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Draft Welsh Language Scheme 2010-2013

Prepared under the Welsh Language Act 1993

Revised Scheme

This Scheme received the approval of the Welsh Language Board under section 14(i) of the Act on 23rd April 2010. It amends and replaces the original Scheme, which was approved on 5th September 2003.

Careers Wales has adopted the principle that in the conduct of public business it will treat the Welsh and English languages on a basis of equality. 

This Scheme sets our how Careers Wales West will give effect to that principle when providing services to the public.  

Careers Wales West’s Draft Welsh Language Scheme

Careers Wales West welcomes comments on all aspects of our services. For further information on the scheme please contact.

Nerys Gimblett

Marketing and Information Co-ordinator

Careers Wales West Assessment Centre

2 Cross Street

Gorseinon

Swansea

SA4 4BU

Additional copies of the Scheme are available free of charge on request by writing to Nerys Gimblett at the above address, by telephoning 01792 224254, faxing 01792 224251 or emailing nerys.gimblett@cwwest.co.uk
The Scheme is also available on www.careerswales.com
This Scheme has been prepared according to an all Wales template developed by the six regional careers companies under the Careers Wales brand and in consultation with the Welsh Language Board. Text in black is common to all Careers Wales companies; blue text (in italics) applies specifically to Careers Wales Cardiff and Vale. 
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1. INTRODUCTION  

1.1 The Scheme 

Careers Wales has adopted the principle that in the conduct of public business it will treat the Welsh and English languages on a basis of equality.

1.2 This Scheme sets out how Careers Wales West will give effect to the principle when providing services to the public, so far as is both appropriate and reasonably practicable and within the constraints of the company’s financial and human resources.

1.3The Scheme is the second Welsh Language Scheme produced by Careers Wales. It updates the original, building on the success of the first scheme and demonstrating Careers Wales ‘s on-going commitment to Welsh language issues. 

1.4 Careers Wales West’s Scheme has been prepared according to an all Wales template developed by the six regional careers companies under the Careers Wales brand and in accordance with Welsh Language Board guidelines. The Scheme includes a timetable for implementation incorporating national and local targets to facilitate a consistent approach and continuous development. 

1.5 Careers Wales is committed to creating a truly bilingual Wales as set out Iaith Pawb, the Welsh Assembly Government’s national action plan for a bilingual Wales. We are aware that we have an important role to play in facilitating the use and growth of the Welsh language and promoting the advantages of bilingualism in the workplace. We will continue to work together and with our partners to increase the opportunities to use Welsh.              

1.6 Careers Wales:

· recognises that language is a crucial part of a person’s identity;

· is committed to respecting the identity of everybody it serves; and 

· recognises that the public can better express their comments and needs in their preferred language and that allowing people to use their preferred language whilst receiving or contacting services is a matter of good practice as opposed to tolerance.      

2. BACKGROUND

2.1. Funded by the Welsh Assembly Government, Careers Wales West is one of six regional careers companies in Wales, collectively known as Careers Wales. 

2.2.The companies provide free, impartial, up-to-date careers information, advice and guidance for all ages on learning and employment and facilitate links between business and education. 

2.3. The Careers Wales Association, has been jointly created by the companies to provide a focus for pan–Wales developments including the award winning website www.careerswales.com  The Careers Wales Association fully supports careers company Welsh Language Schemes and will prepare a voluntary scheme for approval by the Welsh Language Board during 2010.  

2.4. Careers company boundaries are consistent in most cases with the county council structure that existed when the companies were first established in April 1995.  They are: 

Careers Wales Cardiff and Vale

Cardiff and the Vale of Glamorgan 

Careers Wales Gwent

Newport, Torfaen, Blaenau Gwent, East Caerphilly and Monmouthshire

Careers Wales Mid Glamorgan and Powys 

Merthyr Tydfil, Rhondda Cynon Taf, Bridgend, West Caerphilly and Powys.

Careers Wales North East 

Flintshire, Wrexham, and the southern part of Denbighshire

Careers Wales North West

Conwy, Gwynedd, Isle of Anglesey, and the northern part of Denbighshire

 Careers Wales West

Neath Port Talbot, Swansea, Carmarthenshire, Pembrokeshire and Ceredigion.

 2.5. Our vision  

At the heart of social and economic prosperity 

2.6. Our Mission 

Developing people through lifelong career planning

 Careers Wales works in partnership with a wide range of organisations including schools, colleges, work based learning providers, employers, sector skills councils, voluntary and community groups, the Welsh Assembly Government, unitary authorities and Jobcentre Plus. 

Our aim is to deliver a consistent, high quality service, which is responsive to local needs. 

2.7. Promoting equality, respecting diversity and encouraging social inclusion are vital elements of our work.  

2.8 We offer a free, independent, impartial and confidential service. Our activities include:

2.9. Support for young people in full time education 

Careers advisers are linked to every secondary school, independent school, special school, pupil referral unit and college in Wales. They offer information, advice and guidance, through individual interviews and group sessions, to help young people make realistic, informed decisions on careers and routes through education, training and employment. Our work focused advisers play a key role in brokering links between schools, colleges and employers to help young people prepare and plan for working life. 

