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1. Introduction 
 
This Annual Report is produced under the Welsh Language Measure (Wales) 2011 and Welsh 
Language Standards (No.1) Regulations 2015. The Regulatory Framework requires Torfaen 
County Borough Council to report on five statutory areas.   
 

Areas 

Relevant 

Standard  

and/or  

S  ub-section 

Compliance 
 
The annual report must include how you complied with the 
standards (by class of standard – service delivery, policy making 
and opreational) 
 

158, 164, 170 

Complaints 
 
The annual report must include the number of complaints you 
received during the year which related to your compliance with the 
standards with which you were under a duty to comply. 
 

147, 148, 149, 

156, 158 (2), 

162, 164 (2), 

168 (a), 170 (2) 

(d) 

Welsh Language Skills  
 
The annual report must include the following information (where 
relevant, to the extent you are under a duty to comply with the 
standards referred to) - 

(a) the number of employees who have Welsh language 
skills at the end of the year in question (on the basis of 
the records you kept in accordance with standard 151)  
 

170 (2) (a) 

151 

Welsh Language Training  
 
The annual report must include the following information (where 
relevant, to the extent you are under a duty to comply with the 
standards referred to) - 

(b) the number of members of staff who attended training 
courses you offered in Welsh during the year (on the basis 
of the records you kept in accordance with standard 152); 
(c) if a Welsh version of a course was offered 
Nifer yr aelodau o staff a fynychodd gyrsiau hyfforddiant a 
gynigiwyd gennych yn Gymraeg yn ystod y flwyddyn (ar 
sail y cofnodion a gadwyd gennych yn unol â safon 152); 

 

170 (2) (b) (c) 

152 
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Recruitment  
 
The annual report must include the following information (where 
relevant, to the extent you are under a duty to comply with the 
standards referred to) - 

(ch) the number of new and vacant posts that you 
advertised during the year which were categorised as posts 
where - 

(i) Welsh language skills were essential, 
(ii) Welsh language skills needed to be learnt when 
appointed to the post, 
(iii) Welsh language skills were desirable, or 
(iv) Welsh language skills were not necessary,  

(on the basis of the records you kept in accordance with 
standard 154);  

170 (2) (ch) 

154 

 
 
The Councils’ Welsh language standards are detailed within it’s Compliance Notice dated 30 
September 2015.  The Council is subject to 170 standards contained within the Compliance 
Notice.  
 
The Partnership and Policy Team, under the Public Services Support Unit directorate currently 
have four members of staff working on corporate Welsh language delivery on behalf of the 
Council.  

 
Welsh Language Officer  
Welsh Translation Co-ordinator  
Welsh Language Translators (x 2)  
 
Public Services Support Unit 
Partnership and Policy Team  
Civic Centre      
Pontypool 
Torfaen NP4 6YB     
 
Telephone :  (01495) 766096 
 

This report was approved by the Executive Member for Corporate Governance & Performance 
with overview by the Leadership Team due to the Covid-19 pandemic. Elected Members are 
fully aware of the corporate responsibilities and statutory obligations under the Standards and 
remain committed to the delivery of Welsh language Services to the residents of Torfaen. 
 
The approved Annual Report will be published on the Council's corporate website 
(www.torfaen.gov.uk), under the Welsh Language section and available at local offices where 
the public have access, no later than 30 June 2020. 

  

http://www.torfaen.gov.uk/
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2. Achievements 
 
Signage Policy 
The Council encourages property developers to use Welsh names on new streets within the 
borough. 
During 2019/20, 11 new street names were submitted through the planning process. 1 (9.1%) were 
approved with Welsh names. This falls below the 50% agreed with the Welsh Language 
Commissioner and is partly due to 7 Street names appearing on one application at the beginning of 
the financial year.  
The Council no longer translates existing street names following guidance from the Welsh 
Language Commissioner. 
 
The Use of Welsh at Meetings 
During 2019/20, all staff were reminded of the Council’s obligations under the Standards when 
arranging meetings with the public.  Guidance was issued from sending invitations to facilitating 
interpretation services at meetings. 
 
‘Iaith Gwaith’ Lanyards,Badges and Email Logos 
Badges and Lanyards were again distributed to staff who are able to use Welsh within the 
workplace and a means by which the public can identify officers who are able to speak Welsh. The 
Council has also encouraged the use of the “Iaith Gwaith” logo on individual staff email.    
 
Language Skills for New and Vacant Posts 
During 2018/19, the recruitment policy was amended to strengthen the requirements for Welsh 
language skills when assessing new and vacant posts. Although this has meant a small increase in 
the number of posts advertised requiring some Welsh language skills, more work is needed to 
identify the processes used within each service area.   
 
Self Evaluation 
Representatives from each service area are part of the Welsh Language Co-ordination Group who 
champion and promote the language on a day to day basis.  Each service area is asked to self-
evaluate against each of the standards which informs this Annual Report 
 
Staff Guide 
The Welsh Language Commissioner issued the final “Code of Practice for the Welsh Language 
Standards (No. 1) Regulations 2015” in February 2020. Although the document was welcomed in 
principal, the council continues to work through the discrepancies between the final code and the 
Council’s interpretation of 2016. 
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3. Compliance – Service Delivery Standards 
 
Guidance and the Council’s interpretation for staff on the requirements of the Service Delivery 
Standards are published on the Council’s intranet.   
 
Correspondence – Standards 1 - 7 

 

 1  If you receive correspondence from a person in 
Welsh you must reply in Welsh (if an answer is 
required), unless the person has indicated that there 
is no need to reply in Welsh.  

The Council welcomes 

correspondence in Welsh 

and English, and all letter 

and email templates state 

this by means of a standard 

sentence “The Council 

welcomes correspondence 

in Welsh and English. 

Correspondence received in 

Welsh will be answered in 

Welsh and will not lead to 

any delay.” 

 

Any general correspondence 

to numerous household is 

sent out bilingually.  

 

Each department within the 

Council is responsible for 

keeping their own record on 

whether a person wishes to 

receive correspondence in 

Welsh 

 

The Council’s process for 

recording information for 

social services also record 

the language preference of 

the individual requiring the 

service. 

This is a mandatory field 

within the recording process.  

4  When you send the same correspondence to 
several persons, you must send a Welsh language 
version of the correspondence at the same time as 
you send any English language version.  

5  If you don't know whether a person wishes to 
receive correspondence from you in Welsh, when 
you correspond with that person you must provide a 
Welsh language version of the correspondence.  

