian multilingual websites for similar translated 
information: 

• NSW Multicultural Health Communication Service http://www.mhcs.health.nsw.gov.au/ 

• Health Translations Directory http://www.healthtranslations.vic.gov.au/ 

• Diversity Health Institute  www.dhi.health.nsw.gov.au/tmhc 

• St Vincent’s mental health medication resource  https://svhm.org.au/home/our-
services/departments-and-services/m/mental-health/medication-information-resource 

 

These websites contain information produced by health agencies in Australia. It is important 
to check the date and content to ensure the information is current and of high quality. To do 
this, check the content of the English version of the resource and if possible have it reviewed 
by a bilingual worker for appropriateness and accuracy. Be wary of overseas produced 
resources as they may not be suitable within the Australian context. 

If you find that the information is not already available in the desired languages, consider 
steps 3 and 4 before arranging translation. 

http://www.mhcs.health.nsw.gov.au/
http://www.healthtranslations.vic.gov.au/
http://www.dhi.health.nsw.gov.au/tmhc
https://svhm.org.au/home/our-services/departments-and-services/m/mental-health/medication-information-resource
https://svhm.org.au/home/our-services/departments-and-services/m/mental-health/medication-information-resource


Policy No:  2016-9056 v2  
Policy:  Translating Information 

Date of Publishing:  30 January 2020 10:34 AM  Date of Printing: Page 4 of 8 
K:\CHW P&P\ePolicy\Jan 20\Translating information.docx 
This Policy/Procedure may be varied, withdrawn or replaced at any time.  Compliance with this Policy/Procedure is mandatory. 

4. Checking the readability of the information you plan to 
translate 
• Target your information to a reading level of grade 8.  This means keeping it simple by 

using plain English and avoiding words that are not commonly used by the majority of 
the population.  (Microsoft Word Help provides guidance in how to do this.) 

• Replace complex words with more simple terms.  Readers can become frustrated and 
disinterested in the material if they do not understand the words used.  Use words with 
less than three syllables.  Some examples include: use “doctor” instead of “physician”, 
“cream” instead of “ointment”, “use” instead of “utilise”, “about” instead of 
“approximately” and “pierce” instead of “penetrate”. 

• When giving directions, be specific. For example, “give your child an extra 250mL of 
water each day”, rather than “give your child an extra bottle of water each day”. 

• If possible, include a labelled diagram or pictures with appropriate labels.  

• Where possible use layman's terms for medical conditions.  Where medical terminology 
or complex language must be used, include a simple explanation. 

• Use short sentences averaging 10 words. 

• Address one concept at a time, presenting only the most relevant information.  

• Use short paragraphs. 

• Discuss only one or two ideas or subjects per paragraph. 

• Place important information at the beginning, and summarise key points at the end.   

• Sequence your information logically.  This may be done by the use of: steps (e.g. 1, 2, 
3), a time line, a table or diagram and topics (e.g. main topic and sub-topic headings).  
Headings help give an ordered look to material and help readers locate information 
quickly. 

• Avoid abbreviations unless they are common ones. 

• Use positive rather than negative language and avoid double negatives. Positive 
statements are more motivating. For example,  

• Positive: "Your teething baby needs extra comfort, be patient and loving" or "Store 
poisons in a cupboard out of your child's reach". 

• Negative: "Don't be impatient with your teething baby" or "Don't keep poisons within 
reach of children".  

• Refer to the child in the second person, e.g. 'your child' instead of 'the child'.  

• Refer to the reader as ‘you’ rather than ‘I’ (e.g.: “What can you do to help?” instead of 
“What can I do to help?”) 

• Check your material by having other health professionals and parents read it to give you 
feedback. 

 

5. Checking the cultural appropriateness of the information  
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Ensure that the information you are translating will be appropriate to the various cultures 
within the intended audience. For example, if it contains information on types of food, 
consider changing your examples to suit the audience (e.g. replace ‘bread’ with ‘rice‘ where 
rice is a staple food source and bread is not). Be aware of the way in which culturally specific 
practices may influence the behaviour of your audience and incorporate this into the 
information you are providing. For example, if you are providing dietary guidelines consider 
that some religious groups are obliged to fast at certain times of the year. Consider 
discussing the information with the NSW Multicultural Health Communication Service or the 
CHW Cross-Cultural Clinical Consultant/SCH Diversity Health Co-ordinator. 

 

6. Gaining consumer input on the information 
It is recommended that all information produced by staff within SCHN is reviewed by 
consumers so that it is appropriate and useful to its target audience. The Network has a 
consumer group available through the Clinical Governance Unit who will review and provide 
feedback on new resources. An ‘approved by our families’ logo will be published on all 
resources that undergo consumer consultation. 
 
