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02.

ayFsGL  QwrPd  OsTatmsmw  BOLWmDUUGSHS 2 RE6NE  [Hmeusid
AT SHMEITR HLOUYHMBHMET BMHOBTHTHGIMEH 61601 DTFHHLD GLomdlse
DLMEEG (D THTUTTEEDS. DBSHCHMHL, 1620/27 Bevéad CBTemL HeICFL
aufssoraiuled  @IUIL LU BeTenseaiuy  SipFs®  Gurhs  QamaTenaemul
BOLPOOUUBHSHID DIVIUTHENTS BImieUstd Hmeva[hHLd, BlmieustGLomesrlest
@rewiLmd  Blemev HBTHUD  SiieusvTEenTE  GMILIL UL (BefTenen). RbSH
aFarlsg opss@mo CQwrhds Qamarms GHTLIUTET FULRIGN SeunHenm
BOL(PmOULBGSHHIUNSNGHS CoHemeuwimesr QFwHUTL(H  (LMDS6T  FLOLIHSHLOT 60T
sfelenel Qupmis CsThHHS BLEYEHMBBM6T 61(HHHe0 Geuswi(hd. GLosYILD,
SIFHHL Cmfls QaTeTemns QHTLIIOTRI FoHe0 SMNEMSBEH6T, HFaYH6T LHMID
BHBEUOBOT  6TETLUNENM HTFH[HLD QLOMOHET D60 60T &I H6W6V6U([H D EHSH
Bapemeuwimen FHHTILSHNID BaHTIUILGL U FSANID QuDMIS Q&THUUSMHST6
Qurmitiydse  @luenLsaliul (eTeng BmeueOorsifer  FsTer  DFFSHLO
Qumls QamaTend B (PmDUILUGSHHID AHBTHUIL B S EGLD.

o BIH6NS) BmieuengHeo DT FH([HLD Qums QETeTmNSHEMLI
BOL(LDULBHHIUSDHEHTHSH EJE) &ML LU (Heiten uflbgHleny s6r
31,61 G WeleTsd FomlilléasliuGEement.

1. Qurgl  w&H6T MBS CsTeTUSNBTEE ST FUUBHBUULIQ[HESGHLWD
usell  Quwil ueensser, eufaTll ummsser, Liflaysamend
GNHGL UmeHeT GUTRIN Foev 2 6fened WOHMILD GQeuefiiyml QuuiFl
L6VENSSHET LoMMID SITF oPMID UGSHWenaled DITHFTT Bimieuethidserilest
SMEVAUTHENG 2 S5HCWTHL T auTHaEmBISaMNs0 ST AUuBHSIUBL usaill
QU UMBH6T, aiFF FLOHMEHL LIVMBHET, HLLEMONTL LIGVHBHHEI
Gureri eurseBISeTlsd GMUEILluUBGL PneusisHer QUWITL LV &S EIHLD
wwwrseflepid Senaled Fwiomer e1(p&HEISHM 61(1WSHHILITmpseied
SWTHgsHe0 Gouewi(hLd.
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2. Qurg waBEMTEL S@UUNUBLD  BYRSBIBEHHGHS DL SHBIGUDHD
QmiapeusHCoBw  uhed  HYsmEET  SE@UULILBHO  Bouswi(hLD.
LM BPHHHe0 msQWITHLLAGL dHBTHEG SYsd SmLsaltubD
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SyFHHL GQLTPuIed ensWmIut B HeLsslupm Gmilipsodhdleome
@ QLTHCUWITILLET HYS5HmEH AILILH0 Geuewi(HLb.
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o2 galemwll  OQupmies Gamerepd GCHmeuBumpuiget STF  BieuTss
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@memiwssensdso  (www.Languagesdept.gov.lk)  ojeveugh  (Www.
bashawa.lk) <o du  @QmewIWSHNEIGOND 2 6TEMLSBILLIQ[HEHEHLD
QumQuwigtureniseTr GaTLTleomen  syeysefevieren  aluFsOBTSHS 60
Quwr  GMUILOUCBeten  QumAQuwiFiuTenTaeaismed  QmAQUWITLILY
BLAIHMBHMENT GomOsTeTen @ulsiD.

