Foundation Policy Model
A policy to develop and encourage the use internal use of Welsh.
Prepared in accordance with the requirement of standard XX.
Date:
 (
The sections in 
y
ellow indicate where you should pay particular attention to adapting and personalising your policy. There are examples in the associated Excel documents, or you can create your own according to your organisation’s needs. Of course, you are welcome to adapt any of the other sections of the document as required too.
When creating your policy, look at the examples at each operating level to ensure that you’ve included everything necessary to build an effective policy. 
)
Part 1: Vision and statement of intent
This policy has been prepared in response to the requirement of standard [insert your standard number] to create a policy on internal use of Welsh. Cymraeg belongs to us all in [insert organisation name] and the purpose of this policy is to support you to use your Welsh confidently, every day. This will strengthen our commitment to the national goal of reaching a million Welsh speakers by 2050, and to increase daily use of Welsh. It will also support you to use your Welsh in a way that works for you, and give it a go, step by step.
The policy develops on the work that has already been done to deliver services in Welsh in accordance with Welsh language standards. It will put the necessary structures in place to increase formal and informal opportunities for all our staff to use Welsh. Our workforce is our most valuable resource. This policy will support them to develop skills and gain confidence in the use of Welsh, which in turn will allow us to offer better provision in Welsh to the public. 
Our vision:
We will work towards becoming an increasingly bilingual organisation where both languages are valued and used naturally, formally and informally. 
We will maintain a culture where Welsh and bilingualism are respected and encouraged across the organisation.
In implementing the policy, we will adhere to our organisational principles and ensure that we communicate any changes with our staff. 
What does this mean for our staff?
We want to see the Welsh language thrive within the organisation and this policy is our commitment to making it more visible, and an easy choice for staff in their day-to-day work. We want to build confidence and offer opportunities for everyone to use their Welsh in formal and informal situations, developing their skills over time.
The policy aims to create an environment where the Welsh language is used confidently and proudly – be that in everyday conversation, via email, in a meeting, presentation or report. We will support our staff, and encourage them to increase their confidence to use their Welsh, and develop their skills further should they wish to do so. 
Our aim is to bring everyone on the journey with us. 
We will increase visibility of Welsh internally, and make Welsh an easy option for staff, increasing confidence and encouraging more people to learn and develop their Welsh. We will support our staff in their work and offer them a range of opportunities to use whatever Welsh they have. Through this policy, we can ensure that we foster an atmosphere and conditions that facilitate daily use of Welsh within our organisation. Our emphasis is to support and build the confidence of our staff.  

Part 2: Policy background and context
Since 20XX [adjusting to your organisation's compliance date] we have been implementing the Welsh language standards. This has led to an increase in services available to the public in Welsh [statement on compliance with standards / business need / demand etc].
In the Cymraeg 2050 strategy, the Welsh Government mentions the workplace as a key space for increasing the use of Welsh. The "workplace is said to be central to our daily lives and important in the linguistic development of individuals", as it is an opportunity for speakers at all levels to use and practice the language. As well as aiming to create one million Welsh speakers by 2050, the strategy wants to see an increase in the percentage of people using Welsh every day. The workplace is an essential space to enable this to happen. Furthermore, one of the aims of the Well-being of Future Generations Act 2015 is to ensure “a Wales with a vibrant culture where the Welsh language thrives.” We know that if someone uses Welsh in their daily work, the likelihood that they will use it outside of work increases. Everyone probably knows someone who can speak Welsh but doesn't use it in their work. The reasons for this can be varied and numerous but our hope through the implementation of our internal use policy is that there are pathways and opportunities for each to make use of their Welsh. This policy will consider formal opportunities through training, use of technology and guidelines, and informal opportunities to chat and engage with others beyond formal workplace situations. 
The purpose of this policy, therefore, is to set out a clear plan for facilitating and increasing the use of Welsh within our organisation over the next X years.
Part 3: Setting objectives and work plan
We have identified a work plan that will enable us to develop in an ambitious yet realistic way, allowing time for all our staff to take advantage of the development opportunities we are proud to offer. Learning a language and changing habits takes time, and we commit to supporting that to happen. 
The work will be structured under the following headings to ensure that all aspects of the organisation's business are covered:
1. Leadership: creating and maintaining the right conditions throughout the organisation.
2. Building confidence: support everyone to feel confident using the Cymraeg they have.
3. Administrative infrastructure: ensuring that our procedures and processes create an environment in which the Welsh language can thrive. This includes our use of technology and employment issues. 
The purpose of the policy is to see an increase in formal and informal use of Welsh within the organisation; beyond just our commitment to implementing the standards. We are aware that some are reluctant or hesitant to use their Welsh, so it is our hope that this policy will build confidence and encourage use amongst everyone in the workforce.


