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Foreword

ISO (the International Organization for Standardization) is a worldwide federation of national standards
bodies (ISO member bodies). The work of preparing International Standards is normally carried out
through ISO technical committees. Each member body interested in a subject for which a technical
committee has been established has the right to be represented on that committee. International
organizations, governmental and non-governmental, in liaison with ISO, also take part in the work.
ISO collaborates closely with the International Electrotechnical Commission (IEC) on all matters of
electrotechnical standardization.
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Introduction

This document is designed for policy makers working in different environments, from language
planning institutions to profit organizations.

The requirements concerning the development and implementation of a terminology policy can differ
in these environments as well as from case to case. No two situations are exactly alike and, even in a
seemingly homogenous context, each terminology policy is necessarily individual and custom-made.
This document therefore aims to provide guidance on general principles for the design of an individual
policy to be tailored to a specific set of circumstances and demands. It does so by recommending a

varie

will be essential in any policy environment, while others may not be relevant.

Tern

termfinology policy can take the form of alegal document or information policy. Similarly, the
policly within a large non-governmental or intergovernmental organization cah’be compley

to ad
etc.).

guide¢lines for terminology management, workflow and the use of techfiidlogy to support it;
presented in a short document, often not even referring to terminolégy as such. Distinctic
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inology policies can take very different forms, depending on the context. In a‘nation

dress a very complex situation and various levels of interoperability (¢ultural, politic
In private corporations and smaller organizations, a terminology po6licy usually takes

mendations

hl context, a
terminology
since it has
hl, semantic,
the form of
it is usually
ns between

thes¢ vary and what is imperative in one company, community/or-organization, can be irrelevant in

another. Due to the ever-increasing interlinking of public and{private endeavours, the hig

divel
helpf

sity of organizational or institutional organizations, and rapidly changing environ
ul to have all aspects included in one standard.
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Terminology policies — Development and implementation

1

Scope

This document provides policy makers in governments, administration, non-profit and profit
organizations with guidelines and a methodology for the development and implementation of a
comprehensive policy concerning the planning and management of terminology.

This|document defines key concepts and describes scenarios and environments thgt
different kinds of terminology policies. It also places terminology policies in the broadé
institutional strategic frameworks.

2
The

constitutes requirements of this document. For dated references, only the edition cited
unddted references, the latest edition of the referenced document(including any amendme

ISO

For the purposes of this document, the terms and-definitions given in ISO 1087 and the foll

ISO gnd IEC maintain terminological databases for use in standardization at the following ¢

3.1

ternjinology planning
termfnology work (3.14)( aimed at developing, improving, implementing and dissem
termfinology of a domain/or a subject

Note|l to entry: Terthinology planning involves all aspects of terminology work and has among ot}
the opjective of achieving vocabulary control through such normative documents as thesauri and
standards.

[SOURCE: 180 1087:2019, 3.5.3]

3.2

Normative references

following documents are referred to in the text in such a way thiat some or all of t

1087:2019, Terminology work amd terminology science — Vocabulary

Terms and definitions

ISO Online browsing platform: available at https://www.iso.org/obp

IEC Electropedia: available at http?//www.electropedia.org/

can require
r context of

heir content
applies. For
hts) applies.

bwing apply.

ddresses:

inating the

er objectives
terminology

terminology policy
set of principles and strategies used as a basis for developing and regulating terminology for a specific
language(s) or domain(s)

3.3

terminology policy implementation
set of activities aimed at executing a terminology policy (3.2)

© IS0 2020 - All rights reserved


https://www.iso.org/obp
http://www.electropedia.org/
https://standardsiso.com/api/?name=b2fbdccdab1dd5358e58b2ecd420d19e

ISO 29383

3.4
terminolog

terminologic
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y resource
al data collection

collection of terminological entries

Note 1 to entry: Terminology resources can be in paper or electronic format, e.g. paper dictionaries or glossaries,
CDs, DVDs, databases or termbanks.

[SOURCE: IS
3.5

01087:2019, 3.7.1]

linguistic norm

set of langug

Note 1 to enf
linguistic not

Note 2 to en|
language is u|

3.6

language p
set of activi
language va

3.7

status plan
part of langi
its status in

3.8

ige conventions that is considered to be the shared standard of a language community |

ry: There can be many kinds of variations (such as dialects) whose conventions déwiate fro
m.

Lry: Different linguistic norms can also be applicable to the same language |(e.g. when the
sed in different countries, namely BrE vs. AmE, etc.).

anning
fies involving measures to influence the function, structufe)or acquisition of a langua
riety within a language community (3.10)

¥

ing

a society at large or in particular domains.orcontexts

corpus planning

part of langi

Note 1 to ent
standard var
lexicon).

