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 SECTION ONE

INTRODUCTION 

1. The purpose of this circular, which has been agreed by the Inter Departmental Charter Implementation Group (ICIG), is to offer general policy advice, information and guidance to public servants on meeting the obligations in respect of Irish and Ulster-Scots.  These obligations arise from commitments the UK Government made when the European Charter for Regional or Minority Languages (the Charter) was signed and ratified.
2.
The Charter is an international convention designed to protect and promote regional and minority languages.   The Charter does not establish any individual or collective rights for the speakers of regional or minority languages.  The Charter’s overriding purpose is cultural.  It is designed to protect and promote regional or minority languages as a threatened aspect of Europe’s cultural heritage.

· The UK Government signed the Charter on 2 March 2000 and ratified on 27 March 2001.  The Charter came into force on 1 July 2001.
· It is binding upon each of the ratifying states.  Thus it has implications for all Northern Ireland departments and associated bodies (see paragraph 36 for definition of ‘associated body’), for Whitehall departments operating in Northern Ireland and for district councils.
· In Northern Ireland it applies to Irish (part 2 and 3) and Ulster-Scots (part 2).  
· It does not cover sign languages or the languages of the minority ethnic communities.  
· The UK Government must provide periodic reports to the Council of Europe Committee of Experts who report on each state’s compliance with its Charter obligations.  
3.
The Guidance applies to all Northern Ireland Civil Service Departments and their associated bodies. It also applies to North /South Implementation Bodies (including Tourism Ireland Ltd) to the extent that their activities take place in Northern Ireland . The Guidance is a ‘living document’ that will be revised as necessary.
4.
This circular comes into effect on 3 August 2005
5.
For further information on any Charter issues, contact your Interdepartmental Charter Implementation Group (ICIG) member.
6.
This circular supersedes Central Secretariat Circular 1/95 and the previous version Guidance issued in January 2004. 

SECTION TWO
STRUCTURE OF THE CHARTER
7. 
Three parts of the Charter are particularly significant:

·       Part I – ‘General provisions’ covers issues such as definitions, undertakings, practical arrangements etc.   It commits the UK Government to ensure that the authorities, organisations and persons concerned are informed of the rights and duties established by the Charter. 
·  Part II – ‘Objectives and Principles’ (Annex A) applies to Irish and Ulster-Scots.   It is dealt with in detail in Section Three.
· Part III –‘ Measures to promote the use of Regional or Minority Languages in public life’ contains detailed undertakings to support languages.  Currently this only applies to Irish in Northern Ireland.  Annex B lists the paragraphs that the UK Government has chosen to apply from Part III to Irish.  This is dealt with in Section Four. 
8.
The full text of the Charter and Explanatory Document produced by the Council of Europe is at: http://conventions.coe.int/Treaty/EN/cadreprincipal.htm (treaty number ETS 148).
SECTION THREE
PART II OF THE CHARTER 

9.
Part II of the Charter, Objectives and Principles, applies to Irish and Ulster-Scots. It contains some general provisions relating to all departments and their associated bodies and other provisions relating to specific areas such as research, education, training and the media. 

10.
Part II of the Charter highlights the need to base policies, legislation and practice on the principles of recognising, promoting and encouraging the use of Irish and Ulster-Scots to preserve and safeguard both languages.  Departments and associated bodies should take account of the wishes of the language speakers as they plan their activity.  Part II of the Charter places the onus on departments and their associated bodies to pro-actively encourage Irish and Ulster-Scots.

11. For example, Part II of the Charter undertakes to: 

· Eliminate restrictions on the use of languages, 

· Ensure that users of minority languages are not excluded from society 

· Include language users in the decision-making processes that affect their language

· Take ‘resolute action’ to promote regional or minority languages

· Ensure that languages are dealt with appropriately within the education system.


A full version of Part II is attached at Annex A.
12.
Part II applies to all policies, legislation and practices of government, not just those that specifically refer to Irish or Ulster-Scots. 
SECTION FOUR

PART III OF THE CHARTER
13.
Part III of the Charter contains a list of specific actions that could be taken in support of a language.  When a certain number and range of these are being fulfilled for a language, that language is said to have ‘reached Part III status’. This status reflects the development of a language, not its worth.  Through the ‘resolute action’ taken under Part II languages can generally be expected to develop until they attain Part III status.  Language development does not stop once Part III is reached, and further Charter obligations may be accepted once additional activity is underway.

14.
Currently Part III applies to Irish in Northern Ireland and has implications for all Northern Ireland departments and associated bodies, for Whitehall departments operating locally and for district councils.  Thirty provisions covering six Articles relating to the Northern Ireland administration apply to Irish.  A further six apply to reserved matters. These are listed in Annex B.
15.
Responsibility for implementing Part III (Articles 8– 14) in Northern Ireland is as follows:

	PROVISION 
	SUBJECT
	RESPONSIBILITY

	Part III 

Article 8
	Education
	DE, DEL,

	Article 9 
	Judicial authorities
	DCAL

	Article 10
	Administrative authorities and public services
	All departments

	Article 11
	Media
	DCAL lead

	Article 12 
	Cultural activities and facilities
	DCAL lead

	Article 13 
	Economic and social life
	DCAL, DETI, DEL

	Article 14
	Transfrontier exchanges 
	NIO


For further information on implementing particular areas of Part III contact your departmental ICIG representative.