4. Qurgl waHeT B SFFsmH GmPulsd euruiGTY cpeVLDTEN LMHMILD
61pHH  cpeoomest  GFemeuenl  AUPEIGBHIIQU  SjsvleuevTHemen 2 flul
Ufleyseiled SIOTSHBHIUSDEG BLOUQSMBHET 61(HHH60 Gouemt(hLd.

5. Qurg wéHH6T  SPbE  OCsmeTusnsTs  aPRIBLILUGL FHe0  GuTg
SINeNSHH60BEHLD  (PLOGWTPSEMMID aupmISILGHH Geueti(BLD.

6. oFa wHYID Heusdraiuicd o smiHefar (ped QUTH LHHEHDHE
APEIGLD  DPelSHB0E60T DmaTHBID (WPOWTIfsafad GeusiGamres
elemburiu(BsHs BLOIYHMBHN 61(HHBILBHH0 Geusmi(HLD.

7. FH60 SIJF  ODW  uGHweneled  FHFTF BmieuenBIG6flest
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03. DITFHBLD GLoTIHS CBT6lTeNBEMU
BOL(penBLILBGSH S BHRIGB6IT HeupIDd LI FdHI560
6T(BHBLILIGLD FL_L [BL IQHNHDH6IT

g8xsamIBory oiF/ uGHweraled DFHETT Bmeueid @) gFs® Goms
OaTeTemaeml HL(PMDLILGSHSS SHUMID LULFHHD DLmenid@GF FLLGHH60
@OIL iU (Betemeuray 28(1) Nfleller S 61 DITF DIVIUDT @RHOUT, DlEUTSHI
SIIUNES BLMBMET Lflemaulsd gCsamid @il L Genwinmer GQomflulsd
IGHHMBW HBLMSH6T QHTLTLIN60T6 Sigviauenevd Qsmeni(h BHLTHHIDLIY, DHE060H
gCasmId &I95HH OsTLImU GUDMISCBTETEHLOLIY D06V GFUILDLIY, D606V
gCpid BLTilel®hsl, uSHCLYIBHS, Siveg Goum SpauamISHelHbS
gCamaid yHenws Sievevg QuTdienu eupmiGLTD CeussihaGSIHTCIT JibEH DTF
SIVIUVETT(HUT Gouswmi(bOSIN DSHmaWw @Renwiumet GQmHulsd DiGHHmasl
SleUmevd OCeTemi(h BLISHUSDES, DUSHMHBW Hlgdh CsTLFmUL QuUDHMIS
O&TeTeusm@ eV6VFH OCFUINBSDEG SLVGH JASHMHBW  LTHOW  DIeV6VS
QUTALIBMET EUEIGHISNESG HUMIOIL HFH D60VH IFLMLWTS R(HHGLILHE,
U]  HUOMTAMIGG GDoeuTeflwurse GCouami(BOTUSIL 66T  BHEUTOETT(H6UT
(PETTEIITEN F(hBBWPemM lenbabHe Weien] @GDmosSTiuaissiul L HaiGL0e,
oLuiyd epuTener alehdFTd GHDDUILIOLTSINNG HHV6VH! CLPSIMI LOTHHBIHETHD S
BuOULTHEMTH  SHTEVHHDSTE  LONLDDETIL MIHE — DVVFH  DHHMBWL
GDOUUETI(PLD MWMHDETL N6 SpEW BTesigM@G ABBUT DLeMTHe0 Gousswi(HLd.