6  If you produce a Welsh language version and a 
corresponding English language version of 
correspondence, you must not treat the Welsh 
language version less favourably than the English 
language version (for example, if the English version 
is signed, or if contact details are provided on the 
English version, then the Welsh version must be 
treated in the same way).  

7 You must state –  
(a) in correspondence, and  
(b) in publications and official notices that invite 
persons to respond to you or to correspond with you, 
that you welcome receiving correspondence in 
Welsh, that you will respond to any correspondence 
in Welsh, and that corresponding in Welsh will not 
lead to delay. 
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Telephone Calls – Standards 8 - 22 
 

8 When a person contacts you on your main telephone 
number (or numbers), or on any helpline numbers or 
call centre numbers, you must greet the person in 
Welsh.  

All staff are required to use 

the corporate bilingual 

greeting when answering 

calls. 

 

Staff guidance outlines the 

Council procedure when 

dealing with telephone calls 

received from customers 

who wish to access services 

in Welsh 

 

The Council welcomes calls 

in Welsh and directs calls, 

via a recorded message, to 

“Call Torfaen” staff who are 

able to deal with their 

enquiry in Welsh. 

 

All automated messages are 

bilingual. 

 

During 2019/2020 the 

Council’s main call centre 

received a total of 96,689 

calls.  1.9% (1,844 calls) of 

these calls chose the Welsh 

language option.  
 

Each department within the 

Council is responsible for 

keeping their own record on 

whether a person wishes to 

receive telephone calls in 

Welsh 

 

 

 

9 When a person contacts you on your main telephone 
number (or numbers), or on any helpline numbers or 
call centre numbers, you must inform the person that 
a Welsh language service is available.  

11 When a person contacts you on your main telephone 
number (or numbers), or on any helpline numbers or 
call centre numbers, you must deal with the call in 
Welsh if that is the person's wish until such point as - 
(a) it is necessary to transfer the call to a member of 
staff who does not speak Welsh who can provide a 
service on a specific matter; and (b) no Welsh 
speaking member of staff is available to provide a 
service on that specific subject matter.  

12 When you advertise telephone numbers, helpline 
numbers or call centre services, you must not treat 
the Welsh language less favourably than the English 
language.  

13 If you offer a Welsh language service on your main 
telephone number (or numbers), on any helpline 
numbers or call centre numbers, the telephone 
number for the Welsh language service must be the 
same as for the corresponding English language 
service.  

14 When you publish your main telephone number, or 
any helpline numbers or call centre service numbers, 
you must state (in Welsh) that you welcome calls in 
Welsh. 

15 If you have performance indicators for dealing with 

telephone calls, you must ensure that those 

performance indicators do not treat telephone calls 

made in Welsh any less favourably than calls made in 

English. 

16 Your main telephone call answering service (or 

services) must inform persons calling, in Welsh, that 

they can leave a message in Welsh.  

17 When there is no Welsh language service available 

on your main telephone number (or numbers), or any 

helpline numbers or call centre numbers, you must 

inform persons calling, in Welsh (by way of an 

automated message or otherwise), when a Welsh 

language service will be available.  
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19 If a person contacts one of your departments on a 

direct line telephone number (including on staff 

members' direct line numbers), and that person 

wishes to receive a service in Welsh, you must deal 

with the call in Welsh until such point as - (a) it is 

necessary to transfer the call to a member of staff 

who does not speak Welsh who can provide a 

service on a specific subject matter; and (b) no 

Welsh speaking member of staff is available to 

provide a service on that specific subject matter.  

20 When a person contacts you on a direct line number 

(whether on a department's direct line number or on 

the direct line number of a member of staff), you 

must ensure that, when greeting the person, the 

Welsh language is not treated less favourably than 

the English language.  

21 When you telephone an individual ("A") for the first 
time you must ask A whether A wishes to receive 
telephone calls from you in Welsh, and if A responds 
to say that A wishes to receive telephone calls in 
Welsh you must keep a record of that wish, and 
conduct telephone calls made to A from then 
onwards in Welsh.  
You must comply with standard 21 in every 
circumstance, except:  
where it is necessary for a member of staff 
who does not speak Welsh to provide a service 
on a specific subject matter; and  
where no Welsh speaking member of staff is 
available to provide a service on that specific 
subject matter.  

 

22 Any automated telephone systems that you have 

must provide the complete automated service in 

Welsh.  
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Meetings with the Public – 24 - 36 
 

24 If you invite one person only ("P") to a meeting you 

must ask P whether P wishes to use the Welsh 

language at the meeting, and inform P that you will, if 

necessary, provide a translation service from Welsh 

to English for that purpose.  

Any meeting that is arranged 

with individuals will be 

conducted in the customers 

preferred language. 

 

Guidance on the 

requirements of the 

Standards has been issued 

to all staff. 

 

The Welsh Language Unit 

provides help and guidance 

on the use of simultaneous 

translation and practical 

guidance on ensuring that 

the language choice of 

attendees at meetings are 

identified from the outset. 

 

Council meetings require 

participants to inform the 

Council at least three days 

before the meeting if they 

wish to contribute in Welsh 

(where they are permitted to 

contribute to the meeting), in 

order to source 

simultaneous translation. 

 

24A If you have invited one person only ("P") to a meeting 

and P has informed you that P wishes to use the 

Welsh language at the meeting, you must arrange for 

a simultaneous translation service from Welsh to 

English to be available at the meeting (unless you 

conduct the meeting in Welsh without the assistance 

of a translation service).  

26 If you invite an individual ("A") to a meeting, and the 

meeting relates to the well-being of A, you must ask A 

whether A wishes to use the Welsh language at the 

meeting, and inform A that you will, if necessary, 

provide a translation service from Welsh to English 

and from English to Welsh for that purpose. 

26A You must arrange for a simultaneous translation 

service from Welsh to English and from English to 

Welsh to be available at a meeting - 

(a) if the meeting relates to the well-being of an 

invited individual ("A"), and 

(b) if A has informed you that A wishes to use the 

Welsh language at the meeting; unless you conduct 

the meeting in Welsh without the assistance of a 

translation service. 

27 If you invite more than one person to a meeting 

(which does not relate to the well-being of one or 

more of the individuals invited), you must ask each 

person whether they wish to use the Welsh language 

at the meeting. 

