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Foreword:

This guideline is intended to enable public service providers from Government
departments to take a quick grasp of the interpretation and translation services which are
provided by the Centre for Harmony and Enhancement of Ethnic Minority Residents (CHEER)
of Hong Kong Christian Service. Please refer to the full version of the Guidelines (English
version only) for details of the service, which has been uploaded to the Central Cyber
Government Office (CCGO) by the Home Affairs Department (HAD).

About CHEER:

Centre for Harmony and Enhancement of Ethnic Minority Residents (CHEER) is one of
the support service centres funded by the Home Affairs Department (HAD) of HKSAR
Government to provide accessible services to ethnic minorities in Hong Kong. Through the
provision of services ranging from tangible interpreting service to multi-dimensional
programmes, CHEER aims at facilitating ethnic minority people to have a cheerful and
harmonious life in the society.

lll.Service Targets of Interpretation and Translation Services:

€ Non-Chinese/non-English speaking ethnic minority (EM) people who are living in
Hong Kong

€ *Public service providers

Objectives of Interpretation and Translation Services:

€ To enable non-Chinese/non-English speaking EM to access public services and
resources

€ To ease communication between non-Chinese/non-English speaking EM in Hong Kong
and the public service providers

Format of Interpretation and Translation Services:

Provide services in English and 8 ethnic minority languages/dialects including:

1. BahasalIndonesia * *Remark:
2. Hindi 2 Priority will be given to public service providers without
3 N I : other interpretation support provided by their own
) epall : organizations / departments. Public service providers who
4. Punjabi can access to in-house interpretation support should make
: their own arrangements on provision of interpreters. In
5. Tagalog : particular, the service is not intended for cases involving
6. Thai : specialized or professional fields (e.g. involving medical
: or legal terms), or involving high-risk liabilities. Public
7. Urdu : service providers should separately arrange for interpreters
8. Vietnamese : with specialized training for these areas



1. Telephone Interpretation Service (TELIS) &
Telephone Interpretation Service Appointment (TELISA)

TELIS/TELISA (BELEZRB/ BELEEREETEZY) will include interpretation from English to

8 EM languages. Besides, service from Cantonese to 4 EM languages (Hindi, Punjabi, Urdu, Nepali)
will mainly be operated during office hours of public service providers (i.e. Monday to Friday 9am to 5pm,
Saturday 9am to 1pm; except 1pm to 2pm on Monday to Friday and public holiday). In the case Cantonese
interpreters are not available; calls will be handled by English speaking interpreters.

Service Format: | Via the telephone system which facilitates 3-way voice
conference enabling provision of over-the-phone interpretation
among EM service user, public service provider and
Interpreter/Translator. Pre-booking of telephone interpretation
is available to facilitate better matching of interpreters to cater the
needs of EM users such as gender.

Upon requests and consents from public service providers and EM
service users, online web-conference can be provided via use of IP
Phone with built in camera at the 16 satellite centres and other
web-conference tools such as whatsapp video call, zoom, google
meet, google hangout etc.

Hotline 8 hotline numbers for the different languages for easy dial by

numbers: users and a designated hotline number for service providers
including government departments, NGOs and schools will be
provided.

Languages Hotline Number
Hotline for Bahasa Indonesia 3755-6811
Hotline for Nepali 3755-6822
Hotline for Urdu 3755-6833
Hotline for Punjabi 3755-6844
Hotline for Tagalog 3755-6855
Hotline for Thai 3755-6866
Hotline for Hindi 3755-6877
Hotline for Vietnamese 3755-6888
Hotline for Public Service Providers including Government 3755-6800
departments, NGOs and Schools

Operation TELIS:

Hour: Monday — Sunday from 8a.m. to 10p.m. (except public holidays)
TELISA:
Monday - Friday from 10a.m. to 6p.m., Saturday from 10a.m.
to 2p.m. (except public holidays)
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Support du_ring An English and/or Cantonese speaking staff will standby to answer
Non-operation calls during non-operation hours to arrange interpretation support

Hour: on URGENT MATTERS
Applicants: * EMusers

*  Public service providers
Application: TELIS:

» Call our hotlines and get immediate TELIS support.

* In the case of no interpreter is available, callers can leave
voicemail in the system. All voicemails will be replied as
soon as possible. The voicemail system is able to hold 9999
messages per phone.

TELISA:

* Make booking at least 3 working days in advance by calling
our hotlines or completing “TELIS Appointment Request
Form” and return to CHEER via fax or email.

* Reply for TELIS Appointment will be made via email or fax
within 24 hours.

Fee: Free of charge

Cancellation of TELIS Appointment:

€ Call the TELIS hotline of respective language at least 24 hours prior to the scheduled TELIS
Appointment or,

€ Call the TELIS hotlines of respective language immediately in case your EM user failed to
attend the appointment.

€ The TELIS Appointment shall be cancelled automatically if it cannot beqgin within 15
minutes of the scheduled time.




GOOD Practice of using TELIS &TELISA:
"[BEFORE TELIS & TELISA!:

® Make a booking for TELIS Appointment under below circumstances

When special arrangement is necessary, e.g. A male or female interpreter particularly requested by EM users or assessed as appropriate
for sensitive cases.

When doing initial intake, helping clients to filling up forms or handling application procedures that may take longer time, and when such
needs are foreseeable.
®  Arrange suitable communication devices

* Use either (i) telephones with speaker phone functions or (ii) two fixed line telephones, instead of using mobile phone.
* (*The quality of the call may be adversely affected by background echo noise if mobile phone is used.)

¢ Use a webcam to facilitate online face-to-face communication with our interpreter whenever necessary or requested by EM users.

® Identify suitable language
Use “CHEER Language Identification Card” (Appendix I) or call the direct line at (No. 3755 6800) to identify the language used by EM users.

® Explain roles and functions of interpreters to EM users
Use the “Role of interpreter and consent to use interpretation service” (Appendix Il) to make an introduction to EM users.

® Find a quiet place, set enough time for interpretation and you are READY TO CALL TELIS Hotlines.

(*If the hotline of respective language is engaged, you may leave a message & the interpreter will call you back as soon as possible.)

DURING TELIS &TELISA |
1. Mark down the NAME of the interpreter
2. Ensure the interpreter can speak the requested language
3. Tell the interpreter the following information:
Your Agency Code (if any)(*refer to Appendix XIV)
Your Name and Title
Agency Name and Contact Means (*skip if Agency Code is available)
Brief information about objective of your call
Whether you need 3-way conference or use webcam
AVOID technical terms and professional jargons
Keep sentence SHORT
Allow ENOUGH TIME for interpretation
Summarize the outcomes, ready to clarify and further explain to the EM user if
there is anything unclear.

L 2R 2R 2R 2R 2

N o g bk

IAFTER TELIS & TELISA|

€ Complete the feedback forms for you and the EM users (Appendix XII and XIII),
return to us via fax (No. 3106 0455) or email (tis-cheer@hkcs.email).




Operation Flowchart of TELIS during Operation Hours /| BEEEZERE (TELIS)RB A RENBREREER
( Only English version is provided R2#HE ThRZA )

Receive phone call via phone network/internet through 9 separate telephone numbers

3755 6800
For Public Service Providers Use only
: E E Press “1” for Bahasa Indonesia
Bahasa Nepali* Urdu* Punjabi Tagalog Thai Hindi* Viethamese Press “2” for Hindi*
Indonesia : 37556888 Press “3" for Nepali*
37556811 . | 37556822 37556833 37556844 37556855 | 37556866 | | 37556877 Press “4” for Punjabi
Press “5” for Tagalog
Press “6” for Thai
Press “7” for Urdu*
Press “8” for Vietnamese
Press “0” for unknown languages
Message in respective languages & English
*Subject to the availability of Cantonese
interpreters, interpretation between /
Cantonese and these languages can be “1" to “8”
provided.
E I ou E
Language cannot be
l recognized /

AEEEEEEESR EEEEEEEN requestedfor
LINE FREE : LINE BUSY & Line free for any services outside the 8
» . interpreter? languages

LR R R RRR R R EEEEnnnn1l
I Interpreters will ask
IIIIII“I”IIIII'IIIIIIIIIIIII. Ca"ertO rec()rdthe
. IF;rrfsja #;Sto main menu to select . ! message and referral
Call answered by i g . ENES will be made to other
respective interpreters o |incfree f——= Fress’v (0leaveamessage .« Interpreter tries to liaised organizations
after hold - st o el e - recoggize language as appropriate.
- respective languages & English .
fssEEEEEEEEEEEEEEEEEEEEENT

Service Rendered

Language recognized




Operation Flowchart During Non-operation Hours i ERIE(TELIS)RIEHR L BERNBRERER

( Only English version is provided RIZ#EEICRA )

1 English or/and Cantonese-speaking staff stands by

Receive phone call via phone network/internet through 9 separate telephone numbers

!

L X X 2

call in English.