Additional support is available for young people with learning difficulties and/or disabilities as well as young people who find it difficult to sustain engagement in education.   

2.10. Support for young people not in education, employment and training 

Careers Wales provides a placing service for 16 -19 year olds seeking employment and training. On-going support is available through Youth Gateway for young people who are unsure about what they want to do after leaving school or college or need extra help with getting into education, employment or training.    

2.11. Support for young people in work based training

Careers Wales work closely with work based learning providers to help young people secure training. For those young people following the Skill Build work based learning programme, advisers identify client’s learning and support needs through formal referral arrangements and regularly review their progress.

2.12. Support for parents/guardians

Research has repeatedly shown that parents/guardians are a major influence on the career decisions of their children. We work with parents/guardians to keep them informed of our services and provide them with information and advice as they support their children with their career choices. 

2.13. Support for schools and colleges

Careers Wales works closely with teachers and lecturers to develop and support a planned and co-ordinated approach to the delivery of careers and work related education in schools and colleges including support for the professional development of teachers and lecturers. 

2.14. Support for adults 

Careers Wales provides information, advice and guidance for adults who may be unemployed, facing redundancy, returning to work after a career break, in work and thinking of a career change or want to improve their prospects in their present job. 

Careers Advisers are based at Careers Centres/Careers Shops and also visit outreach centres such as community and enterprise centres and Jobcentre Plus. 

2.141.Customers of all ages can also access information and advice via our website www.careerswales.com or call our national Learning and Careers Advice helpline 0800 100 900. Partners such as NIACE Dysgu Cymru, NHS Wales and the Welsh Assembly Government use the helpline to support various marketing campaigns to encourage learning and upskilling. This activity includes Welsh for Adults campaigns run by the Bilingual Unit of the Department of Children, Education Lifelong Learning and Skills (DCELLS)      

2.15 Support for employers

Careers Wales offers a free recruitment service for employers wishing to recruit 16 -19 year olds. Free support is also available for employers wishing to develop the skills of their existing workforce or require redundancy counselling services. Our Education Business Partnerships help employers provide work experience for young people as well as placements for teacher and lecturers. We can also help employers get involved in projects to promote enterprise and business awareness, mentoring and projects to enrich the design and delivery of the curriculum especially for 14 -19 year olds.        

2.16.Equality and Diversity 

Careers Wales offers its services to all clients, regardless of age, gender, race, colour, ethnicity, sexual orientation, religion or belief, disability, social or economic background.    
3. CAREERS WALES WEST – THE LOCALITY 

3.1.Careers Wales West operates across the five unitary authorities of Ceredigion, Pembrokeshire, Carmarthenshire, Swansea and Neath Port Talbot.  We have established our Head Office at Cross Hands in Carmarthenshire.  In addition we have public access offices in:

· Aberystwyth

· Ammanford

· Cardigan

· Carmarthen

· Haverfordwest

· Lampeter

· Llanelli

· Milford Haven

· Neath

· Pembroke Dock

· Port Talbot and

· Swansea

3.2With a population of 710,400 people, the region is home to 25% of the population of Wales and with an area of 6,700 sq. kilometers is nearly a third of the total area of Wales.

Our area extends from St Davids in the west to Glynneath in the east, from Aberystwyth in the north to Port Eynon on the Gower in the south.  The diversity of the area we cover is indicated below in the Annual Population Survey. This highlights the variation in the use of the Welsh language across the Company’s operating area.

	Annual Population Survey April 2008 – March 2009



	Unitary Authority
	% of  persons aged 3 and over who can understand spoken Welsh
	% of  persons aged 3 and over who can speak Welsh
	% of  persons aged 3 and over who can read Welsh
	% of  persons aged 3 and over who can write Welsh

	Carmarthen
	57.9%
	48.7%
	46.1%
	42.6%

	Ceredigion
	60%
	52.5%
	48.2%
	44.7%

	Neath Port Talbot
	26.5%
	20.7%
	20.7%
	17.9%

	Pembrokeshire
	26.8 %
	21.6%
	20.2%
	18.8%

	Swansea
	22.2%
	16.2%
	15.9%
	13.6%


Source: Office For National Statistics/NOMIS

4. SERVICE PLANNING AND DELIVERY 

4.1. New policies and initiatives

4.1.1 The Welsh language is a cross cutting theme across all policy areas of Careers Wales. Chief executives, senior managers and team managers in each company are responsible for developing and implementing national and/or local policies and initiatives and ensuring that they are consistent with the principles of their company’s Welsh Language Scheme. 

Careers Wales will ensure that not only those involved in formulating policy are aware of their responsibilities under the Scheme but that all staff will have full knowledge and understanding of the Scheme through management and team meetings, induction training for new staff, newsletters and electronic briefings. The Scheme will also be made available on the company intranet and careerswales.com

  4.1.2.Careers  will assess the linguistic implications of new policies and initiatives when formulating them. When we put policies or initiatives into action, we will make sure that our procedures meet the commitments of this Scheme and do not undermine it. 

The introduction of new policies and initiatives can provide an opportunity to promote the use of Welsh and we will give positive consideration to how we might take such opportunities to improve the level of service for Welsh speakers. 