218x5Bumed, 37(F)(iii) Nfleller S opemewTe: @ alemed Lsvamuley Gauiwiiul (hé
O&TenighHGWD  MLWBIGNGT 2 _aviennd Haenwenw SNba  CsmeaTausbnE
SUAWTRIOHN  SLmWISGH(L AIAFTWUILHISDHID, JNSHILST  Sieufler
2 L enLoulled IeV6VEH JHBTTHH0 B [HSHDBTMHIOTET, FOHMILD 61160185 6mHBWIT
S0z Couml GQumTmensT@uim, Syememid@ealer SMWINFTWSSHeO, EwmwioTes
sryewildery, STl NSESD 0605 SHuMIBSID, ,06maumHD, REFFL L Sl
B HUEDTIMIHG GOeuTefwmgHsd  Couemt(bOLaTLSIL 68T,  BHEHeuTQesT(HeuT
(wenaleneoulevnen FHBBIPHD lendbosHe  Naian] GHOms STluefsbsiiul L
H@B060, USHSHTUNTLD HUTEmeU AlEhFTH GDOUILIEID ROIMIHESH DVVH CLPSTM]
UI(BHMENT alEhFTH BHTEVSHHIHHTET LOPUIDHMERIL DD AHVVH! DHHMBL
@DoiuewiD, WPWDHDESILme Sy Bresigm@Gd  penTHed  Geuswi(HG\Loew,
ITFHH QTIfE6T SpeMembEGHWEF FLLSHO G Lul Heteng.
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The Official Languages Commission (OLC) is a statutory institution
established in compliance with the provisions contained in the
Official Languages Act No. 18 of 1991

To provide for
the bilingual
needs of the

public through reviewing,
monitoring, educating

and advising on the
implementation of the

Official Languages Policy.

Mission

To be the organization
empowered to
ensure implementation
of the
Official Languages Policy
by all organizations providing
services to the public.

Vision






Introduction

Personal identity, individuality and personal characteristics of social life are
exposed through language which is cited as the soul of the people. Language is
a tool for communication and knowledge. Use of the mother tongue by a person
as his/her language, is a recognized human right.

With the British imperialist government, instead of the native language right of
Sri Lankans, the English language became the language of public administration
in all affairs.

Even within the colonial era upto 1948, although the need of Sinhala and Tamil
languages was discussed at the State Council in 1943 and 1946, the Sinhala
language did not become the authorized language recognized by the government
as well as the public.

The Sinhala language became the official language of Sri Lanka by the Official
Languages Act No. 33 of 1956. Within the multilingual environment in Sri Lanka,
the Tamil Language Act No. 28 of 1958 (Special Provisions) containing the
provisions relating to the use of Tamil language for the majority of Tamil speaking
People was brought and the official right of working in the Tamil language
became as a constitutional right. Under the Constitution of 1972 Sinhala was an
official language although Tamil was not.

Sinhala is the official language under Section 18, Chapter IV of the Constitution
adopted in 1978 and Sinhala and Tamil languages became the National
Languages. Thereafter it was determined by the 13" Amendment to the
Constitution of the Democratic Socialist Republic of Sri Lanka that the Sinhala
and Tamil languages shall be the Official Languages, amending Section 18 of the
Constitution. Thus Sinhala shall be an official language and Tamil shall also be an
official language. Further, English shall be the link language.

According to the 16" Amendment to the Constitution brought in 1988, the use
of languages in Sri Lanka was widely defined. Sinhala and Tamil became the
administrative languages all over the country by amending Sections 22 - 23
in the Constitution of 1978. Sinhala shall be the administrative language in all
provinces other than the Northern and Eastern provinces in Sri Lanka.



In implementing the Official Languages Policy and its provisions, the relevant
language law applicable to supervise and monitor whether it is properly
implemented in government and semi-government institutions was introduced
by the Official Languages Commission Act No. 18 of 1991. Accordingly in
implementing the Official Languages Policy, activities such as investigating
complaints relating to the violation of the language rights of the public,
supervision and regulation, education and consultation are conducted by the
Official Languages Commission.

