

     Proactive Policy Model
A policy to develop and encourage the internal use of Welsh.
Prepared in accordance with the requirement of standard XX.
Date: 
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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. We are keen to strengthen the structures already in place to support staff to use Welsh, and to increase the opportunities to use Welsh in the workplace. This means making the effort to use Welsh across all aspects of our daily work; in formal and informal situations, trying to create new patterns of language use.
Through effective planning and positive steps we can support our staff to develop their skills and increase their confidence in using Welsh. This will, in turn, enable us to operate beyond the basic requirements of the standards and offer better provision in Welsh to the public.
Our vision:
As well as implementing the principle that Welsh and English are official languages of our organisation, we will aim for a situation where the whole workforce takes every opportunity to promote the use of Welsh amongst ourselves.

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?
For the Welsh language to thrive in our organisation, and to see real progress in our daily use of Welsh, we need everyone to feel supported in their own use of Welsh. We want Welsh to be an easy, default option for staff, with opportunities to use the language every day to develop confidence.  
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 the Welsh language and ensure that it is a default option for staff, increasing confidence and encouraging more people to learn and use 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 implement 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 by implementing this policy is that there are pathways and opportunities for all to make use of their Welsh. This policy will consider formal opportunities through training, use of technology and guidance, as well as 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 but realistic way, allowing time for all our staff to benefit from the development opportunities we are proud to offer. Learning a language and changing usage 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 culture and conditions throughout the organisation. 
2. Building confidence: supporting everyone to feel confident using the Welsh 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, employment matters and translation.
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, but it is important to remember that Welsh belongs to everyone. 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: 
· Promote positive attitudes and encourage our workforce to be proud of the Welsh language and in Welsh culture, stating unequivocally that Welsh is a valuable skill within the organisation
· Encourage our organisation's leaders to use the Welsh language they have, and to open and close meetings, messages and presentations in Welsh at every opportunity, providing training to managers on using Welsh effectively within their roles
· Set Welsh as a standing agenda issue at board / leadership team meetings to ensure complete consideration of the language in all discussions
2. Ensuring accountability and robust structures: by ensuring compliance with the Standards and ensuring that Welsh is 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:
· Create a Welsh Language Working Group / Committee to lead on the work on the Welsh language and to ensure accountability across the organisation. The Committee will be responsible for monitoring the progress of this strategy
· Appoint Welsh Language Champions / Champions in each department / directorate to promote the use of the Welsh language internally and support the implementation of the Welsh Language Standards 
· Lead on rigorous skills assessment and recording arrangements that will inform our decisions in workforce planning and recruitment policy developments
3. Internal communication: to ensure that everyone within the organisation understands our commitment to the Welsh language, and how it relates to their daily work we will: 
· Maintain a bilingual intranet with information and resources on the use of Welsh in a convenient place for all to reach
· All our internal communications - newsletters, staff bulletins - will be bilingual with Welsh first, as well as all our signs, publications and statements
· We will promote positive attitudes and encourage our workforce to be proud of the Welsh language and Welsh culture 
· If staff share an English-only message on behalf of a third party a bilingual message should be included at the beginning explaining why they are not bilingual. The wording of the message is on the intranet.
 
 
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: creating a framework to support our workforce to use their Welsh language is important to us. This means that we will: 
· Create a staff language skills strategy that will identify the skills needs of roles, and existing skills within the jobs to identify learning needs and plan based on that. Recording and assessing staff language skills and maintaining a database to ensure we can provide the required support
· Maintain a database of Welsh speakers for the organisation to facilitate internal communication and encourage staff to use Welsh together. 
· Ensure access to Welsh language training for staff at every stage of their learning journey and providing relevant and bespoke training to support staff to use Welsh at work e.g. for reception staff or who answer the phone
· Provide Iaith Gwaith resources for staff to demonstrate they are ready to use Welsh
· Place dedicated resources on the intranet to support staff in using Welsh e.g. vocabulary and how to pronounce common terms
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: 
· Establish / Maintain a mentoring arrangement that will partner Welsh speakers with learners to provide an opportunity to practice and develop skills 
· Maintain an ongoing programme of language awareness training for staff to increase understanding of the role of Welsh within their work and more widely
· Promote local opportunities to use Welsh e.g. Local Language Initiative events etc in our newsletter / on the intranet / in staff bulletins 
· Hold chat / ‘Clwb Clonc’ / paned and chat sessions offering Welsh speakers and learners the opportunity to use their Welsh skills in a supportive environment, outside of formal learning sessions 
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: 
· Celebrate learners' successes through our internal communication to support our learners and inspire others 
· Promote our mentoring scheme through our internal communication, celebrating mentors and encouraging others to get involved in the scheme
· Highlight individuals or teams who are making good and growing use of Welsh
· Take part in national and local campaigns and initiatives aimed at celebrating the use of the Welsh language e.g. Defnyddia dy Gymraeg
 



 
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: the Welsh language standards set clear expectations about our human resources arrangements and what our staff can expect from us in Welsh. We want our staff to be able to use Welsh across their employment with us and to achieve this we will: 
· Ensure that our workforce receives information about their employment in Welsh if they wish, recording staff language choice on our systems, and providing an active offer to our staff
· Provide core policies and forms in Welsh in accordance with standards requirements and identify any further policies and employment documentation to be provided in Welsh
· Allow staff to follow our complaints processes in Welsh if they wish to do so, in accordance with the standards, making this as simple as possible
· Create a Welsh Training Agreement with our staff. The agreement will set out principles for the individual, manager and organisation to follow as a learner undertakes their Welsh language learning journey 
· In addition to what is required by the standards, we will offer our staff the following training in Welsh if we offer it in English: _____
· Provide induction training for all staff which includes a session on the Welsh language and culture, compliance with the Welsh Language Standards and where to find information about e.g. the translation service and Welsh lessons on the intranet.
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 Microsoft Teams backgrounds showcasing the Iaith Gwaith logo for Welsh speakers and learners and promote them to encourage staff to use it in online meetings
· Create and provide guidance to staff on the use of automatic / machine translation (Microsoft, Google) to facilitate use of Welsh - staff should not rely on the resource, but it can be used to support internal communication in Welsh.
· Create and maintain a central database of the organisation's Welsh speakers to facilitate use of Welsh
· The electronic staff directory will include a Iaith Gwaith Badge to identify Welsh speakers and Welsh learners. This will make it easier to set up the first contact
· Maintain an intranet bilingually with an interface that can be seamlessly switched from one language to another
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: 
· Use simultaneous translation to facilitate internal discussions in staff preferred language
· Put clear processes in place for translation work including timescales for translation work and instructions about what the translator needs in order to translate effectively
· Promote drafting through the medium of Welsh from the outset and create guidance to support staff to do so. 
· Put a translation flowchart on the intranet to allow staff to know what documents and publications need to be translated
 
Part 5: Implementation and review
The above sets out our commitment 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
	Date

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

Create and install an intranet guide containing common pronunciations
	HR
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The sections in yellow indicate where you should pay particular attention to
‘adapting and personalising your policy. There are examples i the associated
Excel documents, oryou 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.





