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COUNCIL'S STATEMENT

Torfaen County Borough Council has adopted the principle that in the conduct of public business in
Wales, it will treat the English and Welsh languages on the basis of equality. The scheme sets out
how the Council will implement the principle in the provision of bilingual services to the public.
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GYMRAEG - WELSH
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THIS REVISED SCHEME RECEIVED APPROVAL OF THE WELSH LANGUAGE BOARD UNDER
SECTION 16(1) OF THE ACT ON THE 30 MARCH 2011
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1. FOREWORD

We are pleasedtopresent Tor faen County Borough Counci

Language Scheme 20111 2014.

This is the third Welsh language Scheme we have developed under the Welsh
Language Act 1993. This Scheme continues our policy of developing a good quality
bilingual services for our customers and encouraging people to use both Welsh and
English throughout the council and sets out how we will ensure that it recognises the
strengths of diversity that enable us to become an inclusive society.

The Area has one of the highest growths in the number of people able to
communicate in Welsh during 1991-2001 censuses. The number of people who are
able to speak Welsh and who use the language will continue to grow, particularly
with the opening of a third Welsh language primary which opened in September
2010, in addition to hosting the Welsh Medium Comprehensive for South East
Wales.

The Council is confident that its Councillors, staff and the partners from the public,
private and voluntary organisations will work together to strengthen the language,
treat people fairly and according to their needs. We supports the aims of the recently

announced publication,il ai t h Fyw: 1l aith Bywo and are ple
Scheme as an important local contribution towards the realisation of the broader
Wel sh Assembly Gover nmermabilihgualWwaldsi onal strateg

Alison Ward Councillor Bob Wellington
Chief Executive Leader of the Council


http://www.torfaen.gov.uk/CouncilAndDemocracy/CouncillorsDemocracyAndElections/Councillors/CouncillorRobertGWellington.aspx

2.1 NTRODUCTION

Torfaen County Borough Counci l (called the 0
for the delivery of all local government services within the boundaries of Torfaen

County Borough. The Council provides a wide range of services including education,
environmental services, highways, leisure facilities, planning and social services to

its 91,000 residents and employs over 5,200 people.

Torfaen has 2 established Welsh medium primary schools, with a new third primary

which opened in September 2010. The Council is the host for a Welsh Medium

Secondary School, Ysgol Gyfun Gwynllyw, which serves the catchment areas of

Torfaen, Monmouthshire, Newport, and Blaenau Gwent. The Welsh Language

Scheme compliments Local Education Authorityd s We |l sh Educand i on Sc he
vice versa.

According to the 2001 Census, 11.1% of the population are Welsh speaking.
(Appendix A), However, the growth in demand for Welsh Medium Education is
increasing year on year and the 2011 Census is likely to show a significant increase
in the number able to speak Welsh.

The County Borough is one of the most densely populated per mile for the whole of
Wales, second only to Cardiff. Located in South East Wales, this 12 mile long valley
stretches from the World Heritage town of Blaenavon in the North to the new town of
Cwmbran in the South.

The corporate management team of the Council is led by the Chief Executive,
supported by a Deputy Chief Executive and two Assistant Chief Executives who
oversee the strategic management of the Council's business.

The democratic structure is led by the Leader of Council who is supported by a
Deputy Leader and seven Executive Members. The Council has 24 democratic
wards which are represented by 44 councillors.

The administrative offices of the Council are located at a number of sites; its main
headquarters is Civic Centre, Pontypool.

As a Council we have five corporate priorities, which focus our budgets and actions
to improve the quality of life in Torfaen. These are published in a five year corporate
plan which will be revised in 2011.The key priorities are:

1. To improve the quality, variety and affordability of housing, and reduce the
level of homelessness.

2. To reduce crime and antisocial behaviour, and take action to help people feel
safe in their neighbourhood.



3. To improve the guality of teaching and learning for young people and other
students and to equip citizens of all ages with the necessary skills for
employment and the regeneration of their local communities.

4. To improve waste management and increase recycling, creating a cleaner,
more energy efficient area.

5. To improve services for vulnerable people and improve health outcomes for
everyone by promoting healthier lifestyles.

The implementation of the Welsh Language Scheme has clear links with priority
3, but by being mainstreamed, it will support and contribute to each of the current
priorities.

3. SERVICE PLANNING AND DELIVERY

This section explains how the Council proposes to deliver its services through the
medium of Welsh. The scheme is a statutory document and its commitments and
objectives are clear; it provides service managers with targets and guidance that can
be used in the production and implementation of Service Improvement Procedure; it
provides staff with a guide to what is expected of them in delivering their services
and it also provides our customers and partners with a clear indication of what they
can expect from the Council.

3.1 Policies and Initiatives

The Council is committed to mainstreaming Welsh into policies and initiatives
therefore when new Policies, initiatives and updates are developed, the linguistic
consequences will be assessed for compliance with this Welsh Language Scheme.

This will be done by:

i) Assessing the Equality Impact of policies and functions covering every
equality strand, including Welsh Language. An update on the number of
corporate policies assessed will be reported to the Welsh Language Board
annually.

i) Ensuring that all reports to Council indicate (where relevant) how the Welsh
Language Scheme may affect the report. This will be indicated in the
Background Papers section of the covering report.

i) Ensuring that all Service Improvement Plans (SIP) clearly indicate how the
service will meet and develop its Welsh Language obligations.



The Welsh Language Board will be consulted if any proposed new policies or
initiatives affect the scheme; the scheme will not be altered witho u t the Boar doés
consent.

3.2 Service Delivery

The Council provides a range of local government services for the public. The way in
which a service is delivered to the public varies according to its nature and size.
Some services are provided from the Council's main office, whilst others operate
through estate offices, depots, centres, homes and institutions and other workplaces.

As a Council our objective in relation to Welsh is to be able provide a consistent
bilingual service across each service area. Its ability to do so is restricted at present,
by the number of bilingual staff it employs. The Welsh Language Skills Strategy
outlines the different methods by which the Council will address this deficiency and
improve our capability to provide our services bilingually.

Written Communication
e The public are welcome to write to the Council in Welsh or in English.

fivyou are welcome to correspond in Welsh or English / Mae croeso i chi
ysgrifennu yn Gymraeg neu Saesnego

is included on all letterheads and compliment slip.

o All letter or text-based electronic correspondence written in Welsh which
requires a reply will be replied to in Welsh or in the language requested by the
customer. All acknowledgment communication will also follow this format.

e The corporate standard for responding to communication written in Welsh is
the same for communication written in English.

e Where communication that is initiated by the Council, with a person whose
known preferred language is Welsh, then that correspondence will be in
Welsh. A database of those wishing to receive correspondence in Welsh will
be maintained and made available to all staff.

