Template for Scale Translation
This document is a generic working template for producing a new language version of a questionnaire, inventory, rating scale, or other psychometric measure. Enter the authorised source text in the Source column, the agreed target-language wording in the Translation column, and an independent English back-translation in the Back-translation column. Add, remove, or rename sections to match the source measure.
Guidelines for translators
Confirm the exact source scale, version, date, and permission/licence before beginning.
Use a rigorous translation and cultural-adaptation process, including independent back-translation where appropriate.
Translate for conceptual and functional equivalence, not merely word-for-word similarity.
Keep item meaning, polarity/direction, response anchors, instructions, formatting emphasis, and scoring-relevant distinctions intact.
If a concept has no direct equivalent, use the closest natural expression and record the issue and rationale in the Notes/comments field.
Do not transfer norms, cut points, thresholds, or classifications to a new population without appropriate evidence. Document any use of non-local reference values.
Follow all copyright, licensing, attribution, modification, and distribution requirements for the source scale.
How to use this document
Complete the Translation project details section.
Populate the Source column with every piece of respondent-facing or scoring-relevant text from the authorised source version.
The translator completes the Translation column.
The back-translator independently renders each translated entry back into the source language without consulting the original wording.
The translation team reviews discrepancies, documents decisions, tests the reconciled version as appropriate, and records the final approved wording.
Translation project details
	Translation project details

	Scale / measure title
	[Name of scale]

	Source version
	[Version/date/edition]

	Source language / locale
	e.g., English (UK)

	Target language / locale
	e.g., French (France)

	Scale owner / rights holder
	[Name/organisation]

	Permission or licence
	[Details / reference]

	Translator(s)
	[Name(s)]

	Translator contact
	[Email preferred]

	Translation completed
	DD / MM / YYYY

	Back-translator(s)
	[Name(s)]

	Back-translator contact
	[Email preferred]

	Back-translation completed
	DD / MM / YYYY

	Reconciliation/review team
	[Name(s)]

	Final version/date
	[Version and DD / MM / YYYY]



Translation table
	Key
	Notes for translator
	Source text
	Translation
	Back-translation

	1  Title, headings and introductory text

	Note: Include the scale title, subtitle, introductory statements, and section headings.

	TITLE
	Scale title
	[Full scale title]
	
	

	LEAD
	Introductory statement
	[Introductory text]
	
	

	H2_1
	Section heading
	[Heading]
	
	

	2  Instructions

	Note: Keep instruction blocks together where their sequence or context affects meaning.

	INST_1
	Instruction paragraph
	[Instruction text]
	
	

	INST_2
	Instruction paragraph
	[Instruction text]
	
	

	3  Scale / subscale names

	Note: Translate names as complete concepts. If a scale is bipolar, preserve the intended contrast between poles.

	SCALE_1
	Scale/subscale name
	[Scale or subscale name]
	
	

	SCALE_2
	Scale/subscale name
	[Scale or subscale name]
	
	

	4  Response options and anchors

	Note: Preserve ordering, intensity, frequency, agreement, time frame, midpoint meaning, and numeric correspondence.

	RESP_0
	Response option / anchor
	[e.g., Not at all / Strongly disagree]
	
	

	RESP_1
	Response option / anchor
	[Response label]
	
	

	RESP_MAX
	Response option / anchor
	[e.g., Very much / Strongly agree]
	
	

	5  Items

	Note: Give every item a stable key. Record reverse-keyed items, paired poles, defined terms, or other scoring-relevant features in Notes.

	ITEM_1
	Item 1
	[Source item text]
	
	

	ITEM_2
	Item 2; note if reverse-keyed
	[Source item text]
	
	

	ITEM_3
	Item 3
	[Source item text]
	
	

	6  Score interpretation / feedback text

	Note: Translate only the wording. Keep score values, formulae, placeholders, and operators unchanged unless adaptation is explicitly required.

	SCORE_LOW
	Interpretation label/template
	[If score is X–Y: ...]
	
	

	SCORE_MID
	Interpretation label/template
	[If score is X–Y: ...]
	
	

	SCORE_HIGH
	Interpretation label/template
	[If score is X–Y: ...]
	
	

	7  Additional respondent-facing text

	Note: Include examples, checkbox items, consent/introductory wording, help text, warnings, and open-text prompts. Preserve intentional emphasis.

	ADD_1
	Additional prompt
	[Source text]
	
	

	ADD_2
	Preserve **emphasised term**
	[Source text with **emphasis**]
	
	

	8  Interface, administration and form tools

	Note: Translate controls by function rather than literally where a literal rendering would be unclear.

	BTN_SUBMIT
	Button / control
	[Submit]
	
	

	BTN_SCORE
	Button / control
	[Score]
	
	

	BTN_PRINT
	Button / control
	[Print]
	
	

	ERROR_1
	Validation / error message
	[Source message]
	
	

	9  Footer, attribution and licence

	Note: Use the exact attribution/licence wording required by the rights holder.

	FOOTER_SOURCE
	Source / citation
	[Required citation]
	
	

	FOOTER_LICENCE
	Licence / copyright
	[Required licence or copyright text]
	
	

	FOOTER_VERSION
	Version label
	[Version/date]
	
	


Translation decision log
	Key / item
	Issue
	Decision / reconciled wording
	Rationale
	Reviewer / date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Validation and release record
Cognitive/pilot testing completed:  ______________________________________________
Psychometric evaluation completed:  ______________________________________________
Local norms / thresholds established or reference norms documented:  ______________________________________________
Permissions/licence checked for release:  ______________________________________________
Final approval by scale owner/authors (if required):  ______________________________________________
Public/distribution location (if applicable):  ______________________________________________
