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Welsh Language 

Scheme

9 February 2005
Prepared in accordance with the

1993 Welsh Language Act 

1. OPENING STATEMENT

The Scheme received the Welsh Language Board’s full approval under Section 14 (1) of the Act on [9 February 2005].

Skillset has adopted the principle that in the conduct of public business in Wales it will treat Welsh and English on a basis of equality. This Scheme sets out how Skillset will implement that principle in the provision of services to the public in Wales.

Skillset recognises that individuals can express their views and needs better in their preferred language and that enabling them to use their preferred language is a matter of good practice rather than a concession and that the denial of that right could place them at a real disadvantage. Skillset will therefore offer the public the right to choose which language to use in all dealings with it and will also apply this principle to its expectations of the bodies with whom it deals. 
(CURRENT PRACTICE)
2. INTRODUCTION TO SKILLSET 

2.1.
UK Context

Skillset was the first organisation to be awarded with a license as a "Trailblazer Sector Skills Council" in March 2002 – one of five organisations selected from 31 organisations who submitted an expression of interest to the Secretary of State for Education and Skills, in consultation with the DTI, the Lifelong Learning Ministers in Scotland, Wales and Northern Ireland.

Skillset’s new full five year license was awarded in January 2004 after undergoing a rigorous process of assessment by the Sector Skills Development Agency, Devolved Administrations, relevant government departments, independent consultants and a License Assessment Panel.

Skillset operates within the Skills for Business Network which is made up of licensed Sector Skills Councils in the UK and their regulatory body, the Sector Skills Development Agency. This network is responsible for improving skills and productivity.

UK productivity is lagging behind that of its main competitors, and facing significant weaknesses in basic and intermediate, craft and technical skills as well as in management and exploiting new technologies and ideas. Through the National Skills Strategy, "21st Century Skills: Realising our Potential" the Government has recognised that if productivity is to improve, employers need to play a central role in improving skills.
Skillset is owned and managed by the audio visual industries and works with both the industry and government to identify and tackle the skills and productivity needs of the audio visual industries throughout the UK. The industries we represent are: television, 

 HYPERLINK "http://www.skillset.org/gateway.asp?id=1966&lan_id=1" \o "What is the film sector?" film, 

 HYPERLINK "http://www.skillset.org/gateway.asp?id=2283&lan_id=1" \o "What is Broadcast Radio?" radio, 

 HYPERLINK "http://www.skillset.org/gateway.asp?id=2188&lan_id=1" \o "Interactive Media – What is it?" interactive media, 

 HYPERLINK "http://www.skillset.org/gateway.asp?id=2300&lan_id=1" \o "What are Facilities?" facilities, 

 HYPERLINK "http://www.skillset.org/gateway.asp?id=2540&lan_id=1" \o "Skillset's work in Photo Imaging" photo–imaging and animation. 

In order to carry out our role, Skillset has five key business objectives. These are: Producing informed research and gathering intelligence to underpin planning; Developing effective partnerships and communications with all stakeholders to stimulate innovation, champion diversity and promote advocacy for skills; Building strategies with the industry and public agencies which provide action plans to support productivity gain; Developing and implementing innovative and effective models of good practice in the delivery of skills solutions and careers information advice and guidance to improve the competitiveness of the sector and increase diversity; Informing, developing and promoting quality education, training and qualification frameworks.

(CURRENT PRACTICE)

2.2.
Welsh Context
· Background

Skillset Cymru was officially launched on the 15th October 2002 with its own Skills Panel reporting formally to the Skillset Board (UK). The Skillset Cymru office works with the panel to guide Skillet’s work in Wales within the context of its UK wide remit as a Sector Skills Council. Skillset Cymru also cooperates closely with the Skills for Business Network in Wales managed by ELWa.
Skillset Cymru’s mission is ‘to encourage the delivery of training and vocational education provision which meets industry needs so that the Welsh audio visual industries maintain and enhance their creativity, productivity and competitiveness.’

· Strategic Objectives
Skillset Cymru advises, guides and promotes Skillset’s strategy, policy and action in Wales, informed by the recommendations of the Audio Visual Industries Training Group Report and the Skillset Cymru Sector Workforce Development Plan.  Specifically the members and the organisations, companies and individuals they represent endorse the following functions:-
· Support the production of informed research about:- Skills availability and future requirements; current provision of, and investment in, training/vocational education in order to plan future training and vocational education; oversee the development of a Sector Workforce Development Plan for Wales to provide an action agenda for the industry, the Welsh Assembly Government and its public agencies.
· Help Skillset provide information, advice and guidance to support individuals life long learning and company development.
· Promote such investment in skills and talent as will help meet the sector’s needs and encourage competitiveness
· Contribute to the development of standards and qualifications which inform training, education and employment practice.
· Recognise and promote such standards and qualifications
· Inform, help develop and promote quality education and training frameworks (including accreditation of HE courses) which support industry needs
· Support Skillset in representing the sectors skills interests to Government through achieving effective partnership with relevant partner bodies e.g. ELWa, WDA
· Support and promote the achievement of diversity in the industry’s training provision.
· Welsh context – hierarchy, number of staff, number of Welsh speaking staff, office location

There are currently two members of staff working at the Skillset Cymru office in Cardiff. Gwawr Hughes, the Skillset Cymru Director reports directly to Dinah Caine, tthe Chief Executive of Skillset, based at the main offices in London. Helen Baker, the Skillset Cymru Administrator reports directly to the Skillset Cymru Director. Both staff members at the Welsh office are fully bi-lingual.

Skillset Cymru also has its own Skills Panel which reports formally to the Skillset Board (UK) and guides its work in Wales. Huw Jones, Chief Executive of S4C is the Chair of Skillset Cymru and in that position represents Welsh interests at the Skillset (UK) Board.  The membership of the Committee is as follows:
· David Ball, Director, CF1

· Brian Carroll, Eclipse Creative Ltd
· Andy Carter, Director, Real Radio
· Richard Cobourne, On Screen Productions

· Stuart Cosgrove, Head of Programmes, Nations and Regions, Channel 4

· Neil Davies, Dai 4 Films (representing PACT)

· David Donovan, National Officer, BECTU

· Dafydd Hughes, Chief Executive, TAC

· Huw Jones, Chief Executive, S4C (Chair)

· Robin Lyons, Managing Director, Siriol Productions

· Elis Owen, Controller & Director of Programmes, HTV Wales

· Keith Rawlings, Head of Personnel, BBC Wales

· Bryn Roberts, Chief Executive, Barcud Derwen

· Berwyn Rowlands, Chief Executive, Sgrîn Cymru Wales

· Patrick Sullivan, Head of Media Technology programmes, WDA

· Meurig Thomas, SSC Manager, ELWa
Relationship with central and other Skillset regional counterparts
To ensure that Skillset is fulfilling its obligations as a Sector Skills Council with regard to National and Regional focus, Skillset employs staff across the Nations and Regions of the UK. It has offices in London, Cardiff, Glasgow, Nottingham, Bristol and Manchester.
Skillset's remit is to raise skill levels throughout the Nations and Regions of the United Kingdom.  Its work in Scotland,  Wales, 

 HYPERLINK "http://www.skillset.org/gateway.asp?id=2696&lan_id=1" \o "Welcome to Northern Ireland!" Northern Ireland and the English Regions is guided and informed by Skills Panels made up of employers and representatives from the unions, trade associations and in some cases, further and higher education and public agencies.
· Future  Developments

Future developments have already been listed in previous sections.
3.
SERVICE PLANNING AND DELIVERY
3.1.
New Policies and Initiatives

3.1.1.
In devising new policies and initiatives, Skillset will:

· assess the linguistic effect of any new policies and initiatives and ensure that they are consistent 
with the Welsh Language Scheme.