27A If you have invited more than one person to a 

meeting (which does not relate to the well-being of 

one or more of the individuals invited), and at least 

10% (but less than 100%) of the persons invited have 

informed you that they wish to use the Welsh 

language at the meeting, you must arrange for a 

simultaneous translation service from Welsh to 

English to be available at the meeting. 
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27D If you have invited more than one person to a 

meeting (which does not relate to the well-being of 

one or more of the individuals invited), and all of the 

persons invited have informed you that they wish to 

use the Welsh language at the meeting, you must 

arrange for a simultaneous translation service from 

Welsh to English to be available at the meeting 

(unless you conduct the meeting in Welsh without the 

assistance of a translation service). 

29 If you invite more than one person to a meeting, and 

that meeting relates to the well-being of one or more 

of the individuals invited, you must – 

(a) ask that individual or each of those individuals 

whether he or she wishes to use the Welsh language 

at the meeting, and 

(b) inform that individual (or those individuals) that, if 

necessary, you will provide a translation service from 

Welsh to English and from English to Welsh for that 

purpose. 

29A You must provide a simultaneous translation service 

from Welsh to English and from English to Welsh at a 

meeting - 

(a) if you have invited more than one person to the 

meeting, 

(b) if the meeting relates to the well-being of one or 

more of the individuals invited, and 

(c) if at least one of those individuals has informed 

you that he or she wishes to use the Welsh language 

at the meeting; unless you conduct the meeting in 

Welsh without the assistance of a translation service. 

30 If you arrange a meeting that is open to the public you 

must state on any material advertising it, and on any 

invitation to it, that anyone attending is welcome to 

use the Welsh language at the meeting. 

31 When you send invitations to a meeting that you 

arrange which is open to the public, you must send 

the invitations in Welsh. 

32 If you invite persons to speak at a meeting that you 

arrange which is open to the public you must - 

(a) ask each person invited to speak whether he or 

she wishes to use the Welsh language, and 

(b) if that person (or at least one of those persons) 

has informed you that he or she wishes to use the 

Welsh language at the meeting, provide a 

simultaneous translation service from Welsh to 

English for that purpose (unless you conduct the 

meeting in Welsh without a translation service). 
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33 If you arrange a meeting that is open to the public, 

you must ensure that a simultaneous translation 

service from Welsh to English is available at the 

meeting, and you must orally inform those present in 

Welsh - 

(a) that they are welcome to use the Welsh language, 

and  

(b) that a simultaneous translation service is 

available. 

You must comply with standard 33 in every 

circumstance, except: 

 where an invitation or material advertising the 

meeting has asked persons to inform you 

whether they wish to use the Welsh language, 

and that no person has informed you that he or 

she wishes to use the Welsh language at the 

meeting. 

34 If you display any written material at a meeting that 

you arrange which is open to the public, you must 

ensure that that material is displayed in Welsh, and 

you must not treat any Welsh language text less 

favourably than the English language text. 

You must comply with standard 34 in every 

circumstance, except when the following is 

applicable: 

(1) A body is not required to translate into Welsh 

any text that it has not produced (“text A”). 

(2) A body will not be treating the Welsh language 

less favourably if it does not translate text A into 

Welsh but see sub- paragraph (3). 

(3) A body must use the Welsh version of text A if 

another person has produced text A in Welsh in 

accordance with — 

(a) its Welsh Language Scheme; 

(b) a duty to comply with standards; 

(c) Standing Orders of the Assembly;  

(ch) section 35(1C) of the 2006 Act; or 

(d) the Assembly Commission’s Official 

Languages Scheme. 

35 If you organise a public event, or fund at least 50% of 

a public event, you must ensure that, in promoting the 

event, the Welsh language is treated no less 

favourably than the English language (for example, in 

the way the event is advertised or publicised). 
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36 If you organise a public event, or fund at least 50% of 

a public event, you must ensure that the Welsh 

language is treated no less favourably than the 

English language at the event (for example, in 

relation to services offered to persons attending the 

event, in relation to signs displayed at the event and 

in relation to audio announcements made at the 

event). 

You must comply with standard 36 in every 

circumstance, except services provided by: 

 commercial providers; 

 voluntary organisations; or  

 Independent providers. 
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Bilingual Documents – Standards 37 - 51, 69 - 70 
 

37 Any publicity or advertising material that you produce 

must be produced in Welsh, and if you produce the 

advertising material in Welsh and in English, you must 

not treat the Welsh language version less favourably 

than you treat the English language version. 

The Council’s policy is to 

publish public forms, 

leaflets, posters, Council 

agendas and minutes, etc. 

bilingually. Documents 

which are not specified 

within the Standards are 

scored, based on number of 

words, anticipated audience 

and technical content. The 

minimum requirement for 

any public document is a 

bilingual executive 

summary. 

 

Staff Guidance outlines the 

requirements that all 

information produced for the 

public should be bilingual, 

and that the Welsh 

language should be treated 

no less favourably than the 

English language. 

 

The Welsh Language 

Commissioner’s design 

guide is promoted as good 

practice.  

 

All Official Notices are 

published bilingually, with 

the Welsh language text 

positioned so that it is likely 

to be read first (above or to 

the left of the English text) 

 

All new forms produced or 

renewed will be bilingual. 

38 Any material that you display in public must be 

displayed in Welsh, and you must not treat any Welsh 

language version of the material less favourably than 

the English language version. 

41 If you produce the following documents you must 

produce them in Welsh - 

(a) agendas, minutes and other papers that are 

available to the public, which relate to management 

board or cabinet meetings; 

(b) agendas, minutes and other papers for meetings, 

conferences or seminars that are open to the public. 

You must comply with standard 41(a) in every 

circumstance, except: 

 other papers that are available to the public, 

which relate to management board or cabinet 

meetings. 

You must comply with standard 41(b) in every 

circumstance, except: 

 other papers for meetings that are open to the 

public. 

42 Any licence or certificate you produce must be 

produced in Welsh. 

You must comply in relation to a licence or 

certificate that is published in every circumstance. 

You must comply in relation to a licence or 

certificate that is issued to a person, and that is not 

published in the following circumstances: 

a)       when you have offered to produce a licence 

or certificate in Welsh for a person, and 

b)       when that person has informed you that they 

wish to receive a licence or certificate in Welsh. 

43 Any brochure, leaflet, pamphlet or card that you 

produce in order to provide information to the public 

must be produced in Welsh. 

45 Any rules that you publish that apply to the public must 

be published in Welsh. 