Careers Wales will consult with the Welsh Language Board in advance regarding any proposals that will affect this Scheme or the Scheme of any other public body. 

4.2. Standards of service

4.2.1 Careers Wales aims to deliver an equally high quality service in Welsh and English. 

4.2.2 Our Scheme will be consistent with the Welsh Assembly Government’s Making the Connections programme, which sets out policy on providing services to the public. The programme requires public sector organisations in Wales to be more responsive to the needs of individuals and communities, placing citizens’ needs centre stage.  

4.2.3 Careers Wales West is conscious of the fact that in order for the Scheme to be successful, it is dependent on the goodwill, support and commitment of both Welsh and English speaking members of staff. 

4.2.4. The standard of service offered will be reviewed and monitored regularly. 

4.3. Service delivery 

4.3.1.In relation to its own contact with the public, it is the intention of Careers Wales West to provide a consistent bilingual service across the company ensuring an equally high quality service in Welsh and English

4.3.2 Careers Wales West takes into account the linguistic nature of the are when deploying staff

4.3.3 Careers Wales West has been very successful in recruiting or training bilingual Careers Advisers to serve customer needs. Whilst the long term aim of Careers Wales West is to increase the number of Welsh Speaking Work Focused Advisers. 
4.4. Services for young people and adults 

4.4.1.Careers Wales West will continue to establish the preferred language of all clients accessing its services and offer language choice in Welsh or English. 

4.4.2 All guidance activities undertaken by advisers are assessed against company standards, which combine Estyn requirements and the all Wales Guidance Standards developed by Careers Wales companies. Advisers work with these standards, which include ensuring that any requirements including the preferred language needs of an individual are met.

4.4.3.Careers Wales is able to record whether clients are Welsh speakers on its management information system (MIS). 

4.4.4. Although Careers Wales will respect the language policy of schools and colleges when providing services relating to careers and the world of work, the company will not undermine the language choice of the individual receiving our services. This applies equally to both Welsh and English medium schools and colleges.  

4.4.5. Careers Wales will continue to offer all Welsh medium schools a bilingual careers adviser able to conduct vocational guidance interviews and group talks and produce individual Moving Forward Plans for students in their chosen language. Interviews are generally conducted through the medium of Welsh in Welsh medium schools unless the young person requests the interview in English. Group talks are conducted in Welsh. 

4.4.6. In the long term Careers Wales West aims to increase the number of Welsh speaking work focused advisers.  This will allow Welsh to be used in a variety of work related activities in schools and colleges.   

4.4.7. Careers Wales continually strives to increase the number of placements across a wide range of sectors where young people have the opportunity to use their Welsh. 

4.4.8. Careers Wales also aims to increase the number of Welsh speaking employer representatives involved in work related activities providing role models for young people and raising awareness of the value of bilingual skills in the workplace.      

4.4.9. Callers to the national Learning and Careers Advice helpline in Wales (0800 100 900) can make a choice to proceed with their call in Welsh or English. During the period of the first Welsh Language scheme there has been a considerable increase in the number of Welsh speaking staff recruited to answer calls to the helpline. If a Welsh speaking adviser is not available, however, a call back can be arranged.  

4.4.10. Careers Wales will continue to ensure that young people and adults are made aware of relevant careers, courses, employment and training opportunities available through the medium of Welsh where appropriate. 

4.4.11. When providing information advice and guidance to young people and adults, Careers Wales West will raise awareness of the value of bilingual skills where appropriate.   

4.5. Support for young people with learning difficulties and/or disabilities. 

4.5.1 When providing specialist support for young people with identified learning difficulties and/or disabilities (LDD), Careers Wales will provide support in the individual’s chosen language. 

4.5.2. Careers Wales has developed a national bilingual Learning Difficulties and/or Disabilities Training Pack as a training resource for all Careers Wales companies. Bilingual information booklets are produced for Year 9 and 11 students and their parents and careerswales.com features “My Future,” a bilingual site that is differentiated for young people with learning difficulties and/or disabilities. 

4.5.3.  Not all LDD careers advisers linked to Welsh medium secondary schools in the West are bilingual but we are able to deploy advisers across unitary area to meet needs.  Therefore interviews may be conducted through the medium of Welsh or English, depending on the clients preferred language. Moving Forward Plans and Transition Plans are produced in Welsh        

4.6. Support for schools and colleges

 4.6.1. Partnership Agreements are in place between Careers Wales and schools and colleges to provide services through the medium of Welsh where relevant.

4.6.2. Careers Wales will work with relevant teachers in Welsh medium and English medium schools and colleges to ensure that Welsh speakers and Welsh learners respectively are made aware of the value of bilingual skills. 

4.6.3 Careers Wales’ Welsh Language Scheme will be taken to consideration when providing both curriculum and professional development services to teachers and lecturers across the curriculum including arranging placements with employers where there is the opportunity to speak Welsh.    

4.7. Support for employers 

4.7.1 When liaising with employers to gather labour market information Careers Wales will establish their linguistic needs and use this to inform the guidance and placing service. 

4.7.2 Staff will record the linguistic needs of employers on the company’s management information system when taking details of vacancies. 

Work experience advisers will continue to identify work experience placements where young people have the opportunity to use Welsh.