16.
Most of the implications of the Charter for public servants in their dealings with the public arise from Part III, Article 10 (Administrative authorities and public services). 
17.  
This provision extends to public services under public control (see paragraph 36).  In that context the services need to be able to be provided in Irish and users of the language need to be able to submit requests to the services in Irish.  Article 10 makes clear that this requires the authorities to have a capacity for Irish translation and interpretation.  
18.
Legal advice is that, in the context of the application of Article 10, administrative authorities must have:
· The capacity to use the regional form of the minority languages in question (i.e. Irish).

· The capacity to allow the use of regional or minority languages within their authorities.

· The capability to deal with the submission of applications in the languages.

· The ability to publish official documents in the languages both at the level of our regional administration and at local authority level i.e. district councils  

· The ability to facilitate the use of such languages in the representative assemblies of the administration and local authorities debates.

The ability to facilitate the use of family and place names etc. in regional or minority languages (not excluding the use of official languages).

19.  Advice is that Article 12 1 (f) requires that organisers of cultural festivals or activities (which receive Government funding), especially those held in areas where Irish is commonly used, should make sure that Irish speakers are catered for in the festivals.  This consideration may also be extended to Ulster-Scots speakers, as this would offer the opportunity to encourage and promote the language in line with Part II of the Charter.  
SECTION FIVE 

CODES OF COURTESY

20.
Officials in everyday situations where they interact with members of the public who want to do business in Irish or Ulster-Scots will need a code of courtesy to help them to fulfill their obligations.  Individual organisations are best placed to judge what suits their staff and customers so the ICIG has agreed that departments and associated bodies will develop and circulate to their staff their own tailored Code of Courtesy.

21.
Although the Charter details more specifically obligations in respect of Irish, departments and bodies should also apply to Ulster-Scots the principles of courtesy and respect which underpin the Charter.  They are encouraged to respond positively to requests to use Ulster-Scots, in line with best practice for customer care within the spirit of Part II of the Charter.  

22.
Templates of Codes of Courtesy for Irish and Ulster-Scots are provided as Annexes C and D.  The Irish Code is based on the Article 10 obligations, while the Ulster-Scots Code is based on an expert analysis of the provisions of Article 10 that could currently be applied to Ulster-Scots.

SECTION SIX

ROLES, RESPONSIBILITIES AND OBLIGATIONS
23.
Departments and their associated bodies have responsibility for drawing up and implementing their own strategies for meeting their Charter commitments.  In developing these strategies departments and associated bodies must:

· Keep at all times within the spirit of the Charter, as reflected in Part II.
· Fulfil the specific obligations that relate to them under Part III of the Charter.
· Ensure all staff are familiar with those provisions of the Charter that apply to Irish and Ulster-Scots and know how their department will implement them.  

· Seek legal advice if there are difficulties with discretionary aspects of the Charter.
24.
While the Charter creates legal obligations for departments and associated bodies, Parts II and III allow for some discretion and interpretation. It is essential that departments and associated bodies are clear and consistent in their decision-making. They should be able to explain their rationale for undertaking, or not undertaking, action in a particular area or with a particular language.
25.
When reviewing or developing policies and programmes, and deciding how to exercise this discretion officials should consider: 

·        How policies and programmes can contribute to the Charter objectives of maintaining, safeguarding and promoting Irish and Ulster-Scots.

·       Demand for the use of Irish and Ulster-Scots

·       Value for money  

·  
Precedents established by their own organisation or by other departments and associated bodies.
· How national administrative law, for example, human rights or equality legislation, may affect decisions.  The Belfast Agreement may also have implications for decisions.
· That decisions made by departments in relation to the Charter may be open to legal challenge.
· How reasonable a particular course of action is, taking into account such factors as how much the language is used and the contexts in which it is used.  
SECTION SEVEN

FREQUENTLY ASKED QUESTIONS

In order to meet my obligations under the Charter:

Do I have to translate everything into Irish and Ulster-Scots?

26.
No.  You should give priority to documents which are likely to be of particular relevance to Irish or Ulster-Scots speakers, for example: language policy documents; documents which are likely to be read and used generally; or those that will contribute to promoting, maintaining and safeguarding either language.  It would be good practice to translate documents which fall into these categories pro actively (IE before they are requested).  There are currently no plans to produce statutory forms or technical documents in Irish or Ulster-Scots, although information supplied in Irish or Ulster-Scots on English language forms should be accepted.  
What documents should I publish in Irish and Ulster-Scots?
27. Part III Article 9.3 - Judicial Authorities (which applies to Irish only) obliges the publication of  ‘the most important national statutory texts and those relating particularly to users of these languages’.  