39

acquisition|
part of lan
institutiona

Note 1 to ent
or internatio

3.10

iage planning (3.6) that concerns.the’development and standardization of a language

ry: Corpus planning includes the standardization and recording of orthography, developmen

planning
guage planning~{3.6) that concerns the goals, strategies and methodologies foj
ized teaching-and learning of languages in a society

'y: Acquisition planning can include the use of official, minority, majority or neighbouring lang
hal lingtia francas.

3.10)

n the

same

pe or

age planning (3.6) that concerns the official designation of a language and the regulation of

t of a

jety, grammar, pronunciationyules, development of a writing system, and lexicon (including special

the

hages

language community
community of people defined through common use of shared linguistic norms (3.5) and cultural
specifications

Note 1 to entry: Language communities are not necessarily confined within geopolitical boundaries and can be
distributed in several, sometimes distant locales (3.17) within a region, country, continent or globally.

[SOURCE: ISO 16354:2013, 3.1.11, modified - Definition and Note 1 to entry substantially modified;

example del

eted.]
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3.11

complementary information

Cl

information supplementary to that described in terminological entries and shared across the
terminological data collection (3.13)

Note 1 to entry: Domain hierarchies, institution descriptions and bibliographical references.

[SOURCE: ISO 16642:2017, 3.2, modified - Note 1 to entry transformed into "examples"; "references to
text corpora” removed from the examples.]

3.12
speciial language

langnage for special purposes
LSP
natufal language used in communication between experts in a domain and characterized Iy the use of
speclfic linguistic means of expression

Note |1 to entry: The specific linguistic means of expression always include subjéect-specific terminology and
phrageology and also can cover stylistic or syntactic features.

[SOURCE: ISO 1087:2019, 3.1.9]

3.13
ternjinological data collection
TDC
resofirce consisting of concepts and their designations, with associated metadata and dpcumentary
inforjmation

[SOURCE: ISO 16642:2017, 3.21, modified - "terminological entries" replaced with "concepts and their
designations".]

3.14
terminology work
worK concerned with the systematic-collection, description, processing and presentation|of concepts
and their designations

Note|l to entry: Terminology worK is preferably carried out on the basis of established principles ind methods.
Termifinology work includes teéxm extraction, concept harmonization, term harmonization and termjnography.

[SOURCE: ISO 1087:2019, 3.5.1, modified - Original Notes 1 and 2 to entry replaced with|new Note 1
to entry.]

3.15
terminology.management
metHods for-collecting, maintaining, and accessing terminological data

3.16
terminology management system
software tool specifically designed for collecting, maintaining, and accessing terminological data

[SOURCE: ISO 1087:2019, 3.6.13, modified - "with a metadata structure" deleted after "software tool".]

3.17

locale

unique combination of parameters specifying the language, geographic area, and other cultural,
administrative or technical preferences of a given community

[SOURCE: ISO 22274:2013, 3.20]

© IS0 2020 - All rights reserved 3
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4 Language planning and terminology planning

4.1 General

Language planning is a broader concept than terminology planning that covers status, corpus and
acquisition planning. This process is often associated with planning at government level, but can also
be done by non-governmental organisations, private companies and individuals, as language planning
goals can vary. In particular, status planning involves the pronouncement of an official/non-official
(minority) language(s), national language or a language of communication or a medium of instruction
as well as the determlnatlon of the functions of such languages Subsequently, corpus planning is key to
the implementa 3 3 S S ¢

Corpus plarjning, in this case, focuses on the development of chosen languages, which can’ be [done
through graphization. The process of graphization involves the development, selection and mpodification
of orthographic conventions of a language. In addition to graphization, corpus planning’also invplves
standardization of spelling and modernization that focuses on lexical expansion of general language
and technicpl vocabulary. These processes often result in new language resources, (e.g. glossary| lists
and technicpl terms) to ensure quality and consistency in the way terminolegy is used in spe¢cific
domains or(language communities. Corpus planning is therefore that part oftanguage planning that
covers termjnology planning. Terminology policies are developed during this planning phase.

Acquisition jplanning is then critical in ensuring that what has been devéloped during corpus planning
is introducefd to the society at national or local level through education’systems ranging from pripary
schools to universities and the media. That is, the implementationiand use of new language resources
take place during acquisition planning.

4.2 Language planning

Language planning involves deliberate efforts by a-government, agency or other entity in order to
influence thg function, structure or acquisition of aJanguage or language variety in a certain domdin or
within a language community. Language planning-comprises a mixture of approaches, such as:

— the det¢rmination of the status of a language in a society at large, in a certain domain or context
(status planning);

— the linguistic codification of a danguage in order to establish a linguistic norm, the development
of language resources (including text corpora, speech corpora, lexicographical data and, to some
extent, ferminological resauices), the development or recording of literary traditions and sofirces
(corpus|planning);

— the deve¢lopment of adanguage education policy and teaching of a language (acquisition plannipg);
— translation strategies, etc.