4.7.3. Careers Wales West will continue to increase the number of Welsh speaking employer representatives involved in education activities. All our work related education advisers s engage with employers and other organisations to involve them activities including work experience, teacher and lecturer placements, project to promote entrepreneurship, enterprise and business awareness, mentoring programmes and projects to enhance the design and delivery of the curriculum. 

4.8.  Partnerships 

4.8.1. Careers Wales works in partnership with a wide range of organisations including schools, colleges, work based learning providers, employers, sector skills councils, voluntary and community groups, the Welsh Assembly Government, unitary authorities and Jobcentre Plus. 

4.8.2 When Careers Wales is the strategic and financial leader within a partnership, it will ensure that the public service provision is compliant with the Welsh Language Scheme.

4.8.3. When Careers Wales joins a partnership in which another body is leading, the company’s input to the partnership will comply with the Welsh Language Scheme and the company will encourage other parties to comply. 

4.8.4 When Careers Wales 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 company will act in accordance with the Welsh Language Scheme.

4.8.5. Careers Wales includes a clause in all contracts, which encourages partners to provide a bilingual service.          

4.8.6. Careers Wales will develop a closer relationship with organizations, which promote bilingualism for example Mentrau Iaith. 

4.8.7. Careers Wales West will inform employers of Welsh in the Workplace training opportunities.

5. PROVIDING SERVICES TO THE PUBLIC IN WALES 

5.1. Careers Wales is committed to providing an equally high quality service in Welsh and English. Staff guidelines have been produced by the Careers Wales Welsh Language Group to ensure staff are aware of procedures when dealing with the Welsh speaking public. These guidelines are available on company intranets. New members of staff in each company are advised of the guidelines during induction along with other requirements relating to elements of the company’s Welsh Language Scheme. 

5.2. Written communication 

· Careers Wales West welcomes letters and electronic mail in Welsh and English.

· When someone writes to us in Welsh we will reply with a signed letter in Welsh.

· When someone writes to us in English we will reply with a signed letter in English.

· Correspondence initiated by us will be sent in Welsh to those who are known to prefer corresponding through the medium of Welsh. 

· Correspondence following a face–to-face communication, telephone or email communication in Welsh or English will also be in Welsh or English respectively unless the recipient states otherwise. 

· We will write bilingually (i.e. in Welsh and English at the same time) when we send standard letters or circulars to several individuals or organisations e.g. direct mail to parents of students in Years 7, 9, 10, 11 and 12.    

· Our target times for replying to letters in Welsh are exactly the same as for replying to letters in English. 

· If Careers Wales staff are unable to answer correspondence in Welsh to a high standard, experienced translators are used.
5.3. Electronic mail/web communications

5.3.1. When we correspond via email the same principles apply as with paper correspondence.

5.4 Telephone calls

5.4.1 Careers Wales welcomes telephone enquires in Welsh or English. We will ensure that the public can speak in Welsh or English when dealing with us by telephone. 

5.4.2. External calls to careers centres are answered with a bilingual greeting. If a caller rings and the member of staff is unable to speak Welsh and the caller wishes to continue in Welsh, the member of staff will direct the call to an appropriate Welsh speaker. A directory of Welsh speaking staff is available on the company intranet. If no Welsh speaker is available at the time, the caller is given the choice either to continue in English or have a Welsh speaker call him or her back by the next appropriate working day.
5.4.3. Careers Wales West encourages all other members of staff to answer calls to their direct line with a bilingual greeting – a minimum of “Gyfra Cymru/Careers Wales”.

Bilingual greeting and instructions are available on career centre answer phone machines.
5.5. Helplines

5.5.1. The national Learning and Careers Advice helpline (0800 100 900) is managed by Careers Wales Cardiff and Vale.

5.5.2. Services in Welsh and English share the same telephone number with an automated language option at the beginning to ensure that callers are aware that the service is available in Welsh and English. 

5.5.3. Callers using landlines in Wales are routed to the call centre in Cardiff although landline calls in some border areas are routed to Manchester due to telephone code issues. Callers using mobile phones are automatically routed through to Manchester and Leicester Careers Advice centres. However, both landline and mobile phone callers routed through to England are “hot-keyed” through to the call centre in Wales as a seamless process.      
5.6. Face to face contact 

Careers Wales West will ensure that people having face-to-face dealings with the company will be able and welcome to do so in Welsh or English. The public will be advised, through promotional material, that Careers Wales West offers the opportunity for meetings to be conducted in both Welsh and English. Those wishing to avail themselves of this service will have appointments within 10 working days subject to normal appointment procedures. 

5.7. Reception areas

5.7.1. Careers Wales will aim to ensure that reception areas are able to offer a service in Welsh. If a Welsh speaking member of staff is not available, we will offer the visitor the choice to continue in English or have a Welsh speaker contact them at a convenient time.     

6. THE PUBLIC FACE OF CAREERS WALES 

6.1. Corporate identity 
6.1.1. Careers Wales presents a fully bilingual image. This is reflected in the Careers Wales style guide, which aims to ensure that Careers Wales literature and advertising has a uniform identity and is easily recognisable in both Welsh and English. 
6.1.2 Our name, logo and associated information is bilingual on our letter headings, compliments slips, fax sheets, business cards, identification badges and other forms of public display.  The name of our national helpline service Learning and Careers Advice is bilingual as is the Careers Advice logo. Letter headed paper and compliment slips used by the helpline service are fully bilingual.   