Thank you for calling HKCS telephone interpretation service.
Sorry! It is now outside our operation hours.
For emergency, you can call the following hotlines: Call 999 to contact the police, fire
and ambulance services, call Social Welfare Department 24-hr Hotline at 18288, call
suicidal prevention hotline at 2896 0000, call 18281 in case of sexual violence or call
1823 for enquiry to aovernment departments.
€ For urgent matters requiring interpretation, please press “1”. Our staff will answer the

€ For other matters, please call back during our operation hours. Our operation hour is
from Monday to Sunday, from 8am to 10pm.
Message in 8 languages & English

Press “1” for Urgent Matters \

Thank you for calling the emergency hotline of HKCS telephone interpretation service.
Please hold, our staff would answer your call shortly. Message in English

v

LINE FREE

\ 4

S

v

LINE BUSY

v

Staff answers the call
to Identify Urgent/ Non-Urgent requests

I Non-Urgent Request

I Advise callers to call back
I during the operation hours

v

Sorry that line is busy.
Press “#” to leave a message;
or you can hold.

Message in English

Urgent Request
Check with interpreters and confirm
whether interpretation support is
available AS SOON AS POSSIBLE

v
v v

“won

Hold Press “*

v

Transfer user’s call to
interpreter immediately
while user on hold

Call back users after
finding interpreter
AS SOON AS POSSIBLE

Service Rendered

A 4

Interpreter support not available
(Service cannot be rendered)

(for max. 90 seconds)
v \ 4
Please leave your name,
name of organization and
telephone number, enquiry
or required service after the
beep tone.

Message in English




2. On-Site Interpretation Service (OIS) RIS {E:2E %

Service Format: Face-to-face interpretation when our interpreters are present physically in the
same place as the public service provider and the EM user.

Operation Hour: | Monday — Friday from 10a.m. to 6p.m.,
Saturday from 10a.m. to 2p.m.
(except public holidays)

Applicants: Public service providers

Application: * Make booking at least 3 working days in advance by completing “OIS
Request Form” and return to CHEER via fax or email
* Reply for OIS will be made via email or fax within 24 hours.

Fee: During Operation Hour: $100 per hour
During Non-Operation Hour: $200 per hour

Settlement of Payment:

1. PAID BY CASH to our interpreters upon completion of OIS service on site. Please give exact
amount of fee to the interpreters and official receipt will be issued upon request.

2. REQUEST FOR AN INVOICE from us and SETTLE THE PAYMENT BY CHEQUE.

Cancellation of OIS:

€ Call the TELIS hotline of respective language at least 24 hours prior to the scheduled OIS
appointment or,

€ Call the TELIS hotline of respective language immediately in case your EM user failed to attend the
appointment. The OIS appointment shall be cancelled automatically if it cannot begin within 15
minutes of the scheduled time.




GOOD Practice of using OIS:

BEFORE OIS):

1. Make a booking as early as possible

€ As OIS is provided according to assessment of need and resource priorities, it is
always a good practice to make appointment as early as possible to ensure
availability of suitable interpreters.

2. Give clear and correct information on the “OIS Request Form” (Appendix VI)
€ Ensure information provided on the form are clear and correct, return to us via fax
(No. 3106 0455) or email (tis-cheer@hkcs.email) at least 3 working days in advance.

3. Request for male or female interpreters when appropriate

€ A male or female interpreter is particularly necessary due to cultural needs of the EM
users and when gender differences may affect the participation of the EM user.

€ |tis always a good practice to arrange a male or female interpreter when requested
by EM users or assessed as appropriate for sensitive cases.

4. Find a quiet place to conduct the OIS and set enough time for interpretation

DURING OIS:

1. Allow the interpreter to INTRODUCE himself or herself (name, roles and functions)
2. Ensure the EM user knows who will participate in the interpretation process
3. Look at, speak to and ask questions to the EM user DIRECTLY

1@ ';:jj:::::::_’a ”

Service Provif&éri_ |

4. AVOID technical terms and professional jargons
€ Remember that interpreters are not someone from your profession; they are there to
provide interpretation service only.
Keep sentence SHORT
Allow ENOUGH TIME for interpretation

Ask open-ended questions regularly to ensure mutual understanding is achieved

€ ltis always a good practice to summarize the outcomes, ready to clarify and further explain
to the EM user if there is anything unclear.

AFTER OIS}

€ Complete the feedback forms for you and the EM users (Appendix XII and XIlII),
return to us via fax (No. 3106 0455) or email (tis-cheer@hkcs.email).

€ Settle the payment for OIS by Cash or Cheque




3. Simultaneous Interpretation Service (SIS) E[HF{EZAR

Service Format: Face-to-face interpretation when our Interpreter/Translator is present physically
in the same place as the public service providers and the EM users. It also gives
support to service providers on transmitting essential information to respective groups
of EM users in workshops and seminars.

Operation Hour: | Monday - Friday from 10a.m. to 6p.m.,
Saturday from 10a.m. to 2p.m.
(except public holidays)

Applicants: Public service providers

Application: * Make booking for the service at least 21 working days in advance by
completing “SIS Request Form” and return to us via fax or email
* Reply for SIS will be made via fax or email within 7 working days.

Fee: During Operation Hour: $200 per hour
During Non-Operation Hour: $400 per hour

Remark: e The duration of each SIS request is a maximum 2 hour, and the contents of
requests would be information that promotes EM’s access or understanding of
school system, service or information, such as an orientation briefing session to
parents of new students, application procedures of the central allocation systems
for primary/ secondary schools.

Settlement of Payment:

1. PAID BY CASH to our interpreters upon completion of SIS service on site. Please give
exact amount of fee to the interpreters and official receipt will be issued on request.

2. REQUEST FOR AN INVOICE from us and SETTLE THE PAYMENT BY CHEQUE.

Cancellation of SIS:

€ Call the TELIS hotline of respective language at least 24 hours prior to the scheduled SIS appointment
or, Call the TELIS hotline of respective language immediately in case your EM users failed to attend the
appointment.

€ The SIS appointment shall be cancelled automatically if it cannot begin within 15 minutes of the
scheduled time.
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4. Translation Service (TS) & Proof-reading Service (PS)
FEARE M IR

Service Format:

TS : Translation of written communication from English into 8 respective EM
languages for documents without any specialized/professional terminologies and
vocabularies.

PS : Translations done by third parties (i.e. not done by our centre) can be proof-read
by CHEER. Our interpreters/translators will proof-read the translated
versions and mark suggestions with ink on the copies. The marked copies
with an appendix indicating all suggestions will be sent to the requesters.

Operation Hour

Monday — Sunday from 8a.m. to 10p.m. (except public holidays)

Applicants:

Public service providers

Application:

* Apply at least 14 working days in advance by completing the “TS/PS Request
Form” and return to CHEER via fax or email
Reply for TS/PS will be made via email within 3 working days

Fees: TS: $2 per 1 English word to 1 EM language (Minimum charge at $300)
PS: $1 per 1 EM word to English (Minimum charge at $100)
Remark: * The number of pages per request will be capped at 2 A4 pages with 2 line

spacing.

* Eligible materials for translation or proof- reading services are mainly for
information that promote EM’s access to public service/ service information,
such as a brief introduction to services of a Centre, a programme or scheme.

Workflow of TS:

i Applicant provides documents 1) Documents translated by The applicant will get the
i tousin the following format: our Translators of respective translated materials in:

i 1) Ad sized in Word format, : language(s).

: . 1) Softcopy (WORD
i 2) Fontstyle: Times New Roman, 2) Translators proof-read the and PDF file),

i 3) Font Size: 12, i translated materials before

: ) ) : return to the applicant. 2) Hardcopy (when
: 4) Double-line spacing. ; request by post or
i el collect in person)

Settlement of Payment: PAID BY CASH OR CHEQUE upon receipt of invoice to your unit/department.

| 4

Cancellation of TS/PS: No cancellation will be accepted once a confirmation of translation request has been issued. The

agency or department will be liable to make full payment of the agreed translation fees
0 0 00 0000000000000 0000000000000 00000000000 000000 0000000 000000000000 0000 0CNCNOSNOIONONONONONOLEONEONONOSNOSLOLONONOND
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5. Voice-Recording Service (VRS) $%ZR%

Service Format:

Voice-Script recording of translated text in the 8 EM languages.
Materials would be related to promoting public resource information to
the EM community. The recording format will be in MP3 format.

Operation Hour

Monday — Sunday from 8a.m. to 10p.m. (except public holidays)

Applicants: Public service providers
Application: * Make booking for the service at least 14 working days in advance
by completing “VRS Request Form” and return to us via fax or
email
* Reply for VRS will be made via email within 7 working days.
Fee: Free of charge

6. Sight Translation Service for Service Providers (STS)

T ARG R AR

Service Format:

STS is a verbal interpretation in English. The sight interpretation
service of documents/ certificates does not include written translation or
notarization/ certification by CHEER. Documents for this tailor-made
sight translation should be no more than 2 A4 pages.

Operation Hour:

Monday — Sunday from 8a.m. to 10p.m. (except public holidays)

Applicants: Public service providers
Application: * Make booking for the service at least 7 working days in advance by
completing “STS Request Form” and return to us via fax or email
* Reply for STS will be made via email within 7 working days.
Fee: Free of charge
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7.WhatsApp & Sight Interpretation Service (WSIS)

eI

Service Format:

Verbal interpretation of brief documents or forms written in
English into one of the 8 EM languages. This does not include
request to writing the interpreted content in the EM language, or
sight translation of text in EM language to English/ Cantonese.