It would be good practice to ensure key information is published in languages other than English. It is for each individual department to decide:
· The key messages they want to communicate to their various customers 
· The most effective communication or marketing tools for putting their message across to the target audiences – paper based, internet, TV, radio, press, electronic.  Publishing need not necessarily mean printing.
· What their customers are most likely to want to see in Irish or Ulster-Scots.
It would be useful to inform your decision by drawing on the expertise of staff in local offices, or by carrying out customer research to gain focused views of demand. Reports on general demand for a range of services and activities in Irish and Ulster-Scots are also available from DCAL (028 90 258979).  

28.
OFMDFM has prepared a guide for all NICS departments on “Making Information Accessible”.  This will highlight good marketing and communication practice relevant to all languages including Irish and Ulster-Scots. 
What type of documents have other people published in Ulster-Scots or Irish?

29.
Publications already produced in Irish, Ulster-Scots or bilingually with English have included headline documents such as charters, corporate plans and equality schemes, as well as consultation documents and information leaflets. Summaries in Irish or Ulster-Scots of large documents containing key messages have also been produced.  
How can I sign a document written in a language I don’t understand?

30.
The English language version of any document produced by departments remains the authoritative version for all purposes. English versions should always be produced of Irish or Ulster-Scots language drafts that are particularly sensitive or complex or are likely to have legal implications.  It is therefore in order to sign the English language version only.

How do I get a document translated into Irish or Ulster-Scots? 

31.
To get a document translated, or to book an interpreter, contact the NICS Central Translation Service facilitated by Linguistic Operations Branch - 028 90 258979. 
32.
 Quality translation is a skill and branches preparing documents for issue in Irish or Ulster-Scots should allow plenty of time for the process. If you are producing a bilingual document talk to your designer at planning stage about the options.
What’s the policy on signage in public offices and elsewhere? 
33.
Given the wording and the spirit of Part II and the findings of recent independent research into public attitudes, it would be reasonable to expect to see a certain degree of signage. Practice varies across departments and bodies with some departments, for example, using trilingual sign at the entrances to their buildings.  Some District Councils have adopted bilingual or trilingual stationery. 

34.
Bearing in mind community sensitivities departments and associated bodies might find it helpful to consider trilingual i.e. English, Irish, Ulster-Scots signs in certain locations rather than bilingual Irish or Ulster-Scots -English signs. This is another area where local knowledge and expertise can be invaluable. 

What should I do about addresses in different languages? 

35.
It would be in keeping with the Charter to use versions of addresses in languages other than English.  When a person has used a lawfully
 adopted Irish or Ulster-Scots language street name an official should use the Irish or Ulster-Scots form in replying to correspondence or while processing applications.  Both the English and the Irish or Ulster-Scots forms of the street name should be noted on the official record. 


When contact is being initiated, it would be in keeping with the spirit of the Charter to use both versions initially, and then continue using whichever language was used in the reply.  Departments and associated bodies are encouraged to use versions in both languages in their documents and publications. 

Where third parties may be involved i.e. where a document may need to be scrutinised (e.g. driving licence) or publicised (e.g. planning application) the English form of the street address should be shown as well as the Irish or Ulster-Scots version.  There are no restrictions on using Irish or Ulster-Scots versions of other parts of an address e.g. townland, town, county or country.

The Charter applies to ‘departments and associated bodies’.  What is an ‘associated body?’

36.
The scope of the Charter extends to more than the departments in the Northern Ireland administration.  Departments should each consider their range of functions in order to determine which bodies are bound by the Charter.  The Explanatory Report of the Charter, along with Article 10, refers to three categories of situation:
· Action by administrative authorities of the State - that is to say the normal acts of public authorities;

· Action by local and regional authorities (this includes territorial departments and local government); 

· Actions by bodies providing public services whether under public or private law (as long as they remain under public control).

Should I make exactly the same provision for Irish and Ulster-Scots?

37.
No.  Both languages are different and your actions should reflect this.    Whereas both Irish and Ulster-Scots are covered by the Objectives and Principles set out in Part II of the Charter – objectives and principles that entail definite obligations (see para 11) – the Government has in addition ratified certain paragraphs and sub-paragraphs in Part III [Measures to promote the use of regional or minority languages in public life] and has agreed to apply them to Irish.  These quite specific and concrete measures are to be found in Annex B.  