The major focusof language planning, therefore, is the conscious development of a language to improve

communication’in a language community or society at large, or to strengthen the status of the language
of a linguistic community existing within a larger community:.

4.3 Terminology planning

Terminology planning results in the development of resources to support the representation of
domain knowledge (concepts) and the use of such representation to ensure successful and unhindered
communication within and across domains, including:

— terminology development;
— terminology use, documentation, recording and processing;

— knowledge transfer;

4 © IS0 2020 - All rights reserved
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— terminology transfer (e.g. during training or learning and teaching through the
instruction);

— terminology implementation (e.g. through technology or via the media);

— translation, interpreting and localization.

medium of

Domain-specific conventions of concept representation can comprise not only linguistic representations
of concepts (i.e. terms and appellations), but also several kinds of non-linguistic representations of
concepts (graphic signs, formulae, alphanumeric symbols, illustrations, diagrams, icons, gestures, etc.).

These non-linguistic representations have to be taken into account as well.

Ternjinology planning should be based as much as possible or feasible on the existing linguistic norm.
The Jinguistic norm is a standard form of the language used by all groups and sectors, of a language

community or groups of language communities of a country or region. Communic¢ation
certdin domains may not entirely conform to the linguistic norm of the general language
theylare derived or in which they are embedded (e.g. bioscience, chemistry).

patterns in
from which

Ternjinology planning shall comply with the needs and requirements !6f specific dpmains and

applications, including:
— 3n appropriate level of abstraction (e.g. chemical formulae);
— gtrict rules of term formation (e.g. biological nomenclatures);

— Ttestricted language with high levels of standardization (e.g. risk communication, aviati
Ililitary communication);
i

gh occurrence of synonymy (e.g. engineering, social sciences, economics, humanities
— ¢ultural taboos (e.g. health care, disease/epidemics prevention);
— Tregional variation and register variation-(e.g. public notices).

Specjal language has a strong influence on general language and vice versa. There is a |
overlap between language and terminology planning. Language planning includes the dey
the lexicon (including special lexigon) of a language. At the same time, domain communicat
largdly of terms, i.e. linguistic tepresentations of concepts are mostly constituted of specia
particular language.

Ternjinology planningisZlso of special concern for pluricentric languages, for example Eng
or German, that are-official or state languages in many different countries with very differ
and legal systems)In particular, in the domain of law, pluricentric languages and their t
termfinology work'is a fundamental aspect for the correct transfer of knowledge and for leg

Ternjinology. planning can be part of other planning activities, such as:

on industry,

etc);

hrge area of
elopment of
ion consists
lexicon of a

tlish, French
ent cultures
reatment in
al certainty.

rategies);

— i|nf0rmation planning (e.g. knowledge management, information and documentation st

— education planning (e.g. pre-schooling, secondary, primary and higher education);
— scientific-academic or innovation planning;

— information and communication technology (ICT) planning; and

— marketing planning (e.g. of a company).

Terminology planning is also crucial in the following domains:

— secondary and tertiary scientific education and vocational training;

— knowledge engineering (human language technologies);

© IS0 2020 - All rights reserved
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— environmental, tourism and travel industry;

— administration and e-government;

— corporate communication management (official forms and documents);

— health and risk management;

— legal communication (laws and treaties);

— communications and marketing (signage);

— scientif

b 1 - 1 1.1 s A | 1 1 1 1 |
C U tclimtcalr puulitdatiulls, sulutT UUURS, DTULITUTCS, dllU

— translatjion industry.

Terminology planning is employed to develop and standardize terminology andtérminolg
phraseologyl in support of the above and to guarantee overall efficient domain cornunication
knowledge fransfer.

5 Formylating and implementing a terminology policy

Terminology

policies that are informed by the requirements, and address the needs ef the specific environmen
domain. The¢ degree of specific detail is determined by scale, purpose and environment of the p
Often, terminology policies concern the harmonization of overlapping or conflicting policies.