Operation Hour:

Monday from 9a.m. to 5p.m
Tuesday — Sunday from 9a.m. to 9p.m.
(except public holidays)

Applicants: EM service users
Agpleatog: e Bring the document and visit CHEER in person during
operation hours. Service will be provided immediately.
* Send the documents to us by fax or email or whatsapp.
Reply will be made within 2 working days.
Fee: Free of charge

8.Bridging Service /AR

Service Format:

CHEER will assist EM users to pass their requests to public service
providers to make arrangement for interpretation service at their
appointments

Operation Hour:

Monday — Sunday from 8a.m. to 10p.m. (except public holidays)

Applicants:

EM service users

Application:

Make request for the service by calling the TELIS hotline or
WhatsApp to CHEER by providing details of the appointment
and contact of the service providers.

CHEER will bridge the requests from EM users for interpretation
to service providers. Request should be made preferably at least
5 working days prior to the date of appointment.

With sufficient information provided by EM users, CHEER
will bridge up the public service providers to make arrangement
within 5 working days.

Fee:

Free of charge

13




Appendix I: CHEER Lanquage ldentification Card (FRONT)

g | &S B AR o7 BEES
FLAG Language | Hotline No. Select A Language
Bahasa Pilih bahasa yang Anda inginkan dan penyedia layanan
- Indonesia 3755 6811 akan membantu Anda membuat panggilan ke Layanan
ek Penerjemahan lewat Telepon CHEER (TELIS) hotline
Nepali TUTES Slod ATOT TSR AT qTITSHT TAT TITFEEA
= vk, v
fe’n®sE | 37556822 JUTEATe CHEER gl foTwid ey da1 (TELIS)
Tt ZEATZAHT B I T I g,
Point to the language
you speak and your
. id ) . )
Urdu service providers can | . 3 S oS e G S ol o )
_ help you to make a o o N ) .
(O | SE®F | 37556833 | T | <SS 08 G S e CHEER b o8 ol
ca 0 ]
3 O S S aae (Sl e 38 U8y (Y EL S (TELIS) < s
Centre’'s  Telephone
Interpretation Service
® o (TELIS) Hotline so you
. Punjabi can communicate St 98 T IHT <8 feHdT I3 M3 TS HET YFEST 3T
EWEEE | 37556844 ' CHEER fieg €t 28tes =fmaf A=t (TELIS) €t Tiewds 3
UYareft % I35 29 HeeE JIad
*T®T Ituro ang wikang iyong binibigkas at maaari kang
Tagalog 3755 6855 tulungan ng iyong tagabigay ng serbisyo na makatawag
ft IN%sE sa Hotline ng Serbisyong Interpretasyong Pantelepono
(TELIS) ng CHEER
FEHBEEMRNE
— Thai 5 REBBRAEH %’lﬂﬁmmﬁﬂmwmLLé?Lﬁﬁuﬁwﬁ‘uaowu'sﬂaﬂu
[ B 3755 6866 I o | wuaaInsdwiinfisusiuuinisaaminsdwi
— g REE "TRE) OB | (TELIS) wasgud CHEER
EEERK (TELS)
Hindi BiR | HEARMITLUE
: m;ﬁ ST ATOT 3T STeAd & SO STOT T G2 Hehd < 3T TR T
& NEsR 37556877 | s, TETAT AR CHEER v % Sefihie =aredr #a1 (TELIS)
ford BIEATET UT HIS LT F ATTHT HIE T
b el Ll . ;
Hay chi vao ngbn ngit thich hop ban, dé nguoi cung cap dich
Vletr]al”ilese vu hd cho ban goi téi CHEER trung tam Tro Gilp Thong
EREEEE 3755 6888 , R L . Y
Tiéng Viét Dich Qua Buong Day Néng (TELIS), dé ban c6 thé giao tiep

duoc
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Appendix II: Role of interpreter and Consent to use interpretation services

HE2 S Ry A e NI R R R RS

Hong Kong Christian Service
CENTRE for HARMONY and ENHANCEMENT of ETHNIC MINORITY RESIDENTS (CHEER)

EEEEHRERE RE-OBETALIXBEREHDO
IKnowing More about Roles of An Interpreter:|

The primary role of an interpreter is to facilitate communication between you and your public
service providers who do not speak your language. Therefore an interpreter:

® Should never act on behalf of the service user and should never speak on behalf of either party.
® [s not employed by the beneficiary and should not act as their advocate.

IKnowing More about Code of Ethics of An Interpreter:|

ALL CHEER's interpreters are guarded against the code of ethics. The code of ethics serves as a
guide to users as to what they may expect from our interpretation and translation services. You
may expect our interpreters to:

Keep any information learned during the performance of interpretation confidential.

Respect towards all persons involved in the interpreting situation.

Show no bias towards either party involved in the interpretation.

Provide interpretation without addition, omission, or distortion of meaning.

Avoid and disclose any conflict of interest.

Accept tasks in areas for which they are competent to do so.

Act according to their professional conduct at all time.

NOo Ok ownRE

TR R A ||

{852 B AR A A CUR D AR f (it 2 BN 55 h S S R s e <
L > HEEE —

® RELEEATEN MRS R BB E B THAE

® RN At E BRI 8 B TR A] DURERM MR AT (55

T R B - |

FVE T RIEE | A EEE SR T R BB TEER] o s AR AR R R R Y
JHEE B e

PR TE B TR E AR

HEATAE HEERE AL

N E R —T5

EEA NGRS - BECCE AR E S

BERARHA . (BAE) e

PR AP RE I E R T F

(EREESIDEKZSERE S SESST

.\‘.@f-"':b.wl\’!‘
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Appendix Ill: Seeking consent from EM service users (D BIAERBEAEEEE)

Language Conversation
Chinese & What is your mobile number? {RAVEE LGRS & EE?
] Can | have your consent to give your mobile number to CHEER's Interpretation Service? (Please tick M
English your answer and sign in the space provided) {/i[E B2 BRI T SR T4 BNE 1 (U8 215 2(5 1)
HrEh
i Yes [E&0,0 No R[E=Z0O Sign & 4:
Bahasa Berapa nomor telepon genggam Anda?
) Bolehkah saya meminta persetujuan Anda untuk memberikan nomor telepon genggam Anda ke Layanan
Indonesia Penerjemahan CHEER? (Silakan tik M jawaban Anda dan tanda tangan di tempat yang disediakan)
=H
SELE YaO,® Tidak O Tanda tangan:
ATTRT TATSSA Fa¥ F7 2
Hindi CHEER =i SATEAT AT F1 ATTHT HIGT3A Aa¥ & % [0 FAT q& AT T (9 Tt & 2 (FIAT FTAT AT I
EpesE F foro M ¥ =i fu 0 w1 aY gearae )
0,0 T2 O FEATAT:
TATEHT AATES T Hid 2172
Nepali CHEER T T HaTATE qUTSa! HIAT3A T867 (QqdTs & 7 qITeh! TeH T q1eT qeg? (FIAT qures! 3t 4
EHREE forg TR ¥ fRTUal @Telt STSAT ZEaTer? T )
g=0,0 g 0 TETEL
393" Hardls sgg off 32
Punjabi &t s CHEER 't @fhmifhr Aer & 303 Heets 589 o< et 39731 »iai Hig Aaet 9 2 (F8fur a9d »ue €39 3
B gfag M sar€ w3 =fFt It Aer <fv o3y 9391)
o 0,0 &t O TASHS
Ano ang numero ng iyong mobile?
Tagalog Maaari mo ba akong payagang ibigay ang numero ng iyong mobile sa Serbisyong Interpretasyon ng
HTHE CHEER? (Mangyaring lagyan ng M ang iyong kasagutan at lagdaan sa ibaba)
pdNE{m}
OCo0O,® Hindi O Lagda:
wasnsfnnuavnudaas’ls?
Thai Adusauiasliuasnsdwrivavnauiuidvinauuasgud CHEER w3a'li?
e (Wsa 90 B dusudinauaatnn uarasdalugasinefindons)
2R EH
@0, QO auda:
§ S i Jilbse S
Urdu S5 S S 23 S g (S Slea i (S CHEER e Jilise S Gl s sl (S Gl e LS
ERHHRE (S Bdts 5 s oo S al s ol GBI ol os il Sl e 3 39)
i O w @ 0O ok
S6 dién thoai clia ban la gi?
Viethamese | Ban c6 ddng y cho t6i dwa sb di dong cla ban téi Dich Vu Théng Dich ctia CHEER khéng?(Xin vui long
- danh dau M vao cau tra 1&i ctia ban va ky tén vao khoang tréng bén canh)
5=

coe O, 0 Khéng O Ky tén:
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Appendix IV: CHEER 1 Easy Call Hotline Numbers List
CHEER 1 15 |38 BEREZ4R—BEF

NHBFRS

Public service

providers
(Direct line)

LE(E#R)

3755 6300

% Press “1” Bahasa EE: [ ]
Indonesia

i Press “2” Hindi ESE

% Press “3” Nepali ESATE

% Press “4” Punjabi EELE

f# Press “5” Tagalog fb N SE

1% Press “6” Thai =cE E—

1% Press “7” Urdu EFEE

¥# Press “8” Vietnamese ) R E

1% Press “0” Unknown REEFESAWEES ?
languages
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Appendix V: TELIS Appointment Request Form (EFESZREBNBHER)

Hong Kong Christian Service CHEER
Telephone Interpretation Service Appointment (TELIS Appointment) Request Form

In the case you wish to request TELIS Appointment via means other than calling the TELIS hotlines, you can fax
the completed form together with your agency's chop and your signature to fax (No.: 3106 0455) or email
(tis-cheer@hkcs.email) at least 3 working days in advance. We will reply you via email within 24 hours.
Information provided will be disclosed to our assigned interpreters and authorized staff of CHEER for the purpose to follow up your request.

