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PROCESS SHEET 1:
TRANSLATIONS OF:
Documents created by other Manitoba government programs and departments

Manitoba government programs and departments are subject to the Government of Manitoba French Language Services Policy as is the WRHA.  This means they are required to produce bilingual versions of all material that is intended for the public.  Therefore all public information material received from the provincial government should be already translated and should be made available to you in both official languages.

If a public document does not appear to be available in both official languages, or if a document falls outside of the scope of the policy or is an area of exemption, please follow these steps when requesting a translation:

1. Confirm with the program/department that produced the document that a French version does not already exist.  (In some cases the French version is a separate document, and you may have only been given or seen the English one.)*
2. If there is no French or bilingual document, confirm with the program/department that a translation is not in the works, or scheduled to be translated in the upcoming future.

3. If no translation is available or forthcoming, request that the program/department in question notify the Manitoba Health and Healthy Living French Language Services Coordinator to request the translation. Provide all relevant details of the document (name, date published and program responsible for document). 
4. The Manitoba Health and Healthy Living French Language Services Coordinator (or his or her delegate), in discussions with WRHA FLS and the Francophone Affairs Secretariat as appropriate, will determine who should provide the translation.
5. It is the right of Manitoba Health and Healthy Living (copyright owner) to refuse to authorize the WRHA to translate a document that falls outside of the scope of the policy or is an area of exemption.
6. If it is determined the Manitoba Health and Healthy Living French Language Services Coordinator will provide the translation, all your further contacts will be with their appointed employee.

7. If it is determined the WRHA is to provide the translation, the government department that created the original document must sign WRHA License A.  This is the responsibility of the WRHA program requesting the translation.  The requesting program is to retain WRHA License A.
8. A translation request, together with confirmation of compliance to the steps in this Process Sheet, is to be forwarded to WRHA French Language Services.  If the translation does not fall under one of the two WRHA translation programs, the translation costs will be the responsibility of the requesting program.
9. All formatting and production costs are the responsibility of the WRHA program making the translation request. **
10. WRHA FLS is to obtain agreement from the translator to retain copyright of the translation. 
11. If the document is translated by the WRHA, the finished document will be forwarded to the requesting program and the French document (only) becomes the property of the WRHA.  If the document is translated by Manitoba Health and Healthy Living they retain the copyright of the translated document.

12. If the document is translated by the WRHA, any other RHA’s or Manitoba Health and Healthy Living, must obtain permission from WRHA FLS to use the French version created by the WRHA’s contracted translator.
* WRHA FLS Translation Policy 10.40.260 requires all documents produced by the WRHA to be in bilingual format, in one document.  This may not be the case for all Province of Manitoba materials.  French materials produced by the Province of Manitoba may be used by the WRHA in the format in which they are provided.  

**Given an English version is already available and published, the WRHA program making the request does not have to format the translated French version into a bilingual version.
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LICENSE A:

To be used for the translation of documents created by Government of Manitoba programs and departments

 ____________________________   [Department] hereby confirms that it commissioned the preparation of _________________________ [NAME of work] and that it has not assigned the copyright in the ___________________  [NAME of work].  

__________________________ [Department] hereby authorizes the Winnipeg Regional Health Authority to use, display, produce, reproduce, publish, distribute and broadcast the  _________________________ [NAME of work], and to translate the work into such other languages as the Winnipeg Regional Health Authority may deem appropriate.  
__________________________  [Department] acknowledges and agrees that the Winnipeg Regional Health Authority may modify ___________________________ [NAME of work] or may use the work in association with such programs or services as the Winnipeg Regional Health Authority may deem appropriate, and neither __________________________  [Department] nor Winnipeg Regional Health Authority shall bear any liability for such uses or modifications.


Signed by :___________________________________________ (name) , ___________________________________  (title),  on the _________________
day of ______________  in the year   _____________ .
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