ANNEX A
Part II of the EUROPEAN CHARTER FOR REGIONAL OR MINORITY LANGUAGES – Objectives and Principles pursued in accordance with Article 2, Paragraph 1.  applies to irish and ulster-scots in northern ireland

Article 7 : Objectives and Principles

1. In respect of regional or minority languages, within the territories in which such languages are used and according to the situation of each language, the Parties shall base their policies, legislation and practice on the following objectives and principles:
1. the recognition of the regional or minority languages as an expression of cultural wealth;
2. the respect of the geographical area of each regional or minority language in order to ensure that existing or new administrative divisions do not constitute an obstacle to the promotion of the regional or minority language in question;
3. the need for resolute action to promote regional or minority languages in order to safeguard them;
4. the facilitation and/or encouragement of the use of regional or minority languages, in speech and writing, in public and private life;
5. the maintenance and development of links, in the fields covered by this Charter, between groups using a regional or minority language and other groups in the State employing a language used in identical or similar form, as well as the establishment of cultural relations with other groups in the State using different languages;
6. the provision of appropriate forms and means for the teaching and study of regional or minority languages at all appropriate stages;
7. the provision of facilities enabling non-speakers of a regional or minority language living in the area where it is used to learn it if they so desire;
8. the promotion of study and research on regional or minority languages at universities or equivalent institutions;
9. the promotion of appropriate types of transnational exchanges, in the fields covered by this Charter, for regional or minority languages used in identical or similar form in two or more States.
2. The Parties undertake to eliminate, if they have not yet done so, any unjustified distinction, exclusion, restriction or preference relating to the use of a regional or minority language and intended to discourage or endanger the maintenance or development of it. The adoption of special measures in favour of regional or minority languages aimed at promoting equality between the users of these languages and the rest of the population or which take due account of their specific conditions is not considered to be an act of discrimination against the users of more widely-used languages.
3. The Parties undertake to promote, by appropriate measures, mutual understanding between all the linguistic groups of the country and in particular the inclusion of respect, understanding and tolerance in relation to regional or minority languages among the objectives of education and training provided within their countries and encouragement of the mass media to pursue the same objective.
4. In determining their policy with regard to regional or minority languages, the Parties shall take into consideration the needs and wishes expressed by the groups, which use such languages. They are encouraged to establish bodies, if necessary, for the purpose of advising the authorities on all matters pertaining to regional or minority languages.
5. The Parties undertake to apply, mutatis mutandis (with necessary changes), the principles listed in paragraphs 1 to 4 above to non-territorial languages. However, as far as these languages are concerned, the nature and scope of the measures to be taken to give effect to this Charter shall be determined in a flexible manner, bearing in mind the needs and wishes, and respecting the traditions and characteristics, of the groups which use the languages concerned.
                        ANNEX B

PART III of the EUROPEAN CHARTER FOR REGIONAL OR MINORITY LANGUAGES - 36 PROVISIONS THAT THE UK GOVERNMENT HAS APPLIED SOLELY TO IRISH IN NORTHERN IRELAND.

Of the thirty-six paragraphs listed thirty paragraphs relate to matters that are the responsibility of the Northern Ireland administration.  The remaining six paragraphs relate to reserved and excepted matters.
Article 8: Education
Paragraphs: 

1a 
With regard to education, the Parties undertake, within the territory in which such languages are used, according to the situation of each of these languages, and without prejudice to the teaching of the official language(s) of the State:

(iii) 
to apply one of the measures provided for under i and ii above [i.e to make available pre-school education or a substantial part of pre-school education in the relevant regional or minority languages] at least to those pupils whose families so request and whose number is considered sufficient; or
 
1b (iv) 
to apply one of the measures provided for under i to iii above [to make available primary education or a substantial part of primary education in the relevant regional or minority language or to provide, within primary education, for the teaching of the relevant regional or minority languages as an integral part of the curriculum] at least to those pupils whose families so request and whose number is considered sufficient;

1c (iv)
to apply one of the measures provided for under i to iii above [to make available secondary education or a substantial part of secondary education in the relevant regional or minority languages; or to provide, within secondary education, for the teaching of the relevant regional or minority languages as an integral part of the curriculum] at least to those pupils who, or where appropriate whose families, so wish in a number considered sufficient;

1d (iv) 
to apply one of the measures provided for under i to iii above [to make available technical and vocational education or a substantial part of technical and vocational education in the relevant regional or minority languages or to provide, within technical and vocational education, for the teaching of the relevant regional or minority languages as an integral part of the curriculum] at least to those pupils who, or where appropriate whose families, so wish in a number considered sufficient;

1 e (iii) if, by reason of the role of the State in relation to higher education institutions, sub-paragraphs i and ii [to make available university and other higher education in regional or minority languages; or provide facilities for the study of these languages as university and higher education subjects] cannot be applied, to encourage and/or allow the provision of university or other forms of higher education in regional or minority languages or of facilities for the study of these languages as university or higher education subjects;
1f (ii) 
to offer such languages as subjects of adult and continuing education; 
1g 
to make arrangements to ensure the teaching of the history and the culture which is reflected by the regional or minority language;
1h
to provide the basic and further training of the teachers required to implement those of paragraphs a to g accepted by the Party;
2
With regard to education and in respect of territories other than those in which the regional or minority languages are traditionally used, the Parties undertake, if the number of users of a regional or minority language justifies it, to allow, encourage or provide teaching in or of the regional or minority language at all the appropriate stages of education.
Total: 9