Case Reference number: Agency code(If Any):
This number will be issued by CHEER. This code will be assigned by CHEER

Type of Organization: O Education Bureau [ Department of Health O Housing Department I Immigration Department 0 NGO
O School O Social Welfare Department OJ Others:

Organization Information: (Compulsory for organizations without Agency Code)

Name: Unit/ Section:

Address:

Tel: Fax:

Enquirer Information: Name: Post:

Email: Tel (If different from above): Fax (If different from above):
Service User Information: Name: Gender: [ Female [ Male

Language Spoken: [ Bahasa Indonesia [ Hindi [ Nepali O Punjabi [ Tagalog [ Thai O Urdu

[ Vietnamese

Date needing TELIS Appointment: Please state your preferred dates & time below.

o

1st| Date:  (ddy__(mm)__(yy) | 2nd| Date:  (ddy__(mm)__(yy) 3d| Date:  (dd)__(mm)l__(yy)
Time: AM/PM to AM/PM Time:_ AM/PMto ___ AM/PM Time:_ AM/PMto ___ AM/PM

Indicate here: Telephone number for CHEER's interpreter to call for TELIS Appointment:

Name of officer conducting the TELIS Appointment:

Background information about the assignment

(Please fax/ email relevant materials such as service description, application form together with this form if appropriate)

Do you need any web conference? [1Yes [1No Preference of interpreter? [ Female [1Male [ Either

Confirmed TELIS Appointment by: on (DD)/ (MMm)/ (YY)
Name of Interpreter booked:

Office Use Onl

Interpretation will be between English and one of the EM languages.

Signed by : Agency Chop:

Name of Officer

Date

09/2021
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Appendix VI: OIS Request Form(BM BB IRIEHER)

Hong Kong Christian Service CHEER
On-site Interpretation Service (OIS) Request Form

Please complete this form together with your agency’s chop and your signature to fax (No.:3106 0455) or email
(tis-cheer@hkcs.email) at least 3 working days in advance. We will reply you via email within 24 hours.

Information provided will be disclosed to our assigned interpreters and authorized staff of CHEER for the purpose to follow up your request.

Case Reference number: Agency code(If Any):
This number will be issued by CHEER. This code will be assigned by CHEER

Type of Organization: O Education Bureau O Department of Health O Housing Department O Immigration Department OO NGO
O School O Social Welfare Department OI Others:

Organization Information: (Compulsory for organizations without Agency Code)

Name: Unit/ Section:

Address:

Tel: Fax:

Enquirer Information: Name: Post:

Email: Tel (If different fromabove). Fax (If different from above):
Service User Information: Name: Gender: [ Female [ Male

*Language Spoken: [ Bahasa Indonesia [ Hindi [ Nepali O Punjabi [ Tagalog [ Thai U Urdu
[ Vietnamese

Date needing OIS: Please state your preferred dates & time below.

1st| Date: _ (dd)/___(mm)/__(yy) | 2"d| Date: __ (dd)/_(mm)/__(yy) 3d| Date: __ (dd)/_(mm)/__(yy)
Time: AM/PMto  AM/PM Time:__ AM/PMto __ AM/PM Time:__ AM/PMto ___ AM/PM
Meeting Place: (room) (floor) (building) (street/road) (district)
(1 New Territories [ Kowloon [ Hong Kong Preference of interpreter: [] Female 1 Male [ Either
Contact Person (If different from above): Contact Tel. on appointment date:

Background information about the assignment

(Please fax/ email relevant materials such as service description, application form together with this form if appropriate)

[Payment methods, pleasev’ | |Payment method:L] by cash/ cheque to CHEER'’s interpreter U by cheque sent to CHEER'’s office

*IMPORTANT NOTES: QIS is to convey messages from English to the requested spoken language and vice-versa during interpretation

session. Sight interpretation from EM languages to English & translation between English to EM languages will not be rendered.

Operation hour:  HK$ 100/hr for Government Departments (Fees are waived for NGOs and all non- profit-making kindergartens, primary and secondary schools, colleges as

listed in the EBD);

Non-operation hour:  HK$200/hr for Government Departments, non-operation hour rates apply to session starts or ends outside of our operation hours. (Fees are waived for NGOs

and all non- profit-making kindergartens, primary and secondary schools, colleges as listed in the EBD)

- Please consult staff about the fees for the private sector.

- Minimum time for an OIS is 30 minutes; time less than 30 minutes will be counted as 30 minutes. If the OIS finishes prior to the scheduled ending time, full payment will be charged.

- Please contact us to confirm availability of the interpreter if the scheduled OIS is expected to overrun. We may not be able to give interpretation support during the extended period if
no prior notice is made. Services provided during the extended period will be charged accordingly.

- If more than 1 OIS will be conducted by the same interpreter on the same date, you are suggested to arrange a 10-minute break between each OIS.

- To ensure the best quality of interpretation, each OIS should not last more than 1.5 hour.

If you need an invoice, please tick here [ If you need an official receipt, please tick here []
- Confirmed OIS by: on (Date) at (Time)
Office Use Only, )
Name of Interpreter booked: Service charge:
Signed by : Agency Chop:

Name of Officer

Date

09/2021
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Appendix VII: SIS Request Form (ENREZERIERFER)

Hong Kong Christian Service CHEER
Simultaneous Interpretation Service (SIS) Request Form

Please complete this form together with your agency’'s chop and your signature to fax (No.:3106 0455) or email
(tis-cheer@hkcs.email) at least 21 working days in advance. We will reply you via email within 7 working days.
Information provided will be disclosed to our assigned interpreters and authorized staff of CHEER for the purpose to follow up your request.

Case Reference number: Agency code(If Any):
This number will be issued by CHEER. This code will be assigned by CHEER

Type of Organization: O Education Bureau O Department of Health O Housing Department O Immigration Department 0 NGO
O School O Social Welfare Department I Others:

Organization Information: (Compulsory for organizations without Agency Code)

Name: Unit/ Section:

Address:

Tel: Fax:

Enquirer Information: Name: Post:

Email: Tel (If different from above): Fax (If different from above):
Service User Information: Name: Gender: [ Female [ Male

*Language Spoken: [ Bahasa Indonesia [ Hindi [ Nepali (I Punjabi [ Tagalog [ Thai (I Urdu
[ Vietnamese  (Please attach an attendance list if available)

Date needing SIS: Please state your preferred dates & time below.

1st| Date: _ (dd)/__ (mm)/_(yy) | 2nd| Date: _ (dd)/___(mm)/_ (yy) 3rd| Date: _ (dd)__(mm)/_(yy)
Time: AM/PMto  AM/PM Time:_ AM/PMto __ AM/PM Time:_ AM/PMto __ AM/PM
Meeting Place: (room) (floor) (building) (street/road) (district)
1 New Territories [ Kowloon [ Hong Kong Preference of interpreter: [ Female 1 Male 1 Either
Contact Person (If different from above): Contact Tel. on appointment date:

Background information about the assignment

(Please fax/ email relevant materials such as service description, application form together with this form if appropriate. CHEER
reserves the right to decline an assignment which requests our interpreters to sign any documents on-site)

[Payment methods, pleasev’ | |Payment method:[] by cash/ cheque to CHEER's interpreter [ by cheque sent to CHEER's office

*IMPORTANT NOTES: SIS is to convey messages from English to the requested spoken language and vice-versa during interpretation
session. Sight interpretation from EM languages to English & translation between English to EM languages will not be rendered.

Operation hour :HK$200/ hr for Government Departments (Fees are waived for NGOs and all non- profit-making kindergartens, primary and secondary schools, colleges as
listed in the EBD)

Non-operation hour:HK$400/hr for Government Departments, non-operation hour rates apply to session starts or ends outside of our operation hours. (Fees are waived for NGOs and
all non- profit-making kindergartens, primary and secondary schools, colleges as listed in the EBD)

- Minimum time for a SIS is 30 minutes; time less than 30 minutes will be counted as 30 minutes. Full payment will be charged if the SIS finished before the scheduled time.

- SIS is not available for the private sector.

- Availability and fee for any request for SIS during anytime out of the above operation hours will be considered case by case. Normally, a higher rate will be charged for service
provided in non-operation hours. Please contact us to confirm availability of the interpreter if the scheduled SIS is expected to overrun. We may not be able to give interpretation
support during the extended period if no prior notice is made. Services provided during the extended period will be charged accordingly.

If you need an invoice, please tick here (I If you need an official receipt, please tick here (1
. Confirmed SIS by: on Date) at Time
Office Use Only, / LA )
Name of Interpreter booked: Service charge:
Signed by : Agency Chop:

Name of Officer

Date

09/2021
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Appendix VIII: TS and PS Request Form (ZEE/RE REHFER)
Hong Kong Christian Service CHEER
Translation Service (TS) and Proof-reading Service (PS) Request Form

Please complete this form together with your agency’s chop and your signature and return with documents to be
translated by fax to (No.:3106 0455) or email (tis-cheer@hkcs.email) at least 14 working days in advance. We will reply
you via email within 3 working days.