Part 4: Objectives 
Leadership
Leaders play a key role in shaping our organisation’s culture. By using Welsh – even a few words – they can set an example and inspire others to do the same. Leaders at every level can contribute to an atmosphere that supports and promotes the Welsh language. This is not limited to Welsh speakers or specific individuals but is about ensuring that the Welsh language is considered in all parts of the organisation’s work and ensuring that the structures and processes are in place to support the use of Welsh. 
1. Lead by example: we aim to create and foster positive attitudes towards the Welsh language throughout the organisation, demonstrating clear and strong leadership. To do this we will:
· Encourage our organisation's leaders to use the Welsh language they have in public situations, when addressing meetings and in writing
· Clearly state that Welsh is a valuable skill within our organisation and encourage everyone to use the Welsh language they have on all occasions 
· Provide training to managers on how to use and encourage the use of Welsh in their roles
2. Ensuring accountability, sound structures and compliance arrangements: by ensuring compliance with the Standards and ensuring that the Welsh language forms part of our internal reporting structures, we intend to set a clear status for the language and a firm basis to promote the use of Welsh. We will:
· Ensure strong and consistent arrangements for the consideration of Welsh in recruitment
· Ensure the Welsh language is a standing item on the agenda for management meetings / any relevant meetings
· Appoint a clear point of contact for Welsh language matters so staff are aware who to turn to for support
3. Internal communication: to ensure that everyone within the organisation understands the importance of the Welsh language to us as an organisation, and how it relates to their daily work we will:
· Maintain a page/section on our intranet containing resources and support for staff to use Welsh in their work
· Share bulletins or updates on relevant Welsh language issues on a regular basis
· Ensure the Welsh language is visual and heard throughout the organisation – on signs, announcements, statements 



Building Confidence
We understand that everyone has a different relationship with the Welsh language and confidence to speak and use language can vary from situation to situation. Someone can be comfortable using Welsh in an informal context, but reluctant or hesitant to use it in a professional setting. An individual can also feel mor confident speaking, than writing in Welsh, for example. Our aim in implementing this policy is to increase opportunities to practice and use Welsh formally and informally, to build the confidence of our workforce and to encourage everyone to use the Welsh language they have. 
1. Support use: create a framework to support our workforce to use their Welsh language is important to us. This means that we will:
· Ensure access to Welsh language training for staff at every stage of their learning journey. We will confirm arrangements to relieve staff from their work to learn Welsh
· Record and assess the language skills of our workforce to understand what support everyone needs
· Provide resources for staff to demonstrate that they are ready to use Welsh. The Iaith Gwaith logo and wording for signatures and emails will be available on the intranet and we will provide speakers with badges and lanyards to wear
2. Increase opportunities: creating opportunities to use the language is essential for building confidence in Welsh and mainstreaming the language within our organisation. To facilitate this, we will:
· Run a programme of language awareness training for staff to increase understanding of the role of Welsh within their work and more widely
· Share useful vocabulary to encourage use e.g. on posters in our offices and we will share 'Welsh word of the week' on the intranet
· Celebrate notable Welsh-related days such as Shwmae Su'mae Day, and Dydd Miwsig Cymru to bring Welsh culture to the attention of everyone in the workplace
3. Celebrate successes: it is important that we celebrate the efforts and achievements of our colleagues who are developing their use of Welsh. To do this we will:
· Highlight individuals or teams making increasing or notable use of Welsh
· Take part in national events that celebrate and promote the use of Welsh e.g. the Defnyddia dy Gymraeg campaign




Administrative Infrastructure
Underpinning all the work will be robust procedures to enable our staff to use Welsh in their daily work. This will mean clear arrangements within employment matters and technology systems that offer the best support for colleagues to use the language effectively.
1. Employment matters: Welsh language standards set clear expectations for human resources arrangements and what our staff can expect from us in Welsh. In response to this we will:
· Ensure that our workforce receive information about their employment in Welsh if they wish, recording staff language choice on our systems, in accordance with the requirements of the standards
· Provide core policies and forms in Welsh in accordance with standards requirements 
· Allow staff to follow our complaints processes in Welsh if they wish to do so, in accordance with the standards
2. Technology: technology can be very helpful to our use of the Welsh language as an organisation. We are keen that our workforce have access to resources that will support them to use Welsh in their daily work. We will:
· Provide translation and grammar checking software Cysill etc to any member of staff who wishes. There are links on our intranet
· Make Welsh interfaces available for software and operating systems and that staff know how to install them
· Maintain a bilingual intranet with information on resources and guides to using Welsh at work
3. Translation processes: our translation service is vital to our ability to operate bilingually. We will support their work by ensuring clear and orderly processes of working. We will:
· Set clear timetables and processes in terms of commissioning and organising translation work and ensure everyone is aware of the arrangements
· Provide translation good practice guidance and instructions on the intranet for staff to be aware 
· Put a translation flowchart on the intranet so that staff to know what documents and publications need to be translated


Part 5: Implementation and review
The above sets out our commitments to promote and facilitate the use of Welsh within our organisation. Accompanying this document is an action plan detailing targets, timelines and responsibilities to implement the commitments. 
This is an X-year plan. We will review annually and evaluate performance against a set of measures set out in the operational document. 
Part 6: Responsibilities
Identify here who has ultimate responsibility for this policy and any other individuals with implementation or reporting responsibilities. 

Part 7: Indicators
Identify here how to measure progress over time. Having an idea of use at the beginning of the policy will help you evaluate the success of the objectives.



Appendix 1: Action Plan
This is an example. You should include your own detailed targets to achieve the objectives outlined above.
	LEADERSHIP: Leading by example

	Target
	Actions
	Responsibility
	Dependants
	Completion date

	Encourage our organisation's leaders to use the Welsh language they have in public situations; when addressing meetings and in writing
	Arrange training for the relevant officers    

Create a guide containing common pronunciations etc and place on the intranet
	HR
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