46 When you issue any statement to the press you must 

issue it in Welsh and, if there is a Welsh language 

version and English language version of a statement, 

you must issue both versions at the same time. 
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47 If you produce a document for public use, and no other 

standard has required you to produce the document in 

Welsh, you must produce it in Welsh - 

(a) if the subject matter of the document suggests that it 

should be produced in Welsh, or 

(b) if the anticipated audience, and their expectations, 

suggests that the document should be produced in 

Welsh. 

48 If you produce a document in Welsh and in English 

(whether separate versions or not), you must not treat 

any Welsh language version less favourably than you 

treat the English language version. 

49 If you produce a Welsh language version and a 

separate English language version of a document, you 

must ensure that the English language version clearly 

states that the document is also available in Welsh. 

50 Any form that you produce for public use must be 

produced in Welsh. 

50A If you produce a Welsh language version and a 

separate English language version of a form, you must 

ensure that the English language version clearly states 

that the form is also available in Welsh. 

50B If you produce a form in Welsh and in English (whether 

separate versions or not), you must ensure that the 

Welsh language version is treated no less favourably 

than the English language version, and you must not 

differentiate between the Welsh and English versions in 

relation to any requirements that are relevant to the 

form (for example in relation to any deadline for 

submitting the form, or in relation to the time allowed to 

respond to the content of the form). 

51 If you pre-enter information on a Welsh language 

version of a form (for example, before sending it to a 

member of the public in order for him or her to check 

the content or to fill in the remainder of the form), you 

must ensure that the information that you pre-enter is in 

Welsh. 

69 Any official notice that you publish or display must be 

published or displayed in Welsh, and you must not treat 

any Welsh language version of a notice less favourably 

than an English language version. 

70 When you publish or display an official notice that 

contains Welsh language text as well as English 

language text, the Welsh language text must be 

positioned so that it is likely to be read first. 
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Public Website, Social Media and Apps, and Self-service Machines – Standards 52 - 60 
 

52 You must ensure that - 

(a) the text of each page of your website is available in 

Welsh, 

(b) every Welsh language page on your website is fully 

functional, and 

(c) the Welsh language is not treated less favourably 

than the English language on your website. 

You must comply with standard 52 in relation to the 

following by 30 September 2017: 

 The Council’s corporate website. 

You must comply with standard 52 in relation to the 

following by 30 March 2018: 

 Every other website. 

Each page of the Council’s 

corporate website is available 

in Welsh and English.  A 

language “splash screen” 

ensures that users are given 

a choice from the outset. 

 

Users are able to toggle 

between languages by 

selecting the “Language” link 

on the top right of each page. 

 

The Welsh pages of the 

corporate website received 

5,714 hits during 2019/20, in 

comparison to 2,586,841 hits 

on the English pages. 

 

All existing microsites have 

been audited to ensure 

compliance. 

 

Guidance on the 

requirements under the 

Welsh Language Standards 

have been issued to all staff 

 

New and existing apps will be 

fully functional, and of the 

same standard in both Welsh 

and English 

 

All social media posts will be 

bilingual.  The only exception 

will be reactive (on the day) 

posts, where the message will 

be displayed in the language 

of the author. 

 

All self-service machines are 

able to function bilingually. 

55 If you have a Welsh language web page that 

corresponds to an English language web page, you 

must state clearly on the English language web page 

that the page is also available in Welsh, and you must 

provide a direct link to the Welsh page on the 

corresponding English page. 

56 You must provide the interface and menus on every 

page of your website in Welsh. 

57 All apps that you publish must function fully in Welsh, 

and the Welsh language must be treated no less 

favourably than the English language in relation to that 

app. 

58 When you use social media you must not treat the 

Welsh language less favourably than the English 

language. 

59 If a person contacts you by social media in Welsh, you 

must reply in Welsh (if an answer is required). 

60 You must ensure that any self-service machines that 

you have function fully in Welsh, and the Welsh 

language must be treated no less favourably than the 

English language in relation to that machine. 
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Signs – Standards 61 - 63 
 

61 When you erect a new sign or renew a sign (including 

temporary signs), any text displayed on the sign must 

be displayed in Welsh (whether on the same sign as 

you display corresponding English language text or on 

a separate sign); and if the same text is displayed in 

Welsh and in English, you must not treat the Welsh 

language text less favourably than the English 

language text. 

The Council’s policy is that all 

signs are bilingual, with the 

Welsh text appearing above 

or to the left of the English 

text. 

 

The only exception is new 

street name plates which will 

appear in Welsh or English 

only, whilst monitoring that 

the Welsh language is not 

treated less favourably than 

the English language. Of the 

11 new street names during 

the financial year, 1 (9.1%) 

was approved in Welsh.  

 

Existing Nameplates will not 

be translated. 

62 When you erect a new sign or renew a sign (including 

temporary signs) which conveys the same information 

in Welsh and in English, the Welsh language text must 

be positioned so that it is likely to be read first. 

63 You must ensure that the Welsh language text on signs 

is accurate in terms of meaning and expression. 
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Reception Services – Standards 64 - 68 
 

64 Any reception service you make available in English 

must also be available in Welsh, and any person who 

requires a Welsh language reception service must not 

be treated less favourably than a person who requires 

an English language reception service. 

You must comply with standard 64 in relation to the 

following by 7 September 2017: 

  The body’s main reception service. 

The Council welcomes the 

use of Welsh at all Council 

offices, and display signs to 

convey this.  

 

Receptionists with Welsh 

language skills have been 

issued with “Work Welsh” 

badges/lanyards. 

 

Guidance has been issued to 

ensure that member of the 

public requesting a Welsh 

language service, are 

provided a Welsh service 

from that point forward. 

 

Council offices who do not 

have Welsh speaking 

receptionist, are able to 

transfer calls to the Civic 

Centre, where a Welsh 

speaker is able to deal with 

the inquiry in Welsh. 

65 If you arrange a visit or appointment in advance for a 

person ("P") which will mean that P will come to your 

reception, you must ask P whether P wishes to receive 

a Welsh language reception service (unless you 

already know whether P wishes to receive that service 

in Welsh). 

You must comply with standard 65 in relation to the 

following by 30 March 2018: 

 Every other reception service. 

65A You must provide a face to face Welsh language 

reception service for a person ("P") at your reception if 

you have arranged a visit or appointment for P in 

advance and -   

(a) P has informed you in advance that P wishes to 

receive the service in Welsh, or   

(b) you are already aware that P wishes to receive the 

service in Welsh. 