Information provided will be disclosed to our assigned interpreters and authorized staff of CHEER for the purpose to follow up your request.

Case Reference number: Agency code(If Any):
This number will be issued by CHEER. This code will be assigned by CHEER

Type of Organization: O Education Bureau O Department of Health O Housing Department O Immigration Department 0 NGO
O School [ Social Welfare Department [ Others:

Organization Information: (Compulsory for organizations without Agency Code)

Name: Unit/ Section:

Address:

Tel: Fax:

Enquirer Information: Name: Post:

Email: Tel (If different from above): Fax (If different from above):
Service Requested:

O Translation from English (number of English word )to

[1 Bahasa Indonesia LI Hindi [ Nepali [Punjabi [Tagalog [Thai [ Urdu
U Vietnamese

O Proof-reading ~ from [ Bahasa Indonesia [J Hindi  [1Nepali [JPunjabi [1Tagalog [Thai [JUrdu
L] Vietnamese
(number of EM words’ ) to English

*Fees & Charges for Government Departments
Translation : HK$2 per English word per language requested. (Minimum charge HK$300)
Proof-reading  : HK$1 per ethnic minority word per language requested. (Minimum charge HK$100)

Translations done by third parties can be proof-read by CHEER. Recommendations for amendments will be marked with ink on the copies. The
marked copies with an appendix indicating all suggestions will be sent to the requesters. Subsequent requests for the provision of amendments

shall be treated as an additional translation request and will be charged accordingly.
- Please consult staff about the fees for the private sector.

Expected date of completing Translation / Proof-reading  Date (DD)/ (MMm)/ (YY)
(Normally CHEER takes at least 14 days to finish one A4 size article, requesters are suggested to consult CHEER before making )

Confirmed O Translation / O Proof-reading Service by:
Total Number of English / EM Word: Fee: HK$

Office Use Onl

| agree that once CHEER has issued a confirmation of translation request no cancellation or change to the original text
will be accepted. The agency or department will also be liable to pay for the agreed translation fees in full.

Signed by : Agency Chop:

Name of Officer

Date
Format of materials: *Fees are waived-
> Typed on A4 sized paper For NGOs and all non- profit-making kindergartens, primary and secondary schools, colleges as listed in

»  Font style: Times New Roman
» Fontsize 12
»  Spacing: double - line spacing |EM’s access to public service/ service information, such as a brief introduction to services of a Centre.

the EBD. Eligible materials for translation or proof reading services are mainly information that promote

09/2021
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Appendix IX: Voice Recording Service Request Form (& RBANBFER)

Hong Kong Christian Service CHEER
Voice Recording Service (VRS) Request Form

Voice-Script recording of translated text must be provided in the 8 EM languages. Materials would be related to
promoting public resource information to the EM community. The recording format will be in MP3 format. This service is
free of charge.

In the case you wish to request VRS via means other than calling the TELIS hotlines, you can fax the completed
form together with your agency’s chop and your signature to fax (No.. 3106 0455) or email
(tis-cheer@hkcs.email) at least 14 working days in advance. We will reply you via email within 7 working days.
Information provided will be disclosed to our assigned interpreters and authorized staff of CHEER for the purpose to follow up your request.

Case Reference number: Agency code(If Any):
This number will be issued by CHEER. This code will be assigned by CHEER

Type of Organization: O Education O Health O Housing OO Immigration O NGO O School O Social Welfare OI Employment
O Others:

Organization Information: (Compulsory for organizations without Agency Code)

Name: Unit/ Section:
Address:
Tel: Fax:

Enquirer Information:
Name: Post:

Email: Tel (If different from above): Fax (If different from above):

Service Details:
Name of document:
Language: [ BahasaIndonesia [ Hindi 1 Nepali [JPunjabi [dTagalog [Thai O Urdu [ Vietnamese

Estimated duration of the recording (no more than 5 minutes per voice recording request): (minutes)

Expected date of completion  Date (DD)/ (MM)/ (YY)

Confirmed VRS Appointment by: on (DD)/ (MM)/ (YY)
Name of Interpreter booked:

Office Use Onl

Interpretation will be between English and one of the EM languages.

Signed by : Agency Chop:

Name of Officer

Date

09/2021
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Appendix X: Sight Translation Service for Service Providers Request Form
I TFLHBRBRUENERREPFR)

Hong Kong Christian Service CHEER
Sight Translation Service (STS) for Service Providers Request Form

Sight translation service provides verbal interpretation of documents in one of the 8 languages to English.The sight
interpretation service of documents/ certificates does not include written translation or notarization/ certification by
CHEER. Documents for this sight translation should be no more than 2 A4 pages. This service is free of charge.

In the case you wish to request STS via means other than calling the TELIS hotlines, you can fax the completed
form together with your agency’s chop and your signature to fax (No.: 3106 0455) or email
(tis-cheer@hkcs.email) at least 7 working days in advance. We will reply you via email within 7 working days.
Information provided will be disclosed to our assigned interpreters and authorized staff of CHEER for the purpose to follow up your request.

Case Reference number: Agency code(If Any):
This number will be issued by CHEER. This code will be assigned by CHEER

Type of Organization: O Education O Health O Housing OO Immigration O NGO O School O Social Welfare OI Employment
O Others:

Organization Information: (Compulsory for organizations without Agency Code)

Name: Unit/ Section:
Address:
Tel: Fax:

Enquirer Information:
Name: Post:

Email: Tel (If different from above): Fax (If different from above):

Service Details:
Brief description of document:
Language: [1Bahasalndonesia [1Hindi[INepali [JPunjabi [dTagalog [IThai [Urdu [ Vietnamese

Expected date of completion  Date (DD)/ (MM)/ (YY)

Confirmed STS Appointment by: on (DD)/ (MMm)/ (YY)
Name of Interpreter provided service:

Office Use Onl

Interpretation will be between English and one of the EM languages.

Signed by : Agency Chop:

Name of Officer

Date

09/2021
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Appendix XlI: Bridging Service Form BB EHEE

EM service users can make request for the On-Site Interpretation (OIS) service by calling the TELIS hotline
or WhatsApp to 3 56344587 by providing details of the appointment and contact of the service providers.

CHEER will bridge the requests from EM users for interpretation to service providers by sending the Bridging
form to service providers..

Request should be made by EM service users at least 5 working days prior to the date of appointment.
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Appendix XII: EFeedback from Public Service Providers

Hong Kong Christian Service
CENTRE for HARMONY and ENHANCEMENT of ETHNIC MINORITY RESIDENTS (CHEER)

Thank you for using Hong Kong Christian Service CHEER'’s service. Please help us to improve the quality of our
interpretation and translation service by completing this form and return to us by fax (No.: 3106 0455) or email

(tis-cheer@hkcs.email).
PART A. Questionnaire

Please circle as appropriate. Sggg?ge <4 > SXgpegely

1. | The interpreting process went smoothly 1 2 3 4 5
2. | The interpreter was polite 1 2 3 4 5
3. | The interpreter was competent 1 2 3 4 5
4. | The interpreter was impartial 1 2 3 4 5
5. | The interpreter could communicate well 1 2 3 4 5
6. | The service application procedure was user friendly 1 2 3 4 5
7. | The overall quality of service was good 1 2 3 4 5
8. | I will use CHEER's interpretation and translation service again 1 2 3 4 5

FOR TELEPHONE INTERPRETATION SERVICE APPOINTMENT (TELISA) ONLY
9. | The scheduled appointment started on time ‘ 1 ‘ 2 ‘ 3 ‘ 4 ‘ 5

FOR ON-SITE INTERPRETATION SERVICE (OIS) OR
SIMULTANEOUS INTERPRETATION SERVICE (SIS) ONLY - [Workshops and seminars]

10. | The interpreter was punctual 1 2 3 4
11. | The fees and charges were reasonable 1 2 3 4 5

FOR TRANSLATION SERVICE (TS)/ Proof-reading Service (PS) ONLY - [Written]
12. | The translation was completed on time 1 2 3 4
13. | The fees and charges were reasonable 1 2 3 4

14. Where did you hear about CHEER’s interpretation & translation services?

O Briefing Sessions O Co-workers

O CHEER Website O Others: please specify

15. Would you recommend CHEER’s Interpretation & Translation services to people you know? Yes/ No

16. Other comments and suggestion:

PART B. Basic Information:

Service rendered:

A.*Type: O Immediate Telephone Interpretation Service (TELIS)
0 On-site Interpretation Service (OIS)

O TELIS Appointment (TELISA)]
O Simultaneous Interpretation Service (SIS)

O Translation Service (TS) and Proof-reading Service (PS)

O Voice-Recording Service (VRS)

[ Sight Translation Service (STS)

B. *Date: (dd/mmlyyyy)

C. *Time:

a.m./p.m.

*Language requested for Interpretation:

[ Bahasa Indonesia [ Hindi

ONepali O Punjabi O Tagalog O Thai O Urdu OVietnamese @O Others:

Organization/Department/Unit

a. Name:

b. Name of Officer:

c. Telephone number:

d. Email address:

Remark: *Information must be completed.