All Employees will be made aware of the revised Scheme, the commitments
contained within it and the systems, procedures and services in place to meet those
commitments. This will be achieved by updating the guidance notes available on the
Council's intranet site and by issuing revised Guidance for Implementing the Welsh
Language Scheme booklet.

Telephone Communication

e Asperthe Council 6s corporate standards for
from the public, a bilingual greeting will be used together with either the full



name of the Council, the name of the service, office, department or
i ndi vi du ala8apprépaatel name

e All automated or voicemail systems which are linked to published telephone
numbers will be bilingual, uncomplicated and easy to use.

e If a member of the public wishes to speak Welsh and the officer who answers
is unable to speak Welsh, the call will directed to a member of the Council
with Welsh Language Skills. Alternatively the caller may be put through to the
Council 0s Wel sh Language Team. | f there i
informed that a Welsh speaker will return the call as soon as possible.

e All switchboard and main reception staff will be given appropriate training and
encouraged to participate further in the Welsh in the work place training in
order to enhance their Welsh skills.

Face to Face Contact

Any customer who wishes to deal with the Council in Welsh will be able to do so with
the minimum possible delay. Every effort will be made for bilingual officers to be
available to aide staff working in reception areas/customer centres.

On an occasion where it is not possible for a Welsh speaking officer to meet face to
face, the member of public will be offered a choice of speaking to a bilingual officer
on the telephone, returning at a later time or date or to put their request in writing.

The implementation of the Councils approved Welsh Language Skills Strategy will
ensure that the necessity to have these other options will decrease over time.

Council Publications

The Council is fully committed to publishing all material directed at the public in
Wales, bilingually. An Editorial Policy will be issued as part of the Scheme to ensure
that published material is produced in line with this Scheme.

Public Meetings

The Council frequently arranges public meetings for consultation or for legal or other
purposes. Members of the public are welcome to use either Welsh or English.

People attending public meetings (including Hearings, Inquiries and other legal
Proceedings) arranged by the Council are welcome to use the Welsh language if that
is their choice. The number of days notice required to organise suitable translation
facilities will be indicated on the formal notices regarding attendance at meetings.



Officers organising public meetings will provide translation facilities if the linguistic
preference of attendees is known in advance to be Welsh.

Notices for public meetings will be bilingual.

Where there is a series of public consultation meetings, an agreed number of them
will state that Welsh facilities are available at named venues. Every effort will be
made to ensure that the venues with Welsh facilities are accessible to those who
have expressed an interest in speaking Welsh.

Other Meetings

The Council arranges a wide range of meetings in addition to those open to the
general public T visits to workplaces, professional visits by staff, private interviews,
site or working group meetings, conferences and other face-to-face meetings.

The Council will indicate on meeting notices that attendees are able to communicate
in either English or Welsh. The number of days notice required to organise suitable
translation facilities will be indicated on the formal notices regarding attendance at
meetings.

People who wish to use the Welsh Language at such meetings will be welcome to
use the language of their choice, although prior notice would be required in order to
provide a translation service or a Welsh speaking officer.

If a meeting is arranged with an individual or organisation that prefers to work
through the medium of Welsh, arrangements will be made to provide a translation
service or other suitable facilities.

Arrangements will be made to ensure that Welsh speaking staff are available in
workplaces where members of the public wish to discuss matters with the Council in
Welsh (by prior arrangement.)

Other Dealings with the Pu  blic

When revising its IT Strategy, the Council will bear in mind and adopt, where
appropriate, the measures set out in the Welsh Language Board's IT Strategy.

During the course of the next 3 years the Council will overhaul the current corporate
website and by doing so enable bilingual content to be displayed on the website. An
action plan will be drawn up to ensure systematic translation of all pages on the
website.

If a specific page is unavailable in Welsh, the Welsh page will display a statement
informing the user of the current stage of translation. An update to stage
progression will be carried out on a monthly basis.



Torfaen's community portal www.webster.uk.net will continue to be used to
encourage Welsh speakers to communicate and support learning development
through the medium of Welsh.

The Council recognises its obligations to deliver e-government services bilingually
and will be striving to create a fully bilingual, corporate website.

3.3 Proc urement

Where services to the public are not provided directly by the Council, but are
provided by agencies or bodies contracted to the Council,

)

i)

ii)

Vi)

including consultants and advisers, will have to meet the conditions of
the Scheme that are relevant to the service area.

Details of those requirements, standards and principles will be set out
as part of the conditions in bids, agreements and contracts, including
contracts with advisers and inspectors.

If any of our services are tested through competition, outside bidders
will have to meet the relevant part of this Scheme. This makes sure
that all bidders have an equal chance, and is consistent with the Welsh
Language Act and the conditions of the Wales Programme for
Improvement.

For those services delivered on our behalf or under our supervision by

other companies, we will make sure that:

a) bilingual service needs are explained in biddings and contract
documents (general statements are not acceptable); and

b) the agent or contractor will carry out its responsibilities under the
Scheme.

In practice, details will vary according to the service being provided on

our behalf. In each case, the relevant officer will consider:

a) the nature of the contact between the contractor and the public
when the service is being provided; and

b) what commitments the Welsh language Scheme makes for
these contracts.

the council will develop monitoring arrangements to make sure that
services delivered by other companies on our behalf follow this
Scheme.

As part of every partnership, the Council will supervise, encourage, enable, facilitate
or support the use of Welsh by publicising its scheme and offering advice and
assistance to other partner organisations.


http://www.webster.uk.net/

3.4  Administering Regulatory Functions

The Council when exercising a regulatory function, such as the granting of licences
and permissions will encourage any organisation, body or individual to follow a
bilingual practice and use the Welsh Language in their activities. It will do so by
stating this view in any relevant application documents issued for the use of the
public and indicating that the Council has adopted a Welsh Language Scheme.

Guidance on the implementation of this measure has been prepared for officers
administering regulatory functions

3.5 The Council 6s Public I mage

The Council's public image and corporate identity, including its name, address, logo,
visual identity and any other standard information being bilingual has become a
corporate standard. This includes the use of the Council's 'strap lines/slogans'.

The Council's bilingual corporate identity will be used on all Council stationery and
literature, including Letterheads, Fax Transmission Sheets, Compliment Slips,
Memoranda, Business Cards, and display posters.