Successful t

— evidenc
needs a

— visional

brminology policies are:

ksessment phase);

objectivies of an organization or country);

— based o
conside

in standards and quality management (the policy that is being developed should takg
ation the terminology standards and quality management systems that are in place);

— support-driven by top management (top-down: this is where senior managers give policy direc
particigatory (bottom-upinvolves stakeholders and practitioners engagement in order t
their buy-in in the policy;direction to ensure successful implementation of technical resoujrces)

(stakeh

— sustain

blder engagentent process should be empowering and transparent);

hble, consistent and forceful (the policy should be developed with the aim to imple

terminglogy in-axconsistent manner; the implementation of such policy should be realistic; sys
should alsgbeput in place in order to ensure sustainability of such a policy); and

— geared

gical
and

F planning should lead to the generation of comprehensjve/and integrative terminglogy

t and
blicy.

e-based (decisions on policy recommendatioiis should be based on facts gathered during the

y (long-term view) (terminology poliey should be aligned with the strategic direction and

into

ion);
h get

ment
tems

owards canacityv huilding
g o4 s}

From the perspective of potential user groups, terminology policies can be classified in terms of:

1) nationa

NOTE

], regional and sub-national terminology policies;

Regional here refers to an area/level within a country.

2) domain/sector terminology policies; and

3) corporate terminology policies:

i) corporations; and

ii) non-profit organizations (NGOs), intergovernmental organizations (IGOs).

© IS0 2020 - All rights reserved
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Terminology policy can be implemented within the framework of a national language policy or be driven
by linguistic problems surfacing as a result of a corporate merger, by temporary endeavours (such as
individual projects), corporate language design, or by coordination of intra- and inter-organizational
efforts, etc.

A policy, unlike an individual project that is limited by time, is a continuous process of planning,
implementing and monitoring, evaluating, revising and planning again. Provisions shall therefore be
made for it to become ultimately self-sustaining (through capacity and institution building, as well as
awareness-raising efforts).

6 T inel liev-devel
6.1 | Terminology policy development process model

The following model (see Figure 1) shall be considered in the terminology policy-dévelopmént process.

PHASE I: Needs PHASE II: Policy PHASE I PHASE IV: Policy

assessment formulation and Implementation maintenarice
Approval

Assessment of the Drafting the terminology Overall management of the |, Lohg:term financial

language and terminology
environment and existing
legislation;

Awareness creation, and
efforts to obtain official
recognition;

Recommendation of

policy proposal;

Drafting a plan for the
coordination of the
terminology policy with
other strategic planning
policies;

Preparation of a plan for

implementation;

Operational and
organizational planing of
the implementation;

Planning 6f the publicity
and promotional activities;

Support;

Business model;
Capacity building for
revision and continued

advocacy;

Planning for

methodology and available | implementation; Monitoring and evaluation; | implementation of
or conceivable procedures; adaptations to policy and/
Submission of the (draft)>~" | Publication of results. or infrastructure;

Preparation of preliminary
documents;

final policy (documeént-and
implementatioh\plar); Regular monitoring and
evaluation of results of
Organization of policy implementation;

consultation process.

Official.approval of the
finaltpalicy (document and
implémentation plan). Ongoing awareness

raising

Figure 1 — Terminology policy development process model

6.2 | PHASEA % Needs assessment

6.2.1 - Assessment of language and terminology environment

Terminology policy development and implementation 15 a highly complex matter. The process should
be based on a thorough needs assessment. The needs assessment process should cover the following
aspects:

— assessment of the language and terminology environment and of existing legislation;

— activities designed to create awareness of the issues within the society, community or organization,
and efforts to obtain official recognition for these activities;

— recommendation of methodology and available or conceivable procedures;
— preparation of fundamental documents;

— stakeholders could include groups or individuals who are affected by or concerned about or
interested in the terminology policy (see Annex A, Figure A.1);

© IS0 2020 - All rights reserved 7
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establishment of a network of experts;

sessment document.

organization of a comprehensive consultation process (e.g. national, regional or organisational); and

An assessment of the language and terminology environments is important in determining gaps in
terms of terminology development and facilitation of effective communication processes in the specific
domain or a specific language community. The impact of the terminology policy on other policies and
strategies within the organisation or in that country should also be assessed. At the same time, the
assessment of attitudes of the language community in general towards specific language(s) and their

developmen

tisalso crucial dllring this phncp

The assessn
major stakg
implementa
benefits and

policy. Furthermore, the goals and scope of the terminology policy as well as optionsfor its realiz

shall be cled
This proces
documents,

The needs 4

regard to information (constitutional or common law, statutory controls, enacted statutes, guide

decrees, etd
regulations

The informd
to highl

to indic
termind

to ident

to supp

6.2.2 Ass

The results
variety of re
financial im

The documg

developmenyt, implementation and evaluation process and beyond.

nhent of the language and terminology environments should be done in order t¢ idd
holders and determine any societal or psychological barriers towards thé)succe
tion of such a policy. The assessment should also include an analysis of dire¢t-and ind

rly outlined in order to fully assess the situation so that valid conglusions can be d
s can also take the form of meetings, surveys, case studies aidyanalysis of corp
etc.