6.1.3 All email auto signatures, disclaimers and out of office replies and other standard information will be bilingual with wording on the intranet to assist staff.       

6.1.4 The Careers Wales style guide will be updated and refreshed by the Careers Wales Association in conjunction with careers companies during the business year 2010- 2011 and will continue to fully embrace careers companies’ Welsh Language Schemes. 

6.2. Signs

6.2.1. All temporary and permanent signs and new and replacement signs on and in our buildings where the public are likely to visit, will be bilingual. 

6.2.2. Where both languages appear on one sign or separately, the size, quality, clarity and prominence of the text will follow the principle of equality.  

6.3. Publications 

6.3.1. All publications produced for the public solely by Careers Wales West or in collaboration with other careers companies and the Careers Wales Association will usually be bilingual in a single document. On the rare occasions when English and Welsh versions are published separately, they will be issued simultaneously, distributed together and will be equally accessible. 

6.3.2. Separate Welsh and English publications will contain a message stating that the publication is also available in the other language. The determining factor to publish separate versions will be solely based on the size of the publication and its manageability by the recipient audience.

6.3.3. Publications include leaflets, brochures, reports available to the public, certificates, posters and other miscellaneous marketing material including merchandise. 

6.3.4 Careers Wales staff and publishers will receive guidelines on the policy of producing publications bilingually, including making reference to Welsh Language Board guidelines.

6.3.5 Careers Wales will build in translation time for its publications. In the case of joint publications, Careers Wales will make sure that bodies involved are aware of the need to translate work and the need to ensure that both language versions are produced at the same time. 

6.4 Forms

6.4.1. Careers Wales will ensure that it issues fully bilingual forms and explanatory materials for the public in Wales. These will be presented in a single bilingual format whenever possible. Forms produced as separate Welsh and English versions will be published simultaneously and will be equally accessible. 

6.5. Internet 

6.5.1. Careers Wales has a bilingual website (www.careerswales.com) (www.gyrfacymru.com) 

6.5.2. The development and maintenance of the website is the responsibility of the Careers Wales Association in collaboration with careers companies. 

6.5.3. The first page of careerswales.com offers a language choice. Information can be accessed in either Welsh or English and individuals can easily transfer from one language to the other. 

6.5.3. careerswales.com provides a major platform for access to careers information, advice and guidance, encouraging individuals to manage their own learning pathways and career development. The website is bilingual with the exception of the Learning Choices database. This database lists over 46,500 courses and training opportunities offered by just under 900 providers in Wales, including those available through the medium of Welsh and is updated on a continuous basis.

6.5.4. With the exception of the Learning Choices database, text in English and Welsh is published simultaneously on careerswales.com

6.5.5. Where a document from an external source is available in only one language it will be accessible from the equivalent page in the other language and its existence will be equally obvious to users in both languages.  

6.5.6. Careers Wales will ensure that prominence is given to information relating to the value of bilingual skills on careerwales.com

 6.5.7. During the period of the Scheme, Careers Wales will implement an all Wales database of work experience opportunities on careerswales.com including opportunities offered by employers in a bilingual setting.  

6.6. Press releases 

6.6.1. Press releases produced solely by Careers Wales West or in collaboration with other careers companies and the Careers Wales Association will be submitted to the Welsh language press bilingually or in Welsh only. Press releases to the English language press will be submitted in English. News items placed on careerswales.com will appear simultaneously in Welsh and English. 

6.7. Publicity and advertising campaigns, exhibitions, library services 

6.7.1. When developing and maintaining careers information resources, Careers Wales West will ensure that, where available, bilingual material can be accessed free of charge.   

6.7.2. When exhibiting and using our own material, Careers Wales West will ensure that it is bilingual. 

6.7.3. When displaying other organisations’ material, Careers Wales West will display bilingual material where available. In the event of bilingual materials not being available, Careers Wales West will make the organisation aware of its Welsh Language Scheme and the need to meet the needs of the Welsh speaking public in Wales. Careers Wales West will, however, display English only material rather than deny the public access to useful information on national career and learning opportunities, for example, university prospectuses, careers information from UK based professional organisations. 

6.7.4. As far as possible members of staff who are bilingual will staff Careers Wales’ stands at exhibitions. Welsh speakers will wear Iaith Gwaith (Working Welsh) badges. 

6.7.5. Careers Wales will conduct advertising and publicity activities bilingually treating both languages on a basis of equality. 

6.7.6. Advertising on posters, hoardings and using electronic messages such as video screens will be in Welsh and English. 

6.7.7. Any advertisements in newspapers, magazines, journals or similar publications will be in both Welsh and English in English language titles and Welsh only in Welsh language titles.  

6.7.8. Other forms of publicity material in newspapers, magazines, journals or similar publications (advertorials, features etc) will be in English in English language publications and Welsh in Welsh titles. 

6.7.9. Careers Wales ensures that Welsh and English speaking members of staff receive media training to enable careers companies to respond to requests for interviews from Welsh and English medium radio and television programmes.  

