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Be Fair Supporting Document – Welsh Language Policy – August 2013
1. POLICY STATEMENT

1.1 This company has adopted the principle that, in the conduct of its business in Wales, it will take measures deemed reasonably practicable and relative to the resources which it has available, to provide Welsh services as described below. 

1.2 This policy sets out how the company will strive to implement that principle in the provision of its services to the public in Wales.

1.3 The commitments and actions outlined below are based on CITB’s own Welsh Language Policy and reflect, to a lesser extent, the actions CITB strives to implement itself.  

2. Legislation 

2.1  The CITB Welsh Language Policy has been prepared in accordance with the Welsh Language Act of 1993, which was, for a long time, the most significant piece of legislation passed relating to the Welsh language in recent years.  

2.2 More recently still, the Welsh Language (Wales) measure was passed, which, in April 2012, included the appointment of a Welsh Language Commissioner to put in place a series of Measures which will, in time, replace Welsh Language Schemes.  

2.3 These measures, which will allow further powers of enforcement by the Commissioner, are currently under consultation.  In the interim, implementation of current Welsh Language Schemes is to continue.

2.4  This commitment policy is not, in itself, a statutory document.  It has been compiled by CITB as part of its Be Fair framework accreditation process.  

2.5  Any companies wishing to take their Welsh language provision commitment further by voluntarily adopting a full and statutory Welsh Language Scheme should consult the relevant pages of the Welsh Language Commissioner’s website for guidance. 




Commitments:
In adopting this policy, the company commits to work, over time, toward reaching the following levels of Welsh language service provision.  In some cases this may be a minimum possible level of provision and in others, specific actions included may not be relevant.  It is important to note, however, that the consideration of which provisions are deemed ‘reasonably practicable’ will vary from company to company.  For the purposes of assessment under the BE FaIR framework, the size of the committing company and the resources which it has available will be taken into consideration.
3. General
3.1 Demonstrating a commitment to the belief that it is fair and reasonable for the public to expect to receive its services in Welsh or English, according to the choice of the individual, the company welcomes the use of Welsh among its staff, customers and contacts and will ensure that it does not cause any person to feel that they are a nuisance or causing inconvenience because of their wish to interact in Welsh.

4. New Policies and Initiatives  
4.1 When devising new policies and initiatives:
· their linguistic effect will be assessed to ensure that they are consistent with the commitments of this policy
· the use of Welsh will be promoted and facilitated wherever possible in order that the company moves closer to linguistic equality at every opportunity
· it will be ensured that all company staff are aware of this policy and of the responsibilities it places on them.  
NB:  This commitment could be satisfied by:  holding meetings which include raising awareness of the policy on the agenda; including the policy as part of induction training for new staff; including a news item about the adoption of the policy in the company’s newsletter or regular briefing; placing the policy on the company’s intranet where it is easily accessible for all staff to reference.    

5. Provision of bilingual services
5.1 As a means of raising the level of Welsh language services it is able to provide to the public, the company will strive to improve the Welsh language skill levels of those staff with the greatest degree of contact with the public, ensuring that they are able to, at the very least, greet contacts bilingually.
6. Dealing with Welsh Speaking Public
6.1 Written Communication
6.1.1 The company will:
· take measures, hiring the services of a translator wherever possible, to respond to any correspondence in the language in which it was received
· translate circulars for the attention of the public, wherever possible


6.2  Electronic Communication

6.2.1 The principles outlined in section 6.1 will also be employed when communicating electronically.

6.3 Telephone Calls
6.3.1 Company staff will, as a minimum, be trained to give a bilingual greeting when answering the telephone.
6.3.2 Welsh speaking callers will be transferred to a Welsh speaking member of staff, wherever possible. In instances where follow-up action is necessary, the Welsh speaking member of staff will consult a relevant colleague for guidance and information and make the call back in Welsh.    
6.3.4 Answerphone messages will be recorded bilingually wherever possible.

7 Publishing Materials and Advertising Activities
7.1 Materials for use/viewing by the public in Wales will be produced and circulated bilingually wherever possible. 
7.2 Advertising campaigns / individual adverts will be placed bilingually wherever possible.
7.3 In instances where bilingual materials/adverts have been produced, it will be ensured that they are published in a manner that is equal in terms of their display, clarity and legibility. 



8 Recruitment 
8.1 The company will, over time, consider structuring its recruitment activity in order that it has an adequate number of Welsh speakers in post to satisfy demand experienced for Welsh medium services.  
8.2 The company may seek to recruit sufficient and appropriately skilled Welsh speaking staff members for its relevant departments / geographical locations of its sites by advertising jobs as Welsh essential/desirable, as appropriate, by publicising the fact that Welsh speakers are welcomed to join its workforce and by including text in adverts which encourages bilingual applications.


9 Staff Training
9.1 In instances where staff show an interest in learning Welsh for use in their everyday work, the company will provide them with any time and support it is able to do so.


10  Services Delivered by Third Parties / Work in Partnership 
10.1 Where work is to be undertaken on behalf of the company by a 3rd party or by the company in partnership with another company, all those involved will be made aware of the company’s commitment to this policy and requested to adhere to it in the fullest manner possible.


11 Targets and Progress Monitoring
11.1 Targets for the implementation of the commitments outlined in this policy may be set in order to aid the internal process of monitoring and evidencing progress made.  
11.2 These targets may note: steps already taken; those which can be put into effect immediately; those identified as short term targets; medium term targets and long term targets.  These will all be clear, unambiguous and relevant.

12.  Timetable
The table below may be used when assessing and measuring the standards of quality and effectiveness of services provided in Welsh, as outlined in section 11.  
	Policy Paragraph:
	Commitment:
	Timescale:
	Officer Responsible:
	Action Taken:


	(Note paragraph reference from policy e.g. ‘3.1’)

	(Outline of commitment made)
	Short Term/Medium Term/ Long Term Target with possible date for completion of 1st stage of work
	(Nominated responsible employee)
	(Description of action/s taken to satisfy the commitment) 

	

	
	
	
	

	

	
	
	
	




For advice and guidance on implementing the above policy, or for detail on CITB’s own Welsh Language Scheme, please, contact andrea.folland@citb.co.uk 

3