ssessment phase should also include a survey of the regulatory or policy framework

). It is useful to show any overlapping inconsistencies.or contradictions in existing
and policies as well as any intended positive contribution to the overall policy framew

tion collected during the needs assessment phase serves four main purposes:
ight the need for a terminology policy (at national, regional or organizational level);

ate the extent to which professionals‘and users at large already recognize the need
logy policy;

ify gaps and inadequacies in existing policies; and

brt the terminology developnient process based on results from the needs assessment p

bssment documents

of the needs as$essment phase should be compiled into a comprehensive document
asons, namelyfor the development of a terminology policy, implementation plan, as w
plications foriimplementing such a policy.

nt should be prepared with the utmost care as it will be reused during the entire p

ntify
ssful
irect

of the estimated costs implied in the formulation and implementation of the terminglogy

htion
awn.
brate

with
ines,
legal
ork.

for a

hase.

for a
ell as

olicy

This assessr

apn | £ ala 14 | A |
TCITCUUOCUIITCITU STITOUTU TITCTOUTC,

an introduction to the physical, social, economic and administrative environment;

corporate level;

an assessment of the socio-economic situation of the language communities involved;

analysis of the status of terminologies in each language;

an assessment of major terminology and language institutions, their resources and services;

an assessment of major language and terminology goals or priorities at national, regional or

an assessment of existing language resources, including terminology resources as well as the
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— an assessment of users: the major types of institutional and individual users, their needs and
terminology requirements (see Clause B.2);

mechanisms for its formulation and enforcement, and its inadequacies; and

recognition and the main constraints associated with its implementation.

an assessment of the current language policy situation: the scope and coverage of this policy,

a summary conclusion stating the need for a (new) terminology policy, outlining its level of

The assessment document shall be formulated and presented in a concise manner in order to ensure
that 1t is understood by decision makers, knowledge brokers and fac111tators who are not experts in

com

The j

1
[(

1

The
insti

the analysis should be combined into one comprehensive decument and provided in differe

versj

6.2.3

Stak
polic

termfinology policy formulation process;' This process often requires activities desigy

awaf
For

for the success of the actual implementation of the policy.

6.2.4

Onc
cons

document(s) for.consultation at that level, thus securing transparent and participatory wor

Such
surv

on these findings.

nunity. If necessary, a third party should be engaged to act as knowledge broker.

breparation of the assessment document during Phase I serves two main purposes:

o consolidate the assessment results against existing and/or required’language re
apacities; and

o provide a basis for a constructive consultation on the issues related to a terminology

design and formulation of the assessment document shall) correspond with existin
futional or cultural conditions or requirements. Dependinig on the scale and context ¢

ons.

Stakeholder consultation

eholder consultation is required for terminology policy at public or organizational ley
y level, this should also involve consultation of the language community throughoy

eness and obtain buy-in before any'official mandate or approval is granted toward impl
olicies at organizational level, official support or buy-in by top management is parti

Organization of a.community/organization-wide consultation procedure

bmpletion of theassessment process, a draft policy document shall be submitted for
1ltation at either national, regional, or organizational level. It shall constitute the m

consultations will serve different goals and can take various forms, for example, m
bys (oral and written interviews).

The

mportance of active contributions from individual stakeholders to the draft nnhr

f systematic
or language

sources and

policy based

b corporate,
f the policy,
nt language

el. At public
t the entire
ed to raise
ementation.
cularly vital

stakeholder
hin working
k methods.

eetings and

ly document

and the possible impact on the final policy should be stressed in order to attract part1c1pants who
would otherwise take a more passive role. The results of the consultations shall be carefully recorded,
summarized and integrated into the terminology policy document. All stakeholders, regardless of
passive or active contribution, shall be kept informed throughout the process about the progress and
results of the consultation.

6.3

PHASE II - Policy formulation and approval

6.3.1 General

The policy formulation and approval phase comprises:

— drafting the final terminology policy document;

© ISO
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alignment of the terminology policy with other strategic planning objectives and policies;
preparation of the policy implementation plan;
presentation of final policy document and implementation plan; and

decision on the final policy document and implementation plan.

This phase will not in all cases be carried out in such a detailed and explicit manner, but the basic
principles will nevertheless apply.

6.3.2 Finalizing the terminology policy propaosal

The draft te
and the dirg
communicat
limitations {

At this stage

Fminology policy proposal shall outline policy objectives, scope, benefits, main stakeho
ctions for implementing the terminology policy in such a way as to facilitate the-effe
ion and decision-making processes. The policy’s envisaged achievements,‘as well 3
hould also be clearly outlined.