6.8. Customer surveys

6.8.1. In any customer evaluation surveys undertaken by Careers Wales West or by its contractors, interviewees will be able to respond in Welsh or English to any questionnaires or in face-to-face interviews.   

6.8.2.  All Careers Wales West customer evaluation surveys are provided bilingually. 

6.9. Public meetings and conferences 

6.9.1. Where Careers Wales West organises any public meeting or conference it will encourage those attending to indicate their language preference beforehand to enable the organisers to decide whether or not simultaneous translation services are needed. 

6.9.2. Invitations to attend the event will offer the recipient a minimum of five working days in which to inform the company of their language preference.  Organisers will ensure opportunities for delegates to contribute in their preferred language.

6.9.3. Documentation relevant to the meeting will be bilingual, e.g. agendas, programmes, minutes, leaflets, evaluation forms.    

6.10. Official notices, public notices and recruitment advertising 

6.10.1. Official notices, public notices and staff recruitment advertising in newspapers, magazines or publications will be bilingual in English language titles and Welsh in Welsh language titles. They will be equal in terms of format, size, quality, legibility and prominence. For posts where the ability to speak Welsh is essential, a Welsh only advertisement in the English language press will be produced with a brief explanation in English. 

6.10.2. Staff recruitment advertisements on the new corporate section of careerswales.com will be in Welsh and English and will be published simultaneously.

7. IMPLEMENTING AND MONITORING THE SCHEME 

7.1. Staffing

7.1.1. Careers Wales acknowledges that our staff are our key asset. We will continue to plan our workforce, making the best use of the language skills we have, developing those skills and recruiting appropriately skilled bilingual staff to provide services in Welsh.

7.1.2. Careers Wales will continue to undertake a language skills audit f to assess the linguistic skills of staff. 

7.1.3. We are committed to providing quality services to members of the public in both the Welsh and English languages and will continue to recruit and retain sufficient numbers of staff who are competent in Welsh especially in those areas where regular contact with members of the public can be expected. 

7.2. Training

7.2.1.  Between 2001 – 2009 Careers Wales West provided staff with Welsh language training to enable them to either improve or to learn Welsh. This has enabled us to increase our number of Welsh speakers to 68 staff. 

7.3 Learning Welsh

7.3.1.Careers Wales West is committed to encouraging members of staff to learn Welsh or to improve their ability to speak and write in Welsh. Funding of up to £100 per annum is available from the company to support individual members of staff, who wish to learn or improve their Welsh language skills, both conversational and business, at a local college or institution.

7.3.2. Training plans will, in the first instance, be for discussion with the individual concerned and their line manager as part of the performance appraisal process. 

7.3.3. Careers Wales West will provide language awareness training for staff including the advantages of bilingual skills, as a part of the Learning and Development programme   
7.4. Recruitment 

7.4.1. Careers Wales welcomes applications from Welsh speakers for any advertised job vacancy. All applicants, whether Welsh speaking or not, will be treated fairly. 

7.4.2. Where linguistic ability is considered to be essential or desirable for any post, this will be specified when recruiting for that post. The senior management team will undertake the assessment for linguistic needs for any post subject to the business needs of the company.   

7.4.3. Application packs and application forms on the new corporate section of careerswales.com will be bilingual.   

7.5. Administrative arrangements to implement the Scheme  

7.5.1. This Welsh Language Scheme is published with the full approval of the company Board of Directors and senior managers. The commitments set out in this Scheme have their full support. 

7.5.2. The Scheme is regarded as an important aspect of Careers Wales West’s work and all aspects of it form part of its normal administrative processes wherever possible. 

7.5.3. The Company’s Welsh Language Scheme policy document, the Scheme, staff guidelines and monitoring plan are available on the company intranet. The guidelines stress that the Scheme is relevant to every member of staff in the company and that individuals need to ensure that they are not only aware of the Scheme but also their responsibility in making sure that the company abides by the Scheme.

7.5.4. New members of staff are advised during induction of the company’s Welsh Language Scheme along with staff guidelines and their location on the company intranet. 

7.5.5. The Scheme is discussed formally and informally and information is also included on the company intranet.

7.5.6. A directory of members of staff who speak Welsh fluently, semi fluently or are Welsh learners is available on the intranet. 

7.5.7. Careers Wales West translators are all suitably experienced and approved by the Welsh Language Board, to provide quality translation services.  

7.5.8. Whilst ultimate responsibility for the implementation of the Scheme rests with the Board of Directors and the Chief Executive, implementation is the responsibility of each team at operational level and therefore of each member of staff within the team. The company also has a designated officer for Welsh language issues to facilitate the implementation and monitoring of the Scheme.  

7.5.9. Team managers are responsible for monitoring and evaluating the work of their teams including compliance with the Scheme, holding regular meetings, ensuring that procedures are followed and documentation completed appropriately. Team managers report to the senior management team as required.

7.5.10. Careers Wales has developed a quality assurance framework that facilitates continuous improvement through the integration of monitoring and evaluation in all company processes. Our internal company quality processes documentation (incorporating policies, standards, monitoring and evaluation) is reviewed annually as a result of company wide consultation.