Guidance on the use of the bilingual corporate identity is available to staff, designers
and others who reproduce or use the Council's corporate image.

3.6  Signs

All external and internal signs (including temporary signs to be displayed for more
than one month) which give information to the public on Council owned property will
be bilingual when new or on a replacement/renewal basis.

The only alternative to this will be any Welsh Assembly Government guidelines
which will take precedence to this Scheme, e.g. Highway signs.

Bilingual street name signs will be provided where currently an English name only is
used. The Council will produce a Street Naming and Signage policy that clarifies its
procedure in naming new streets/developments as well as producing bilingual street
names.

Other signs for which the Council is responsible, such as highway signs and public
information signs, will become bilingual in due course on a rolling programme. As
new and replacement signs are provided, they will become bilingual. Old signs will
only be renewed bilingually if they are damaged or illegible.

The Council has a statutory duty to maintain accurate and updated lists of the names
of towns, villages, communities and localities as well as new developments. In each
case the Council will ensure that its lists are of a high standard and will standardise
place names within the Borough.



New or replacement signs on Cwaraever prdctcal. vehi cl
Any new or replacement signs for which the Council is responsible will be bilingual.

When bilingual or individual Welsh and English signs are provided, the quality, size,
legibility and prominence of text will be the same in both languages.

3.7 Publications

The Council when producing bilingual material for the public will normally do so with
the English and Welsh versions included in one document. It may be necessary at
times to issue separate English and Welsh versions. They will be produced
simultaneously, distributed together and be equally accessible.

If the Council is producing a document for which a charge will be levied, a bilingual
document will attract the same charge as a single language document. If separate
English and Welsh documents are produced, they will also attract the same charge.

In determining whi ch documents will be produced bil
Translation Guidelines will give clear instructions, and will consider such matters as

the size and nature of the target audience, the size and nature of the document and

how widely it will be distributed, timing and likely demand.

3.8 Forms

All forms for use by the public, including the explanations and instructions with them,
will be bilingual. Exceptionally, where the content is very complex, a different format
or separate Welsh and English forms may be used. However, separate forms will
carry a message confirming that the form is also available in the other language.

If separate forms are used, both versions will be published at the same time and
available together, at all offices, distribution points and on the website.

Written guidance will be issued to staff and others involved in designing and
producing forms, and where necessary advice will be sought from the Welsh
Language Board or by referring to the Board's Bilingual Design Guide.



3.9 Press Releases

Press releases are one of the principal ways in which the Council regularly
disseminates information and news to the public. When deciding the language of the
press releases the following policy will be followed, ensuring that Welsh language
press releases are given equality in distribution timescales:-

e Press releases to English Language publications will be in English only.
e Press releases to bilingual publications will be bilingual.
e Press releases to Welsh Language publications will be in Welsh only.

e The Council's Communications Team will ensure that any events the Council
plans to promote the Welsh language, e.g. St. David's Day Concerts, trips for
Welsh speakers/learners, Welsh Discussion/Reading Groups in Libraries etc
is promoted through the Welsh language media

e Press releases that are intended for Welsh and English publications will be
distributed at the same time

e A greater use of Welsh media will be made available in all aspects of Council
Business.

e Arrangements will be made for bilingual officers to be available for media
interviews.

3.10 Publicity, Advertising and Exhibitions

The Council will actively promote its Welsh Language Scheme on a continuing basis
using all appropriate methods. It will ensure, by means of both general and specific
promotion campaigns, that people who deal with the Council are made aware of the
Scheme.

The Council will, from time to time, show and present to the public information about
its services and activities. By means of:

Exhibitions
Presentations
Advertisements
Displays

Posters

Publicity Material

When the Council uses any of the above methods, or instructs a third party to do so
on its behalf, within Wales all displays and printed literature will be bilingual.

10



The Council will encourage others, who provide services or goods on Council
property to do so bilingually by explaining the statutory requirements of the Welsh
Language Scheme.

When public surveys are held by or on behalf of the Council, they will be conducted
bilingually. Likewise, any advertising or marketing campaign, within Wales will be,
delivered through the media of press, radio, television, posters or electronic format,
and will do so bilingually.

3.11 Official Notices and Recruitment Advertising

The Council has a statutory obligation to publicise official notices relating to legal,
planning, electoral, tenders and contracts. All Official and Public Notices, in Wales,
will be bilingual or in separate Welsh and English versions shown together and equal
in terms of format, size, quality, legibility and prominence. When published in major
United Kingdom newspapers and journals they will be in English only, but with a
standard bilingual element e.g. Corporate Bilingual Layout, Dates, Contact Address,
headings and a statement that we operate a bilingual Policy.

Notices and advertisements in Welsh Language newspapers and journals will be in
Welsh only.

All public notices and advertisements will be bilingual.

The Council is aware of the importance of recruitment advertising and will convey its
commitment to the Welsh language through this medium, in order to attract staff with
Welsh language skills.

When advertising for staff recruitment in Wales, the Council will use a bilingual
signpost advertisement (please see Appendix D) giving basic information of the post
and directing candidates to the authorities website. The following external advertising
arrangements will be adhered to :

Council Values displayed in both Welsh and English

Department/Section in both Welsh and English

Job Title in both Welsh and English

A statement on all employment advertising stating that the Council welcomes
applications in both Welsh and English

e All job descriptions and job advertisements displayed electronically and in
printed format, will include a statement that the information is available in
Welsh upon request.

Job descriptions and job advertisements for posts which Welsh is essential will be

avail able in Welsh and English on the Counci
When notices and advertisements are published bilingually the two languages will be

equal in style and presentation.

11



Advertisements for school-based staff are decided by the governors of the school,
but the Council will encourage governors to follow the corporate standard and
practice in their advertisements and notices.

4.  MONITORING THE SCHEME

The Council is committed to providing an equally high standard of service in both
English and Welsh and has put in place monitoring and development mechanisms
that aim mainstream Welsh language into all services that the Council provide.

The Council will prepare an annual monitoring report, in an approved format agreed
by the Welsh Language Board, which details compliance, performance and
implementation of the Scheme. The report will be published and made available to
all staff and members.

4.1  Staffing

The Council approved its revised Welsh Language Skills Strategy in 2009. It began
the process of addressing the imbalance in our workforce profile and increase our
capacity to deliver public services bilingually as the demand for Welsh language
services increases.

The aim of this Strategy is to facilitate in
Language Scheme by the identification and strategic development of the Councild s
bilingual skillsresources. The Strategyé6és three overall ai ms
Service Ar ea 0 s | i s eomphleeraaagies of actions:

o An audit of existing bilingual skills

o An audit of workplaces and posts

o A comparison of skills and posts

The Strategy explains the practical aspects of training, recruitment and selection in
improving the ability to deliver a bilingual service.

