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1. 
Context
1.1 
The Agored Cymru Welsh language policy supports our commitment to the promotion of the Welsh language and culture.  

1.2
The policy supports key Welsh Assembly Government initiatives including:

· Iaith Pawb: A national action plan for a bilingual Wales 2003; 

· the Welsh medium education strategy 2010;  

· the Welsh language (Wales) measure 2010;

· Welsh a living language : a language for living 

1.3 
The intended audience for this document is:

· Agored Cymru staff;

· organisations applying for centre recognition;

· recognised centres;

· learners; 

· assessors;

· internal verifiers; 

· external verifiers appointed by Agored Cymru;

· Qualifications Regulators; 

· stakeholders;
· professional advisors
· contractors working on behalf of Agored Cymru

· suppliers
1.4 
The Agored Cymru complaints procedure W:\Agored Cymru Policies\QSR Policies\22 Enquiries, complaints and appeals policy and procedure.doc will include the process relating to any complaints regarding the implementation of the policy or the service provided in the Welsh language.

1.5 
Please direct any questions, comments or complaints about the content or implementation of this policy to:
          Janet Barlow, Chief Executive Officer,

          Agored Cymru

          3 / 4 Llys Onnen

          Parc Menai

          BANGOR,  Gwynedd, LL57 4DF

          Tel: 01248 670011

          E-mail:   Janet.Barlow@agored.org.uk



2. 
Policy

2.1 
Our objective is to treat Welsh and English equally in every situation.
	2.2 
We will ensure that we make continuous progress towards achieving our objective, in relation to the business services we provide and to using Welsh in the workplace.



	2.3 
The policy should be interpreted as limited to activities undertaken and services provided within Wales and to activities and services which we are able to control or influence.


3. 
Procedure

3.1 Service planning and delivery
Policies and initiatives

3.1.1
When considering new policies and projects, Agored Cymru staff will promote the use of Welsh whenever possible. 
3.1.2
All internal policies which have been through the review cycle will be made available in both Welsh and English. 

3.1.3
Agored Cymru staff are made aware of the requirements of the Welsh language policy and appropriate advice and guidance is provided.. Details of the language policy are included in the induction programme for new members of staff.

Delivering services

3.1.4
The aim is to provide a high standard of service in Welsh in writing and orally. The standard of this service will be subject to regular review, with the aim of continually improving the standard.  The bilingual (English/Welsh) Agored Cymru website is used to inform customers of the services available through the medium of Welsh.
3.2 
Communicating with customers
Customer language choice 

3.2.1
We do not currently record the language choice of our business contacts. We will record the language choice of our business contacts when developing or updating our customer relationship management systems.

Face-to-face communication

3.2.2
We have Welsh speaking members of staff located in both main offices, so that we offer a Welsh language service to customers as often as possible.
Telephone communication

3.2.3
Every telephone call to both offices is answered with a bilingual greeting: Bore da / Good morning – Agored Cymru OR Prynhawn da / Good afternoon - Agored Cymru  

3.2.4
Every member of staff is able to transfer an enquiry to a colleague who is able to speak Welsh when required.  If there is not a Welsh speaking member of staff present to take the call, the member of staff offers to take down the caller’s details and arranges for a Welsh speaking colleague to respond as soon as possible.

3.2.5
The recorded message on the main answer phone machines is bilingual. Callers are able to leave messages in either Welsh or English.

Correspondence (Paper and Electronic)

3.2.6
We accept correspondence in Welsh or English.

3.2.7
We always reply in Welsh when we are replying to correspondence received in Welsh or when we have received a request to do so.

3.2.8
All corporate mailings are sent bilingually.

3.2.9
All circulars, bulletins, newsletters and annual reports are issued bilingually, using tilt and turn style where appropriate.

3.2.10
Standard Agored Cymru practice is to send translation work to external qualified translators and for proof-reading to an external proof-reader..
3.2.11  All staff preparing material/correspondence in Welsh should use the Cysill software to check their work. 

3.2.12 Training on using the software will be provided for new users and update training for other staff as required.

Conferences, annual general meetings and other events

3.2.13
Contributions made through the medium of Welsh and English at Agored Cymru events are encouraged. An assessment of translation needs is carried out for any large-scale meetings and simultaneous translation facilities provided, based on that 

assessment.  Conference packs for delegates contain information in both Welsh and English.

Training

3.2.14
Agored Cymru arranges a number of training events. Where it is possible, Agored Cymru seeks to provide training through the medium of Welsh and English.   Where it is not possible to offer delivery through the medium of Welsh, supporting documentation is made available in both languages.  The Agored Cymru online booking process lists the language of delivery for each training event.

Awarding organisation Welsh language service

3.2.15
Procedures implemented by Agored Cymru comply with current guidance provided by DCELLS relating to Welsh medium assessment and verification and complies with the requirements of the regulatory arrangements.