, an evaluation process for the individual parts of the draft shall be initiatéd. This evalu

process shall involve most of the relevant stakeholders who will be involved-in implementati

the policy.
underestim

6.3.3

Decision-m3
sources. Thd

[his serves to reveal any implications/gaps that could have been overlooked, or ¢
hted or overestimated.

Coordination of terminology planning with other strategic planning policies

king and planning processes need data and input from regional, national and internat]
refore, the terminology policy shall not be regarded in isolation, but rather as a strate

coordinatiof with, and supporting, the general development pelicy of the region, country or organizg

The termind
alignmse

coordin|
prioritig
provide
manage

establis|

link thg
managi

highligh

6.3.4 Imyp

logy policy proposal should therefore focus eir'the integration of the following issues:
nt of the terminology policy to the overall strategic direction;

ation of terminology policy activitie§ with the regional, national or corporate developm
s (thus justifying the need for réseurces and qualification);

guidance to government agencies and private corporations, as well as to NGOs, ol
ment and planning of resources and services;

habasis forany future veview of the terminology policy according to changing circumsta

b terminology policy to scientific-technical translation policies and related polici
ng communigation processes (e.g. corporate communication management); and

t the impact of interrelated policies on the terminology policy.

lementation plan

Iders
ctive
s its

htion
bn of
ither

ional
gy in
ition.
ental

0 the

nces;

bs of

A draft impl

ementation plan shall accompany the terminology policy proposal.

This plan shall specifically address:

period of time;

10

the assignment of priorities to the various terminology policy issues;

the selection of suitable strategies to achieve the goals of the terminology policy within a given

the allocation of resources for the implementation of work relating to these prioritized issues; and

aproposal foracoordination mechanism (within the terminology policy and vis-a-vis other policies).

© IS0 2020 - All rights reserved


https://standardsiso.com/api/?name=b2fbdccdab1dd5358e58b2ecd420d19e

IS0 29383:2020(E)

Depending on the scope of the terminology policy and on the complexity of the situation, the
implementation plan should be based on preliminary investigations concerning:

the establishment of a mechanism for the implementation of terminology policy;

the development of an action plan for the achievement of policy objectives and goals;

policy; and

the provision of financial resources for the implementation of activities related to the terminology

the design of measures aimed at periodic assessments of and adjustments to the action plan.

6.3.5

In th
com

acle
issus

This

1

1
1

The |
situ
situ

Spec
admi
it. M
e.g.

man

It is
shou
in te
cruc

6.3.4
Offic

langra

%

Presentation of the final policy and implementation plan

e terminology policy proposal, the necessary steps shall be elaborated to motivate-the
unities (terminologists, linguists and translators, language practitioners)or exp
ge field) concerned to support these activities. The text of the final terfriniology po
hrly written and concise document. It shall provide accurate and up-to=date inform
s that require the attention of political or corporate decision-makers:

[policy document is needed:

3s a basis for drafting the text to be presented for official approval;

o provide easy reference to the issues in the proposed tefminology policy; and

o provide insight into the implications of the implementation of the terminology po
erms of actions to be undertaken and resources:xequired.

policy document shall clearly outline the strengths and the weaknesses of the current
ion in the organization or language conmimunity and the resulting implications for
ion.

al attention shall also be given:te’ the layout of the document as a reference d
nistrators, legislators, decision-makers, controllers and managers who will have
hjor references should be made:with regard to the processes affected by the termin
information, knowledge (transfer, corporate communication, documentation, and
hgement.

also important to Select a favourable time to present the new policy to the decisio
Id be kept in mind\that the terminology policy has to compete with other budgetary
'ms of coordination with other policies or possible changes in management, good ti
al for success,

Decision on final terminology policy documents and implementation plan

ialapproval of the final terminology policy shall be sought. It can occur in several way

professional
erts in the
licy shall be
htion on the

licy, both in

terminology
the overall

cument for
to approve

blogy policy,
knowledge

h makers. It
posts. Also,
ning can be

2]

i

mplementation plan;

terminology policies.
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6.4 PHASE III - Implementation

6.4.1 General

The implementation phase comprises:

— the overall management of the implementation of the terminology policy;
— the operational and organizational planning of the implementation; and

— the planning of publicity and promotional activities.

6.4.2 Management of the implementation

Depending ¢n the size of the organization or language community, the complexity of the-situation and
the scope of|the terminology policy, its implementation can be managed by:

— one or several departments or (government) institutions;

— acommljittee or other group of people;

— an existling external institution or organization that is entrusted with this task; or
— anewly|established institution or organization.