12



Recruiting Staff

When the Councilr ecr ui t sé st af f, at al | | evel s, t her

considered. The ability to speak Welsh is one of the skills that will be considered
when making appointments.

The Council will, in consultation with the Welsh Language Officer, use the Welsh
Language Skills Strategy to examine service needs and ascertain the areas of
priority for recruiting Welsh speakers, in order to fulfil the requirements of this
scheme.

Training

The Council will fully support and encourage staff to use Welsh on all possible
occasions; support staff in improving their language skills as learners and is
committed to support staff in developing additional language skills through work
based activities and training.

Learning and Improving

The Council encourages and supports members of staff who wish to learn Welsh or
to improve their Welsh language skills. All Welsh Language training is managed and
funded centrally within the Equalities & Social Justice Team.

Training & Development is organised around the specific business needs of
individual Service Areas. Where training plans are developed this will be carried out
in consultation with the Welsh Language Officer, Chief Officer/Senior Officers and
will reference the findings of the Welsh language Skills Strategy as the vehicle to
develop language skills within each individual Service Area.

Priority will be given to frontline staff in the first instance.

Officers who are learning Welsh will be encouraged to use the language wherever

possible, and not to be deterred by lack of confidence or practice, as confidence and

capability increase with use of the language. The Council will, in partnership,

organise and provide opportunities for learners to practice and develop their

linguistic skills. Learners and fluent Welsh speakers are encouraged to have the

Wel sh Language Boar doé gintgd bretheir ihdividGual ééentihcard b a d g e
which allows colleagues and public to instantly recognise their ability to communicate

bilingually.

As part of the personal and development process, the Council will support staff

attending Welsh language training and Welsh language vocational courses by
releasing them from their usual duties to attend these courses.

13



The Council also recognises the valuable contribution which existing bilingual
officers can make by helping and encouraging Welsh learners to practice their Welsh
in their working environment.

The Council will offer Welsh Language Awareness training to all existing and new
members of staff.

Vocational Training

The Councild s ¢ o mmi dewemmthe abilioy to deliver a wide range of services
through the medium of Welsh requires our staff to have specific skills.

Specialist skills contribute towards the effectiveness of the scheme and the Council
will assess the need to develop the ability of identified Welsh-speaking staff to
operate effectively, including the specialist fields, through the medium of Welsh.
Securing appropriately trained Welsh speaking staff in specialist fields reduces the
reliance on commercial or internal translation services to effectively deliver our
services in Welsh.

Chief Officers, in consultation with the Welsh Language Officer will assess the need
for specific vocational training for identified Welsh-speaking staff in their service
areas. Priority for resources will be on the same principle as providing training for
staff to learn Welsh.

4.2  Administrative Arrangements

The Council

The Council has approved the revised Scheme and all Departments have
responsibility for matters relating to its implementation.

Responsibility

The Chief Executive is responsible for ensuring that this scheme is implemented
throughout the Council and will, through the Welsh Language Officer, advise Chief
Officers on the steps required to implement the scheme.

The Welsh Language Team will be the main point of contact for all enquiries. A
Welsh Language co-ordinating group will be established to seek to ensure that the
implementation of the Scheme is co-ordinated and kept under review within the
Councilbs ser vi ce -ardieatng group Willaavisecttte Welsh Language

Officer of any matters relating to the scheme.

Staff guidance leaflets and a summary of this scheme will be issued on the nature
and purpose of the scheme and its requirements, including the use of translation

14



services. The guidance will be supported by service specific sessions when
required.

Wi t hi n t h eurrehbExecutive IStéusture, the Executive Member for
Community Safety & Equality has responsibility for the Welsh Language as part of
their portfolio.

The need to produce bilingual material will be considered when planning and
purchasing computer software. Where existing computer systems cannot be adapted
to meet the requirements of the Scheme, the need will be met on renewal and
replacement as soon as possible.

The Council employs a full time Translation Co-ordinator to ensure that all internal
translation requirements are managed efficiently and effectively providing a
consistent and quality Welsh language translation service.

Simultaneous translation facilities will be provided to assist in holding public and
other meetings bilingually if a member of the public or organisation chooses to use
Welsh. Three days notice must be provided to the organising official in order for the
appropriate arrangements to be made. The service will be provided in-house where
possible.

Complaint

A complaint can be defined as a situation where a member of the public, or a group,
is not satisfied with the standard of a service, or the action or lack of action by the
Council or a member of staff. In the context of the Welsh Language Scheme,
complaints can be defined in two ways:-

e Complaints in Welsh that concern a specific service area;

e Complaints in either language, concerning the implementation of the Welsh
Language Scheme itself.

The Council employs a Corporate Complaints Officer who co-ordinates individual
officers who deal with complaints on a daily basis in each service area. The
complaints group meet regularly and hold a central database which records all
correspondence, including Welsh language or relating to the Language Scheme.

All complaints will be dealt with in accordance with the Corporate Complaints policy.

15



Investigations under Section 17

The Welsh Language Board is required to carry out an Investigation under Section
17 of the Welsh Language Act;

AWhere it appears to the Board, whether

otherwise, that a public body may have failed to carry out a scheme approved

by the Board, the Board may conduct an investigation in order to ascertain
whether there has been a failure.0

The Council will be prepared to fully co-operate by providing information T reports,
documents or clarification in writing or verbally.

The Board will be able to have discussions with:

Elected members;

Council employees;

Contracted service providers and their employees;

Any individual that assists the Council in the delivery of its services.

Too oo oo To

4.3  Publicising the Scheme

The Public

The Council will ensure that a copy of the scheme is available to the public on the
Council 6s cor poatismanoffied si t e and

Staff

A staff summary guide will be produced that précis the content of the scheme, its
services, and means of accessing full copies of it. Any updating will also be made
knowntothe Councilb s st aff, through Wbrd). st aff

Third Parties

The staff summary will also be provided to agents and other parties operating
services to the public on behalf of the Council.

16
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4.4 Performance

In addition to the Annual Monitoring Report, which will be made available for public
inspection, the Council will publish statutory information on its performance in
relation to any measures in this scheme.