3.2.16
Agored Cymru provides units and supporting material that are written in English and in Welsh. Welsh versions of CQFW units are provided where there is an identified demand for delivery and assessment through the medium of Welsh. 

3.2.17
Agored Cymru qualifications are available in Welsh and English, or Welsh only. 
3.2.18
Agored Cymru make every effort to provide a Welsh speaking business development officer, external verifier or quality reviewer where required.  Where this cannot be achieved, centres are notified as soon as possible. If Agored Cymru is unable to provide a Welsh speaking verifier/reviewer, arrangements are made for either the translation of assessed material from Welsh into English or for a translator to accompany an English medium external verifier/quality reviewer. 

3.2.19
If the majority of learners within a group is learning through the medium of English and the centre can confirm it has an effective process to standardise across the two languages i.e. by the demonstration of internal standardisation of assessment; the external verification process could be based on a sample of the work completed in English only if no Welsh speaking EV is available.  
3.3 
Staff and the workplace

Assessing language skills requirements when recruiting

3.3.1
We assess and record the Welsh language skills required for every new post. Agored Cymru reviews job descriptions for vacancies to identify whether the ability to conduct the role through the medium of Welsh is essential or desirable. This enables the organisation to maintain an overview of its linguistic skill needs within roles, and co-ordinate training and recruitment activities.

3.3.2 When linguistic ability is considered to be essential or desirable for a post, this will be specified when recruiting to that post.  If it proves difficult to appoint a suitable bilingual person to a post where the ability to speak Welsh is considered essential, the post will be offered on the basis that the non-Welsh speaker shows a commitment to learning Welsh to a level appropriate to the responsibilities of the job. within an agreed timescale. Agored Cymru will provide the financial support and time necessary for the individual to meet this condition.
3.3.3 Where the ability to communicate in Welsh is essential for a post and where the interview panel includes non-Welsh speakers an agreed proportion of the interview  will be conducted in Welsh.  There may be a requirement also for the applicant to undertake a written and/or oral selection test to demonstrate his/her ability to work bilingually.

3.3.4 Where the ability to communicate in Welsh is desirable for a post, the interview can be conducted in Welsh or in English, as far as possible taking into account the wishes of the applicant.  Where the applicant has noted on the application form that he/she is able to speak Welsh, the interview could include a question or questions in Welsh to test the applicant’s language ability.  
Recording staff language skills

3.3.5  An informal assessment of the Welsh language skills of Agored Cymru staff was undertaken as part of an initial training review. With the introduction of the DCELLS diagnostic tool it is our aim to assess and record the Welsh language skills of all staff.
Developing our staff’s language skills

3.3.6
Agored Cymru has in place a workforce development plan for its staff which includes an opportunity for staff with a desire to learn/improve their current language skills. As a recognised awarding organisation, Agored Cymru is committed to the improvement of its workforce in gaining additional skills and knowledge. 
Internal communication

3.3.7
The use of Welsh language communication in the workplace is encouraged.
3.3.8
Our internal meetings are conducted bearing in mind the language of the participants. 
Internal documentation

3.3.9
Internal documentation is produced bilingually where there is an identified need and resources to allow us to do so. 

Welsh language software 

3.3.10
We enable our staff to install a Welsh language interface for any software they use.
3.3.11
Welsh language spell checking software is installed on all PCs and laptops. 

3.4 
The public face of Agored Cymru

Corporate identity

3.4.1
Agored Cymru is committed to upholding its bilingual public image and corporate identity. The Agored Cymru corporate brand is bilingual.  The name and logo will be in Welsh only, but its corporate slogan, headed paper, compliment slips, fax sheets, business cards and other public written materials will be bilingual.
3.4.2
All our temporary and permanent signs are bilingual. 
Website

3.4.3
The Agored Cymru website is in a bilingual format with the home page offering a choice of Welsh or English. An option to change language is available on every page. 

3.4.4
Our customer facing secure area of the website is in a bilingual format.   We will continue to work to increase the amount of information available in Welsh (on the customer facing secure area of the website). 

Publicity and marketing materials

3.4.5
All our display advertisements and exhibition materials are bilingual. 

Recruitment advertising

3.4.6
All staff recruitment advertising in the Welsh media is bilingual. 

Press/Media

3.4.7
Formal statements made by Agored Cymru to the press are bilingual.

3.4.8
Whenever possible, a bilingual spokesperson is available for media interviews.

4. 
Monitoring and Review
4.1
Agored Cymru monitors and reviews the implementation of the policy against set targets.

5.
Review
5.1 
The Corporate Services Senior Manager is accountable for the review of this policy. 

5.2 
The policy is reviewed in line with Agored Cymru’s policy review cycle. This policy will be reviewed on a biennial basis.   


Date of next review:   June 2013
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