Various programmes to implement these 04 tasks are implemented by the
Commission.  Accordingly, recommendations are issued to the relevant
institutions after investigating the complaints received annually from the public
in relation to violations of language rights, under the task of investigation.
These complaints are usually submitted in relation to name boards, instruction
boards, destination boards, survey forms and the website. Language audits are
conducted by the Commission under the task of supervision to check whether
the Official Languages Policy is properly implemented in government and semi-
government institutions. About 100 language audits are conducted annually
for this purpose. Therefore, recommendations are often issued to the relevant
institutions in relation to the proper implementation of the Official Languages
Policy, after conducting language audits.

The Commission conducts awareness programmes in relation to the Official
Languages Policy to raise awareness in school children by establishing language
circlesinschools, underthe task of education. Anumber of awareness programmes
and programmes relating to the establishment of language circles are conducted
annually.

The Commission issues recommendations / instructions to the government
annually in relation to the implementation of the Official Languages Policy.
Accordingly, Recommendations with regard to the implementation of the Official
Languages Policy were issued in 2005, 2006 and 2010. Forty one (41) bilingual
administrative divisions have been gazetted by the government complying
with the recommendation issued in 2005. Acquiring proficiency in the second
language was made compulsory by the recommendation issued in 2006 and the
National Institute of Language Education and Training (NILET) was established
according to the recommendation issued in 2005. Accordingly, the Official
Languages Commission conducts various activities to implement the Official
Languages Policy.



Although institutions such as the Department of Official Languages,
National Institute of Language Education and Training (NILET) etc. which are
complementary to the Official Languages Commission were established to
implement the Official Languages Policy and execute tasks such as the promotion
of the Official Languages Policy in education etc., the legal empowerment to
implement the Official Languages Policy is fulfilled only by the Official Languages
Commission.

The Constitution is the fundamental law in the country in which language rights
are contained in the Regulations 12 (2) and 14 of Chapter IV where it is stated
that a citizen shall not be discriminated against based on his/her language,
religion, race, caste, gender, political view or the place of birth and, in case such
discrimination or distinction is made, legal action could be taken.

Accordingly, the Ministry of Public Administation, Home Affairs, Provincial
Councils and Local Government has been established as the primary institution
to implement the Official Languages Policy. As stated in Section 02 of the Public
Administration Circular N0.36/92 issued by the Ministry, citizens have the right to
obtain services from a government office in whatever language either “Sinhala,
Tamil or English under the new language law” and therefore, the responsibility
of executing the said expectations of the citizens have been entrusted to all
government and semi-government institutions. The legal power to check
whether the instructions relating to the proper implementation of the Official
Languages Policy issued to the government institutions by these circulars has
been vested with the Official Languages Commission.

This booklet is printed to provide the necessary facilities to implement the
Official Languages Policy in government and semi-government institutions. This
document may be very helpful to implement the Official Languages Policy in all
government and semi-government institutions.

D. Kalansooriya
Attorny-at-Law

Chairman

Official Languages Commission






01. The roles of the
Official Languages Commission

L,

| |

Supervision and
regulation

Consultation

|

Investigation

Complaints received with regard to violation of the language rights are investigated
as follows.

® Calling observations from the head of the institutions

® Issuing recommendations by the Commission based on the observations
given

® Follow up action with regard to implementation of the recommendations
issued within 60 days

® In case the recommendations have not been implemented within the
relevant period, legal action is taken within the next 60 days
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supervision and regulation

Supervising entails checking whether the provisions contained in the Constitution
with regard to the use of the Official Languages are properly followed by government
and semi-government institutions. The tool used for this purpose is language audits.
The steps of conducting language audits are as follows.

@ Identifying the institutions
The institutions are selected based on the ethnic composition and the
requirements that exist at the Divisional Secretariat levels. The institutions
are also selected considering the Bilingual Divisional Secretariat Divisions.
Eg. : Complaints relating to the language rights.

@ Fixing dates for the audit
The relevant institution is informed in advance about the date of the audit.