The Council will conduct a number of surveys to gauge public opinion on its Welsh
Language Service. Internal monitoring will also take place on compliance with the
scheme. This will focus on :

Corporate greeting

Quality of Welsh language service

Bilingual stationery

Policy and Service Improvement Plans compliance
Implementation of the Welsh Language Skills Strategy

And will be carried out by any or all of the following methods:

Face to face meetings

Equality Impact Assessments
AMystery Shoppero
Questionnaires

Audit of resources

17



5. ACTION PLAN

The Council will measure the implementation of the scheme against targets and standards. The action plan included in the scheme
establishes targets for implementation.

The Welsh Language Board has identified 6 specific Welsh Language Indicators that it has recommended be included in all
Councils Welsh Language Schemes and reported on in addition to those targets set by the Council.

These actions may be linked to the Service Improvement Procedure where appropriate.

NO.

ACTION

TIMETABLE

1

WL Indicator 1
Number and % of the sample of third parties monitored that conform
to the requirements of the Welsh Language Scheme:-

A care services
A youth and leisure services
pre-school provision

Establish a Monitoring Procedure by April 2011 and
monitored and reported annually thereafter.

WL Indicator 2

Number and % of posts for which particular Welsh-language skills are
deemed essential and that have been filled by staff with appropriate
linguistic skills

Audit of Posts to be completed by April 2011 in all
service areas, with full implementation of the Welsh
Language Skills strategy by December 2011.

WL Indicator 3
To ensure that Welsh Language issues are an integral part of all e-
Government projects.

E-government projects assessed on an
implementation basis and reported annually within
the Annual Monitoring Report.

18




WL Indicator 4

To monitor the number and % of staff who have received training in
Welsh to a specific qualification level and the number and % of staff
who have received language awareness training.

Procedures to be in place by March 2011 with full
analysis of trained staff annually thereafter.

WL Indicator 5
The number and % of staff who are able to speak Welsh according to

A service area
A post grade
A workplace

April 2011

WL Indicator 6

Monitor the number of complaints received in relation to the
operation of the Language Scheme and dealt with in accordance
with corporate standards.

March 2011

Issue Staff Guidance on the approved Welsh Language Scheme

Within 6 months of the Schemes approval
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Produce a Street Naming and Signage policy in order to standardise the
procedure when determining bilingual signs.

April 2011

To produce an annual monitoring report

Annually in line with Welsh Language Board
guidelines

10

Produce a training needs assessment by Service Area

Assessment to be completed by December 2011 and
monitored annually thereafter in line with the WLSS.
Implementation and statistics to be reported within
the Annual Report to the WLB

11

To produce an analysis report on all Service Improvement Plans (SIPs)
that shows how Welsh language is being mainstreamed by service
areas.

March on an annual basis.

12

Produce a Welsh Language Impact Assessment in relation to new and
revised policies.

July 2011
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13 |To make 35% of website available in Welsh within 6 months of website |Software availability due in early 2011. Monitored
software becoming available, minimum of 10% increase per year and reported annually.
afterwards on a rolling programme basis.
14 |Ensure Compliance with the Welsh Language Scheme: By monitoring : énnually and reported within the Annual Monitoring
eport
A Auto responses
A Welsh calls are directed to Welsh speaking Officers
A Advertised numbers have bilingual greetings/ messages
15 |To carry out thematic surveys annually on specific service areas in Surveys to be agreed by the start of the financial
partnership with the Menter laith. year with a minimum of 3 projects completed over
the following 12 months. Thematic detail and
findings to be reported within the annual monitoring
report.
16 | Create a Welsh Language co-ordinating group with the aim of : January 2011

Mainstreaming Welsh Language

Assist in the implementation of the WLSS
Scrutinise policies and initiatives

Support for resolving Welsh Language Issues
Share knowledge of events and good practice
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17

Work and support Community Councils to establish individual Welsh
Language Schemes

Ongoing

18

Raise awareness of Welsh language and culture through Concerts,
activities and Awareness Training

Reviewed Annually

19

Children and Young Peoples Partnership

Ensure Welsh language representation on the partnership

Ensure a structured reporting mechanism to the Welsh Co-ordinators
group.

Ensure that all partners are given equal representation on the
partnership

Timely Welsh co-ordinators meetings to coincide with CYPP monthly
meetings

March 2011
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20

Procurement - The council will develop monitoring arrangements to
make sure that services delivered by other companies on our behalf
follow this Scheme.

July 2011 and reported annually thereafter
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6. APPENDIX A
Percentage of the population aged 3 years and over able to speak Welsh
by electoral ward.
Blaenavon 10.0%
Trevethin 11.9%
Snatchwood 9.8%
5t Cadocs and Penygam 10.1%
' Pontypool 7.8%
Pontnewynydd 12.1%
MNew Inn 10.1%
A &7
Wainfelin 10.8%
Panteg 10.2%
Brymwern 8.4%
Cwmyniscoy 11.5% Pontnewydd 10.4%
Croesyceiliog North 10.6%
Upper Cwmbran 11.7%
Croesyceiliog South 10.4%
Greenmeadow 13.0%
lanyrafon MNorth 11.5%
Llanyrafon South 11.4%
Coed Eva 12.6%
Legend
78% - 8.4% ] Two Locks 11.7% Hantamam 9.7%
9.7% - 10.1% [] St. Dials 11.4%
102% - 108% [
114% - 121% [
126% - 139% [}

Reproduced from Ordnance Survey with permission of the Controller of Her Majesty's Stationary Office (C) Crown copyrig
Unauthorised reproduction infringes Crown copyright and may lead to prosecution/civil proceedings.
LICENCE No LA 100023426 2007
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7. APPENDIX BT Translation Policy

The Council employs a Welsh Language Translator, who co-ordinates all translation work for
the Council. All documents produced should be assessed in line with this policy and
adequate time consideration given for document to be translated. Although, the translator is
able to outsource the translations, this could lead to increased cost to service users.
Demand for translation can be high at certain times during the year and service users should
seek the advice of the translator on translation time needed especially complex or lengthy

documents.

Welsh language Translator :

Nia Jones

Nia.jones@torfaen.gov.uk

Tel : 01495 76(6098)

Guidance on which documents should be bilingual

Category A - Fully Bilingual

ltems

Additional Notes

Advertisements

Acknowledgement Cards

Booklets

Branding of Council Projects
and Initiatives

e.g. logos, straplines

Brochures

Business cards

Calling Cards

Compliment Slips

Council s Corpor

P

[e

This includes its name, address, logo, motto, visual identity (e.qg.
signage, branding), standard departmental information. Both
languages must be equal in size and prominence.

Displays and Exhibitions

Displays may include items of literature that is not the
responsibility of the Council and which may not be available in
Welsh, or not yet produced bilingually or in Welsh only.