Article 9: Judicial authorities
Paragraph: 

3 
The Parties undertake to make available in the regional or minority languages the most important national statutory texts and those relating particularly to users of these languages, unless they are otherwise provided.
Total: 1

Article 10: Administrative authorities and public services
Paragraphs:

1
Within the administrative districts of the State in which the number of residents who are users of regional or minority languages justifies the measures specified below and according to the situation of each language, the Parties undertake, as far as this is reasonably possible:
1 a (iv)
to ensure that users of regional or minority languages may submit oral or written applications in these languages;
1c 
to allow the administrative authorities to draft documents in a regional or minority language
2
In respect of the local and regional authorities on whose territory the number of residents who are users of regional or minority languages is such as to justify the measures specified below, the Parties undertake to allow and/or encourage:
2b 
the possibility for users of regional or minority languages to submit oral or written applications in these languages;
2e 
the use by regional authorities of regional or minority languages in debates in their assemblies, without excluding, however, the use of the official languages of the State;
2f 
the use by local authorities of regional or minority languages in debates in their assemblies, without excluding, however, the use of the official languages of the State;
2g 
the use or adoption, if necessary in conjunction with the name in the official language(s), of traditional and correct forms of place‑names in regional or minority languages.
3 
With regard to public services provided by the administrative authorities or other persons acting on their behalf, the Parties undertake, within the territory in which regional or minority languages are used, in accordance with the situation of each language and as far as this is reasonably possible:

3 c
to allow users of regional or minority languages to submit a request in these languages;
4. With a view to putting into effect those provisions of para​graphs 1, 2 and 3 accepted by them, the Parties undertake to take one or more of the following measures: 
4a
translation or interpretation as may be required;

5
The Parties undertake to allow the use or adoption of family names in the regional or minority languages, at the request of those concerned.
Total: 9

Article 11: Media
Paragraphs: 

1:
The Parties undertake, for the users of the regional or minority languages within the territories in which those languages are spoken, according to the situation of each language, to the extent that the public authorities, directly or indirectly, are competent, have power or play a role in this field, and respecting the principle of the independence and autonomy of the media:

1a 
to the extent that radio and television carry out a public service mission:
1a (iii) 
to make adequate provision so that broadcasters offer programmes in the regional or minority languages;

1b (ii) 
to encourage and/or facilitate the broadcasting of radio programmes in the regional or minority languages on a regular basis;
1d 
to encourage and/or facilitate the production and distribution of audio and audiovisual works in the regional or minority languages;
1e (i) 
to encourage and/or facilitate the creation and/or maintenance of at least one newspaper in the regional or minority languages; or
1f (ii) 
to apply existing measures for financial assistance also to audiovisual productions in the regional or minority languages;
1g 
to support the training of journalists and other staff for media using regional or minority languages;
2
The Parties undertake to guarantee freedom of direct reception of radio and television broadcasts from neighbouring countries in a language used in identical or similar form to a regional or minority language, and not to oppose the retransmission of radio and television broadcasts from neighbouring countries in such a language. They further undertake to ensure that no restrictions will be placed on the freedom of expression and free circulation of information in the written press in a language used in identical or similar form to a regional or minority language. The exercise of the above-mentioned freedoms, since it carries with it duties and responsibilities, may be subject to such formalities, conditions, restrictions or penalties as are prescribed by law and are necessary in a democratic society, in the interests of national security, territorial integrity or public safety, for the prevention of disorder or crime, for the protection of health or morals, for the protection of the reputation or rights of others, for preventing disclosure of information received in confidence, or for maintaining the authority and impartiality of the judiciary.
Total: 7

Article 12: Cultural activities and facilities
Paragraphs: 

1
With regard to cultural activities and facilities – especially libraries, video libraries, cultural centres, museums, archives, academies, theatres and cinemas, as well as literary work and film production, vernacular forms of cultural expression, festivals and the culture industries, including inter alia the use of new technologies – the Parties undertake, within the territory in which such languages are used and to the extent that the public authorities are competent, have power or play a role in this field:
1a 
to encourage types of expression and initiative specific to regional or minority languages and foster the different means of access to works produced in these languages;
1d 
to ensure that the bodies responsible for organising or supporting cultural activities of various kinds make appropriate allowance for incorporating the knowledge and use of regional or minority languages and cultures in the undertakings which they initiate or for which they provide backing;
1e 
to promote measures to ensure that the bodies responsible for organising or supporting cultural activities have at their disposal staff who have a full command of the regional or minority language concerned, as well as of the language(s) of the rest of the population;
1f 
to encourage direct participation by representatives of the users of a given regional or minority language in providing facilities and planning cultural activities;
1h 
if necessary, to create and/or promote and finance translation and terminological research services, particularly with a view to maintaining and developing appropriate administrative, commercial, economic, social, technical or legal terminology in each regional or minority language.
2 
In respect of territories other than those in which the regional or minority languages are traditionally used, the Parties undertake, if the number of users of a regional or minority language justifies it, to allow, encourage and/or provide appropriate cultural activities and facilities in accordance with the preceding paragraph.
3
The Parties undertake to make appropriate provision, in pursuing their cultural policy abroad, for regional or minority languages and the cultures they reflect.
Total: 7