You must comply with standard 65A in relation to 

the following by 30 March 2018: 

 Every other reception service. 

66 If you have no face to face Welsh language reception 

service available, you must ensure that a Welsh 

language reception service is available over a phone in 

your reception. 

You must comply with standard 66 in relation to the 

following by 30 March 2018: 

 Every other reception service. 

67 You must display a sign in your reception which states 

(in Welsh) that persons are welcome to use the Welsh 

language at the reception. 

You must comply with standard 67 in relation to the 

following by 7 September 2017 

 The body’s main reception service. 

You must comply with standard 67 in relation to the 

following by 30 March 2018: 

 Every other reception service. 



17 
 

68 You must ensure that staff at the reception who are 

able to provide a Welsh language reception service 

wear a badge to convey that. 

 
Awarding Grants – Standards 71 - 75 
 

71 Any documents that you publish which relate to 

applications for a grant, must be published in Welsh, 

and you must not treat a Welsh language version of 

such documents less favourably than an English 

language version. 

Guidance has been issued to 

all staff on awarding grants 

and the requirements to treat 

the Welsh no less favourably 

than the English language. 

This includes advertising, 

applications, timescales and 

decisions. 

 

 

72 When you invite applications for a grant, you must state 

in the invitation that applications may be submitted in 

Welsh and that any application submitted in Welsh will 

be treated no less favourably than an application 

submitted in English. 

72A You must not treat applications for a grant submitted in 

Welsh less favourably than applications submitted in 

English (including, amongst other matters, in relation to 

the closing date for receiving applications and in 

relation to the time-scale for informing applicants of 

decisions). 

74 If you receive an application for a grant in Welsh and it 

is necessary to interview the applicant as part of your 

assessment of the application you must - 

(a) offer to provide a translation service from Welsh to 

English to enable the applicant to use the Welsh 

language at the interview, and 

(b) if the applicant wishes to use the Welsh language at 

the interview, provide a simultaneous translation 

service for that purpose (unless you conduct the 

interview in Welsh without a translation service). 

75 When you inform an applicant of your decision in 

relation to an application for a grant, you must do so in 

Welsh if the application was submitted in Welsh. 
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Awarding Contracts – Standards 76 - 80 
 

76 Any invitations to tender for a contract that you publish 

must be published in Welsh, and you must not treat a 

Welsh language version of any invitation less 

favourably than an English language version. 

You must comply with standard 76 in the following 

circumstances: 

(a) If the subject matter of the tender for a contract 

suggests 

that it should be produced in Welsh, or 

(b) If the anticipated audience, and their 

expectations, suggests that the document should 

be produced in Welsh. 

All procurement Invitations 

include a Welsh language 

element and tender 

documents are published in 

Welsh if the topic or 

anticipated audience suggest 

that they should be published 

in Welsh.  

 

Tender invitations are 

welcome in English or in 

Welsh and any received in 

Welsh will be dealt with in 

Welsh from that point forward 

 

All contracts awarded by the 

Council also include clauses 

on the requirements to 

provide services according to 

the Council’s Compliance 

Notice. 
 

77 When you publish invitations to tender for a contract, 

you must state in the invitation that tenders may be 

submitted in Welsh, and that a tender submitted in 

Welsh will be treated no less favourably than a tender 

submitted in English. 

77A You must not treat a tender for a contract submitted in 

Welsh less favourably than a tender submitted in 

English (including, amongst other matters, in relation to 

the closing date for receiving tenders, and in relation to 

the time-scale for informing tenderers of decisions). 

79 If you receive a tender in Welsh and it is necessary to 

interview the tenderer as part of your assessment of the 

tender you must - 

(a) offer to provide a translation service from Welsh to 

English to enable the tenderer to use the Welsh 

language at the interview, and 

(b) if the tenderer wishes to use the Welsh language at 

the interview, 

provide a simultaneous translation service for that 

purpose (unless you conduct the interview in Welsh 

without a translation service). 

80 When you inform a tenderer of your decision in relation 

to a tender, you must do so in Welsh if the tender was 

submitted in Welsh. 
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Promoting Welsh Language Services – Standards 81 - 82 
 

81 You must promote any Welsh language service that 

you provide, and advertise that service in Welsh. 

The staff guide on the 

Council’s intranet outlines the 

requirement to promote any 

service provided in Welsh by 

the Council and should be 

advertised in Welsh. 

 

Information on Council 

services are promoted on the 

Council’s website and on 

social media. The corporate 

website is fully bilingual with 

corresponding social media 

accounts in Welsh and 

English.  The Welsh account 

is publicised on the English 

account and vice versa. 

82 If you provide a service in Welsh that corresponds to a 

service you provide in English, any publicity or 

document that you produce, or website that you 

publish, which refers to the English service must also 

state that a corresponding service is available in Welsh. 

 
Corporate Identity – Standard 83 
 

83 When you form, revise or present your corporate 

identity, you must not treat the Welsh language less 

favourably than the English language. 

The Council’s corporate 

identity is bilingual. 

 

 
 
Educational Courses – Standards 84 & 86 
 

84 If you offer an education course that is open to the 

public, you must offer it in Welsh. 

You must comply with standard 84 in every 

circumstance, except: 

 when an assessment carried out in accordance 

with standard 86 comes to the conclusion that there 

is no need for that course to be offered in Welsh. 

 

All courses, which are not 

part of the curriculum, are 

offered in both language. 

 

Each course is then assessed 

in terms of numbers and 

delivery.  The same 

procedure is used for both 

English and Welsh classes 

and does not treat the Welsh 

language less favourably than 

the English language. 

 

Some areas have found it 

difficult to attract tutors with 

the necessary skills to deliver 

these courses. We are 

working with neighbouring 

authorities to address the 

linguistic need.  

86 If you develop an education course that is to be offered 

to the public, you must assess the need for that course 

to be offered in Welsh; and you must ensure that the 

assessment is published on your website. 
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Public Address Systems – Standard 87 
 

87 When you announce a message over a public address 

system, you must make that announcement in Welsh 

and, if the announcement is made in Welsh and in 

English, the announcement must be made in Welsh 

first. 

You must comply with standard 87 in every 

circumstance, except making the announcement in 

Welsh first when the following applies: 

(1) If the conditions in subparagraphs (a) to (c) are 

met or the condition in paragraph (2) is met – 

(a) The first condition is that an emergency has 

occurred, is occurring or is about to occur. 