E-mail Signatures

Envelopes

Executive Summaries

Fax Transmission Sheets

A bilingual template is available on the Intranet as an example.

Flyers

Forms for the public

Bilingual unless due to their complexity separate versions would
be more practical.

General correspondence with
individuals or groups

Fully bilingual but separate versions may be produced only
where the language choice of the individual or group has been
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established

Identity Badges

Internal Council information,
surveys and questionnaires

If such information is being sent out as a leaflet that will be in
existence for some time, or is a short survey, these will be
bilingual

Invitations

Items for public display

Job Advertisements

As per the Schemeds section on

Job Application Forms

Including all accompanying material, requests for references etc

Leaflets

Letterheads Other than any OS produced maps that are outside the remit of
the Council to amend.

Maps

Newsletters

Pamphlets

Passes

Permits

Posters (External)

Fully bilingual with both languages on the same side or separate
depending on content

Press Notices

Press Releases

Public address systems

e.g. live announcements at events, or automated fire alarm
systems, lift messages etc.

Public displays

Public information specifically
for schools or circulars

Public notices

e.g. traffic notices

Publicity material

Questionnaires and Surveys

Single language versions are only allowed if the questionnaire is
aimed at individuals or groups whose language choice is already
known following a survey or request for language and format
choice for example.

Secondary legislation

Signs

Internal and external signage whether permanent or temporary
(over one month) including but not exclusive to: fire exits, Health
and Safety signs, corporate building signs, tourist information
signs, highway signs, road signs, street name signs, car parking
machines, pelican crossing controls, bus stops, parks and public
information signs.

Signage on vehicles/buildings.

Standard Letters to the Public

Fully bilingual, where the language choice of the recipients is not
known.

Stickers

Strategies / Policies / Plans /
Schemes

Separate versions will only be produced where due to their size,
these documents would become too bulky e.g. if the bilingual
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version would be over 100 pages. Advice available from Welsh
language officer

Summons

Tickets

Vehicle Markings and Signage

Standard practice is English on one side of the vehicle, Welsh on
the other but this can be changed, depending on the design.

Warning Notices

Websites and web pages

Each English page must have a Welsh equivalent, with a
language navigation button and will include any relevant
downloadable documentation, feedback forms etc. in accordance
with this policy

Category B

The document scoring criteria below will be applied to determine their status:

ltems

Additional Notes

Annual reports

Cabinet written statements

Certificates

Committee papers and related annexes

These will be translated only when a request for a
translation has been made.

External consultation documents

Forms for industry or specialist groups

General correspondence with individuals or

groups listed on a database

Separate versions will be produced only where the
language choice of those on the database has been
noted; otherwise the correspondence will be fully bilingual

Guidance documents

Letters to Schools

Where individual letters are sent out, the language
medium of the school is known therefore the letter can be
written in the appropriate language.

Licences

Literature to schools

This covers general printed information aimed at schools,
enough copies will be made in Welsh for the needs of the
Welsh schools.

Public inquiry documents

Reports

Schemes

Software and Operating Systems

The planning and purchasing of computer software and
operating systems will take into account the need to
produce bilingual material, even if the internal Council
interface is English only. Where existing computer
systems cannot be adapted to meet the requirements of
the scheme, the need will be met on a renewal and
replacement basis. This will be made clear in specification
for new or replacement computer programmes.

Statistical bulletins and releases

Strategies

Text messaging

Automated texting systems will be set up to do so
bilingually.
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Document Scoring

Considerations 2 points 1 point 0 points

1. Number of printed

copies (if electronic 750+

version only, number on | (2,500+ = add extra 150-750 -150

distribution list or point)

estimated hits)

2. Length (number of -5 000

new words) (-500 = add extra 5,000-20,000 20,000+
point)

3. Technical (i.e. would

it be incomprehensible No To some extent Yes

to a lay reader)

4. Target audience

Members of public or
sectors where there
is a well-known and
established demand
for Welsh language
material

Specific sectors e.g.
Local Authorities but
with indirect interest
for some members
of the public

Specialists within sectors
or specific sectors where
demand for Welsh
language material is
minimal

5. Will document affect
subsequent material
e.g. will it be widely
guoted in future
material?

Yes

To some extent

No

6. Demand/likely
interest - based on
objective assessment
and/or past exercises -
or preponderance of
Welsh speakers
amongst those
interested

High (interest
amongst general
public or particular
interest for Welsh
speakers)

Medium (specific
groups only)

Low (specialist groups)

7. Longevity (how long
will the doc. be
operational?)

Over 2 years

6 months i 2 years

Temporary (less than 6
months)

8. Status/profile

High (media; or lead
doc.)

Medium (some
external profile)

Low (little external
profile)

9. Nature of document
T is there an obvious
Welsh language angle?

Yes

To some extent
(indirectly)

No
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Staff should circle the relevant response for each consideration and then add the
points value as shown at the top of each col umn
rating.

13+ = A: these documents should be bilingual

1271 8= B: these documents should be bilingual but whether they are or not will depend
on the availability of translation resources at the time. If it the whole document
cannot be translated for whatever reasons a bilingual executive summary must
be produced.

71 0= C: English only at present but might be re-designated in future
NOTE: The formula will provide a true reflection of the need for bilingual documents in
the majority of cases. Nevertheless, there will always be exceptions and staff will need

to use careful judgement in ensuring that the correct decision is taken. Advice can be
sought from Welsh Language Co-ordinators within Service Areas.
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Category C - English Only

Items Additional Notes

Accounts i.e. internal financial records, not public notices etc.
Unless requested.

Conference handouts supplied by other Unless requested.

bodies or individuals

Consultation documents and working drafts These are not usually translated as the final version will
be bilingual and the text could change a great deal
following comments received. All documents specifically
to do with the Welsh Language will be made available
bilingually from the outset. However it must be noted on
the draft that the final version will be bilingual

Contract documentation Unless requested.
Historical/archive information Unless requested
Internal circulars Unless requested

Internal information released generally under
freedom of information

Internal guidance documents Unless requested
Internal reports Unless requested
Items distributed on behalf of other e.g. Whitehall Depts.

organisations

Papers supplied by third parties not under
contract

Research papers Unless requested

Working drafts

NOTE: It is inevitable that the above will not encompass every sort of document. Staff
should apply judgement in ensuring that they choose a suitable category on a
comparative basis when assessing whether items should be bilingual. For documents
forming part of a set, each item needs to be individually scored.
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8. APPENDIX C 1 Welsh Language Skills Strategy

TORFAEN BWRDEISTREF
COUNTY SIROL
BOROUGH TORFAEN

WELSH
LANGUAGE SKILLS
STRATEGY

Prepared by Alan Vernon-Jones, Welsh-language
of ficer, 1 n accordance with
Welsh-language scheme

May 2009
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needs of posts
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1. Introduction

1.1 In its Welsh Language Scheme (revised in 2006) Torfaen Council has adopted the
principle that in the conduct of public business it will treat the Welsh and English
languages on a basis of equality. Set out in the Scheme are the measures the
Council has committed itself to take in order to ensure that this principle is
incorporated within service delivery.