CURRENT PRACTICE AND CONTINUING
· ensure that the measures contained in the Scheme are applied to new policies and initiatives when 
they are implemented.



CURRENT PRACTICE AND CONTINUING
· ensure that no new policy or initiative undermines Skillset Welsh Language Scheme or the 
Language Scheme of other providers.

CURRENT PRACTICE AND CONTINUING
· promote and facilitate the use of Welsh wherever possible and will move closer to implementing the 
principle of equality fully at every opportunity.
CURRENT PRACTICE AND CONTINUING
· consult with the Welsh Language Board in advance regarding proposals that will affect the Scheme 
or the Scheme of any other public body. The Scheme will not be altered without the Board’s 
agreement.





CURRENT PRACTICE AND CONTINUING
· ensure that not only those involved in formulating policy (in and outside Wales) will be aware of the 
Scheme and of Skillset responsibilities under the Welsh Language Act 1993, but that all of Skillset 
necessary and relevant staff will be made aware of the Scheme. This will be accomplished by one-
to one formal meetings with Directors and Managers and an overview of the scheme at team 
meetings. Progress will be updated with all staff regularly and monitored by the Skillset Cymru Skills 
Panel.






CURRENT PRACTICE AND CONTINUING
Skillset will raise awareness of the Scheme and of language sensitivity among its staff in Wales by: 
i) Organising one-to-one meetings  with  all  Skillset’s Directors/Managers (in and outside Wales) to 
explain how the Scheme will affect their work
FROM THE DATE OF SCHEME APPROVAL
ii) Announcing to all staff in Team, Management and Director meetings (in and outside Wales) Wales 
that the Scheme will be implemented


FROM THE DATE OF SCHEME APPROVAL
iii) All Heads of Departments will be expected to brief their staffing complement on the implications of the Scheme to themselves and more importantly Skillset. 






                       




FROM THE DATE OF SCHEME APPROVAL
iv) Conducting an annual update and revision of the Scheme with the Director to ensure that they understand what is required and monitor effectiveness of the implementation of the Scheme. 







FROM THE DATE OF SCHEME APPROVAL
v) Including the Welsh Language Scheme as part of the induction training for each new member of 
staff appointed to Skillset which will be based in Wales or will have direct or indirect dealings with 
the public in Wales 




CURRENT PRACTICE AND CONTINUING
vi) Devising a hard-copy newsletter and electronic briefing on the Scheme and disseminating it to all 
staff in and outside Wales



FROM THE DATE OF SCHEME APPROVAL
vii) Publishing the Scheme on the organisation’s intranet and website CURRENT PRACTICE AND 
CONTINUING
viii) Incorporate the scheme into the Skillset Business Plan 2003-2004 CURRENT PRACTICE AND 
CONTINUING
3.2. 
Standards of quality

3.2.1. Services provided in English or Welsh will be of an equally high standard and equally prompt. When 
assessing and measuring the standards and effectiveness of its service in Welsh, Skillset will 
employ exactly the same “performance indicators” as those utilised with regard to its services in 
English, in accordance with the Citizen’s Charter. 
CURRENT PRACTICE AND CONTINUING
3.2.2. These standards and their implementation will be monitored as outlined in section 3.1.1. FROM 
THE DATE OF SCHEME APPROVAL
3.2.3. The implementation of the Scheme and Skillset commitment to linguistic equality will be published 
in the organisation’s annual and business plans, promotional material, newsletters and website. 
CURRENT PRACTICE AND CONTINUING
3.2.4
Skillset will ensure consistency in the standards of services in Welsh provided by the organisation in 
different localities.




CURRENT PRACTICE AND CONTINUING
1. Ensure that there are Welsh speaking staff available to deal with the Welsh speaking public at its office in Wales.

2. Make Welsh speaking staff available to other Skillset offices as and when required.

3. Share services with similar organisations 

4. Non-Wales based staff will consult with Skillset Cymru before working in Wales to ensure that Welsh language issues are addressed appropriately.

3.3. 
Provision of bilingual services

3.3.1. Skillset believes 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. As Skillset currently offers a fair and reasonable 
choice at all times to the public, it is committed to organise and implement arrangements which will 
enable it to sustain every service to the public equal, effectively, conveniently and comprehensively 
in Welsh and English.




CURRENT PRACTICE AND CONTINUING
3.3.2. To this end, Skillset will undertake an audit of the way in which each of its services to the public is 
organised, in order to determine how it may best proceed towards implementing the principle of 
equality. It will accord initial priority to the need to ensure that those staff who have the greatest 
degree of contact with the public, whether face to face, by telephone, by correspondence or by 
other means, are able to communicate bilingually.
CURRENT PRACTICE AND CONTINUING 
and/or FROM THE DATE OF SCHEME APPROVAL.
4
PROVISIONS
4.1.
 The Role of the SSCs
In providing strategic targeted action to meet the sector’s skills, workforce development and business needs, the Sector Skills Councils’ role in ensuring appropriate training opportunities is paramount.  This role will involve liaising between employers within the sectors and education and training systems across the UK. The Sector Skills Councils’ role can be summarized as follows:
Research, Information and Guidance
· identifying and improving education and training opportunities to meet the needs of each sector

· undertaking and disseminating research into sector skills gaps
Sectoral Development and Partnerships  

· providing quality opportunities for existing employees and other individuals seeking employment 
within each sector
· agreeing targets for the contributions of the mainstream work of key public agencies to meet sector 
priorities
· influencing decisions about skills taken by government across the UK
· promoting such investment in skills and talent as will help meet sector needs and encourage 
competitiveness.
Training Frameworks 

· defining and developing key national occupational standards and learning pathways

· meeting the changing patterns of demand for skills and improving productivity

· providing advice and guidance to employers and employees on specific skills and training practices

· encouraging participation in collaborative approaches to skills, economic and labour market 
information in each nation and region.

4.2. The SSCs in Wales

In developing the sector’s skills, workforce and business needs within Wales, Skillset commits to actively researching and reacting to bilingual needs.  The results of the 2001 census show that one fifth of the population can speak the Welsh language.  The increase can predominantly be attributed to the success of Welsh medium education. Skillset recognises its role in ensuring that bilingual education and training opportunities continue to be available for the benefit of employees and individuals seeking employment within the Skillset sector.

The Welsh Assembly Government’s national action plan for a bilingual Wales, Iaith Pawb, states clearly its policy of mainstreaming the Welsh language into all aspects of Wales.  Iaith Pawb also stresses the importance of the Sector Skills Councils’ role in addressing Welsh language skills needs in their particular sectors.  

The results of Future Skills Wales research demonstrate clearly that bilingual skills are highly valued by employers.  Findings also show a definite shortage of bilingually skilled people within certain sectors.  

4.3.
Skillset will actively research and react to the Welsh language skills needs of the Audio Visual 
sector. 




FROM THE DATE OF SCHEME APPROVAL

Skillset will advise and lead Learning Providers to recognise and respond to the training needs of a 
bilingual Wales. 