Article 13: Economic and social life
Paragraph: 

1
With regard to economic and social activities, the Parties undertake, within the whole country:
1d 
to facilitate and/or encourage the use of regional or minority languages by means other than those specified in the above sub-paragraphs.
Total: 1


Article 14: Transfrontier exchanges
Paragraphs: 

a 
to apply existing bilateral and multilateral agreements which bind them with the States in which the same language is used in identical or similar form, or if necessary to seek to conclude such agreements, in such a way as to foster contacts between the users of the same language in the States concerned in the fields of culture, education, information, vocational training and permanent education;
b 
for the benefit of regional or minority languages, to facilitate and/or promote co-operation across borders, in particular between regional or local authorities in whose territory the same language is used in identical or similar form.
Total: 2

ANNEX C

European Charter For Regional Or Minority Languages

Code Of Courtesy For Irish

Introduction

Linguistic diversity must be regarded as a common cultural wealth. Everyone is entitled to respect and courtesy, which extends to their language.   Every effort should be made to convey this respect even if it is not possible to deal with the person in the language of his/her choice.

Officers should become familiar with the provisions of the European Charter for Regional or Minority Languages that apply to Irish and the measures the Department has decided upon to implement them.

Personal Names 

A person is legally entitled to assume any name he or she wishes – in English or in any other language.  If he or she is generally known by that name, it is valid for purposes of legal identification. Unless it appears that he or she is not generally known by that name, staff must respect the wishes of anyone who wants to be known by the Irish version of their name, and should use only that name in official business. Care should be taken to avoid confusion and duplication if an individual is known by both Irish and English names.  It may be useful to put a record of both versions on file. 
If an officer believes that the person in question may also have been using an English form of their name, they might ask, “Is this the form of your name you always use?   I have to ensure that all your records are together”. 

If a person gives his/her name in Irish, and the officer dealing with the person has difficulty in writing or even pronouncing it, they should ask the person to help them spell it.   

If the name includes an accent, this should present no problem.   Practically all computer software packages cater for this.
 

In short, a person may use whatever form of their name they choose.   This right should never be questioned.   Every effort should be made to write and/or pronounce a person’s name correctly.  Don’t be embarrassed to seek that person’s help.

Face-to-Face Interviews and Meetings

If someone starts speaking in Irish to staff who do not speak Irish you should explain this and offer the person the choice of:

· continuing the interview/meeting in English; 

· giving written views in Irish

· making an appointment for a meeting when an interpreter is present. 

If in doubt, clarify that the language in question is Irish.

If the service is being offered in a public office with a number of counters/hatches, and if only one officer available can speak in Irish, it might be advisable to indicate this, using a simple technique commonly used in bilingual Brussels – placing a card above his/her counter – ENGLISH/GAEILGE.   This should ensure that people wishing to conduct their business in Irish would go straight away to the right counter. 

Another Belgian technique for facilitating business in either Dutch or French is to have one telephone number or telephone extension for service in one language and another for service in the other.   This helps to avoid delays and embarrassments.

If a person gives advance notice that they want to speak Irish, an interpreter should generally be arranged.  This can be done through the NICS Central Translation Service, telephone Linguistic Operations Branch (028.902.58979).  An exception to the general requirement to provide an interpreter might be recruitment interviews, where necessary testing of communication skills in English could not be carried out properly unless English was the working medium.

If no notice is given, the person should be offered the choice of -

· making their point in English 

· giving written views in Irish. 

· making an appointment for a meeting when an interpreter is present.

If a meeting is arranged, double-check beforehand that the interpreter is available. Never  promise a service on which you cannot deliver.

Telephone Calls

If a caller begins the conversation in Irish the officer may respond in Irish (if they speak it) or English. If the officer does not speak Irish they should explain this and offer alternatives for dealing with the call. The following form of words may be helpful:

“I am sorry I cannot answer you in Irish.  But I can offer you the following options for dealing with your call. You may: 

· continue the call in English

· write to us in Irish

· wait while I transfer you to an Irish speaking colleague  

(Note:  only if the Department has identified Irish-speaking staff).