1.2 In 2004, the Council developed a Welsh Language Skills Strategy to facilitate
implementation of the Welsh Language Scheme in operation at the time. The
Strategy set out a timetable for identifying the number and location of members of
staff with Welsh-language skills, the linguistic needs of all council workplaces and
posts, and, through a comparison of skills requirements with available skills
resources, the gaps that existed #tmdunmhe Cou
services. Where skills deficits were identified, it proposed a series of remedial
measures for departmental directors to consider.

1.3 To date, implementation of the Strategy has not occurred in any substantive form,
mainly due to the realignment oftiermamageriaCounci |
structures early in 2005. Recognising the St
Welsh-medium services in Torfaen, the Council made implementation a commitment
of its revised Welsh Language Scheme of 2006.

1.4 | n Apr il 2007, a Wel sh Language Board rep
management in the bilingual skill s iohs el do)
concerning the systems deployed by the Council to record language skills data. The
Strategy has been revised in line with these recommendations and to reflect policy
and organisational developments since 2004. As stated then, the Strategy is not a
new council policy, but aims to facilitate implementation of previous corporate
commit ments expressed in the Councilds statu

2. Aims and Objectives

21 The aim of t his Strategy i s to facelshitate

Language Scheme by the identification and strategic development of the Councilé s
bilingual skills resources. The following actions have been identified as necessary to
achieve this aim:

o An audit of existing bilingual skills
o An audit of workplaces and posts
o A comparison of skills and posts

2.2 Where the above process identifies a skills deficit (a gap between the skills
requirements of the post/workplace and the existing skills resources), chief officers will
be required to consider a range of staffing options to address the issue. These will
include rearrangement of staff duties and responsibilities, the recruitment of Welsh
speakers to new or vacant posts, and Welsh-language training for existing members
of staff. Full details of these options are provided below.
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3.1

3.2

3.3

3.4

3.5

Audit of Existing Bilinqual Skills

In order to develop its bilingual skills capacity, it is essential that the Council first
establish how many of its staff currently speak Welsh or are learning, their level of
proficiency, and their location within the organisation.

An initial audit of bilingual skills was completed in 2001, the results of which were
updated quarterly (via information contained in new starter forms) and recorded on the

council 6s comput er i s@pen Doa.r BFllowing eatloptienyo$ the m,

Welsh Language Skills Strategy in 2004, a further audit of bilingual skills was
conducted to bring this information up to date.

I n 2008 the Council i maw peesameeh infermiatiod Tor Uk
softvaresystem I mporting the data from the
it became evident that the existing equality monitoring data was both incomplete and
contained significant inaccuracies. As a consequence it was agreed that resources will
be committed to the input of more accurate data. An exercise encouraging members
of the workforce to resubmit this data was commenced and a new system established
whereby new starters submitted an equality monitoring form to the Equalities Team for
inputtinginto a O0stand alonedé survey software
approaches toward the Council having more detailed information on the linguistic skills
of its staff than was previously possible. The Council will also be able to update and
cleanse its data on the disabled and ethnic composition of its workforce, which it is
responsible for recording and monitoring under existing equalities legislation.

The information received from the questionnaires will be stored on Trent and made
available to the Welsh Language Officer. This information will be made available to the
Lead Officers in the form of a list of Welsh speakers; reports will be checked for
accuracy and returned to the Welsh Language Officer. Any new/additional members
of staff who are identified as Welsh speakers will be encouraged to contact The Welsh
Language Officer who will gather all necessary information and amend Trent as
necessary. Monitoring lists will be issued on a regular basis to ensure accurate and up
to date information. This approach to gather the information will target a specific skill
i.e. Welsh speakers rather than an Council wide trawl for information.

It is understood that progress in implementing appropriate Trent
(reconfigured)modules for the recording of equality and linguistic data has been
slower than expected. In the interim, the Welsh Language Officer whas made efforts
to identify fluent Welsh speakers within the organisation willing to assist in the delivery
of a Welsh-medium service to the public. The names of these officers are made
available to staff via the internal telephone directory.

ACTION TIMETABLE RESPONSIBILITY
Audit of existing July 2009 Head of Strategic Human Resources and
bilingual skills onwards Welsh Language Officer
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4.1

4.2

4.3

5.1

Audit of Workplaces and Posts

To determine the Council o6s Dbilinguwahtheski I | s

advice and assistance of the Welsh Language Officer i will conduct an audit of all
workplaces and posts within their service areas. By examining the nature of the
service each post and workplace provides to the public, the audit will establish a set of
criteria against which the linguistic requirements of individual posts (the minimum level
of bilingual skills needed to ensure the availability of services in both Welsh and
English) can be determined.

The results of the audit 1 that is, the level of fluency in Welsh necessary to fulfil the
requirements of each post i will be stored on Trent following completion of appropriate
modules and made available to the Welsh Language Officer. When recruiting staff for
new or vacant posts, line managers will be expected to assess applications on the
basis of the linguistic needs of the post, as determined by the above audit. Job
descriptions will therefore need to be redrawn accordingly.

Using data obtained from the audit of bilingual skills, chief officers will be able to
compare the number and location of those who speak Welsh with the linguistic
requirements of individual posts and workplaces. It will therefore be possible for chief
officers to identify posts and workplaces where bilingual skills are required and are not

currently available (areas of o&6skills defi

where bilingual skills are available but are not currently deployed effectively. At the
end of this process, chief officers should report their findings to the Head of Strategic
Human Resources, who will be responsible for maintaining a strategic overview of the

Council 6s biapacitpgual skill s ¢
ACTION TIMETABLE RESPONSIBILITY
Audit of workplaces and Rolling programme over Chief officers & Welsh
posts and comparison with lifetime of Welsh Language Officer
existing bilingual skills Language Scheme

Addressing Areas of Skills Deficit

Where the above process identifies a skills deficit, chief officers will need to consider
ways in which this can be addressed. When doing so, they will need to be mindful of
the Council és | egal requi rement t oalhasisoht
equality when delivering services to the public. They should also take into account:

the resources available for facilitating any proposed option(s)

the overall capacity of their service to provide bilingual services

the degree of contact that teams within their service have with the public
opportunities to improve and extend bilingual provision, particularly in areas
where customer satisfaction surveys have demonstrated public demand

o the needs, concerns and opinions of staff who may be affected

Some of the options available to chief officers are outlined below.
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5.2. Training

5.2.1 The Council currently offers Welsh in the workplace training to staff and elected
members free of charge and during work time. While this has raised the profile of the
Welsh language among staff and enabled those attending to acquire a range of
bilingual skills, such training has not to date been targeted strategically.