(b) The second condition is that making an 

announcement over a public address system is 

necessary for the purpose of preventing, 

controlling or mitigating an aspect or effect of an 

emergency. 

(c) The third condition is that the need for the 

announcement made over a public address system 

referred to in sub-paragraph  

(b) is urgent. 

(2) The condition is that the person or body is 

undertaking an emergency drill. 

(3) In this paragraph, “emergency” has the same 

meaning given to it in section 1 of the 2004 Act 

subject to paragraph (4). 

(4) If the condition in paragraph (2) is met, then the 

reference to “an emergency” in sub-paragraph 

(1)(b) is to be read as “the simulated emergency 

situation”. 

 

Announcements made in all 

lifts within Council Offices are 

bilingual. 
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4. Compliance – Policy Making Standards 
 
Guidance and the Council’s interpretation for staff on the requirements of the Policy Making 
Standards are published on the Council’s intranet.  
  

88 When you formulate a new policy, or review or revise an 

existing policy, you must consider what effects, if any 

(whether positive or adverse), the policy decision would 

have on - 

(a) opportunities for persons to use the Welsh language, 

and 

(b) treating the Welsh language no less favourably than 

the English language. 

 

The Council has developed 

an impact assessment 

procedure to accompany the 

Council’s decision making 

process, to ensure 

compliance with the Policy 

Making Standards.  

 

The procedure combines the 

impact assessment on the 

Welsh language and 

equalities with the 

requirements of the Well-

being of Future Generations 

(Wales) Act 2015. 

 

An impact assessment is 

required to accompany any 

report going to cabinet or 

Council for decision with the 

intention to support effective 

decision making and 

ensuring compliance with 

relevant legislation.  

 

The questions on the impact 

on the Welsh language 

include; opportunities to use 

Welsh and the negative or 

increased positive effect the 

decision may have on the 

language whilst ensuring 

that the Welsh language is 

not treated less favourably 

than English 

 

89 When you formulate a new policy, or review or revise an 

existing policy, you must consider how the policy could 

be formulated (or how an existing policy could be 

changed) so that the policy decision would have positive 

effects, or increased positive effects, on - 

(a) opportunities for persons to use the Welsh language, 

and 

(b) treating the Welsh language no less favourably than 

the English language. 

90 When you formulate a new policy, or review or revise an 

existing policy, you must consider how the policy could 

be formulated (or how an existing policy could be 

changed) so that the policy decision would not have 

adverse effects, or so that it would have decreased 

adverse effects, on - 

(a) opportunities for persons to use the Welsh language, 

and 

(b) treating the Welsh language no less favourably than 

the English language. 

91 When you publish a consultation document which relates 

to a policy decision, the document must consider, and 

seek views on, the effects (whether positive or adverse) 

that the policy decision under consideration would have 

on - 

(a) opportunities for persons to use the Welsh language, 

and 

(b) treating the Welsh language no less favourably than 

the English language. 
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92 When you publish a consultation document which relates 

to a policy decision the document must consider, and 

seek views on, how the policy under consideration could 

be formulated or revised so that it would have positive 

effects, or increased positive effects, on 

(a) opportunities for persons to use the Welsh language, 

and 

(b) treating the Welsh language no less favourably than 

the English language. 

93 When you publish a consultation document which relates 

to a policy decision the document must consider, and 

seek views on, how the policy under consideration could 

be formulated or revised so that it would not have 

adverse effects, or so that it would have decreased 

adverse effects, on - 

(a) opportunities for persons to use the Welsh language, 

and 

(b) treating the Welsh language no less favourably than 

the English language. 



23 
 

94 You must produce and publish a policy on awarding 

grants (or, where appropriate, amend an existing policy) 

which requires you to take the following matters into 

account when you make decisions in relation to the 

awarding of a grant - 

(a) what effects, if any (and whether positive or negative), 

the awarding of a grant would have on - 

(i) opportunities for persons to use the Welsh language, 

and 

(ii) treating the Welsh language no less favourably than 

the English language; 

(b) how the decision could be taken or implemented (for 

example, by imposing conditions of grant) so that it would 

have positive effects, or increased positive effects, on - 

(i) opportunities for persons to use the Welsh language, 

and 

(ii) treating the Welsh language no less favourably than 

the English language; 

(c) how the decision could be taken or implemented (for 

example, by imposing conditions of grant) so that it would 

not have adverse effects, or so that it would have 

decreased adverse effects on - 

(i) opportunities for persons to use the Welsh language, 

and 

(ii) treating the Welsh language no less favourably than 

the English language; 

(ch) whether you need to ask the applicant for any 

additional information in order to assist you in assessing 

the effects of awarding a grant on - 

(i) opportunities for persons to use the Welsh language, 

and 

(ii) treating the Welsh language no less favourably than 

the English language. 

95 When you commission or undertake research that is 

intended to assist you to make a policy decision, you 

must ensure that the research considers what effects, if 

any (and whether positive or adverse), the policy decision 

under consideration would have on - 

(a) opportunities for persons to use the Welsh language, 

and 

(b) treating the Welsh language no less favourably than 

the English language. 
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96 When you commission or undertake research that is 

intended to assist you to make a policy decision, you 

must ensure that the research considers how the policy 

decision under consideration could be made so that it 

would have a positive effects, or so that it would 

have increased positive effects, on - 

(a) opportunities for persons to use the Welsh language, 

and 

(b) treating the Welsh language no less favourably than 

the English language. 

97 When you commission or undertake research that is 

intended to assist you to make a policy decision, you 

must ensure that the research considers how the policy 

decision under consideration could be made so that it 

would not have adverse effects, or so that it would have 

decreased adverse effects, on - 

(a) opportunities for persons to use the Welsh language, 

and 

(b) treating the Welsh language no less favourably than 

the English language. 
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5. Compliance – Operational Standards 
 
Guidance and the Council’s interpretation for staff on the requirements of the Operational Standards 
are published on the Council’s intranet.   
 

Providing Employment Documents in Welsh – Standards 99 - 104 

 

98 You must develop a policy on using Welsh 
internally for the purpose of promoting and 
facilitating the use of the language, and you must 
publish that policy on your intranet. 

All job application forms includes 
questions on language preference 
and skills. 
 
The automated system for 
arranging leave / absences, 
expenses and appraisal for staff, is 
currently in English only. 
 
The Council’s HR system has been 
developed to ask the preferred 
language and language skills of all 
permanent staff. 