FROM THE DATE OF SCHEME APPROVAL
4.4.
Research 
MEASURES

· Research into the bilingual skills availability within the sector and future needs. FROM THE DATE 
OF SCHEME APPROVAL
· Research the current provision and investment in, training/vocational education in order to plan 
future provision FROM THE DATE OF SCHEME APPROVAL
· Research into specific and specialist skills needs within the sector FROM THE DATE OF SCHEME 
APPROVAL
ACTION

· Research via surveys will be conducted bilingually and by 2004 will include specific and detailed 
questions on Welsh medium skills needs and demand. FROM THE DATE OF SCHEME 
APPROVAL
· Research  findings  will  be  disseminated  highlighting  implications  for  education  and  training 
practices. FROM THE DATE OF SCHEME APPROVAL.
· Research findings will be published bilingually. FROM THE DATE OF SCHEME APPROVAL
4.5.
Information and Guidance
MEASURES

· Provide information, advice and guidance to support recruits’ and employees’ lifelong learning






FROM THE DATE OF SCHEME APPROVAL
· Arranging practical  advice  and  guidance  for  individual  firms  on  skills  and  training practices needed to respond to changing need






FROM THE DATE OF SCHEME APPROVAL

· Making  available  accurate  information  on  sources  of  training,  advice  and  guidance on skills issues in the sector.






FROM THE DATE OF SCHEME APPROVAL

ACTION

· If confirmation of funding is confirmed, a careers advice and  guidance  service  for  professionals  working  within the industry or those wishing to enter the industry will be developed.  The service will be made available in both languages by 2005.

FROM THE DATE OF SCHEME APPROVAL
· Skillsets advice and guidance to individual firms will be made available in both languages by 2005.  Advice will include specific reference to the importance of bilingual skills, taking factors such as requirements of public sector Welsh Language Schemes and recruitment, into consideration. 







FROM THE DATE OF SCHEME APPROVAL
· Guidance on availability of  Welsh   medium/bilingual  training  opportunities  will   always   be available to both employer and employee by 2005.

CURRENT PRACTICE AND CONTINUING
4.6. Sectoral Development and Partnership
MEASURES
· Providing  quality  opportunities  for  existing  employees  and  individuals  seeking  employment within the sector

· Agreeing targets for the contributions of  the  mainstream work of key public agencies to meet the 
sector’s priorities

· Influencing decisions about skills taken by government across Wales

· Promoting such investment in skills and talent as will help meet the sector’s needs and encourage 
competitiveness.

ACTION

· By 2005, Skillset will oversee the development of a Sector Workforce Development Plan for 
Wales to provide an action agenda for the industry, the Welsh Assembly Government and its public 
agencies.  The Sector Workforce Development Plan will also be translated into Welsh and if 
necessary, targets will be set for developing bilingual provision based upon rationale and findings. 
FROM THE DATE OF SCHEME APPROVAL and/or CURRENT PRACTICE AND CONTINUING
· Skillset will  work  closely  with  the  National  Council  ELWa  and  ACCAC  in  agreeing the 
sector’s bilingual skills needs priorities.  By 2005, partnerships will be formalised through meetings 
held on a quarterly basis. FROM THE DATE OF SCHEME APPROVAL.
· Bilingual skills priorities will be disseminated to relevant bodies including Welsh Assembly 
Government. FROM THE DATE OF SCHEME APPROVAL
· Skillset will ensure that schemes it supports through its Investment Funds comply with its 
Welsh Language Scheme. FROM THE DATE OF SCHEME APPROVAL.
· Skillset will actively promote the development of bilingual training opportunity whilst also 
recognising examples of good practice. FROM THE DATE OF SCHEME APPROVAL.
4.7.
Training Frameworks 

MEASURES

· Defining and developing key national occupational standards and learning pathways

· Meeting the changing patterns of demand for skills and improving productivity

· Providing  advice  and  guidance  to  employers  and  employees  on  specific  skills  and  
training practices

· 
Encouraging   participation  in  collaborative  approaches   to  skills, economic and labour  

market information in each nation and region

ACTION

· Standards   and   Qualifications,   which   will   include   Welsh   versions when available, in   this   
field  will  be   actively promoted. 


FROM THE DATE OF SCHEME APPROVAL
· Skillset  will  actively  promote  the  advantages  of  bilingual  skills within the Audio Visual sector. 







FROM THE DATE OF SCHEME APPROVAL
· Through  working   closely  with  the   Welsh   Language   Unit  and  the Credit  and Qualification 
Unit at ELWa, Skillset will regularly prioritise industry standards and qualifications for translation into 
Welsh where funding is available and according to most recent research findings. 
· Through regular consultation with ACCAC,  Skillset  will  ensure  that relevant Awarding Bodies 
ensure that assessment opportunities are available for the prioritised Welsh medium/bilingual 
standards and qualifications.  A matrix will be developed outlining the standards and qualifications 
which are/will be available through the medium of Welsh.  This matrix will be published as an 
appendix to the scheme in 2005.


FROM THE DATE OF SCHEME APPROVAL.
· In identifying,  prioritising  and   promoting   bilingual  training   and   assessment  opportunities, 
Skillset will encourage and support collaborative networks at national and regional level.  








FROM THE DATE OF SCHEME APPROVAL.
5.
DEALING WITH WELSH SPEAKING PUBLIC
5.1.
Written Communication

5.1.1.
Skillset Cymru will welcome correspondence in either English or Welsh. Skillset’s official headed 
paper to be used in Wales will include a statement in both languages making it clear that 
correspondence is welcome in either Welsh or English. CURRENT PRACTICE AND CONTINUING.
5.1.2.
The time target (set at 2 working days) will be the same when replying to Welsh letters as for 
replying to English letters. Correspondence through the medium of Welsh will not in itself lead to 
any delay. 





CURRENT PRACTICE AND CONTINUING

5.1.3.
Every letter received in Welsh will be given a signed reply in Welsh. CURRENT PRACTICE AND 
CONTINUING
5.1.4.
All correspondence following a telephone or face-to-face conversation in Welsh or a meeting where 
it was established that Welsh is the preferred language of the person, although the discussion may 
not have been held through the medium of Welsh, will be in Welsh. CURRENT PRACTICE AND 
CONTINUING
5.1.5. All correspondence with a member of the public will be initiated in his/her preferred language if 
known. 





CURRENT PRACTICE AND CONTINUING.
· If preferred language of the recipient is unknown, initial correspondence from Skillset Cymru will be 
bilingual. 





CURRENT PRACTICE AND CONTINUING.
· Skillset Cymru will compile a database of those wishing to receive correspondence through the 
medium of Welsh. 




FROM THE DATE OF SCHEME APPROVAL.
5.1.6. All circular, standard letters and other general correspondence distributed by Skillset Cymru to the 
public will be bilingual.



CURRENT PRACTICE AND CONTINUING.
5.1.7. Arrangements will be made to translate correspondence as needed in order to respond to 
correspondence promptly and in the original language. Staff will be issued with detailed guidance of 
how this will be accomplished.


CURRENT PRACTICE AND CONTINUING.
5.1.8.
Skillset  will   send  all   material  which  will  need  to  be translated  to  an  approved  external 
translator who will subsequently comply with the timescales agreed. CURRENT PRACTICE AND 
CONTINUING.
5.1.9. Skillset will be installing Cysill and Cysgair (translation and grammar assistance and Welsh 
Thesaururs software) to assist staff with written correspondence. CURRENT PRACTICE AND 
CONTINUING.
5.2.
Electronic Communication

5.2.1. The principles outlined in section 5.1 will also be employed when communicating electronically. 








CURRENT PRACTICE AND CONTINUING.
5.2.2. When new communication and storage methods are being set up on Skillset’s computers, the ability 
of software to deal with more than one language in commands and entries will be a  factor 
considered when purchasing new software, particularly so if such systems are to provide a bilingual 
output/service. 