5.2.2 The audit of skills and posts outlined above will enable chief officers to identify the
training needs of their service and target Welsh-language training provision where
most required. It will also assist chief officers, with the advice and support of the
Welsh Language Officer, to develop training provision that is appropriate to the needs
of individuals and the posts they occupy For example, where a need for a Welsh-
speaking member of staff has been identified, it may be appropriate for the relevant
postholder to attend an intensive language course in order to achieve the required
level of fluency as swiftly as possible. (in keeping with the linguistic competencies
identified in Appendix to this document).

53 Recruitment

5.3.1 Where an ability to speak Welsh constitutes an important part of a particular post,
chief officers may choose to recruit externally in order to ensure the capacity to deliver
Welsh-language services. Whenever recruitment to a new or vacant post occurs, job
descriptions should ask for Welsh-language skills that meet the requirements
identified by the audit of posts. (Chief Officers should bear in mind that the
requirement for Welsh-l anguage skill s may be O&édteam spe
specificb.) I n order to maxi mise the number
recommended that line managers use the Welsh-language media to advertise for
posts that require specific Welsh-language skills 1 further advice can be obtained from
the Councild s Wel sh Language Officer.

5.3.2 Should it prove difficult to appoint a Welsh speaker to a position of need, chief officers
will either need to rearrange service provision to meet this need or make a
commitment to learn Welsh i to the required level of proficiency and within a stated
timescale 1 a condition of employment for the most suitably qualified applicant, in line
with paragraph7 . 3. 3 of the Council 6s WeOffisels shodddn guage
be mindful of the pressures of such a commitment and the proportion of the working
week that staff will need to devote to learning the language.

5.3.3 When recruiting to new or vacant posts, managers should treat the ability to speak
Welsh like any other skill requirement. Appointments should be made on the basis of
merit and in accordance with equal opportunity policies and employment legislation.

5.4 Rearrangement of duties and responsibilities

5.4.1 Where there are Welsh speakers with appropriate skills available, chief officers may
be able to rearrange service provision i so that, for example, phone calls and items of
correspondence can be answered in Welsh and/or translated within the service area 1
without the need to modify existing job descriptions or contracts of employment. (The
Council employs a translator who will assist in the translation of longer items of
correspondence and/or when required).
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5.4.2 Chief Officers should also ensure that their staff are aware of the list of fluent Welsh
speakers 1T to whom calls in Welsh can be transferred 1 in the internal telephone
directory and that they establish arrangements within their service to update this list
regularly. Monitoring of such arrangements should be part of their equality lead
of ficerds brief.

5.5 Redeployment

5.5.1 The audits of skills, workplaces and posts may reveal instances where a service
employs Welsh-speaking staff in locations/posts where they have minimal contact with
the public. The skills held by these staff thus represent an unused or underused
resource that could be more productively deployed.

5.5.2 However, when considering this option, chief officers should ensure that they obtain
the consent and good will of staff that may be affected. Staff should not be
pressurised to move post or engage in training against their will simply because of
their linguistic ability.

5.5.3 Where appropriate, chief officers may also wish to consider the possibility of
pooling/sharing available Welsh-language skills resources with neighbouring local
authorities and partner organisations.

ACTION TIMETABLE RESPONSIBILITY
Implementation of During lifetime of Chief officers, equality lead
available staffing options | Welsh Language officers & Welsh Language

Scheme Officer

6. Monitoring

6.1 Each year, the Welsh Language Officer prepares a report to the Welsh Language
Board outlining the Councilds progress in im
As noted previously, this commits the Council to implementing a Welsh Language
Skills Strategy. Future reports will therefore comment on progress in delivering this
strategy.

6.2 It is expected that the Welsh Language Board, via their risk assessment process, will
wish to reassess the Counci | 6s bilingual skills managem
ensure that progress in this area is sustained.

ACTION TIMETABLE RESPONSIBILITY
Monitoring and reporting on Ongoing from Welsh Language
implementation of the Welsh Language October 2008 Officer
Skills Strategy
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APPENDIX

Framework for determining fluency in Welsh and
the linguistic needs of posts

The table below describes four different levels of Welsh-language skills relating to both oral

and written competencies. Levels provide an indication o f an individual 0s
language, ranging from Level 1 (basic) to Level 4 (proficient), and are defined by a series of
6camd statements. I n addition to the identified

be competent, confident and willing to use Welsh in their provision of services to the public.

SKILL | LEVEL 1 LEVEL 2 LEVEL 3 LEVEL 4
Basic Proficient

Oral Can say names and Can take and pass | Can contribute to | Can deal with complex or
signs, recognise on messages, meetings, deal sensitive
services/locations, respond to general | with/respond to enquiries/complaints and
and introduce and enquiries, and enquiries, and deal confidently with
greet people. note the principal | argue for and hostile/complex

details of a against a case. guestions.
conversation.

Written | Can write simple Can write informal | With editorial Can write reports and
routine requests such | internal memos help, can write presentations and make
as: 6Can | |andemall business letters, | full and accurate notes in
pl ease?6 messages and emails and meetings.

deal with routine posters for
requests. external
customers.
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9. APPENDIX D i Example of Signpost  Advertisement

supportive, faix effective / cefnogol, tes, effeithiol

NEIGHBOURHOOD SERVICES /
GWASANAETHAU CYMDOGAETH

BUSINESS DEVELOPMENT MANAGER /
RHEOLWR DATBLYGU BUSNES

Ref: REGO507

£28,636 - £33,667 (temporary contract until 31/03/11)
Closing date: 13 May 2011

The authority welcomes applications in both English and Welsh

For more information visit —— memm

COUNTY

www.torfaen.gov.uk BOROUGH

email ( ‘:} ‘?‘:“ﬁ. o

or call

SIROL
TORFAEN

INVESTOR IN PEOPLE “Usap
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