@ Conducting the audit
The relevant institution is physically inspected by the Commission's audit
team, according to the identified criteria.

@ Issuing recommendations
Recommendations to correct the non-compliances identified at the
audit are issued and instructions are given to implement the said
recommendations within 30 days.

@ Follow up activities
Follow up activities are carried out to check whether the relevant
recommendations have been implemented.
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Education

Officers in government and semi-government institutions and the community
are made aware of the following.

» Raising awareness of public officers in government and semi -
government institutions
The public officers are made aware of the legal background of the Official
Languages Policy and their responsibility in implementing the same.

» Raising awareness of the community
The general public is made aware of their language rights. A trilingual
poster has been created by the Commission to display in all government
and semi-government institutions.

» Establishment of the School Language Circles.

Sri Lanka is a country which consists of multi-cultural and multi-lingual
societies where people speaking various languages live. Acquiring
proficiency in the second National language is essential to build peace,
co-existence and harmony among the people which is necessary for the
development in a country. The key foundation for that can be initiated
via school children. Therefore the Commission has decided to implement
language circles to achieve this target practically.

A language circle consists of various activities organized by school children
targeting the creation of a trilingual environment in the school. Such
language circles are established under the following steps.

e The schools are made aware of the establishment of language circles
at the district level.

e Once the language circle is established, the Annual Action Plan is
called to the Commission within 03 months.

e The progress of the language circles is followed up by the Commission
according to the Action Plan.
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Institutions that can provide facilities to establish language circles.

@ The Official Languages Commission

@ The Second Language Division in the Ministry of Education

(@ National Languages Division in the Ministry of Public Administration,
Home Affairs, Provincial Councils and Local Government

The Ministry of Higher Education
All Religious Institutions
District Secretariats

Divisional Secretariats

©@ ©@ @ © @

The National Institute for Education

Consultation

Recommendations with regard to the compilation of the principal policies relating
to the Official Languages Policy are issued. The following recommendations
issued in the past years could be taken as examples.

@ Issuing recommendations in 2005, 2006 and 2010.

® Making the acquisition of second language proficiency by public officers
compulsory.

® The National Institute for Language Education and Training (NILET) was
established based on the recommendations issued in 2005 by the Official
Languages Commission.

@ Gazette of the Bilingual Divisional Secretariat Divisions according to the
recommendations issued by the Commission.

@ Amendment of the acts relating to the Official Languages Policy.
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02. How to implement the Official
Languages Policy in your institution

The Commission expects that your institution takes steps efficiently toimplement the
Official Languages Policy. Accordingly, the head of the institution as the key officer
and the secondary officers are bound to implement the Official Languages Policy as
described in the Extra Ordinary Gazette No. 1620/27. Further, the responsibility of
providing all reports, data and information relating to the Official Languages Policy
to the Chairman of the Official Languages Commission (as and when necessary) has
also been assigned to the chief officer in an institution appointed to implement the
Official Languages Policy.

The following recommendations are issued by the Commission to implement the
Official Languages Policy in your institution.

1. All internal and external name boards such as designation boards,
direction boards and designation boards displayed in the official vehicles
of government and semi-government officers, road sign boards, direction
boards and the institution name boards displayed in the vehicle should be
prepared trilingually in equal font size and with correct spelling.

2. Replies for the letters received from the general public should be sent in
the medium that the said letter has been written. But in case the officer
who signs the letter is not proficient in the language the said letter has been
written, he/she may sign the letter written in the Official Language which is
familiar to him/her and send it together with a translation of the language, in
which the said letter has been written.

3. Forms must be prepared trilingually. This may be done with the assistance of a
translator (if necessary) on a piece rate according to the Public Administration
Circular No 12/2003(l). The names of translators could be obtained from the
translators’ pool published in the official website of the Department of Official
Languages www.languagesdept.gov.lk or the website www.bashawa.lk
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4. Steps must be taken to provide officers who can provide services (oral or
written) in the Official Language demanded by the general public to the
relevant divisions.