[Case Number: |
Interpreter: |
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Appendix Xllla: Feedback from EM Service Users (English Version)
Hong Kong Christian Service

CENTRE for HARMONY and ENHANCEMENT of ETHNIC MINORITY RESIDENTS (CHEER)

Thank you for choosing Hong Kong Christian Service-CHEER and for using our services. We are committed
to improve the quality of our interpretation and translation services. Kindly help us by completing this form
and return to us either by fax (No.: 3106 0455) or by email (tis-cheer@hkcs.email).

PART A. Questionnaire

Please circle as appropriate. Sggg?& < > Sggrl%y
1. | The interpreting process went smoothly 1 2 3 4 5
2. | The interpreter was polite 1 2 3 4 5
3. | The interpreter was competent 1 2 3 4 5
4. | The interpreter was impartial 1 2 3 4 5
5. | The interpreter could communicate well 1 2 3 4 5
6. | The service application procedure was user friendly 1 2 3 4 5
7. | The overall quality of service was good 1 2 3 4 5
8. | I will use CHEER's interpretation service again 1 2 3 4 5
For TELEPHONE INTERPRETATION SERVICE APPOINTMENT (TELISA) ONLY
9. | The scheduled appointment started on time 1 2 3 4 5
For ON-SITE INTERPRETATION SERVICE (OIS) and
SIMULTANEOUS INTERPRETATION SERVICE (SIS) [Workshops and seminars] ONLY

10.| The interpreter was punctual 1 2 3 4 5
11. Where did you hear about CHEER’s interpretation & translation services?

[ Public Service Providers [0 CHEER staff [ Shops [ Friends

[ Others: please specify
12. Would you recommend CHEER's Interpretation & Translation services to people you know? Yes/ No
13. Other comments and suggestion:

PART B. Basic Information:

Service rendered:

A. *Type: 0O Immediate Telephone Interpretation Service (TELIS)

O WhatsApp & Sight Interpretation Service (WSIS)
O TELIS Appointment (TELISA)

O On-site Interpretation Service (OIS)

O Simultaneous Interpretation Service (SIS)

[Over-the-phone]

[Verbal explanation of documents]

[Pre-booked over-the-phone]

[Face to face]

[Workshops and Seminars]

B. *Date: (dd/mm/lyyyy) C.*Time: a.m./p.m.
*Language requested for Interpretation:
O Bahasa Indonesia O Hindi O Nepali O Punjabi O Tagalog O Thai O Urdu OViethamese

O Others:

Remark: *Information must be completed.

[Case Number: Interpreter: |

“+Thank you for your time and we hope to serve you again. <
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Appendix XllIb: Tanggapan dari Pengguna Layanan EM (Bahasa Indonesia Version)
LEEEREEREERRERR)

Hong Kong Christian Service
PUSAT untuk ETNIK MINORITAS (CHEER)

Terima kasih telah memilih Hong Kong Christian Service CHEER dan menggunakan layanan kami. Kami
berkomitmen untuk meningkatkan kualitas layanan penerjemahan dan alih bahasa kami. Mohon membantu
kami dengan melengkapi formulir ini dan mengembalikannya ke kami baik melalui fax (No.: 3106 0455) atau
melalui email (tis-cheer@hkcs.email).

BAGIAN A. Kuesioner

S . . . Sgngat Sangat
ilakan lingkari yang sesuai. Tidak | 4 > | sewiu
Setuju
1. | Proses penerjemahan berjalan dengan lancar 1 2 3 4 5
2. | Penerjemah berlaku sopan 1 2 3 4 5
3. | Penerjemah berkemampuan 1 2 3 4 5
4. | Penerjemah tidak memihak 1 2 3 4 5
5. | Penerjemah dapat berkomunikasi dengan baik 1 2 3 4 5
6. | Prosedur aplikasi layanan mudah dimengerti 1 2 3 4 5
7. | Kualitas layanan secara keseluruhan baik 1 2 3 4 5
8. | Saya akan mengunakan layanan penerjemahan CHEER lagi 1 2 3 4 5
HANYA untuk LAYANAN PENERJEMAHAN DENGAN PERJANJIAN (TELISA)
9. | Jadwal pertemuan dimulai tepat waktu 1 2 3 4 5
Layanan Penerjemahan di Tempat (OIS) dan
LAYANAN PENERJEMAHAN SIMULTAN (SIS) [Lokakarya dan seminar]
10.| Penerjemah tepat waktu 1 2 3 4 5

11. Dari mana Anda mendengar tentang layanan penerjemahan dan alih bahasa CHEER?
[0 Penyedia Layanan Umum [0 petugas CHEERL] Toko-toko [J Teman
[J Lainnya: mohon dijelaskan

12. Akankah Anda merekomendasikan layanan Penerjemahan dan Alih Bahasa CHEER ke orang yang
Anda kenal? Ya/ Tidak

13. Komentar dan saran yang lain:

BAGIAN B. Informasi Dasar:

Layanan yang diberikan:

A.*Tipe: 0O Layanan Penerjemahan Lewat Telepon (TELIS) [Penerjemahan lewat telepon]
O Layanan WhatsApp & Penerjemahan Tatap Muka (WSIS) [Penjelasan lisan atas dokumen]
O TELIS Perjanjian (TELISA) [Penerjemahan lewat telepon dengan perjanjian]
O Layanan Penerjemahan di Tempat (OIS) [Penerjemahan tatap muka]
O Layanan Penerjemahan Simultan (SIS) [Lokakarya dan seminar]
B. *Tanggal: (tgl/bln/thn) C. Waktu: a.m./p.m.

Catatan: *Informasi harus dilengkapi.

|Case Number: Interpreter: |

«»Terima kasih untuk waktu Anda dan kami berharap untuk melayani Anda kembali. %
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Appendix Xllic: SeqEeTs STt it TF I= & g ®rf (Hindi Version)
DEHEEREEAEERREDEFR)

Hong Kong Christian Service

FETHETF ST % o = (CHEER)

TR fenf2rae afaa-CHEER &t 3T &7 SUART e o o0 gvaaTa| FI37 g1 a1 SATEAT 3T SAqaTE Harsl il
TEAT H U A % T Aew fISU siw oo g7 W T weh gH e (3106 0455) a7 Her
(tis-cheer@hkcs.email) grT 9 T 2

ST A. STt
T T i T ST AT Tﬂgwﬁ < < a:g;%
1. | =ATEAT WiHAT =T a¥g FeAt o 1 2 3 4 5
2. | sror fAd=e fam o 1 2 3 4 5
3. | Ao fAd=E e o1 1 2 3 4 5
4. | ot He=e T F off ger & 9 O w@ran 1 2 3 4 5
5. | ATuT fAE= STl avg & ATAT FT Thal a7 1 2 3 4 5
6. | FaT T sraE WiHAT AIE AT 1 2 3 4 5
7. | Tt TR HAT AT QT =y oAt 1 2 3 4 5
8. | & fe ¥ CHEER T =AT&aT 4T FT ITART F4T / FHE (T 1 2 3 4 5
HAT AR SATEAT 44T A<k % g (TELISA)
9. | Fa forerar wper o o Y TE oY | 1 | 2 | 3 | 4] 5
T 9 =ATEAT 441 (OIS) s
AR SATEAT J4AT (SIS) [Friermarsh i =] & fore
10. | T fArefr =T v e | | 1 | 2 | 3 | 4] s
11. sae CHEER it =rmear e srqare @arsti & a1 | &gl ga71?
N GIEEIREEEIREEL [0 CHEER % wui=mdr O == O ==
O s Foom Afde w2
12. =T AT q S At s CHEER #i sameat «fiw srqame famst iy frrfer #3772 VALK
13. st et sfiw g=ma
ST B. 9T ST
TR H TE AT
A. YR O Tkt St =AmeaT 94T (TELIS) [T % HTETH | SATEAT]
O SETeEUT JAT TEqTrST HLe707 ATt 94T (WSIS)  [earasit it #ifes eadio]
O TELIS A< (TELISA) [ 9% 9F T il ATEAT]
O &7 9¥ =TT 7447 (OIS) [T FTH =T
O FHhTiere: A=At 94T (SIS) [T ST AHAT]
B. *ardia: (dd/mml/yyyy) C. 9u%: a.m./p.m.
feTaofy: Tgt * § FET FTAT T9TF &1
[Case Number: Interpreter: |

o
S

*

A% THT & [T 9317 3R 59 (B3 @ srg#i @471 #37 #1 5717 @d g
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Appendix XllId: F=rEeas AT 991 TR igen At g3 wH (Nepali Version)

DEBEEREEREERR(EAMER)

Hong Kong Christian Service

FTIHETTF ATHIAGEHT ATHT 7% (CHEER)

ZS%e Thfaras |t CHEER T #aT 99+ T TART TS AUHRET gv9a1g | T gET 9T T Fqarg qare! oreas a1
THHI ATRN TTAaeq BT | FIAT gEAATS IT BRA T T FIHIATS T (3106 0455) a1 THA(tis-cheer@hkces.email) 3T