If budget allows, focus testing by multicultural groups is also recommended for resources 
intended for diverse cultural groups.  Focus testing greatly increases the likelihood that the 
final document will be accessible, understandable and acceptable to the intended target 
audience. Focus testing with multicultural groups can be organised through the NSW 
Multicultural Health Communication Service. 
 

7.  Arranging translation, following NSW Health best practice 
guidelines 
Kids Health will organise the translation of your information on your behalf, however the 
request must be submitted through the Translation Request Form: 
http://chw.schn.health.nsw.gov.au/o/forms/kids_health/translating_information.php or at SCH 
contact the SCH Diversity Health Co-ordinator..   

By having one department (Kids Health) manage the translation of all Network material, it will 
ensure that SCHN Translation Guidelines (Appendix 1) and NSW Health policy (MHCS, 
2014, Guidelines for the production of multilingual resources) for translation are followed and 
that reputable agencies are engaged for the work. It is important that the translations are, 
where possible, undertaken by NAATI-accredited translators, checkers and interpreters. 
Kids Health will ensure that jobs are checked and a checking report is supplied. In addition, 
as with all health information provided by SCHN, a disclaimer will be added to your 
document. The disclaimer reads: “This Fact Sheet is for education purposes only. While 
every effort is made to ensure the translation from English is accurate, language translation 
is a very complex task and precise translation to some languages may be difficult to achieve. 
Please consult with your doctor or other health professional to make sure this information is 
right for your child.” 

A fee is charged to your department for translations. The cost of translations is directly 
related to the number of words in the document and the number of languages requested. 

Translation of documents which are deemed to form part of direct patient care, e.g. individual 
patient notes and case histories, does not attract a fee as this written communication is 
included within our usual healthcare provision. 

http://chw.schn.health.nsw.gov.au/o/forms/kids_health/translating_information.php
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Online automated translation tools (e.g. Google translate) should not be used by NSW 
Health staff. The risk to patient welfare is too great as the automated translations can 
be inaccurate, and not take into account medical terminology and language nuances. 
 

8. Check accuracy of translation with SCHN staff 
As an additional step in verifying the translated information, Kids Health will arrange for 
bilingual SCHN staff to review the translation. This additional review aims to ensure that any 
errors are found before the information is published. Staff review is a voluntary role within the 
Network and provides invaluable assistance in this process.  

If you have a second language and would be willing to review translations please contact 
Kids Health. 

 

9. Dissemination of translated information   
The Kids Health Child Health Promotion Unit will, with your consent, circulate electronically, 
your translated information to relevant internal and external organisations.  All documents 
translated by SCHN departments will be shared with Multicultural Health Communication 
Service and Health Translations Directory. This will ensure that your document reaches a 
wider audience and helps to avoid unnecessary translations by other organisations of similar 
material. 

 

10.  Further information 
If you have any questions or concerns about translating information, contact Kids Health on 
9845 3585 or email SCHN-CHW-KidsHealth@health.nsw.gov.au  
 
 
 
 
 

Copyright notice and disclaimer: 

The use of this document outside Sydney Children's Hospitals Network (SCHN), or its reproduction in 
whole or in part, is subject to acknowledgement that it is the property of SCHN. SCHN has done 
everything practicable to make this document accurate, up-to-date and in accordance with accepted 
legislation and standards at the date of publication.  SCHN is not responsible for consequences 
arising from the use of this document outside SCHN. A current version of this document is only 
available electronically from the Hospitals.  If this document is printed, it is only valid to the date of 
printing. 

 

  

 

mailto:SCHN-CHW-KidsHealth@health.nsw.gov.au
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Appendix 1 

 
Guidelines for Translation Agencies 
In accepting to translate for The Sydney Children’s Hospital Network, please read and follow 
the guidelines below: 

 

HEADER 

Place title of fact sheet in community language in top left hand side of each page. Place title 
of fact sheet in English in top right hand side of page, followed by the name of language it 
has been translated into e.g.: Jaundice in newborn babies: Simplified Chinese (See Jaundice 
in newborn babies for an example). 

 

FORMAT 

When information is provided within a number of subheadings or columns, please supply 
each subheading in English also (See Jaundice in newborn babies factsheet for an 
example). 

 

DISCLAIMER 

Attach to the end of each translated item, The Sydney Children’s Hospital Network translated 
disclaimer, which reads: 

 “This Fact Sheet is for education purposes only. While every effort is made to ensure the 
translation from English is accurate, language translation is a very complex task and precise 
translation to some languages may be difficult to achieve. Please consult with your doctor or 
other health professional to make sure this information is right for your child.” 

 

 

WHEN TRANSLATING INTO CHINESE 

Use “Simplified” Chinese in all translations. 

 
 
 

http://kidshealth.schn.health.nsw.gov.au/fact-sheets/bedwetting
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