99 When you offer a new post to an individual, you 
must ask that individual whether he or she wishes 
for the contract of employment or contract for 
services to be provided in Welsh; and if that is the 
individual's wish you must provide the contract in 
Welsh. 

100 You must - 
(a) ask each employee whether he or she wishes 
to receive any paper correspondence that relates 
to his or her employment, and which is addressed 
to him or her personally, in Welsh, and 
(b) if an employee so wishes, provide any such 
correspondence to that employee in Welsh. 

101 You must ask each employee whether he or she 
wishes to receive 
any documents that outline his or her training 
needs or requirements in Welsh; and if that is the 
employee's wish you must provide any such 
documents to him or to her in Welsh. 

102 You must ask each employee whether he or she 
wishes to receive 
any documents that outline his or her 
performance objectives in Welsh; and if that is the 
employee's wish you must provide any such 
documents to him or to her in Welsh. 

103 You must ask each employee whether he or she 
wishes to receive 
any documents that outline or record his or her 
career plan in Welsh; and if that is the employee's 
wish you must provide any such documents to 
him or to her in Welsh. 
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104 You must ask each employee whether he or she 
wishes to receive 
any forms that record and authorise - 
(a) annual leave, 
(b) absences from work, and 
(c) flexible working hours, 
in Welsh; and if that is an employee's wish, you 
must provide any such forms to him or to her in 
Welsh. 

 
 
Human Resources Policies - Standards 105 - 111 

 

105 If you publish a policy relating to behaviour in the 
workplace, you must publish it in Welsh. 

All Council HR policies are provided 
in Welsh on the staff intranet 
(SWOOP). 
 

106 If you publish a policy relating to health and well-
being at work, you must publish it in Welsh. 

107 If you publish a policy relating to salaries or 
workplace benefits, you must publish it in Welsh. 

108 If you publish a policy relating to performance 
management, you must publish it in Welsh. 

109 If you publish a policy about absence from work, 
you must publish it in Welsh. 

110 If you publish a policy relating to working 
conditions, you must publish it in Welsh. 

111 If you publish a policy regarding work patterns, 
you must publish it in Welsh. 
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Complaints and Disciplinary Procedures – Standards 112 - 119 

 

112 You must allow each member of staff - 
(a) to make complaints to you in Welsh, and 
(b) to respond in Welsh to any complaint made 
about him or about her. 

Staff are asked to record their 
language preference.  This 
information is then used in ensuring 
that all complaints and disciplinary 
procedures are dealt with equally in 
their preferred languages. 
 
 

112A You must state in any document that you have 
that sets out your procedures for making 
complaints that each member of staff may - 
(a) make a complaint to you in Welsh, and 
(b) respond to a complaint made about him or 
about her in Welsh; and you must also inform 
each member of staff of that right. 

114 If you receive a complaint from a member of staff 
or a complaint about a member of staff, and a 
meeting is required with that member of staff, 
you must - 
(a) ask the member of staff whether he or she 
wishes to use the Welsh language at the 
meeting; 
(b) explain that you will provide a translation 
service from Welsh to English for that purpose if 
it is required; and if the member of staff wishes to 
use the Welsh language, you must provide a 
simultaneous translation service from Welsh to 
English at the meeting (unless you conduct the 
meeting in Welsh without translation services). 

115 When you inform a member of staff of a decision 
you have reached in relation to a complaint 
made by him or by her, or in relation to a 
complaint made about him or about her, you 
must do so in Welsh if that member of staff - 
(a) made the complaint in Welsh,  
(b) responded in Welsh to a complaint about him 
or about her, 
(c) asked for a meeting about the complaint to be 
conducted in Welsh, or 
(ch) asked to use the Welsh language at a 
meeting about the complaint. 

116 You must allow all members of staff to respond 
in Welsh to allegations made against them in any 
internal disciplinary process. 

116A You must - 
(a) state in any document that you have which 
sets out your arrangements for disciplining staff 
that any member of staff may respond in Welsh 
to any allegations made against him or against 
her, and 
(b) if you commence a disciplinary procedure in 
relation to a member of staff, inform that member 
of staff of that right. 
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118 If you organise a meeting with a member of staff 
regarding a disciplinary matter that relates to his 
or her conduct you must - 
(a) ask the member of staff whether he or she 
wishes to use the Welsh language at the 
meeting, and 
(b) explain that you will provide a translation 
service for that purpose if it is required; and, if 
the member of staff wishes to use the Welsh 
language, you must provide a simultaneous 
translation service from Welsh to English at the 
meeting (unless you conduct the meeting in 
Welsh without a translation service). 

119 When you inform a member of staff of a decision 
you have reached following a disciplinary 
process, you must do so in Welsh if that member 
of staff - 
(a) responded to allegations made against him or 
her in Welsh, 
(b) asked for a meeting regarding the disciplinary 
process to be conducted in Welsh, or 
(c) asked to use the Welsh language at a 
meeting regarding the disciplinary process. 
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The Council’s Intranet and IT Resources – Standards 120 - 125 

 

120 You must provide staff with computer software for 
checking spelling and grammar in Welsh, and 
provide Welsh language interfaces for software 
(where an interface exists). 

Cysgliad software, for checking 
Welsh spelling and grammar is 
installed on all computers as a 
matter of course. 
 
Staff  and members have access to 
the Council’s intranet which 
contains links to: 

 Academy English-Welsh 
Dictionary Online 

 Term Cymru 

 To Bach 
 
Translation of the intranet pages is 
ongoing.  
 
The intranet Welsh language 
intranet page also includes useful 
phrases and translations, translated 
job titles and key documents (Welsh 
language related) 

122 You must ensure that - 
(a) the text of the homepage of your intranet is 
available in Welsh, 
(b) any Welsh language text on your intranet's 
homepage (or, where relevant, your Welsh 
language intranet homepage) is fully functional, 
and 
(c) the Welsh language is treated no less 
favourably than the English language in relation 
to the homepage of your intranet. 

124 If you have a Welsh language page on your 
intranet that corresponds to an English language 
page, you must state clearly on the English 
language page that the page is also available in 
Welsh, and must provide a direct link to the 
Welsh language page on the corresponding 
English language page. 

125 You must designate and maintain a page (or 
pages) on your intranet which provides services 
and support material to promote the Welsh 
language and to assist your staff to use the 
Welsh language. 