A body, institution or organization or other kind of structure shall be assigned to manage and ¢arry
out the implementation of the terminology policy. The choice for this implementation structure shall be
based on th¢ results of the investigations, assessments and ¢éhsultations and should be best suiteri and
equipped to| fulfil this task. Considerations related to thesactual political situation can have an imppact
on this decigion. A fallback option should be envisaged.itv cases where the designated body, institfition
or organizafion does not or cannot perform its duties as required.

6.4.3 Operational and organizational planning of the implementation

Decisions shall be taken concerning:

— the estdblishment of a coordination'mechanism;

— the formulation of an action plah and procedures for carrying out the implementation plan;
— the allofment of human @nd financial resources; and

— the imp|]ementation @f a monitoring and evaluation mechanism.

Clear tasks ind milestones shall be assigned and measurable results shall be identified.

Implementaftien™of the terminology policy shall be accompanied by an evaluation and monitpring
mechanism,wmmmmmmmmm_ptm&_

6.4.4 Publicity and promotion strategy

Awareness-raising efforts should include top-down (advocacy) and bottom-up communication. These
efforts should identify relevant change agents (these are people who act as catalysts for change
or promote and enable implementation of the proposed change) and develop a plan for individual
actions. Change agents can include administrators, decision-makers, legislators, domain experts,
executive sponsors or prominent figures in society and the media. Active support of key individuals
who understand and support the objectives of the policy is crucial in establishing a firm foundation
for the successful implementation of a terminology policy. A supportive attitude within the language
community or organization should be fostered in order to create a conducive environment for policy
implementation.
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References should be made to benchmarking examples from foreign models and experiences, bearing in
mind local, cultural, organizational or historical sensitivities.

Throughout the implementation phase, publicity and promotional activities shall continue to ensure
wide-ranging awareness of the terminology policy and minimize the risk of indifferent or even hostile
attitudes among stakeholders.

A diligent use of the educational system will be suitable in order to avoid such a consequence. Education
and training at all age levels is a crucial dissemination and implantation channel. The media should also
be involved as much and as strategically as possible. In the case of language communities, cooperation
with the media is essential, and the careful planning of outreach programmes and media events

desig
and 1
spec
valug
webs

llCd fUl thc llCCdD Cllld CA[JCLtClt;UllD Uf thC }U\,a} audicuuc \A4 i}} LUlltl ibutc tU ill\,l Cdotl
eceptivity to the terminology policy. Promotional methods in corporate environmehts
fic marketing strategies highlighting corporate language or multilingualism, the(creat
e and heightened demand. The terminology policy should be uploaded on national an
ites in order to raise awareness and stimulate participation from stakeholdess.

1 awareness
can include
ion of added
d corporate

6.5 | PHASE IV - Policy maintenance

Ultimately, the terminology policy shall consider the future sustainability of the ferminology

infrastructure. Long-term financial support or sustenance shall be planned for. The terminjology policy

shall|consider that:

1) terminology belongs to the intangible assets of a community or organization and, eyen if initial
financial) supportis given, it is usually limited in timeyand

2) 1neasurable results of the benefits of the terminolegy policy show only after a certain pdriod of time.

The {

erminology policy shall therefore:

e accompanied by a business model, for continued operation, independent from t
ational or organizational budget, orat & minimum, by co-sponsoring;

e frequently monitored, evaluated and reviewed, so that changes in the environy
nticipated allowing enough time to react adequately;

e supported by continued.awareness-raising activities highlighting the importance of
olicy, its direct impact on' other processes, and the achievements of the current termin|
underpinned with statistics);

timulate research/and the development of arguments that can serve as the basis for re
urrent poliey;

ad to the establishment of an active network with relevant institutions or organizat
ational, regional and international level; and

oster the creation of flexible infrastructures that ensure ongoing operation even in ¢

he regional,

hent can be

terminology
ology policy

vision of the

ons at local,

ituations of

financial slim-down.

Change management and other management skills should be among the major job skills required for
the leadership personnel of any terminology infrastructure and should form part of regular capacity-
building exercises.

© IS0 2020 - All rights reserved
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(informative)

Tools for stakeholder analysis

A.1 General

A stakeholdgr analysis helps identify people, groups and institutions that have a vested interest-ip the
terminology| policy because they could be affected by the content of the policy. Such an analysis helps to
anticipate tHe kinds of possible involvement and their likely effects on the policy. Stakeholder ahalysils can
be a basis for the development of strategies used to secure support for the policy by releyvant stakeholders.
Stakeholderp can be directly or indirectly affected (primary stakeholders and secoridary stakeholders,
respectively]). Key stakeholders are those of significant influence and can belong to-either group.

A.2 Stakeholder analysis grid

The grid below (see Figure A.1) is designed to identify groups and individuals having varying levels of
influence arld interest in the terminology policy. Each stakeholder is placed in one of the four quadrfants,
depending gn their anticipated interest in the policy and influence they have regarding decision-making
or implementation. Depending on where stakeholders are plaged on the grid, strategies are progosed
on how best{to accommodate them.

