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REGISTRATION FORM for SESSIONAL INTERPRETING

GUIDANCE NOTES FOR COMPLETION

Introduction:

1. The following information is designed to help you fill in the Registration Form for Sessional Interpreting with the Northern Ireland Health and Social Services Interpreting Service (the Service).  

2. A panel involving independent persons and the Interpreting Service Manager undertakes the selection process.

3. The Regional Health and Social Services Interpreting Project (the Project) runs the Service.

4. If you require ADVICE AND ASSISTANCE in filling in the form please contact the Project’s Training and Development Officer. The Training and Development Officer does NOT make any decisions on who is selected for the register and hence you can telephone her for assistance on the number above. 

5. Please use clear BLOCK CAPITALS to fill in the form.

6. Our selection process must be fair to everyone. You therefore MUST detail all the information we request in this application. Even if we have knowledge of your interpreting experience and training, we CANNOT take it into account UNLESS you write it down on the application form.

The sessional interpreting register consists of three registration levels. Level 3 the Top Level, Level 2 the Middle Level, and Level 1 the Initial Level. 




The application process will determine which level of the register you are on.

There are no differences in the rate interpreters are paid due to the level on the register you are on. However if you are on the top level of the register will be contacted before other persons in your language group and geographical area. And hence are likely to receive more work. There will be a number of opportunities to move up your level on the register through undertaking a role play test or by undertaking training. 

In addition to the three levels we also gather information on other specific skills and areas of knowledge you have. This is in order to best match interpreters to more specialist appointments.  The Project will be running Professional Development Sessions in order to develop such skills. 

The following is a step-by-step guide on how to fill in the application form.  Following this there are the two appendices. 

Appendix 1: Contains a summary of the criteria for each level of the register.

Appendix 2: Contains a flowchart of the application process.  

Step-by-Step Guide on how to fill the application form:

Part 1: Personal Details

Part 1  asks for a number of details for your name. This may look complicated but is designed to accurately record name details from persons from many different cultural backgrounds where the construction of names differs.

1. In response to “Full Name” put down all the names you have in the order they are usually used. 

2. Under “Surname” rewrite your surname or surnames.

3. Under first and other names write down your first, middle and other names. 

4. Under ‘previous names’ write down names you used to use but no longer use, for example if a name has changes on marriage. 

5. In response to ‘name you want to be called verbally’ write the name you would want us to call you if for example we phoned you. 

6. In ‘name to address you in writing’ put the name we would address you with if we were writing a letter. 

7. If you feel you want to add further information about your name please do so on the form. 

We then ask for your contact details. Put down an e-mail and fax if you have regular access to an e-mail or fax if not leave them blank.

We ask your gender in order to assist making interpreter matches. 

We ask for your date of birth and national Insurance Number for employment purposes and also for the pre-employment check. 

Part 2: Applicant Language

Put down the language you want to make your application to the register in. Ensure you put down only one language. 

Your application is judged on your proven abilities (through training and testing) in the language you apply in. Ensure if you have undertaken interpreter training in a particular language that you apply in this language. 

Please indicate which dialect(s) or variation(s) of your language you speak, if applicable. In addition (for information purposes) please indicate the other languages you speak fluently. 

If you can interpret in other languages you can fill in a separate form to add those languages to the register. This must be done after you are accepted on to the register and through using the “Adding an Additional Language form.” 

Part 3: Interpreting Qualifications:
In this section we need you to write details of interpreting qualifications or other interpreter training. This will allow the Service to determine the appropriate level of registration you are on and to gather information on other specific skills and areas of knowledge you may have. 

Sections A-C

Refer to courses provided by the Regional Health and Social Services Interpreting Project and should be filled in if you have attended any of the courses organised by the Project. 

Section D

Refers to Community Interpreting courses accredited to the Open College Network which have not been run by the Project.  

This includes courses run by the Northern Ireland Council for Ethnic Minorities (NICEM) in Northern Ireland or alternatively other Open College Network accredited courses run in Britain. Be sure to detail the depth of content on Health and Social Services (in terms of teaching hours, or days/sessions dedicated). You may add any further information you find relevant. Reading through the criteria in appendix 1 will help you to decide if you have other relevant information. 

Section E 

Refers to the Diploma in Public Service Interpreting run by the London-based Institute of Linguists. Please indicate if you undertook the exam with the Health option or any other options. 

Section F
Refers to interpreting training and qualifications that have been taught as part of a university or higher education languages degree anywhere in the world. 

Be sure to provide as much detail as possible. This will help us assess which level of the register this course can enter you on too. 

We appreciate that across the world there are different systems for of assessing courses. When you are putting down grades please indicate how the grade scale they are from is set up. For example if you obtained a “grade 4” in a system that is set up to give grades from 1 to 5, with five being the top grade write “Grade 4 (grades go from 1 to 5, with five being the highest)”.

We ask you to tell us how your interpreting was assessed in the course. For example was it through an assessed role play?

We also ask for how much linguistic, health / social services, and community/public service interpreting content the course had. We need to know this to decide if the course fits all the elements needed for the higher grades on the register. 