· transfer you to our voice mail where you can leave a message in Irish.”
To contact the voice mail phone – 028.90.2.58971.  The Charter only requires acceptance of oral requests and applications in Irish. There is no obligation to respond in Irish but Irish-speaking staff may do so.  It would be good practice for Irish speaking members of staff to be known so that callers who wish to speak Irish can be put through to them.
Procedures for use of Irish language voicemail
If a caller contacts the central switchboard or an individual department indicating that they wish to conduct their business in Irish, the official receiving the call will speak to them in Irish if they feel confident they can do so.  If they cannot do so or divert the caller to an Irish speaking member of staff they will divert or direct the caller to the Irish language voice mail (028) 902-58971. 
 
The voice mail is monitored by officials in Linguistic Operations Branch, Department of Culture, Arts and Leisure. 

 
Messages received will be translated immediately or forwarded to an interpreter for translation. 
 
Translated enquiries will be forwarded to the appropriate department / official for action. 
  
MESSAGE ON IRISH VOICE MAIL FACILITY (IN IRISH)

“Welcome to the Northern Ireland Civil Service. If you would like to leave a message with us someone will come back to you as soon as possible.   You can leave your message after the tone.  To handle your call we need you to give us the following information:

· Your name 
· Your address
· Your daytime telephone number 
· The name of the person you would like to contact, if you know it 
· The name of the department you would like to contact, if you know it. 
· The nature of your business 
We will try to get back to you as soon as possible but if your business is very urgent you are advised to contact the particular department directly in English.
Correspondence

The Charter obliges departments to accept written applications in Irish.  If it seems that, taking translation into account, it will not be possible to provide a substantive reply by the relevant deadline, an acknowledgement should be issued in the normal way, explaining that the letter is being translated and that a substantive reply will follow.  A positive gesture might be to issue at least the acknowledgment in Irish using a stock form of words. 

The Charter does not oblige departments to acknowledge or reply in Irish to correspondence received in Irish, but officials are encouraged to do so, using the Central Translation Service where necessary.  English translations of the original letter and response should be filed.  For the avoidance of doubt officials issuing responses in Irish who have no Irish themselves may wish to sign the English translation of a response and attach a copy to the unsigned Irish version.             

Addresses

The Local Government (Miscellaneous Provisions) (Northern Ireland) Order 1995 provides that a District Council may place a version of a street name in another language alongside the English name.  For up to date information on non-English street names adopted by District Councils go to http://www.osni.gov.uk/paper/dual_lang.html or contact the Ordnance Survey (info@pointer-ni.gov.uk).  When a person has used a lawful Irish language street name staff should use the Irish form in replying to correspondence or while processing applications.  Both Irish and English versions should be noted on the official record. 

Where third parties may be involved i.e. where a document may need to be scrutinised (e.g. driving licence) or publicised (e.g. planning application) the English form of the street address should be shown as well as the Irish version.  There are no restrictions on using Irish versions of other parts of an address e.g. townland, town, county, country.

When contact is being initiated, it would be in keeping with the spirit of the Charter to use both versions initially, and then continue using whichever language was used in the reply.  Departments and associated bodies are encouraged to use both versions in their documents and publications.

Enquiries and Monitoring

Enquiries about this Guidance and further advice on requests to do business (oral or written) in Irish should be addressed to [insert Department’s contact]. 
ANNEX D

European Charter For Regional Or Minority Languages

Code Of Courtesy For Ulster-Scots

Introduction

Linguistic diversity must be regarded as a common cultural wealth. Everyone is entitled to respect and courtesy, which extends to their language.   Every effort should be made to convey this respect even if it is not possible to deal with the person in the language of his/her choice.

Officers should become familiar with the provisions of the European Charter for Regional or Minority Languages that apply to Ulster-Scots and the measures the Department has decided upon to implement them.

Personal Names 

A person is legally entitled to assume any name he or she wishes – in English or in any other language.  If he or she is generally known by that name, it is valid for purposes of legal identification. Unless it appears that he or she is not generally known by that name, staff must respect the wishes of anyone who wants to be known by the Ulster-Scots version of their name, and should use only that name in official business. Care should be taken to avoid confusion and duplication if an individual is known by both Ulster-Scots and English names.  It may be useful to put a record of both versions on file. 
If an officer believes that the person in question may also have been using an English form of their name, he/she might ask, “Is this the form of your name you always use?   I have to ensure that all your records are together” 

If a person gives his/her name in Ulster-Scots, and the officer dealing with the person has difficulty in writing or even pronouncing it, they should ask the person to help them spell it.   

If the name includes an accent, this should present no problem.   Practically all computer software packages cater for this.
 

In short, a person may use whatever form of their name they choose.   This right should never be questioned.   Every effort should be made to write and/or pronounce a person’s name correctly.  Don’t be embarrassed to seek that person’s help.

Face-to-Face Interviews and Meetings

In the spirit of the Charter departments and associated bodies are encouraged to make provision for Ulster-Scots interviews and meetings.  However at present it is not normally possible to facilitate face-to-face meeting in the Ulster-Scots language due to difficulty in ensuring appropriate quality assurance for interpreters.  Further advice can be sought through the NICS Central Translation Service, telephone Linguistic Operations Branch (028.90.2.58979).  