4 Should be offered

Should be offered High information on an

information|on a ongoing and extensivg

regular basis although Keep Manage basis, in order to

not excessiviely. satisfied closely facilitate their full
engagement.

Power

Should be offered Need to be adequately

information _ I\_Ilonitorff inlf(:ren’:ed informed .and offered

occasionally and (minimum effort) opportunity for feedback

not intensively. Low FO ensure that no majqr
issues arise.

\/

Low Interest High

Figure A.I — Stakeholder analysis grid
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Annex B
(informative)

Examples of terminology policy user categories and scenarios

B.1

General

Ternmn
Tern

inology policy scenarios are provided to give examples of different contexts and\appr]

when developing terminology. The scenarios provided are not necessarily terminology

exar

Termn
infor

a)

b) {

q

c {

mark
refer
tools
corp

B.2

B.2.

B.2.]

Tern

OfteI

iples of how different contexts inform on how terminology development should be don

inology policies typically address different users or user groups who need differ¢
mation. These include:

Ibusinesses (mainly in the private sector or parastatals);

erminology users: resource and documentation developerSs; translators, lawyers, ma
ind others; and

erminology managers: terminologists and informatien processors who are respon;
evelopment and maintenance of databases and other terminological resources.

, corporate terminology policies are part of'other strategies (globalization, custom
teting, quality and environmental, etc.). Teriinology policies often take the form of g
ence documents describing the processes of terminology work within the organizati
used to support this work. These guidelines and reference documents often form p

Categories of terminelogy policy users and policy scenarios

| Categories of terminology policy users

.1 General

inology policies can be used by different categories of people or institutions including

termlinology.dsers and terminology managers.

B.2.1

.2 t0\B:2.1.4 cover different types of users of terminology policy and their requir

expe

brate policies, such as customer reldtions, marketing and international communication.

inology policies can be developed at an international, national, regional and cor;Lorate level.

oaches used
policies, but
e.

ent types of

'keting staff

bible for the

er relations,
uidelines or
ons and the
art of other

businesses,

ements and

cted uses for such a policy.

B.2.1.2 Businesses

Terminology policy can be used by businesses in facilitating business processes, namely:

© ISO

for consistency, quality and risk reduction;

for determining stakeholders involved and concerned with terminology; and

for identifying past strategies and history of terminology work in the company.
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for processes that are necessary to achieve the business operational and strategic goals;
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rminology users

The three main expectations by terminology users when implementing terminology policy are, namely:

— finding

information about designations and concepts;

— searching for terminological data such as terms, definitions and concepts; and

— using terminology correctly.

Terminology users can be concerned with the implementation of terminology resources in the
following areas:

a) inresoy
terms fi

b) in term
terms fi

c) in the {
posting

d) in contj
with ex

e) in mark

terms i consumer hotlines and advertisement, trademarks‘and registered terms/names, etc.].

B.2.1.4 Te
The main ex
— inform3

— inform4g
which d

— inform3
termingd

— inform4g

— howto

B.2.2 Different teriminology policy scenarios

B.2.2.1 G¢g

rce development (consulting relevant standards, creating a glossary for a product, cho
r new resources, dealing with homonymy and synonymy, etc.);

om other companies/departments, copyright);

ranslation of a product (using terms and terminology databases/getting feedbacKk
questions about the product, etc.);

acts and legal documents (copyright, using definitions for,legal documents, cooper
fernal partners, product safety and liability, etc.); and

eting and customer relations (branding and customerlanguage, consulting definition

rminology managers
pectations by terminology managers when implementing a terminology policy are:
tion about the terminology database,its developer, and its content;

tion about how to use the database, including how to make terminological entries
esignations and concepts should and should not be included;

logy, managing terminology in the database (dealing with obsolete terms, duplicates,
tion about other databases and repositories; and

issist translators in preparing terminology for a translation project.

neral

bsing

inology list development (selecting terms, creating definitions, cross-referénces, fising

and

htion

5 and

and

tion about workflow fdr)database maintenance, including importing and expofting

btc.);

Different scenarios and environments that can require different kinds of terminology policies are
described in order to inform the terminology development and implementation process. A few scenarios
are provided, namely, trade industry specific, and national ones.

B.2.2.2 Industry specific

Scenarios on terminology policies can also be specific to industries, examples of such are as follows.

a) Trade

The scenarios from the trade industry (Incoterms), though unilingual in nature, follows the language
policy that considers English as the language of trade in order to facilitate the communication process
amongst trade partners. As a result, the terminology development and standardization process is

16
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