5. All general announcements made for the public should be trilingual.

6. Steps must be taken to publish all notices for the general public via printed
and electronic media trilingually.

7. Steps must be taken to prepare the website of all government institutions
trilingually.
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A
03. Legal action to be taken in case
you fail to implement the
Official Languages Policy

In case any government or semi-government institution fails to implement the
Official Languages Policy and, in terms of Section 28 (i) as stated in the Commission
Act, where a public officer who is required in the performance of his official duties to
transact business relating to such duties, or to receive or make any communication,
issue any copy or extract from any register, record, publication or other document,
in any particular relevant language, wilfully fails or neglects to transact such
business, receive or make such communication, or issue such copy or extracts in
such relevant language, shall be guilty of an offence and shall on conviction after
summary trial before a Magistrate be liable to a fine not exceeding one thousand
rupees or to imprisonment for a term not exceeding three months or to both such
fine and imprisonment as described in the Official Languages Act.

Also under Section 37 (d) (iii), in case any person refuses or fails without cause
which in the opinion of the Commission is reasonable, to produce and show to the
Commission any document or other thing which is in his possession or power and
which is in the opinion of the Commission necessary for arriving at the truth of the
matters being investigated by the Commission shall be guilty of an offence under
this Act and shall on conviction, after summary trial before a Magistrate be liable
to a fine not exceeding ten thousand rupees or to imprisonment for a term not
exceeding three years or to both such fine and imprisonment as described in the
Official Languages Act.
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A
04. The Commission draws its attention

towards the following matters to
implement the Official Languages Policy
in your institution

1. Name boards displayed for the public

All name boards displayed for the public should be prepared in the official languages
(first and secondly in Official Languages and thirdly in English) in equal font sizes as
per the specimen i or ii given below (deciding which Official Language to use first
according to the administrative language in the area may be more suitable).

Accordingly, all name boards belonging to the following categories should be
prepared in compliance with this recommendation.

Main name board of the institution
Designation boards
Sectional/Divisional name boards
Direction boards

Sign boards

Notices and instruction boards
The institution’s name and officers’ designation boards displayed in all

Noukwbhe

government vehicles.

Specimen i Specimen ii

EEZD N0
yrsT el
Park Road

EE2D 80
Park Road

P ——
e ——
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Specimens of correctly prepared name boards

G166 B 6¢08 mbmes. ©8ddemd IOTEULL& BlEF LG EID = DBl

S5e5 6 aDUTHEENL aL gagy gm0 MBS - IIM0R
AL SECRETARIAT - HAMBANTOTA DISTRICT SECRETARIAT - MANNAR

2. Correspondences with the public (Public Administration
Circular No. 36/90 and 2/2020)

Reply letters should be sent in the medium of language the said letter has been
written. But in case the officer who signs the letter is not proficient in the medium
of language the said letter has been written, he/she may sign the letter written
in the Official Language which is familiar to him/her and send it together with a
translation of the language in which the said letter has been written.

3. Forms issued to the general public (Public Administration
Circular No. 22/91)

All forms issued to the general public by government and semi-government
institutions should be in all three languages (Sinhala, Tamil and English). Here,
one form in all three languages or three forms in each language may be prepared
as appropriate (deciding to use the Official Language first according to the
administrative language in the area may be more suitable).