Telephone Calls

If a caller begins the conversation in Ulster-Scots the officer may respond in Ulster-Scots (if they speak it) or English. If the officer does not speak Ulster-Scots they should explain this and offer alternatives for dealing with the call. The following form of words may be helpful:

“I am sorry I cannot answer you in Ulster-Scots.  But I can offer you the following options for dealing with your call. You may: 

· continue the call in English

· write to us in Ulster-Scots

· wait while I transfer you to an Ulster-Scots speaking colleague  

(Note:  only if the Department has identified Ulster-Scots speaking staff).

· transfer you to our voice mail where you can leave a message in Ulster-Scots.”
To contact the voice mail phone – 028.90.2.58924.  Whilst the Charter does not require acceptance of oral applications in Ulster-Scots, this offers the opportunity to encourage and promote the language in line with Part II of the Charter. It would be good practice for Ulster-Scots speaking members of staff to be known so that callers who wish to speak Ulster-Scots can be put through to them.
Procedures for the use of Ulster-Scots language voice mail
If a caller contacts the central switchboard or an individual department indicating that they wish to conduct their business in Ulster-Scots, the official receiving the call speak to them in Ulster-Scots if they feel confident they can do so.  If they cannot do so or divert the caller to an Ulster-Scots speaking member of staff they will divert or direct the caller to the Ulster-Scots language voice mail (028) 902-58924.

 
The voice mail is monitored by officials in Linguistic Operations Branch (LDB), Department of Culture, Arts and Leisure. 
 
Messages received will be translated immediately or forwarded to an interpreter for translation. 

 
Translated enquiries will be forwarded to the appropriate department / official for action. 
 
MESSAGE ON ULSTER-SCOTS VOICE MAIL FACILITY (IN ULSTER-SCOTS)

 “Welcome to the Northern Ireland Civil Service. If you would like to leave a message with us someone will come back to you as soon as possible.   You can leave your message after the tone.  To handle your call we need you to give us the following information:

· Your name 
· Your address
· Your daytime telephone number 
· The name of the person you would like to contact, if you know it 
· The name of the department you would like to contact, if you know it. 
· The nature of your business 
We will try to get back to you as soon as possible but if your business is very urgent you are advised to contact the particular department directly in English.
Correspondence
The Charter does not oblige departments to accept written correspondence in Ulster-Scots, however it would be in the spirit of the Charter to do so.  If it seems that, taking translation into account, it will not be possible to provide a substantive reply by the relevant deadline, an acknowledgement should be issued in the normal way, explaining that the letter is being translated and that a substantive reply will follow.  A positive gesture might be to issue at least the acknowledgment in Ulster-Scots using a stock form of words.  Further advice can be sought through the NICS Central Translation Service, telephone Linguistic Operations Branch (028.90.2.58979).
Addresses

The Local Government (Miscellaneous Provisions) (Northern Ireland) Order 1995 provides that a District Council may place a version of a street name in another language alongside the English name.  For up to date information on non-English street names adopted by District Councils go to http://www.osni.gov.uk/paper/dual_lang.html or contact the Ordnance Survey (info@pointer-ni.gov.uk).  When a person has used a lawful Ulster Scots language street name staff should use the Ulster-Scots form in replying to correspondence or while processing applications.  Both Ulster-Scots and English versions should be noted on the official record. 

Where third parties may be involved i.e. where a document may need to be scrutinised (e.g. driving licence) or publicised (e.g. planning application) the English form of the street address should be shown as well as the Ulster-Scots version.  There are no restrictions on using Ulster-Scots versions of other parts of an address e.g. townland, town, county, country.

When contact is being initiated, it would be in keeping with the spirit of the Charter to use both versions initially, and then continue using whichever language was used in the reply.  Departments and associated bodies are encouraged to use versions in both languages in their documents and publications.

Enquiries and Monitoring

Enquiries about this Guidance and further advice on requests to do business (oral or written) in Ulster-Scots should be addressed to [insert departmental contact]. 
� Local Government (Miscellaneous Provisions) (Northern Ireland ) Order 1995, Section 11, see http://www.osni.gov.uk/paper/dual_lang.html


� Vowels in Irish may have long accents, similar to the accent aigu in French.  However, unlike French, the accent in Irish is also used in the case of capitals.  When using Microsoft Word, the accent can be keyed in b y pressing the Alt Gr key and then the vowel in question.  In the case of capitals the Shift key should also be pressed.  All such letters can also be accessed by using the Insert –Symbol facility.





� Some Ulster-cots spelling systems use accents to represent inflexion.  When using Microsoft Word, the accent can be keyed in b y pressing the Alt Gr key and then the vowel in question.  In the case of capitals the Shift key should also be pressed.  All such letters can also be accessed by using the Insert –Symbol facility.
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