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	Interpretation and Translation 
Council wide services for face to face, telephone and written interpreting, translation and transcription.

	Contact Details
	Equalities Officer
	equalopportunities@moray.gov.uk




	CURRENT AVAILABLE SERVICES – PM NOMINAL 40712

	Supplier
	Services

	Global Language Services (GLS)
	Face to Face (Foreign Language)

	Language Line Solutions
	Telephone Interpretation

	Global Language Services (GLS)
	Written Translation



	FACE-TO-FACE INTERPRETATION (FOREIGN LANGUAGE)

	Face-to-face interpretation is particularly appropriate for discussions that involve the exchange of sensitive and/or complicated information. To help you decide whether face-to-face interpretation is the best way to communicate with your customer, the following provides examples of face-to-face interpretation scenarios to date:
· Parents’ evenings (Education)
· Local Integrated Assessment Planning (Education)
· Preparation for court cases (Criminal Justice)
· Access to benefits (Revenues)

PLEASE NOTE - Before arranging an interpreter you will need to agree a convenient date and time with your customer. Where the individual has no understanding of English at all this can be done via the telephone-based interpretation service or a translated letter (see below).  

	How to book?
	Please use the booking link in Global Language Services User Guide to book your face to face interpretation, until we have a permanent system confirmed.  * Please make sure you enter your work contact number in case the interpreter needs to contact you.

	Notice Required?
	Please aim to provide a minimum of two working days’ notice for on-site interpretation services. The supplier will try to accommodate services requests with less notice, e.g. same day, in exceptional circumstances. 

	Costs
	Price

	Interpretation
	£27.50 per hour - 1 hour minimum charge, then pro rata by 5 mins

	Travel
	£12 per hour.  No minimum fee - pro rata by 5 mins

	Cancellation – Please cancel on GLS System AND send email to mail@globalinverness.com asap

	Fees
Less than 24 hours’ notice provided by the Council
Failure of client to attend
Interpreter fails to attend confirmed booking
	

£17.50 - Any expenses incurred will be added
£17.50 - Plus travel time and travel expenses 
£27.50 


			
	TELEPHONE-BASED INTERPRETATION
This can be used when your customer is present and can involve a two-way discussion between the interpreter and customer, or a three-way discussion between council staff, interpreter and customer.    It is suitable for brief discussions including:
· Determining the customer’s need at first point of contact;
· Two or three-way conversations;
· Short, language-assisted conversations (up to 20 minutes);
· Routine enquiries, bookings or cancellations;
· Out-of-hours and/or emergency situations.


	How to book?
	You will need the following details at the time of booking:
· Language
· Whether two or three-way telephone conferencing is required
· Whether the customer is present or not
· Organisation
· The appropriate Access Code and Code Name from the list below
Please book directly with Language Line on 0800 587 2559 and refer to Language Line’s ‘Customer Use Guide 2023’ which gives you step-by-step instructions on how to use this service.  

	Costs
	68p per minute.

	Codes
	· 569998 Finance
· 569999 ICT
· 769713 Human Resources
· 769714 Legal and Committee Services
· 769715 Corporate Policy Unit
· 769716 Community Planning and Development
· 769717 Planning and Economic Development
· 769718 Direct Services
· 769719 Housing and Property
· 769720 Community Care
· 769721 Children and Families
· 770042 Education – Resources
· 769723 Education – Schools, Learning and Development
· 769724 Education – Additional Support for Learning
· 769725 Access Points



	WRITTEN TRANSLATION

	Before making a request please check whether standard forms and letters have already been translated to avoid incurring unnecessary translation fees.  It is possible to ask for a sentence to be translated and then inserted into a standard letter that has already been translated.


	How to Book?
	email equalopportunities@moray.gov.uk with the following information:
· Language
· Timescale 
· The standard period for return of written translations is 2 days, although a 1 day service is available if required.
· Cost code and management code relevant to your department

	Cost
	8p per word






		

	2	Last Updated May 2025

image1.png