CURRENT PRACTICE AND CONTINUING.
5.3.
Telephone Calls
5.3.1 
Skillset Cymru’s Director and Administrator will give a bilingual greeting and will be able to welcome   and deal with telephone enquiries in Welsh or English.
CURRENT PRACTICE AND CONTINUING.
5.3.2. It will  be  the  duty  of  those  who  respond  to telephone  calls  on behalf of Skillset Cymru to 
ensure that they do not cause telephone callers to feel that they are a nuisance or causing 
inconvenience because of their wish to communicate in Welsh. CURRENT PRACTICE AND 

CONTINUING.
5.3.3. All instructions and answering service messages will be recorded bilingually on all advertised 
numbers in Wales with the recordings indicating that the message may be left in Welsh or English. 
CURRENT PRACTICE AND CONTINUING.
5.3.4. The time target (set at 2 working days) will be the same when replying to Welsh telephone 
enquiries as for replying to English telephone enquiries. CURRENT PRACTICE AND 
CONTINUING.
5.4. 
Public Meetings 

5.4.1.
As Skillset Cymru will be conducting public meetings in Wales, contributions are welcomed in either 
Welsh 
or English. This will be stated clearly on all notices that inform or publicise the meeting and 
attendees will also be informed of this language choice at the beginning of the meeting. CURRENT 
PRACTICE AND CONTINUING.
5.4.2.
The only exception to the above provision will be meetings at which it is known beforehand that 
there will be no need for a translator, either:

· because everyone present understands Welsh

· because everyone present in a non-Welsh speaker

· it is known that English is the preferred language of everyone who will be present 
CURRENT PRACTICE AND CONTINUING.
5.4.3 All literature (invitation, summons, advertisement) publicising the meeting will be bilingual. CURRENT PRACTICE AND 
CONTINUING.
5.4.4 When publicising the meeting, all literature will include a footnote stating that Skillset welcomes contributions in Welsh or English. But those proposing to attend will be asked to inform Skillset beforehand in which language they wish to speak as simultaneous translation facilities will then be organisedif necessary. CURRENT PRACTICE AND CONTINUING.
5.4.5 If it is not known beforehand who will be attending the meeting and whether or not anyone will wish to speak Welsh, the organiser of the meeting will decide according to his/her discretion whether a simultaneous translation service should be provided or not. That decision will be based on the nature of the meeting, geographical location, likely attendees and previous experience of similar meetings. If there is still substantial uncertainty, then the decision will be in favour of providing a simultaneous translation service. CURRENT PRACTICE AND CONTINUING.
5.4.6 Any written materials such as leaflets, agendas or acetates that are used in Skillset’s public meetings will be bilingual. This will also include any Powerpoint presentations. CURRENT PRACTICE AND CONTINUING.
5.4.7 All requests for information in relation to meetings will be responded to in the preferred language of the individual. CURRENT PRACTICE AND 
CONTINUING.
5.4.8 Skillset will ensure the presence of one Welsh speaking staff to welcome and facilitate the use of the Welsh language among the meeting’s attendants and participants. The above officer(s) will wear “Working Welsh” badges to indicate that they are fluent in Welsh or are learning Welsh. FROM THE DATE OF SCHEME APPROVAL.
5.4.9 Guidance will be given to non-Welsh speaking chairs of public meetings on facilitating contributions through the medium of Welsh. FROM THE DATE OF SCHEME APPROVAL.
5.5. 
Non-public Meetings

5.5.1
Any person who wishes to conduct private or one-to-one meetings with Skillset are welcome to 
do so in either Welsh or English. CURRENT PRACTICE AND CONTINUING.

5.5.2.
A language choice will be offered when arranging meetings, and if Welsh be the requested medium, 
appropriate arrangements will be made with an appropriate Welsh speaking member of staff. 
CURRENT PRACTICE AND CONTINUING.
5.5.3.
By offering a language choice, Skillset Cymru recognises:

· That individuals can express their views and needs better in their preferred language

· That enabling individuals to use their preferred language is a matter of good practice, not a 
concession

· That denying them the right to use their preferred language could place individuals at a real 
disadvantage
5.5.4.
The above measures are applicable to all kinds of non-public meetings. CURRENT PRACTICE 
AND CONTINUING.
6.
SKILLSET’S PUBLIC FACE
6.1.
Corporate Identity

6.1.1. Skillset will adopt a fully bilingual corporate identity. CURRENT PRACTICE AND CONTINUING.
6.1.2. This includes Skillset’s name, its address, logo, visual identity, corporate slogan and any other 
standard information which is to be used on:

· Letter headed paper, fax paper, compliment slips, e-mail signatures

· All promotional / advertising material (i.e. flyers, posters, leaflets e.t.c.) in the public domain

· Business cards, invitations, I.D. badges.








CURRENT PRACTICE AND CONTINUING.

6.2.       Website

6.2.1
Members of the public will be able to access information via Skillset website in both English and 
Welsh.  Although Skillset UK homepage will not be bilingual, it will clearly include a  sub-section on 
Skillset  in Wales. CURRENT PRACTICE AND CONTINUING.
6.2.2.
This site will include a bilingual home-pgae with subsequent pages available in both Welsh and 
English. Each page will provide a clear indication of language choice as Skillset acknowledges that 
the best form of language navigation is a language choice on every page of which a parallel 
language version exists. CURRENT PRACTICE AND CONTINUING.
6.2.3.
Welsh and English pages of the website will be revised and updated simultaneously. CURRENT 
PRACTICE AND CONTINUING.
6.2.4.
On implementation of this Scheme, the following will be available bilingually Sector Workforce 
Development Plan for Wales, all Wales specific promotional material, letterheads, web-site, training 
directory of media-related courses in Wales. CURRENT PRACTICE AND CONTINUING.
6.2.5.
All materials and provision in Welsh and English will be consistent in terms of their updating, 
accuracy, prominence, legibility and quality. Both language versions will be as easy available as 
one another to download. CURRENT PRACTICE AND CONTINUING.
6.2.6.
All staff, consultants, designers and publishers will be provided with written guidance (e.g. A Guide 
to Bilingual Design) for dealing with and designing bilingual material. FROM THE DATE OF 
SCHEME APPROVAL.
6.3.       Signage

6.3.1.
Skillset will ensure that all new and replacement information signs within the curtilage of Skillsets 
property in Wales will be bilingual. This will include bilingual signs in reception areas informing the 
public of their right to use Welsh or English. CURRENT PRACTICE AND CONTINUING.
6.3.2.
Skillset will ensure that both languages are treated equally in terms of size, quality, legibility and 
prominence. CURRENT PRACTICE AND CONTINUING.
6.3.3.
Although bilingual signs are the preferred option, separate Welsh and English signs will, if issued, 
be equal in terms of size, quality, legibility and prominence. CURRENT PRACTICE AND 
CONTINUING.
6.3.4.
All bilingual and separate Welsh version signage will be proofread by an approved translator in 
order to ensure consistency in the standard of Welsh. CURRENT PRACTICE AND CONTINUING.
6.3.5.
These measures are applicable to both permanent and temporary signage. CURRENT PRACTICE 
AND CONTINUING.
6.4.
Publishing and Printing Material to be distributed to the public in Wales

6.4.1.
All publications aimed at the audio-visual sector in Wales will be bilingual with both language 
versions forming one document. The versions will be printed side-by-side where possible to 
facilitate easy cross-reference, distribution and offer language choice. CURRENT PRACTICE AND 
CONTINUING.

