
خش
ص

حاو 
 د

تي
دح
ف ث

قو ي
 ت

حاو
خد
ص

حاو 
 د

تي
دح
ف ث

 ي

قو
حاو ت

د

Vom Brainstorming 

von Coco Riot und 

C'est en Franglais Teil-

nehmer auf Dinge zu 

tun, damit Treffen 

gemütlich und kom-

fortabel für die Men-

schen, die nicht spre-

chen die dominante 

Sprache (n) geführt:

어떤 누구의 어머니 혀로 사람들을위한 더 어렵게 

만듭니다

영어 또는 프랑스어 아닌가요? 상황이되지 않 ( 

최소로 유지를 위해회의 및 기타 커뮤니케이션 

상황에서방해 빠르게 말하기 긴 문장과  단어 농담, 

아이러니, 풍자, 유머 긴 회의약어너무 많은 표현 

(구문의회전, 얼굴없는 표정에서와 같이외부 참조 

(예 : 우
리가 어렸을 때 프로그램 모두가 퀘벡에서 

본 기억이 오 .. 등
?)

당신처럼 그들은 마치 영어로 편안 / 

Добровольцы шепот переводчика до важной встречи, 

подчеркивается, что добровольцы просто должны быть 

удобными случайно перевод на несколько человек, они не 

должны быть профессиональными переводчиками, и они не 

будут просить, чтобы встать и перевести перед всей группой. 

После того как вы приняли на работу несколько 

добровольцев, убедитесь, что рекламировать, что будет 

шепотом переводе с языка на язык X Y на совещании

добавить многоязычный текст приглашения на заседание 

(только на языке (языках), 

которые подтверждают перевод.)

Если широкая общественность в настоящее время приглашен 

Contratar a traductores voluntarios su-

surro antes de una reunión importante, 

destacar que los voluntarios sólo tiene que 

ser cómodo casual que se traduce en unas 

pocas personas, no tienen por qué ser tra-

ductores profesionales y no se le pedirá 

que ponerse de pie y se traducen en frente 

de todo el grupo.Después de haber re-

clutado a algunos voluntarios, asegúrese 

de anunciar que habrá traducción susurro 

Inclusive meetings' 
nuts and bolts

What makes it more difficult for people whose 

mother tongue is not English or French? Things to avoid (or keep 

to a minimum) in meetings and other communication situations:

> Interrupting

> Speaking quickly

> Long sentences and multisyllabic words

> Jokes, irony, sarcasm, humour

> Long meetings

> Acronyms

> Too many expressions (as in turns of phrase, not facial expressions!)

> External references (such as, oh remember that program everyone watched in Quebec when  

   we were kids?)

> Talking down to people just because they are not as comfortable in English/French as you are

> Making announcements about translation ONLY in the dominant language

> Asking if people need translation support and then quickly moving on before people         

   have a chance to really respond

> Getting frustrated with “side conversations” that are actually whisper translation

Adapted from COCo Riot's workshop on 

March 9th, 2012  -  C'est en Franglais Forum

as members of the dominant language 

group(s), actively do some learning 

about the other languages that are 

used in your group

WHAT TO DO:

WHAT NOT 
TO DO:

WHAT TO DO: Before the Meeting:
From the brainstorm led by Coco Riot and   

C'est en Franglais participants on things to do in 

order to make meetings welcoming and comfort-

able for people who do not speak the dominant 

language(s):
- 

As members of the dominant 

language group(s), actively do some 

learning about the other languages 

 that are used in your group.

When planning the meeting be specific 

about which languages other than the dominant language 

that you want the meeting to operate in.  For instance maybe 

this particular meeting is most relevant to people who speak 

Farsi, or maybe in general it is important for meetings to be 

more accessible to Spanish-speaking members.

1 2

We thank the the Department of Canadian Heritage for it's financial 

contribution on this projet.
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Recruit volunteer whisper translators before an important meeting, emphasize that volun-

teers just need to be comfortable casually translating to a few people, they do not have to be 

professional translators and they will not be asked to stand up and translate in front of the 

whole group.

After you have recruited some volunteers, make sure to advertise that there will be whisper 

translation from language X to language Y available at the meeting

add some multi-lingual text to invitations for the meeting (only in the language(s) that you 

have confirmed translation for.)

If the broader public is being invited to the meeting, make sure to publicize the meeting 

information through communication channels that are widely used by people that do not 

speak the language.

It can also be helpful to meet with key businesses, organizations, or community leaders who 

speak the language(s) that you are outreaching to.  Make sure to listen at these meetings and 

invite feedback.

If possible, get the main points of the agenda translated before the meeting and print them 

out.

Try to have a translation volunteer available to greet and welcome people as they arrive so 

that they can feel comfortable from the very beginning.

Encourage people who need translation support to sit in small clusters around each whisper 

translator.

Open the meeting with some words of welcome in the non-dominant language(s) that you 

are outreaching to and apologize that you do not have the ability to conduct the main content 

of the meeting in the non-dominant language(s).

Make an announcement at the beginning about how translation will work during the meeting 

and encourage people to move around to get closer to a whisper translator (make sure this 

announcement is translated into the non-dominant language(s). 

If possible write-out an agenda in dominant and non-dominant languages or distribute 

translated copies of the agenda.

Inclusive meetings' 
nuts and bolts

WHAT TO DO: Before the Meeting:

During the Meeting:WHAT TO DO:
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*Continued from previous page.
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Inclusive meetings' 
nuts and bolts

WHAT TO DO: During the Meeting:

Present some basic ground-rules 

for the meeting such as:  

Actively give everyone a chance to talk - go-arounds can be helpful here,

as they don't involve singling people out.

Make sure to take breaks to recognize the extra effort it takes to participate in a 

meeting in a foreign language, especially for the whisper translators!

Provide time at the end of the meeting for feedback about how to improve language 

accessibility for the next meeting.

At the end of the meeting thank everyone for their effort making the meeting accessible in 

multiple languages.

Be prepared to challenge your assumptions, and the assumptions of your group - take action!

Make sure to personally thank the whisper translators for their hard work and invite any 

additional feedback they may have about how to improve future meetings.

If possible get a summary version of the notes of the meeting translated and sent around to 

meeting participants. 

As members of the dominant language group, try to attend some meetings that are being held 

in a language that you do not speak and see what ideas this may give you for your next meeting!

WHAT TO DO:

“respect regardless of language”

“one speaker at a time (other than whisper translators)” 

“if you are a person who usually speaks, step up into a 

listening role – if you are a person who usually listens, step 

up into a speaking role”

“anyone can pause or slow down the meeting if they can’t 

follow what is being said”
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After the Meeting:

*Continued from previous page.