TBREdeH |
ST A, TTat
ST T ST T T aﬁ;i{ « %ﬁ
1. | SATEAT TIHAT AESTETHT 4T | 1 2 3 4 5
2. | FraTy o 5 | 1 2 3 4 5
3. | Framy T e 1 2 3 4 5
4. | Fremy fAoger 2 1 2 3 4 5
5. | SreTOer TrELT H9T AT | 1 2 3 4 5
6. | Trar fRees aiEFar sanTRatat ariRr afser 2 1 2 3 4 5
7. | HATEHT T THT TET T 1 2 3 4 5
8. | it CHEERT r<ITH &&T ¥ S T | 1 2 3 4 5
gy TR ERrRM T aTY 84T (TELISA) Fi «1ir |/
9. | HaT fREUHT FHIAT T FAT | 1 2 3 4 5
T SR ST &4 (OIS) T
THHTIF AT FaT (SIS) [FTETAT T AfATREESI] AR AT
10. | STATY e TIHT MUY T2 | 1 2 3 4 5

11. CHEER®T T9TY (A AT HATEEATY Figl T TAT ?

O grasa qar1 gar@Fege O CHEER F#=mt Owgegs O#rfies O 7T 997 3009 a9

12. % 9T CHEER T Z19TY A1 sqaTs JaTge oot Aerfver i geg? gfae

13. =T TATH T AoATERE:

AT B. ST ST

ST T 94T

A * R O TR Zfer| a9 7471 (TELIS) [FIETET T =ATEAT]
O SgTeaud TIT TE-TH AT 747 (WSIS) [FTSTI=Tg&ahl R SATEAT]
O TELIS fAgfs (TELISA) [T&-T TRUHT RIFETT T ATEAT]
O =T f&Ea s J4T (0IS) [RET 3 TS T SATEAT]
0O FqeRTorE STy 84T (SIS) [FTHITET T ATHATY]

B. * fafa: (dd/mm/yyyy) C. * q93: a.m./p.m.

feogof] * TTAHRT QT T AT T

|Case Number: Interpreter: |

<& TUTEFT GHIHT AT a7 T HR Q9T TF ST TG 1
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Appendix Xllle: ue aifedt Bat & € < St g79H (Punjabi Version)
PBEHERBERAEE ARG EEEIR)

Hong Kong Christian Service
uje aifedt Fat st ded (CHEER)

Jiaraal fgrgs Aafen CHEER €t 293 995 8¢t 393 Usee ade Jil fgur gad Aat garat w3 feudt fortiinr Aar &
HeUgs feg At Hee a4 w3 fog e9H 99 I A% (5.: 3106 04553) S dd # feg (tis-cheer@hkcs.email) 3 €H® 3|

a1 A YGHEES!
f&ur 397 ga< 3 I8 e7eeT Bare Lﬁﬂw < ' Lﬁﬁ =
1. | fonfinmr & o1 maH &7 SfemT 1 2 3 4 5
2. | fonriimrerg At a7 UR witfenT 1 2 3 4 5
3. | fenrfimmarg wiag Ht 1 2 3 4 5
4. | forfimrarg faguy 1 2 3 4 5
5. | fenriimiarg daft 39t fenrfimr g9 FaeT 3 1 2 3 4 5
6. | At Har =7 S ensTeT IS &7 faar 1 2 3 4 5
7. | 9% fher & Aer <t famy gaft At 1 2 3 4 5
8. | ¥ CHEER +ft fenrfipy Aer feg <93 agfar 1 2 3 4 5
AT TS =i A et Mt sfgarafs sar< st (TELISA)
9. | A= fsgufaz AH 3 Hg it art 1 2 3 4 5
Ha '3 =fmufr A2 (OIS) [3-8-39]
W3 AT =t R (SIS) [TdarTy W3 AvftaTd]
10. | fenrfimarg Al T utse Ht 1 2 3 4 5
11. 3Ht CHEER &t gaat w3 feudt formfimr Reret g1g fag afemt?
0O &9 A= yer3T O CHEER &A@ O gas O <n3 0O J9: fgur 39d €1
12. 3t mruE Freadt § CHEER @it gamat w3 feudt fenrfimr Reret & g3 felar? T/ &t
13. J9 feust w3 wsmr:
a1 B. He®l areardt:
Har ot aret A
A xgf: O 333 28es fenmfio e (TELIS) [Ex It fenmfimn]
O Sy w3 TA3ed sdtdS femmfiprt Rer (WSIS) [EF3=dt T 997! AURCIdac]
O fsgufa3d TELIS (TELISA) [ufgst 3 g9 FaTet 85 It femmiym]
O ¥ '3 fenfim A=T (OIS) [3-9-gT foniip]
O Mt fenmfim Jer (SIS) [E3my w3 AftaTd]
B. * Irdy: (SfsHdftaT) C. * At a.m./p.m.

1oyt * @B} 7gr IS 7T JI

|Case Number: Interpreter: |

& JTF AH B ITFT gsTE W3 wH 169 T ITF AT a3 ef g age at <
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Appendix XIlIf: Katugunan mula sa mga Tagagamit na EM (Tagalog Version)
DBRE BR I A & B R R (L IR FERR)

Hong Kong Christian Service
SENTRO para sa ETNIKO MINORYA (CHEER)

Salamat sa pagpili sa Hong Kong Christian Service-CHEER at paggamit sa aming mga serbisyo. Kami ay
nakatuon sa pagpapabuti ng kalidad ng aming serbisyong interpretasyon at pagsasaling wika. Mangyaring
tulungan kami sa pamamagitan ng pagsagot sa form na ito at ipadala sa amin sa fax (No.: 3106 0455) o kaya
sa email (tis-cheer@hkcs.email).

BAHAGI A. Palatanungan

Mangyaring bilugan ang nararapat h?r?o?iang < > ;:22?23%
Sang-ayon
1. | Ang interpretasyon ay maayos na naganap 1 2 3 4 5
2. | Ang interpreter ay magalang 1 2 3 4 5
3. | Ang interpreter ay may kakayahan 1 2 3 4 5
4. | Ang interpreter ay walang kinilingan 1 2 3 4 5
5. | Ang interpreter ay maayos na nakipag-ugnayan 1 2 3 4 5
6. | Ang paraan paghain ng aplikasyon para sa serbisyo ay madali 1 2 3 4 5
7. | Mahusay ang kabuuang kalidad ng serbisyo. 1 2 3 4 5
8. | Gagamitin kong muli ang serbisyong interpretasyon ng CHEER 1 2 3 4 5
Para sa NAKATAKDANG SERBISYONG INTERPRETASYONG PANTELEPONO (TELISA) LAMANG
9. | Nagsimula sa tamang oras ang nakatakdang appointment 1 2 3 4 5
Serbisyong Interpretasyong On-Site (OIS) at
SERBISYONG MAGKASABAY NA INTERPRETASYON (SIS) [Para sa mga Workshop at seminar]LAMANG
10.| Ang interpreter ay dumating sa tamang oras 1 2 3 4 5

11. Saan mo nalaman ang tungkol sa mga serbisyong interpretasyon at pagsasaling wika ng CHEER?

O Mga Tagabigay ng Pambublikong Serbisyo O Kawani ng CHEER O Mga Tindahan O Mga Kaibigan
O Iba pa: pakibanggit

12. Nais mo bang irekomenda ang serbisyong interpretasyon at pagsasaling wika ng CHEER sa iyong mga kakila? Oo/ Hindi

13. Iba pang komentaryo at mungkahi:

BAHAGI B. Pangunahing Impormasyon:

Serbisyong ginawa:

A.*Uri: 0O Agarang Serbisyong Interpretasyong Pang-telepono (TELIS) [Pantelepono]
[ Serbisyong Interpretasyon sa WhatsApp at Harapan (WSIS) [Berbal na pagpapaliwanag ng mga dokumento]

[0 Nakatakdang TELIS (TELISA) [Nakatakdang pantelepono]

[0 Serbisyong Interpretasyong On-Site (OIS) [Harapan]

O Serbisyong Magkasabay na Interpretasyon (SIS) [Mga Workshop at Seminar]
B.*Petsa: (araw/buwan/taon) C. *Oras: a.m./p.m.

Pahayag: * Kumpletuhin ang impormasyon..

|Case Number: Interpreter: |
<*Salamat sa ibinahagi ninyong panahon at umaasa kaming makapagsilbi sa inyong muli. <*
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Appendix Xllig: wuudauainaluaaiulainylguinisaunguias (Thai Version)

PBEEREERAEBRRR(EER)

Hong Kong Christian Service

- A o o o @ o o ' Y
AdutitnaanusinanarnIsanseaunniinzdunauuaa (CHEER)

wavaundsun1sidanduinisuavdud CHEER - davnvasdifiaulaasid winisifiauviunazlsulse
ALNINNIS THLENISAUNTISATNLAENTSILaNd1S Avtlungaaigis Iaani1saauluunasuiilazainaunn

s mmuinsg (nunaaa: 3106 0455) nsan19dua (tis-cheer@hkces.email)

d7 A, wuudavanu:

o Tliusae AuA2E
nseur ldvnan Tudaviiiinrzay o ‘ ) o
[af1RNHN] BN
1. | dusaulunislivanisaruiiuldattesuiu 1 2 3 4 5
2. | lmdnauiiaugnin 1 2 3 4 5
3. | lWminanufiaudiuisalunisula 1 2 3 4 5
4. | idmirianuadadlunais 1 2 3 4 5
5. | IWamdaudunsndadns ailluading 1 2 3 4 5
6. | umaunisaNaslduIng llevan 1 2 3 4 5
7. | aoun N1 Tiuanisiaasiug 1 2 3 4 5
8. | auarilauinisaruuavdued CHEER dnasv 1 2 3 4 5
dmsunislduinisatunnInsAwiLuudauuiaalii (TELISA) wintu
9. | msWiuanisidlulumuiarunaadtiinsanan 1 2 3 4 5
yin1satuuandaun (OIS) uas
usnisanuuuudunauluiidszam (SIS) [msdssauigalfisinasuasnisduuun] vinlu
10.| i mdNauasvsiaIan 1 2 3 4 5
11. vinuganuanisanuuaruanisiidatandisuavdud CHEER leatinels?
O Wi nniaen uninssg O W$wdngud CHEER O $1uAn O wau
O dus: Tusasey
12. vinuazuusinusnisauuarudnisulalanansuavgud CHEER WiRugdiivinusdnudalai?  uusiy/ lduusnin
13. mmﬁmﬁuuazﬁauuzmﬁuq:
d7u B. dayaRugiu:
u3nnsii éSu:
A suian: O vanisauneInsAwiuuuiui (TELIS) [AUN N INSANA]
O yan1sauaiutandns & ranuan (WSIS) [@5u1aand156287131]
O v3n1samun e InsAniLuutauuiaaun (TELISA) [anu1an19InsANNatanii]
O van1satuuandnuii (OIS) [Auuuualsafi]
O vanisauuuuduwaulunlszau (SIS) [MsdseauavUfiRnisuarni1sduuun]
B. *fuil: (Gundiauil) C. *1an: a.m./p.m.