6.4.2
Although single version bilingual  publications are  the preferred  option,  when  Welsh  and  
English  versions  are published separately (e.g. due to their voluminous nature), Skillset will again 
ensure that they will  be issued in  accordance  with  the guidelines below. CURRENT PRACTICE 
AND CONTINUING.
6.4.3
When a priced document is issued in bilingual format, its price will not be greater than a single 
language version of that document.  CURRENT PRACTICE AND CONTINUING.
6.4.4.
Although  bilingual publications are  the preferred option, when Welsh and English versions are 
published separately, they will be issued simultaneously, distributed together, and be equally 
accessible. CURRENT PRACTICE AND CONTINUING.
6.4.5.
Each separate version will carry a message that the publication is also available in the alternative 
language. CURRENT PRACTICE AND CONTINUING.
6.4.6.
The price of the Welsh version of a document will not be greater than the price of the English 
version. CURRENT PRACTICE AND CONTINUING.
6.4.7.
All staff, consultants, designers and publishers will be provided with written guidance (e.g. A Guide 
to Bilingual Design) for dealing with bilingual publications. FROM THE DATE OF 
SCHEME 
APPROVAL.
6.4.8.
All bilingual and separate Welsh version publications will be proofread by an approved translator in 
order to ensure consistency in the standard of Welsh. FROM THE DATE OF SCHEME 
APPROVAL.

6.5
Forms and Associated Explanatory Material

6.5.1 Skillset will ensure all forms and associated explanatory material for use by the public in Wales will be issued bilingually in accordance with the guidelines detailed in Publishing and Printed Material  - see section 6.4 above. 



CURRENT PRACTICE AND CONTINUING.
6.5.2 Although bilingual publications are the preferred option, when Welsh and English versions are published separately (e.g. due to their voluminous nature), Skillset will again ensure that 
all publications they will comply with commitments 6.4.3.to 6.4.8.in Publishing and Printed Material section. 





CURRENT PRACTICE AND CONTINUING.
6.6
Press Releases 

Compulsory


6.5.1. Every advertisement and statement by Skillset to the press and media in Wales will be fully 
bilingual. 





CURRENT PRACTICE AND CONTINUING.
6.5.2. All press releases and notices to all the press and media in Wales will be sent out in English to 
those media known to be monolingual English and in Welsh to those media known to be 
monolingual Welsh. 




CURRENT PRACTICE AND CONTINUING.
6.5.3. Arrangements to facilitate the above provision will be organised by Eve Ragout, Press and PR 
Officer. 





CURRENT PRACTICE AND CONTINUING.
6.7
Advertising and Publicity Activities
6.7.1.
Skillset will conduct advertising and publicity activities in Wales bilingually in a manner that treats 
the two languages on a basis of equality. Skillset will adhere to the commitments given within this 
Scheme (under section 6.4) with regard to such publications. CURRENT PRACTICE AND 
CONTINUING.
6.7.2.
The following will be produced bilingually: CURRENT PRACTICE AND CONTINUING
· All publicity literature aimed at the general public 

· Direct mailing including promotional material and surveys 

· Media / press advertising 

· Public surveys 

· Direct marketing campaigns

· Exhibition and information stands

· Poster advertising

6.7.3. Skillset will ensure the presence of one Welsh speaking staff to welcome and facilitate the use of the Welsh language in all its public activities. The above officer(s) will wear “Working Welsh” badges to indicate that they can communicate in Welsh or are learning.
6.8 
Public Notices and Staff recruitment advertising 

6.8.1
Skillset  will ensure that  all public notices will  appear in  Wales  with  Welsh  and  English  versions  
shown  together  and  be  equal   in   terms   of  format, size, quality, legibility and prominence: be 
that ‘in the press’, on notice boards or otherwise. CURRENT PRACTICE AND CONTINUING
6.8.2.
The following will be exempt from the above arrangements:

· public notices appearing in Welsh language publications. These will appear in Welsh only.

· public notices  appearing  in  publications  circulating  throughout the U.K. or beyond. These will be in English only.

6.8.3. When preparing and publishing advertisements for staff recruitment in Wales, Skillset will adhere to 
the following arrangements. CURRENT PRACTICE AND CONTINUING.
(a)   Advertisements for posts which fluency in Welsh is an essential qualification will appear in;

· Welsh only in Welsh language publications

· Welsh only in English language publications circulating in Wales but supplemented with a short explanatory note in English 

(b) Advertisements  for  posts  which  fluency in Welsh is a desirable  qualification shall be published:

· bilingually in English language publications circulating within Wales 

· in English only in publications circulating mainly through the UK

· in Welsh only in Welsh language publications

(b) Advertisements for posts where no linguistic requirement has been identified as part of  Skillset’s Linguistic Skills Strategy shall be published:

· bilingually in English language publications circulating within Wales 

· in Welsh only in Welsh language publications

· in English only in English language publications circulating mainly outside Wales.
7              IMPLEMENTING AND MONITORING THE SCHEME
7.1.
Staffing

7.1.1. In order to ensure over a period of time that   Skillset is able to deliver its services in Welsh to a 
high quality, both effectively and efficiently, it will adopt a Linguistic Skills Strategy as part of its 
human resources planning process. This Strategy will enable Skillset to maintain an overview of its 
linguistic skill needs and resources, and co-ordinate training and recruitment activities to facilitate 
the Scheme’s objectives. The measures that follow will form part of that Strategy. 

FROM THE DATE OF SCHEME APPROVAL.

7.1.2. In order to realise the above commitment, Skillset Cymru will undertake an audit of its services, 
provisions and staff in order to identify objectively:

· those workplaces and service situations where there is contact with the public in Wales and the nature of that contact

· the bilingual skills of existing staff and to what extent staff would be interested in learning or upgrading their skills

FROM THE DATE OF SCHEME APPROVAL.

7.1.3. Having conducted and analysed the above survey, Skillset Cymru will  identify those posts which 
the ability to communicate in Welsh is essential,  desirable  or  is  not deemed required as a skill.  
Job descriptions will then be formulated accordingly as outlined in section 6.8.
FROM THE DATE OF SCHEME APPROVAL.

7.1.4.
All new posts and all existing posts which fall vacant will be considered in light of the Linguistic 
Skills Strategy of this Scheme. In doing so, Skillset will be conscious of the need to take every 
opportunity to rectify any deficiencies in Welsh language skills which will effect the delivery of 
Skillset Welsh language service provision. 

FROM THE DATE OF SCHEME APPROVAL.

7.1.5 Whilst committing to monitoring progress in implementing the Scheme, Skillset will take action should the numbers of Welsh speakers in the Scheme-related posts begin to decrease 
FROM THE DATE OF SCHEME APPROVAL.

7.2
Learning Welsh

7.2.1.
The ability to communicate in Welsh according to various degrees of capability and in various 
service situations is essential to the success of this Scheme. Skillset also recognises that the ability 
to understand and use the Welsh language in the workplace on a daily basis is a very valuable skill 
which can assist its staff in providing a comprehensive service for the Welsh speaking public.

7.2.2.
Skillset will support the implementation of this Scheme by encouraging and supporting members of 
staff who wish to learn Welsh or improve their ability to speak Welsh. FROM THE DATE OF 
SCHEME APPROVAL.
7.2.3.
Skillset will arrange learning and training programmes that focus on workplaces and posts which 
are important to the implementation of the Scheme. Such courses will be available for beginners 
and for those who wish to improve their oral and written proficiency in the language and any costs 
will be borne by Skillset. FROM THE DATE OF SCHEME APPROVAL.
7.2.3.1
Skillset will nominate a senior officer to be responsible for a training programme.