7.5.11. As far as possible monitoring activity of the Scheme is integrated within current monitoring and evaluation systems, for example, complaints about the operation of the Scheme are dealt with in accordance with the company’s complaints procedure.

A monitoring plan, which is part of the company Quality Plan, is also in place to monitor compliance with the Scheme.  The Welsh Language Scheme is included as an item on the agendas of senior management meetings. 

7.5.12. The designated Welsh Language officer is a member of the Careers Wales Welsh Language Group, comprising representatives responsible for co-ordinating the implementation of the Scheme in their respective careers companies. The group is chaired by a Careers Wales Manager and attended by a chief Executive champion and meets on a regular basis to share good practice and ensure that Language Scheme requirements are met and facilitate a consistent approach across companies. The group will develop a standard system to monitor the implementation of careers company Welsh Language Schemes.

7.5.13. The Careers Wales Welsh Language group is a sub group of the All Wales Equality Group.                  

8. Monitoring the Scheme 

8.1. Careers Wales will monitor progress with this Scheme regularly and will prepare an annual report at the end of each financial year, which assesses our performance in implementing the Scheme. The report will be sent to the Welsh Language Board, following approval by the Senior Management Team.  

8.2.The annual report will:

· Measure whether Careers Wales West is complying with the Scheme; 

· Identify any deficiencies and include a timetabled action plan to rectify them. 

Specifically the report will analyse and evaluate the following:

· The way in which new policies and procedures meet the requirements of the Scheme; 

· Arrangements for delivering services in Welsh and their effectiveness in dealing with the Welsh speaking public;

· The ways in which we present Careers Wales‘s public face;

· Progress made with staffing including recruitment and training;

· Our work with partners; 

· The implementation of the Scheme against a set of agreed targets;

· The number of complaints and suggestions for improvement received from members of the public;

· Staff awareness of the Scheme’s requirements.

8.3. Careers Wales will publish information comparing the comparing performance with standards and targets set out in the Scheme for customers and staff on careerswales.com and the company intranet.  

8. TIMETABLE FOR IMPLEMENTING CAREERS WALES WEST WELSH LANGUAGE SCHEME    

   National Targets

	 Action
	Timescale 
	Responsibility

	Produce a standard annual monitoring plan to facilitate on- going, systematic monitoring, evaluating, reviewing and reporting of careers company Welsh Language Schemes 
	 January 2011


	Careers Wales Welsh Language Group 

	Incorporate a representative from the Careers Wales Association to join the Careers Wales Welsh Language Group to:

1) facilitate the preparation of a voluntary Welsh Language Scheme for the Association 

2) Work with CWA to ensure that prominence is given to information relating to the value of bilingual skills on careerswales.com 
	April 2010

Operational by April 2011

On-going
	Careers Wales Welsh Language Group

and the 

Careers Wales Association  

	Share good practice across careers companies and work with the Welsh Language Board to facilitate a closer relationship with Welsh language organisations e.g. Mentrau Iaith  
	On going 
	Careers Wales Welsh Language Group  

	Ensure the Welsh Language Scheme is included as a standard item on the agenda of meetings held by the Careers Wales Equality Group and report regularly to this group.
	From April 2010 
	Careers Wales Welsh Language Group

Careers Wales Equality Group 

 

	Produce a good practice guide on how to promote the value of bilingual skills to students and develop an action plan to further develop this work. 
	By April 2011
	Careers Wales Welsh Language Group 




Local Targets

	Action
	Timescale 
	Responsibility 

	Update staff guidelines and review annually. 
	July each year 
	Careers Wales West Welsh Language Scheme Officer  

	Increase the number of Welsh speaking employers involved in education business activities.  
	On going 
	Client Service Managers

	Host awareness sessions at team meetings on the revised Welsh Language Scheme to clarify roles and responsibilities.  
	April – September 2010 
	Careers Wales West Language Scheme Officer  

	Develop the section on the Welsh Language Scheme on the company’s intranet   
	On going 
	Careers Wales West Welsh Language Officer 

	Local targets listed above will be reviewed annually to ensure progression. New targets will be set following their achievement.   
	April 2011, 2012, 2013
	Careers Wales West Welsh Language Officer  


Taught Welsh as second language

	County
	Total number of Schools
	Number of Welsh Speaking Schools
	% Welsh Speaking Schools
	Pupils in yrs  1-6 taught Welsh as second language
	% school pupils taught Welsh as second language
	Pupils in year groups 1-6 – All pupils