By linguistic content we mean training and practice on actual interpreting from one language into another. This could be interpreting practice on any subject. 

By health and social services content we mean were you taught medical or other health and social services vocabulary and systems within the course. 

By Community/Public service content we mean did the course teach you to interpret in a community, health or public service setting, rather than a conference, business or political type setting.

We need you to provide as much detail as possible in these areas. Add any further information you feel may be relevant. 

Section G: 

Asks for any other interpreting training or qualifications you may have from anywhere in the world, other than those listed in Sections A-F. Follow the guidance listed above for Section F to fill in this section. If you have more than one qualification that is relevant in this section copy the page and add it to the form.

Remember you can ask the Training and Development Officers for further advice and guidance on these matters. 

Part 4: Other Relevant Qualifications:

This section asks for any other qualifications or courses that may be relevant to your application. It is to help us decide which level of the register you will enter on and also for us to know if you have any additional skills for specialist interpreting appointments. For example if you are from a Mental Health, maternity, psychology, etc background let us know. When matching interpreters to certain specialist appointments we may also take these skills into account. 

The areas we request are language and linguistics courses, health and social services (and related areas) and other relevant courses. If you are in doubt whether something is relevant it is best to put it down. 

Remember you can ask the Training and Development Officers for further advice and guidance on these matters.

Part 5: Interpreting / Other Relevant Experience

If you do not have formal interpreting qualifications but have substantial experience as an interpreter you may be eligible for entry on to the higher levels of the register following a test. 

You should detail your experience as interpreters here. You need to provide an estimate of the number of hours in the areas given. This could be paid or voluntary work. 

To help us match specific skills to specialist appointments, as well as assessing the register level, we would also ask you to detail any experience of working in other areas. The areas asked for are the health and social services. They could also include work in a community setting, be it advice work, community development, advocacy or other areas. This could be paid or voluntary work. 

Part 6: English and Applicant language proficiency.

If you do have formal interpreting qualifications, as listed in Part 2 Sections A-E or Sections F-G that have involved formal testing you do NOT need to fill this section in.

If you do NOT have any formal interpreting qualifications we will need to know your fluency in your applicant languages. 

If you need fill this section in mark whether you are a native speaker, a fluent speaker, a good speaker or a basic speaker of English and your applicant language. Also fill in your level in the written form of the language.

1. Unless you are a native speaker of a language you need to provide evidence of your level in the language. 

2. This could be because you have done a course and passed an exam in this language (detail the name of the course and your grade). 

3. It could also be that you have taken schooling through that language, for example you studied a course in Physics through English. 

4. In addition it could be that you got a job that required you to speak a particular language fluently, or other aspects of life experience. 

Try to give as much information as possible. 

Part 7 Availability

As a self-employed sessional interpreter you have the right to decide when you want to be available for work. For example do you want to be available 24hrs for interpreting or just during certain hours of the day or night? Is there any day of the week you do not want to, or cannot work?

1. Use the grid to indicate when you want to be available. 

2. Mark with a tick (√) times you are usually available and are happy to work. 

3. Mark with a “?” any boxes for times you would rather not work but would be willing to consider work occasionally if there is no one else. 

4. Mark with a cross “X” any time you definitely do not want to work. 

Also mark any dates you will not be available. 

Registered interpreters should keep the Service up to date with any changes to availability. 

Part 8 References

You need to provide us with the names of two people we can obtain references from. These must be persons who know you.

Your referees cannot be relatives. They should be current or former employers, tutors, community workers or other persons who know you. Your referees do not have to be in Northern Ireland. Before putting someone down as a referee you should ask his or her permission to do so.   

For the question on the form stating “By the capacity in which they know you” we mean for example were they your employer, or tutor etcetera.

When we receive your application we will ask the referees to provide references by post or e-mail. 

Part 9: Declaration

You must sign the declaration to confirm the information you have given is true and to consent to the other parts of the application process. Like any declaration, read it carefully before signing it. 

Remember to include your Access NI form with your application and equal opportunities form.  

These forms must be received by the Northern Ireland Health and Social Services Interpreting Service no later than the deadline stated on the application form. 

Remember you can ask the Training and Development Officers for further advice and guidance on these matters.

Appendix 1:

The following is a summary of the criteria for each of the levels. 

Criteria for Level: 3 Top Level

To enter on the top level of the register you must have proven linguistic interpreting skills equivalent to Open College Network Level 3 or above, have received training in Community Interpreting and have substantial knowledge of health and social services. 

Direct Entry: You can directly go on to the register at Level 3 (direct means without having a test) if you have completed any of the following courses in the language you are applying in:

1. The Certificate in Community Interpreting course run by the Project. Having completed all three units at level 3. 

2. A Community Interpreting course accredited to the Open College Network. Having completed all three units at level 3 AND having sufficient knowledge of Health and Social Services*. 

3. The Diploma in Public Service Interpreting awarded by the Institute of Linguists. Completion AND having sufficient knowledge of Health and Social Services*.