FROM THE DATE OF SCHEME APPROVAL.
Compulsory 
Either (a), (b), (c), (d) or (e) – ‘C’ Applies to Skillset

(a)
SSCs with one member of staff/representative in Wales – Welsh speaker


7.2.4.
[SSC’s name] sole representative in Wales at present is bilingual. If an additional new member of staff were to be recruited who could not speak Welsh, [SSC’s name] would Please elaborate upon how these measures above will be realised e.g. allocating financial resources; providing dictionaries and other reference material; setting specific standards for staff who are learning Welsh; choosing the most suitable courses. 


(b)
SSCs with one member of staff/representative in Wales – non-Welsh speaker


7.2.4.
As [SSC’s name] only has one member of staff in Wales currently who is a non-Welsh speaker, it will adhere to the above principles to facilitate the organisation’s bilingual provision. This will be achieved by [Please elaborate upon how these measures above will be realised e.g. allocating financial resources; providing dictionaries and other reference material; setting specific standards for staff who are learning Welsh; choosing the most suitable courses.]


(c)
SSCs with more than one member of staff in Wales – including Welsh speakers
7.2.4.
Although providing a bilingual service at the moment, Skillset will sustain and develop this 

service by:- developing the ability of its staff to operate effectively through the medium of 

Welsh.  This will be done by assessing the existing speaking and writing skills and 


improving on them to 
meet the needs of the workplace. Once the needs have been 


identified then Skillset will allow staff 
to attend appropriate training which will develop their 

skills for their posts if available.
FROM THE DATE OF SCHEME APPROVAL.

(d)
SSCs with more than one member of staff in Wales – no Welsh speakers



7.2.4.
Despite having no Welsh speaking members of staff at present, [SSC’s name] will implement the measures outlined above by: [Please elaborate upon how these measures above will be realised e.g. allocating financial resources; providing dictionaries and other reference material; setting specific standards for staff who are learning Welsh; choosing the most suitable courses.]


(e)
SSC’s with no member of staff in Wales


7.2.4.
At present, [SSC’s name] does not have an office or staff in Wales at present. But in the event that an office was established in Wales, the organisation is committed to the above principles and  (if necessary/requested) to their implementation as they facilitate the organisation’s bilingual provision.

7.3
Recruitment

Compulsory

7.3.1
When recruiting staff, Skillset will publicise the fact that Welsh speakers will be welcomed to join its workforce. Skillset will ensure sufficient personnel are appointed with the appropriate skills to be able to provide services through the medium of Welsh through:-
· ensuring all new job descriptions include a language assessment of that post
· allowing Welsh and non Welsh speakers to apply for any post but clearly identify where the ability to speak and write in Welsh is essential and the ability to speak Welsh is desirable
· ensure non Welsh speakers are encouraged to learn Welsh if required 
· encourage Welsh speakers to use language in their work and to help non-Welsh speakers in their dealings with the public
· promote the awareness of the Welsh Language Scheme
CURRENT PRACTICE AND CONTINUING
7.3.2.
Skillset will then seek access to sufficient  and  appropriately  skilled  Welsh  speakers in 
order to facilitate the implementation of this Scheme. All recruitment advertisements for any post 
requiring Welsh language skills, together with the relevant job descriptions or details, will be drafted 
in such a way as to identify clearly the linguistic requirements of each post, in accordance with 
paragraphs 7.1.3. and 7.1.4. above. 


CURRENT PRACTICE AND CONTINUING
7.3.3 It may on occasion be necessary, where difficulty has been experienced in recruiting staff with the 
necessary skills, to appoint a non-Welsh speaker to a post where the ability to speak Welsh is 
essential. However, such posts will be advertised and offered on the understanding that non-Welsh 
speakers will need, as condition of employment, to learn Welsh and attain a satisfactory level of 
fluency within a specified reasonable timescale. The level of fluency specified will be that which is 
required  to fulfil the responsibilities of the post, and this will be made clear to applicants in the job 
details, as will Skillset support for learning the language.
FROM THE DATE OF SCHEME APPROVAL.

7.3.4 In all arrangements of this nature, Skillset will provide the time and support necessary to enable the 
member of staff to meet the condition and will ensure that the member of staff is not disadvantaged 
in other ways as a result of meeting this condition. The learning programme will be structured and 
regularly monitored to ensure that both employer and employee are honouring the commitment. 
This will be part of ensuring that Skillset has an adequate number of Welsh speakers in post to 
deliver the services outlined in this Scheme.

FROM THE DATE OF SCHEME APPROVAL.

7.3.5. As a result, Skillset will treat linguistic skills in exactly the same manner as any other professional skill required to fulfil the responsibilities of a post and subject to review within an agreed period. The condition of employment must therefore be respected and implemented as strictly as any other condition of employment for the post, and Skillset will review the standard of achievement at the end of the specified period following the appointment.

FROM THE DATE OF SCHEME APPROVAL.
Optional – SSCs with many Welsh speakers (2 speakers)
7.3.6.
Skillset will ensure an appropriate percentage of Welsh speakers among its workforce so that 
service users may exercise language choice in communicating at all levels. CURRENT PRACTICE 
AND CONTINUING
7.4
Vocational Training

Compulsory
7.4.1. Skillset is committed to developing the ability of its staff to operate through the medium of Welsh so that they may become accustomed to dealing with their professional areas of activity with the public in Welsh.

CURRENT PRACTICE AND CONTINUING
7.4.2. In order to realise this commitment, Skillset will assess the need for vocational training through the medium of Welsh before providing vocational training to facilitate the implementation of the Scheme.

CURRENT PRACTICE AND CONTINUING
7.4.3. Given the nature of Skillset work, it will implement these commitments by asking staff members of their needs and ensuring that they receive the relevant trining. Skillset has a specific budget for the continuous training of staff. CURRENT PRACTICE AND CONTINUING
8 ADMINISTRATIVE ARRANGEMENTS
Compulsory

8.1. Authority:    Skillset  confirms  that  the Welsh Language  Scheme  and  all  the measures 
herein  have been approved at the highest level and will carry the full central and regional 
authority of the organisation as they are implemented. CURRENT PRACTICE AND 
CONTINUING
8.2.
Responsibility: Skillset  will nominate the Skillset Cymru Director and the Skillset Cymru Skills Panel to have the overall responsibility for the implementation and monitoring of the Scheme. CURRENT PRACTICE AND CONTINUING
8.3.   The day-to-day management of the Scheme and responsibility for integrating the Welsh  
elements of the  service  wherever  that is  possible  within  its  usual  administrative  
processes  will  then  be  the  responsibility of the Skillset Cymru Director.
Optional 
SSCs with large number of staff in Wales – Skillset has 2 members of staff in Wales

8.3.1. Managers will also be given responsibility for implementing those aspects of the Scheme relevant to their own departments in Wales.