	Blaenau Gwent
	29
	1
	3%
	4252
	92%
	4604

	Bridgend
	58
	4
	7%
	8701
	92%
	9470

	Caerphilly
	73
	9
	12%
	11024
	88%
	12543

	Cardiff
	107
	14
	13%
	18272
	88%
	20835

	Carmarthenshire
	118
	81
	69%
	5533
	48%
	11468

	Ceredigion
	70
	62
	89%
	999
	25%
	4065

	Conwy
	63
	29
	46%
	5272
	77%
	6835

	Denbighshire
	52
	17
	33%
	4908
	77%
	6371

	Flintshire
	74
	5
	7%
	9689
	94%
	10297

	Gwynedd
	106
	105
	99%
	442
	6%
	7639

	Isle of Anglesey
	52
	47
	90%
	906
	21%
	4230

	Merthyr Tydfil
	26
	2
	8%
	3512
	90%
	3915

	Monmouthshire
	35
	2
	6%
	5333
	97%
	5500

	Neath Port Talbot
	72
	13
	18%
	7393
	83%
	8910

	Newport
	51
	1
	2%
	10093
	97%
	10424

	Pembrokeshire
	66
	17
	26%
	6530
	81%
	8037

	Powys
	106
	17
	16%
	7271
	85%
	8557

	Rhondda Cynon Taff
	117
	15
	13%
	12745
	81%
	15749

	Swansea
	88
	9
	10%
	13522
	89%
	15116

	The Vale of Glamorgan
	47
	5
	11%
	8035
	90%
	8934

	Torfaen
	33
	2
	6%
	5837
	93%
	6305

	Wrexham
	66
	7
	11%
	8014
	91%
	8807


Welsh Language Secondary Schools in Wales

	County
	Yr 7 pupils taught Welsh 1st language
	Yr 8 pupils taught Welsh 1st language
	Yr 9 pupils taught Welsh 1st language
	Yr 10 pupils taught Welsh 1st language
	Yr 11 pupils taught Welsh 1st language

	Blaenau Gwent
	0
	0
	0
	0
	0

	Bridgend
	0
	0
	0
	0
	0

	Caerphilly
	228
	208
	209
	204
	198

	Cardiff
	349
	325
	345
	313
	311

	Carmarthenshire
	772
	768
	698
	665
	693

	Ceredigion
	467
	505
	501
	409
	443

	Conwy
	201
	194
	189
	135
	177

	Denbighshire
	221
	239
	266
	224
	216

	Flintshire
	78
	89
	94
	89
	111

	Gwynedd
	1020
	1146
	1143
	1136
	1144

	Isle of Anglesey
	472
	478
	528
	455
	522

	Merthyr Tydfil
	0
	0
	1
	0
	0

	Monmouthshire
	0
	2
	0
	0
	0

	Neath Port Talbot
	152
	171
	180
	185
	172

	Newport
	0
	0
	0
	0
	0

	Pembrokeshire
	222
	199
	207
	204
	201

	Powys
	160
	177
	176
	170
	159

	Rhondda Cynon Taff
	605
	561
	634
	627
	587

	Swansea
	278
	210
	227
	186
	196

	The Vale of Glamorgan
	144
	134
	146
	145
	168

	Torfaen
	164
	141
	143
	123
	140

	Wrexham
	133
	116
	133
	143
	123

	
	
	
	
	
	

	Wales Total
	5666
	5663
	5820
	5413
	5561


	County
	% yr 7 pupils taught Welsh 1st language
	% yr 8 pupils taught Welsh 1st language
	% yr 9 pupils taught Welsh 1st language
	% yr 10 pupils taught Welsh 1st language
	% yr 11 pupils taught Welsh 1st language

	Blaenau Gwent
	0.0%
	0.0%
	0.0%
	0.0%
	0.0%

	Bridgend
	0.0%
	0.0%
	0.0%
	0.0%
	0.0%

	Caerphilly
	10.6%
	9.4%
	9.4%
	8.7%
	8.3%

	Cardiff
	9.8%
	9.4%
	9.4%
	8.6%
	8.1%

	Carmarthenshire
	36.0%
	37.3%
	32.6%
	30.2%
	30.6%

	Ceredigion
	63.8%
	62.3%
	59.5%
	50.7%
	52.9%

	Conwy
	17.0%
	15.7%
	14.4%
	10.6%
	13.6%

	Denbighshire
	18.0%
	18.1%
	20.2%
	16.3%
	15.9%

	Flintshire
	4.5%
	5.0%
	5.3%
	4.9%
	6.0%

	Gwynedd
	78.0%
	80.6%
	79.5%
	82.2%
	77.4%

	Isle of Anglesey
	65.1%
	68.3%
	69.9%
	61.5%
	65.3%

	Merthyr Tydfil
	0.0%
	0.0%
	0.1%
	0.0%
	0.0%

	Monmouthshire
	0.0%
	0.2%
	0.0%
	0.0%
	0.0%

	Neath Port Talbot
	9.0%
	10.1%
	10.8%
	10.4%
	9.7%

	Newport
	0.0%
	0.0%
	0.0%
	0.0%
	0.0%

	Pembrokeshire
	16.8%
	15.4%
	14.6%
	14.0%
	13.1%

	Powys
	10.8%
	11.3%
	11.1%
	10.9%
	9.9%

	Rhondda Cynon Taff
	21.1%
	19.2%
	21.1%
	20.1%
	19.2%

	Swansea
	10.9%
	8.2%
	8.8%
	7.1%
	7.1%

	The Vale of Glamorgan
	9.0%
	8.2%
	9.3%
	8.6%
	10.2%

	Torfaen
	12.4%
	10.1%
	10.2%
	8.8%
	10.0%

	Wrexham
	10.3%
	9.1%
	10.3%
	10.6%
	8.9

	
	
	
	
	
	

	Wales Total
	16.5%
	16.3%
	16.2%
	14.8%
	14.9%
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