MNENYR: *ATeuINTaNTaya TiaNny 5ol

|Case Number: Interpreter: |

3
X3

<+ YYDUAUTVI AR IAMAATIMTVI19: I TiuEn15viubnasy %
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(Version Urdu) Jasa)\s cutd) L g S Jlarind el g : Appendix Xlilh

PBEEREERAERRR(SABER)

Hong Kong Christian Service
(CHEER) S S 0 sild) L

Gt s ) A ar mSE 1S S Jlentid Sl g (5 ey s S AATHS CHEER (s sm G )S SIS Kb
A O sl S 23 ke S S gy S el el Sl sl namade gy IS DS S e 8O g (S en
- S dwy) (tis-cheer@hkes.email) Jie ) ~zsn b (3106 0455 i) (oS

~alil) g o A A

ﬂ < > :v-:\ ol 603 3 09390 Al 2 )
5 4 3 2 1 I3 JeSa —wal gl dee S laa i | 1
5 4 3 2 1 L& Bl Gha laa i 2
5 4 3 2 1 Ld Cuadlaly lea 5 3
5 4 3 2 1 L Dlala e Glea i A4
5 4 3 2 1 e S S )b el e si| 5
5 4 3 2 1 L Ol (e Jlariad IS Ay yha IS il a0 (Sl |6
5 4 3 2 1 & b Ay Hsh egana | L7
5 4 3 2 1 B /S U8 Jleriad obsa g (S (Jlan 55 (S jia s | .8
=S (TELISA) Culafiily) S <l gous (S mad 5 (AL 03 8 S e
5 4 3 2 1 S g e i cuailyl |9
(OIS) s casd (S max 5 (Al i e
=S [Dobas ) g) (S ) 9] (SIS) Sl g (oS ~aa i AL g iy )
5 4 3 2 1 Eah Sl glea i | 110
€ Uas s S 0 2 S Sl (S a5 6005 sl ) S CHEER il 11
G O ol O e SCHEER O OB o) i S clexd (5 S e O
G gl 5 by ol S O
o oSS S st Sl (S xS s ad sl () S CHEER S 085 Iy s il I LS 112
nsad sl S 113
iClaghia galis . B ~as
rlgpu gy Sy (S Lpe
[0 058 5] (TELIS) s S man i b5 0 Mo O pud % )
[aliay by S K] (WSIS) s (S mea 5 Gl el el 5l il 0l 0
[0 o GMend el _—u 1o] (TELISA) &udsly) TELIS O
o ~esn] (OIS) wexd (S naan i (5L nadse O
[Dob e Hsl oS 5] (SIS) <l g (S e i (Sl i g S [0
a.m./p.m. ey * & (S TPYRY) HOSE R

S deSa g i Glaglaa N> 1 paad

|Case Number: Interpreter:

8 5 S Cadd (S il 0 by g2 A8 i bl pad 9) g S LS g S i
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Appendix XlIli:_Y kién ctia ngwei st dung phuc vu cho dan téc thiéu sé (Vietnamese Version)

DB REEREE R KRR XIR)

Hong Kong Christian Service
TRUNG TAM HO TRQ' DAN TOC THIEU SO (CHEER)

Cam on da Iya chon Hong Kong Christian Service-CHEER va st dung dich vy ctia ching t6i. Chlng t6i cam
két s& nang cao chéat lwgng dich vy phién dich va dich thuat ctia chang toi. Vui long gitip chang téi bang cach
dién mau don nay va gli lai cho ching tdi bang cach fax t&i (No.: 3106 0455) hodc bang cach email t&i
(tis-cheer@hkcs.email).

Phan A. Ban Cau Hoi

2v khoanh tran ché thich h Hoan Toan Hoan Toan
Hay khoanh tron cho thich hop. ;::gni < > Béng ¥
1. | Qua trinh théng dich dwgc sudn sé 1 2 3 4 5
2. | Théng dich vién c6 lich sw 1 2 3 4 5
3. | Thong dich vién c6 da kha nang 1 2 3 4 5
4. | Théng dich vién c6 céng bang 1 2 3 4 5
5. | Théng dich vién co thé giao tiép tét 1 2 3 4 5
6. | Cac tha tuc st dung dich vu than thién vé&i nguoi dung 1 2 3 4 5
7. | Chét lwong tdng thé cda dich vu 1a tt 1 2 3 4 5
8. | Toi sé str dung dich vu théng dich & CHEER mot lan niva 1 2 3 4 5
CHi danh cho Tre Giup Théng Dich Qua Pworng Day Nong HEN TRUOC (TELISA)
9. | Lich hen bat dau dung thdi gian 1 2 3 4 5
Dich Vu Phién Dich Trwc Tiép (OIS)
va DICH VU THONG DICH TRUC TIEP (SIS) [Héi thao va hdi nghi chuyén dé]
10.| Théng dich vién dén dang gi® 1 2 3 4 5

11. Tw dau ban biét dén dich vu phién dich va dich thuat cia CHEER?
[0 Ngwei Cung Cép Dich Vu Céng Céng [ Nhan Vién cia CHEER [J Shops [0 Ban Bé
O T ché Khac: Xin Ghi R6

12. Ban muén gi&i thiéu dich vu phién dich va dich thuat cia CHEER cho nhirng ngwdi minh biét khéng?
Co6 / Khéng

13. Y Kién Khac va Goi Y

Phan B. Théng Tin Co Ban:

Dich Vu Pa Dung:

A.*Loai: O Trg Giap Théng Dich Qua Bwong Day Néng (TELIS) [Qua dién thoai]
O Dich Vu Dich Thuat Thi Giac va Qua Whatsapp (WSIS) [Giai thich v&n ban bang 16i n6i]
O Tre Gitp Théng Dich Qua Du’cyng Déay Nong Hen Trwo’c(TELISA)[Hen trwdc qua dién thoai]
O Dich Vu Phién Dich Truc Tlep (QIS) [Dbi dién]
O Dich Vu Théng Dich Truc Tiép (SIS) [H&i thao va héi nghi chuyén dé]
B. * Ngay: (dd/mmlyyyy) C. * Th&i gian: a.m./p.m.

Ghi chi: * Théng tin can duoc hoan tat.

|Case Number: Interpreter: |

<Cam on bgn @4 danh theéi gian va chang tdi hy veng sé phuc vu ban lan sau. <
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Appendix XIV: Application for Agency Code (E#X#E & ER)

To: CHEER, Hong Kong Christian Service
Fax: 3106 0455 E-mail: tis-cheer@hkcs.email

Interpretation and Translation Service
Application for Agency Code

Organization Name:

*Section/Unit Name:

Name of Unit-in-charge

Address

Telephone No.

Fax No.

E-mail Address

* Delete as appropriate

Signature of Agency/
Unit-in-charge

Date

Agency/Unit Chop

To be completed by CHEER

Your application for an agency code for CHEER’s interpretation and translation service is in process.
An agency code will be assigned within 10 working days.

Received by: CHEER's agency chop

Date received:
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Since 1952, Hong Kong Christian Service (HKCS) has been working towards a humane and
just society. We provide the needy with suitable, professional and quality services genuinely.
We care for the disadvantaged and the neglected. We uphold our vision of “Towards a Benevolent
and Just Society, Holistic Development for All” by instilling hope, advocating justice and

promoting harmony for our people and society.

EREBEHRBE (RBE ) KILR1952 F , SFRFDEBEY—ECE, RENHLE,
BRE-ERRFBZALRMAEY, EX ERNEERYE UHBRBEPHALRLS

BE, WA THECELR AANLEREAER, ATRRUESHEFE BELH,

5| Ha,
@ : info@hkcs.org
( : 27316316
e~ : 27316333
33 Granville Road, Tsimshatsui, Kowloon, Hong Kong
U EmamAnE e R EEI
“B  : http://www.hkcs.org

. www.facebook.com/hkcs.org

Guidelines for Using Interpretation & Translation Services

(For Public Service Providers)