8.3.2. The Skillset Cymru Skills Panel will be responsible for monitoring the Scheme.








CURRENT PRACTICE AND CONTINUING
Compulsory

8.4.  
Instruction and Guidance:    Skillset will  ensure  that  all  staff in Wales and those who 
have dealings with Wales will receive guidance  on  the Scheme and advice on what is 
expected of them (See section 3.1.1.)                 CURRENT PRACTICE AND CONTINUING
8.5. All external and internal translators used by Skillset will be approved and suitably  
qualified and able to provide a high quality service. CURRENT PRACTICE AND 
CONTINUING
Optional 
8.6 
Skillset will ensure that any replacing new computer programmes can produce bilingual 
output thus facilitating the implementation of this Scheme.CURRENT PRACTICE AND 
CONTINUING
9
SERVICES DELIVERED ON BEHALF OF SKILLSET BY THIRD PARTIES
Compulsory

9.1
Skillset will ensure that any agreements or arrangements made with third parties which 
relate to the provision of services to the public in Wales are consistent with the terms of this Language Scheme.  This includes any new or existing services which are contracted out. CURRENT PRACTICE AND CONTINUING
9.2
Skillset    will   also   ensure through contracting arrangements that the agent, contractor or 
subcontractor can, will and does implement any applicable elements of Skillset own Scheme  
when providing services to the public on its behalf or under its supervision. CURRENT PRACTICE 
AND CONTINUING

9.3
Skillset will work with providers to encourage the   implementation   of   their own Welsh 
Language Schemes. 




      CURRENT PRACTICE AND CONTINUING
9.4.    The third party will need to confirm that it has complied with the relevant measures of Skillset’s 
Welsh Language Scheme by evidence. FROM THE DATE OF SCHEME 
APPROVAL
9.5    
Skillset  will   issue  written  guidance  to   staff   for  dealing  with  agents  and  contractors  and 
devise processes for ensuring that staff adhere to them. FROM THE DATE OF SCHEME 
APPROVAL
10. PARTNERSHIPS
Compulsory

10.1. Skillset works in partnership with public bodies organizations from the voluntary sector and other 
agencies. Skillset works on many levels when working with others:

i) When Skillset is the strategic and financial leader within a partnership it will ensure that the public service provision is compliant with the Welsh Language Scheme. e.g. when awarding funding under its Investment Funds, it will ensure that the organizations awarded funding complies with the Skillset Welsh Language Scheme.
ii) When Skillset joins a partnership in which another body is leading, Skillset’s input to the partnership will comply with the Welsh Language Scheme and the organization will encourage other parties to comply.  e.g the Skills for Business partnership where ELWa is the leading body. Skillset will comply with its own scheme and encourage other SSCs to do so.
iii) When Skillset is a partner in a consortium, it will encourage the consortium to adopt a bilingual policy.  When acting publicly in the name of the consortium, the organization will act in accordance with its Welsh Language Scheme. e.g we are in the process of expanding our SSC ‘footprint’ to include the Photo-imaging sector. Once this is established we will encourage a bilingual policy for the ‘expanded’ SSC.
iv) When Skillset joins or forms a partnership, it will ask prospective partners about their Welsh Language Scheme, Language policies or the means by which they will operate bilingually.  Within any partnership, Skillset will offer advice and support to the other partner organizations. For example when awarding funding to training providers, they will be asked to provide details of their recruitment processes to ensure Welsh speakers are given equality of opportunity. 
FROM THE DATE OF SCHEME APPROVAL
11 MONITORING IMPLEMENTATION OF THE SCHEME
Compulsory

11.1. The Skillset Cymru Director nominated by Skillset will be primarily responsible for monitoring the 
Scheme and for constantly reviewing it as outlined in section 8.2. 
FROM THE DATE OF SCHEME APPROVAL
11.2. The Skillset Cymru Director will structure the monitoring progress and will prepare an internal 
progress report on the Scheme’s implementation to be presented to the management team. This 
will be conducted every six months.
FROM THE DATE OF SCHEME APPROVAL
11.3. The Skillset Cymru Skills Panel will receive annual compliance report that will enable them to 
answer the two following basic questions:
· Is Skillset complying with the Scheme?
· How well is it achieving this?
In doing this, the report will deal with:

· Skillset’s administrative Welsh medium services

· assessing key themes in implementing the Scheme, including Skillset’s contribution to the development of Welsh medium/bilingual provisions

· the sufficiency of Skillset’s linguistic skills capacity to deliver the requirements of the Welsh Language Scheme



FROM THE DATE OF SCHEME APPROVAL
11.4.
The views of Welsh speakers will also be sought periodically about the range and quality of services provided by the organisation. 

FROM THE DATE OF SCHEME APPROVAL
11.5.
Monitoring of the Scheme will be a structured and continuing activity and if the report finds any weaknesses, Skillset will prepare an action plan that will remedy the situation.

FROM THE DATE OF SCHEME APPROVAL
11.6.
A copy of the above mentioned report will then be sent to the Welsh Language Board.

FROM THE DATE OF SCHEME APPROVAL
11.7.
In the third year of Scheme Implementation, Skillset will prepare a comprehensive evaluation report which will evaluate performance in implementing the Scheme over the first three years. In order to review and update its Welsh Language Scheme and thus receive approval for the second period of implementation, this report will:

· provide an overview and thematic analysis of performance and compliance with the Scheme over the three years, both in terms of Service Delivery and Scheme management.
· Outline Skillset priorities for the following three years along with a revised timetable for the implementation of the measures in the Scheme.
· as part of this evaluation, Skillset  will conduct a satisfaction survey with the general public to ascertain their views on the scope and quality of its bilingual services.

FROM THE DATE OF SCHEME APPROVAL
11.8.   The  annual  report  provided  by  Skillset  to   the  Welsh  Language  Board  will   be  in  a  form 
approved by the Board, which describes progress in implementing  the  measures  in  the  Scheme 
against the approved timetable and standards; it will also   analyse   the  number  and  nature  of  
any  complaints  and  suggestions  for improvements received from the public.


FROM THE DATE OF SCHEME APPROVAL
12 PUBLISHING INFORMATION
Compulsory

12.1. Skillset is committed to regularly publishing information comparing performance with standards and targets set out in the Scheme. 
12.2. Skillset will realise this commitment by:

· Publishing a  periodic report as outlined in 11.2 and 11.3.
· Placing the information in the Annual Report.
· Placing a synopsis of this information on the website.
12.3.
Where targets have not been met, reasons for this will be given together with an indication of when and how revised targets will be realised.

FROM THE DATE OF SCHEME APPROVAL
13
PUBLICITY (section 12(2)(b) of the Act)
Compulsory

13.1.
Skillset is committed to ensuring initial and continuing publicity for the Scheme. This will ensure that on the one hand, the public and all those who come into contact with Skillset are aware of its Welsh language services and provisions, and that on the other hand, Skillset employees, agents, contractors are also aware of the needs and requirements to operate in accordance with this Scheme.

FROM THE DATE OF SCHEME APPROVAL
13.2.
Skillset will publicise its Welsh Language Scheme by making copies of the Scheme available on request to any relevant organisations/ bodies, employees or member of the public. Skillset will also be producing electronic messages, newsletters, websites and press releases explaining the main elements of the Scheme and detailing the nature, location and availabilities of bilingual services. Such materials will also be available to all relevant organisations / bodies, employees and general public.

FROM THE DATE OF SCHEME APPROVAL
13.3.
Any enquiries about the Scheme should be directed to: Gwawr Hughes, Skillset Cymru Director, Skillset Cymru, The Media Centre, Culverhouse Cross, Cardiff, CF5 6XJ.
14
COMPLAINTS/SUGGESTIONS & CONTACT POINT
Compulsory

14.1.
Skillset will adopt a complaints procedure to deal with grievances regarding the Scheme as part of Skillset general complaints procedure. 
14.2.  
Skillset will welcome and record any complaints or suggestions for improving the 



bilingual service to the public. Please write to us at: Skillset Cymru, The Media Centre, 


Culverhouse Cross, Cardiff, CF5 6XJ.
FROM THE DATE OF SCHEME APPROVAL
15
TARGETS
Compulsory

15.1. Definite targets for the implementation of the measures outlined in the Scheme will be set. 
These targets will note the steps that have already been taken, those which can be put into 
effect immediately, those identified as short-term targets, medium-term targets and 
long-term targets. All such targets will be clear, unambiguous and relevant. 