4. Completed another Interpreting Qualification. This must be at least equivalent to Open College Network Level 3 linguistic standard AND you must have sufficient knowledge of the Community Interpreting approach+ AND have sufficient knowledge of Health and Social Services*

Entry Following a Test: You can go on to the register at Level 3 after successfully completing a role-play test at Level 3. If you have completed the following criteria in the language you are applying in: 

1. The Certificate in Community Interpreting course run by the Project. Having completed the Glossary and Research Units at level 3 and the Role Play at level 2

2. A Community Interpreting course accredited to the Open College Network. Having completed the Glossary and Research Units at level 3 and the Role Play at level 2 AND having sufficient knowledge of Health and Social Services*.

3. Completed another Interpreting Qualification (that is not equivalent to Open College Network Level 3 linguistic standard) AND you must have sufficient knowledge of the Community Interpreting approach+ AND have sufficient knowledge of Health and Social Services*

4. If you have considerable experience as an interpreter (over 200 hours) AND have completed the Projects Interpreter Conversion Course. 

Adding Additional Languages: When you have made an application to the register and have been accepted on to level 3 of the register you may also apply to add additional languages on to your registration. This is done on the separate Application to Add Additional Language Form. To do this you must successfully complete a role play in the additional language set by the Project at Level 3 standard or show evidence of already having completed an equivalent test. 

Criteria For Level 2: Middle Level

To enter on the middle level of the register you must have either: 

1. Proven linguistic interpreting skills equivalent to Open College Network Level 3 or above.  

2. Proven linguistic interpreting skills equivalent to Open College Network Level 2 AND sufficient knowledge of Health and Social Services OR sufficient knowledge of the Community Interpreting approach.

Direct Entry: You can directly go on to the register at Level 2 (direct means without having a test) if you have completed any of the following courses in the language you are applying in:

1. The Certificate in Community Interpreting Course with two units at level 3 and one unit at level 2. 

2. A Community Interpreting course accredited to the Open College Network. Having completed all three units at level 3. 

3. A Community Interpreting course accredited to the Open College Network with two units at level 3 and one unit at level 2 AND sufficient knowledge of Health and Social Services. 

4. The Diploma in Public Service Interpreting (without sufficient knowledge of Health and Social Services)

5. Another Interpreting qualification at least equivalent to level 3 Open College Network linguistic standard.  

6. Another Interpreting qualification at least equivalent to level 2 Open College Network linguistic standard AND sufficient knowledge of the Community Interpreting approach+ OR sufficient knowledge of Health and Social Services

Entry Following a Test: You can go on to the register at Level 2 after successfully completing:

1. A role-play test at Level 3 (but not having sufficient community interpreting or health and social services knowledge)

2. A role-play test at Level 2 AND having sufficient knowledge of health and social services. 

Adding Additional Languages: You can add additional languages on to the register at level 2 by:

1. Already being on the register at level 3 and demonstrating proficiency in the additional language.

2. Already being on the register at level 2 and completing a role play in the additional language at level 3.  

Criteria for Level 1: Initial Level

All other bilingual persons will be accepted on to the register at level 1. Interpreting work for those at level 1 will be decided on a case by case basis. 

Definitions:

Sufficient Health and Social Services knowledge. By sufficient knowledge we mean that either:

1. Your interpreting course had substantial health and Social Services content OR

2. You have competed the Regional Health and Social Services Interpreting Projects’ Interpreting Conversion Course OR

3. You are from a medical, social work or other health and social services practitioner background OR

4. You have completed other training with equivalent Health and Social Services content

+ Sufficient knowledge of the Community Interpreting approach: By sufficient knowledge of the Community Interpreting approach we mean having undertaken interpreter training (such as the Project’s Interpreter Conversion Course or other courses) that has included the community interpreting approach or equivalent content. 

Community Interpreting refers to interpreting in a community or public service setting, and public service interpreting or the advocacy approach to interpreting are considered equivalents. 

Criteria for Role Plays:

If you are not on the register you must demonstrate that you have 200 or more hours interpreting experience or have completed  our interpreter Conversion Course in order to be eligible to sit a role play test. 

Once you are already on the register at level 2 you may be able to undertake a role play to up grade to level 3. If you are on the register at levels 2 or 3 you may be able to take a role play test to add an additional language.  
Role plays can be passed at level 2 or level 3. These levels are set at the equivalent levels of the Project’s Open College Network accredited courses. 

Criteria for Interpreting Conversion Courses: 

To qualify for one of the Regional Health and Social Services Interpreting Project’s Interpreting Conversion courses you must have completed an interpreting course (Open College Network or other courses) that does not have sufficient content on health and social services (or possibly Community Interpreting) for you to qualify for a level 3. Alternatively experienced interpreters with 200 hours or more experience may also be able to qualify on demonstrating language proficiency. 

Appendix 2: Application Process flow chart
Send in application form, PECs form

 and Equality Monitoring Form


Application considered by panel 


Role Play test needed


Level on Register Determined


Conditional letter of offer subject to:

POCVA Check Passed

Satisfactory References received


Invitation to Induction Session, terms and conditions, and Code of Ethnics and Good Practice Guidelines sent out


Induction Session Held

(Terms and Conditions Signed

Badges Issued)


Work on register begins

Level 3: Top Level





Level 2: Middle Level





Level 1: Initial Level
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