Accordingly, all documents belonging to the following categories should be
prepared in compliance with this recommendation :

Forms
Agreements
Reports
Letterheads

A
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4. Letterhead

Specimens for the correctly prepared
letterheads

5. Communications with the public

All government and semi-government institutions should provide services to the
public in the Official Language they demand (Public Administration Circular No.
36/92)

Eg. : Departments in a Divisional Secretariat

1. Reception counter

2. Bilingual help desk

3. Telecommunication center

4. Vehicle revenue licenses counter

5. Births and deaths certificates issuing counter
6. Samurdhi division

7. National Identity Cards division

Departments in a Police Station

1. Complaints recording division

2. Complaints investigating division
3. Children and Women'’s Bureau
4. Community Police Unit

5. Traffic division

6. Administrative division

The Guide Book in relation to the implementation of the Official Languages Policy - 2022 Z) II



6. General announcements

All announcements for the general public should be made in Sinhala, Tamil and
English languages.
Eg.: Community programmes

Railway announcements

All public awareness creation programmes

7. Notices

All notices issued for the public via printed and electronic media should be in
Sinhala, Tamil and English languages separately.
Eg.: Tender notices
Procurement notices
Notices displayed for recruitment for the positions (newspaper
advertisements)

8. The website

The institution’s website and its web pages should be in Sinhala, Tamil and English
languages.
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Correctly prepared websites
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A

0s. Coordinating information of each
institution which has been assigned the
responsibility of implementing the
Official Languages Policy and facilities that could be
obtained from such institutions

<« Line Ministry for the Official Languages
» Directing all institutions that come under the Ministry’s scope to work
efficiently targeting the relevant development activities.

» The subject ministry provides policy guidelines relating to implementation of
the Official Languages Policy via its Language Division.

» Circulars and gazettes are drafted and issued in terms of the directives
relating to implementation of the Official Languages Policy.

»  Subjectsand activities of the Official Languages Commission, the Department
of Official Languages and the National Institute of Language Education and
Training (NILET) are also supervised.

Line Ministry for the Official Languages

m Independence Square, Colombo 07.
011 2696211 - 13

" FaxNumber 3 011 2695279
m- info@pubad.gov.lk

website www.pubad.gov.lk
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Department of Official Languages

Facilities for translations could be obtained.

Conducting of language proficiency examinations and necessary assistance
could be obtained.

Compilation of glossaries for various subjects.

Compilation of language proficiency text books, auxiliary books and trilingual
dictionaries required for the government officers.

Teaching Sinhala, Tamil, English and other foreign languages using modern
techniques.

Department of Official Languages

m No. 341/7, Kotte Road, Rajagiriya.
0112833934

011 2888928

m offilangs @ gmail.com

http://www.languagesdept.lk




< National Institute for Language Education and Training

» Providing necessary training for officers to provide knowledge in Sinhala,
Tamil and English languages.

»  Arranging the panels of training officers to teach languages.

»  Providing language training for Translators and Interpreters.

National Institute for Language Education and Training

Add 321/1, Makumbura, Kottawa.

Telephone No 011 3092902, 011 3092910

011 2086422

nilet@sltnet.1k

http://www.nilet.gov.1k
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A
06. Documents, letters and circulars that

could be used to implement the
Official Languages Policy

1. Assignment of the responsibility to implement the Official Languages
Policy.
e Extra Ordinary Gazette Notification No. 1620/27 to implement the Official
Languages Policy in government and semi-government institutions
e Public Administration Circular No. 18/2009

2. Proficiency in the second language
e Management Services Circular No. 04/2014
e Public Administration Circular No. 16/2020

3. Language translation and interpretation
e Public Administration Circular Letter No. 04 and Public Administration
Circular No. 12/2003 (ll1)
e Public Administration Circular No. 36/90

4. Correspondence in compliance with the Official Languages Policy
e Public Administration Circular No. 03/2010
e Public Administration Circular No. 36/90

5. Constitution and providing office requirements to implement the Official
Languages Policy
e Public Administration Circular No. 15/2009
e Public Administration Circular No. 22/91
e Public Administration Circular No. 36/92

6. Preparing of all internal and external name boards displayed for the
general public
e Letterdated 07.09.2016 issued by the Director General of Combined Services
of the Ministry of Public Administration and Management.
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The Oﬂiciu[ Languages Commission expects you fo convert your
institution to an institution that serves the genem{puﬁ[ic 6y afgfem{ing
their fanguagz rigﬁts.

Thank you !
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