FROM THE DATE OF SCHEME APPROVAL
16 TIMETABLE (section 12(2)(a) of the Act)
Compulsory

16.1. Unless otherwise stated, the commitments outlined in this Scheme will become 
operational on the date of the Scheme is approved. The monitoring process will then follow 
the steps outlined in section 11. For example:





	Paragraph
	Commitment
	Timescale
	Officer Responsible

	3.1.1
	Ensure that all of Skillset necessary and relevant staff will be made aware of the Scheme and newsletters, website and the Skillset Business Plan contains details on the scheme.
	From the date of scheme approval 

and/or current practice and continuing
	Gwawr Hughes, Skillset Cymru Director; and Skillset Managers

	3.2
	Ensure that Skillset includes standards and effectiveness of its services in Welsh in its ‘performance indicators’ 

	From the date of scheme approval 

and/or current practice and continuing
	Gwawr Hughes, Skillset Cymru

	3.3.2
	Skillset will undertake an audit of the way in which each of its services to the public is organised.
	From the date of scheme approval 

and/or current practice and continuing
	Helen Baker, Skillset Cymru Administrator

	4.3 and 4.4
	Skillset will actively research and react to the Welsh language skills needs of the audio visual sector in partnership with ELWa and the Skillset research team
	From the date of scheme approval 


	Gwawr Hughes, Director Skillset Cymru

	4.5
	Skillset will ensure that Information and Advice will be offered to all customers bi-lingually
	From the date of scheme approval 


	Gwawr Hughes, Skillset Cymru

	4.6
	Skillset will ensure the Sector Workforce Development Plan is fully bi-lingual
	Current practice and continuing
	Gwawr Hughes, Skillset Cymru

	4.6
	Work closely with ELWa and ACCAC to agree sector bilingual skills needs. Information to be disseminated to National Assembly and other public sector bodies.
	From the date of scheme approval 


	Gwawr Hughes, Skillset Cymru

	4.6
	Ensure that the Skills Investment Funds complies with the Welsh Language Scheme
	From the date of scheme approval 


	Gwawr Hughes, Skillset Cymru
Alice Dudley, Investment Manager

	4.7
	Skillset will encourage the development of bi-lingual standards and qualifications for those which there is most demand and where additional funding is available for translation costs.
	From the date of scheme approval 


	Gwawr Hughes, Skillset Cymru
Penny Bance, Standards and Qualifications Manager

	5.1
	Ensure that all written communication complies to the standards listed in this scheme.
	Current practice and continuing
	Gwawr Hughes, Skillset Cymru
Helen Baker, Skillset Cymru Administrator

	5.2
	Ensure that electronic communication in the office is set up to deal with more than one language
	Current practice and continuing
	Gwawr Hughes, Skillset Cymru
Gary Townsend, Communications Director



	5.3
	Ensure that all telephone calls received in the Welsh office is offered bi-lingual and that Skillset staff at other offices direct callers to staff that are Welsh speaking if necessary.
	Current practice and continuing
	Gwawr Hughes, Skillset Cymru

	5.4
	Ensure that contributions are welcomed in Welsh or English at public meetings and ensure that all literature publicising and promoting the meeting will be bilingual.
	Current practice and continuing
	Gwawr Hughes, Skillset Cymru


	5.5
	All non-public meetings at Skillset’s office in Wales to be offered in either Welsh or English
	Current practice and continuing
	Gwawr Hughes, Skillset Cymru

	6.1
	Adopt a fully bi-lingual corporate identity
	Current practice and continuing
	Gwawr Hughes, Skillset Cymru
Gary Townsend, Communications Director

	6.2
	Establish a bi-lingual web site as part of the main web-site
	Current practice and continuing
	Gwawr Hughes, Skillset Cymru

Gary Townsend, Communications Director

	6.3
	Ensure that all permanent and temporary signage at the Skillset Cymru office is bilingual; both languages are treated equally; and are proof read by an approved translator. 
	Current practice and continuing
	Gwawr Hughes, Skillset Cymru

Gary Townsend, Communications Director

	6.4
	Ensure all publications aimed at the audio visual sector in Wales will be bi-lingual
	Current practice and continuing
	Gwawr Hughes, Skillset Cymru

Gary Townsend, Communications Director

	6.5
	Ensure that all forms and associated explanatory material for use by the public in Wales will be issued bilingually including: advertisements and press releases and notices.
	Current practice and continuing
	Gwawr Hughes, Skillset Cymru

Gary Townsend, Communications Director

	6.6
	Ensure that we conduct advertising and publicity activities in Wales bilingually 
	Current practice and continuing
	Gwawr Hughes, Skillset Cymru

Gary Townsend, Communications Director

	6.7
	Ensure that all public notices and staff recruitment advertising appears in Wales in Welsh and English.
	Current practice and continuing
	Gwawr Hughes, Skillset Cymru

Gary Townsend, Communications Director

	7.1
	Devise and adopt a Linguistic Skills Strategy as part of our human resources planning process.
	From the date of scheme approval
	Gwawr Hughes, Skillset Cymru

Gary Townsend, Communications Director
Deborah Bourne, Director of Investment

	7.2
	Encourage and support staff who wish to learn Welsh or improve their ability to learn Welsh and arrange relevant training programmes
	From the date of scheme approval
	Gwawr Hughes, Director Skillset Cymru

	7.3 and 7.4
	Skillset will adopt a fully bilingual service when recruiting new members of staff at its office in Wales - as listed in section 7.3.
	Current practice and continuing
	Dinah Caine, Skillset Chief Executive

Gwawr Hughes, Director Skillset Cymru

	9.0
	Skillset will ensure that services offered by third parties are consistent with the terms of the Language Scheme listed here.
	Current practice and continuing
	Gwawr Hughes, Skillset Cymru

Gary Townsend, Communications Director

	11.2
	Prepare an internal progress report on the scheme’s implementation at management teams every 6 months.
	Current practice and continuing
	Gwawr Hughes, Skillset Cymru

Gary Townsend, Communications Director

	11.3
	Annual compliance report to be issued for the Skillset Cymru Skills Panel for approval and then to the Welsh Language Board.
	From the date of scheme approval
	Gwawr Hughes, Skillset Cymru

Gary Townsend, Communications Director


	11.7
	Complete 3 year evaluation report and send to the Welsh Language Board
	From the date of scheme approval
	Gwawr Hughes, Skillset Cymru

Gary Townsend, Communications Director

	12.0
	Performance and standards to be published in the Annual Report and website
	From the date of scheme approval
	Gwawr Hughes, Skillset Cymru

Gary Townsend, Communications Director

	13.0
	The Scheme will continuously be publicised by making copies available to any relevant organisation/body, employees or members of the public and on the web page.
	From the date of scheme approval
	Gwawr Hughes, Skillset Cymru

Gary Townsend, Communications Director



	14.0
	Adopt a complaints procedure to deal with grievances regarding the scheme
	From the date of scheme approval
	Gwawr Hughes, Skillset Cymru

Gary Townsend, Communications Director
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