 
Staff Language Skills – Standard 127 

 

127 You must assess the Welsh languages skills 
of your employees. 

The Council records the language 
skills of staff according to ALTE 
(Association of Language Testers in 
Europe) levels 0-5. 
0 being “No Welsh language skills 
and 5 being “fluent”.  The skill levels 
are recorded centrally on the 
corporate Human Resources 
employee portal (iFOR).   
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Staff Training – Standards 128 - 133 

 

128 You must provide training in Welsh in the 
following areas, if you provide such training in 
English - 
(a) recruitment and interviewing; 
(b) performance management; 
(c) complaints and disciplinary procedures; (ch) 
induction;   
(d) dealing with the public; and 
(dd) health and safety. 
You must comply with standard 128 in every 
circumstance, except: 
 where an invitation or material advertising 
the training has asked attendees to inform 
you whether they wish to attend the training in 
Welsh, and that no attendee has informed you 
that they wish to attend the training in Welsh. All staff are offered opportunities to 

access training in order to develop 
their Welsh language skills, through 
a variety of sources and methods.  
Details of the training carried out in 
2019/20 can be found in section 8 
of this report. 
 
The Council also promotes the 
“More than Just Words” awareness 
films. 
 
Training through the medium of 
Welsh is available to all staff. 
However, the current very low 
numbers of staff with Welsh 
language skills, inevitably means 
that the minimum number of 
attendees is not reached.  This is in 
line with courses run in English and 
does not treat the Welsh language 
less favourably than the English 
language. 

129 You must provide training (in Welsh) on using 
Welsh effectively in - 
(a) meetings; 
(b) interviews; and 
(c) complaints and disciplinary procedures. 
You must comply with standard 129 in every 
circumstance, except provide the training in 
Welsh: 
 where an invitation or material advertising 
the training has asked attendees to inform 
you whether they wish to attend the training in 
Welsh, and that no attendee has informed you 
that they wish to attend the training in Welsh. 

130 You must provide opportunities during working 
hours - 
(a) for your employees to receive basic Welsh 
language lessons, and 
(b) for employees who manage others to receive 
training on using the Welsh language in their role 
as managers. 

131 You must provide opportunities for employees 
who have completed basic Welsh language 
training to receive further training free of charge, 
to develop their language skills. 

132 You must provide training courses so that your 
employees can develop - 
(a) awareness of the Welsh language (including 
awareness of its history and its role in Welsh 
culture); 
(b) an understanding of the duty to operate in 
accordance with the Welsh language standards; 
(c) an understanding of how the Welsh language 
can be used in the workplace.  



31 
 

133 When you provide information to new employees 
(for example by means of an induction process), 
you must provide information for the purpose of 
raising their awareness of the Welsh language. 

 

 
Wording and Logo for Staff Email Signatures – Standards 134 - 135 

 

134 You must provide text or a logo for your staff to 
include in e-mail signatures which will enable 
them to indicate whether they speak Welsh 
fluently or whether they are learning the 
language. 

The “Work Welsh” logo, for use by 
staff on email signatures, has been 
provided within the Welsh language 
resources pages on the intranet, to 
indicate that staff are able to speak 
Welsh.   
 
Job Titles and Department 
translations is also available on the 
Welsh resource pages on the 
intranet for staff to include a Welsh 
version of their contact details.  

135 You must provide wording for your employees 
which will enable them to include a Welsh 
language version of their contact details in e-mail 
messages, and to provide a Welsh language 
version of any message which informs others that 
they are unavailable to respond to e-mail 
messages. 
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Recruitment Process – Standards 136 - 140 

 

136 When you assess the requirements for a new or 
vacant post, you must assess the need for 
Welsh language skills, and categorise it as a 
post where one or more of the following apply - 
(a) Welsh language skills are essential; 
(b) Welsh language skills need to be learnt when 
appointed to the post; 
(c) Welsh language skills are desirable; or  
(ch) Welsh language skills are not necessary. 

The Council’s policy on assessing 
posts is one of the duties of the 
recruiting manager.  Managers must 
assess the skills required for every 
post advertised and record this on 
the advertisement. 
 
The assessment is based on the 
following criteria : 

• Contact with the public 
(written, by telephone or 
face to face) 

• Contact with Education 
Establishments 
(Schools) 

• No. of Welsh speakers 
currently within the team 

 
All application forms contain a 
statement that welcomes 
applications in Welsh and English 
 
The recruitment of staff with Welsh 
language skills will enable service 
areas to provide services according 
to the requirements of the Welsh 
Language Standards and “More 
than Just Words”, Welsh 
Government’s Strategy for the 
Welsh Language in 
Health and Social Care. 
 
The advertisement, job descriptions 
and person specification must be 
available bilingually, if a post is 
identified as requiring Welsh 
language skills. 

136A If you have categorised a post as one where 
Welsh language skills are essential, desirable or 
need to be learnt you must - 
(a) specify that when advertising the post, and 
(b) advertise the post in Welsh. 

137 When you advertise a post, you must state that 
applications may be submitted in Welsh, and 
that an application submitted in Welsh will not be 
treated less favourably than an application 
submitted in English. 

137A If you publish - 
(a) application forms for posts; 
(b) material that explains your procedure for 
applying for posts; 
(c) information about your interview process, or 
about other assessment methods when applying 
for posts; 
(ch) job descriptions; 
you must publish them in Welsh; and you must 
ensure that the Welsh language versions of the 
documents are treated no less favourably than 
any English language versions of those 
documents. 
You must comply with standard 137A in 
every circumstance, except: 
 job descriptions where a post has been 
categorised as one where Welsh language 
skills are not necessary. 

137B You must not treat an application for a post 
made in Welsh less favourably than you treat an 
application made in English (including, amongst 
other matters, in relation to the closing date you 
set for receiving applications and in relation to 
any time-scale for informing individuals of 
decisions). 
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139 You must ensure that your application forms for 
posts – 
(a) provide a space for individuals to indicate 
that they wish to use the Welsh language at an 
interview or at any other method of assessment, 
and 
(b) explain that you will provide a translation 
service from Welsh to English for that purpose if 
it is required; and, if the individual wishes to use 
the Welsh language at the interview or 
assessment, you must provide a simultaneous 
translation service at the interview or 
assessment (unless you conduct the interview or 
assessment in Welsh without that translation 
service). 

140 When you inform an individual of your decision 
in relation to an application for a post, you must 
do so in Welsh if the application was made in 
Welsh. 

 
 
Internal Signage – Standards 141 - 143 

 

141 When you erect a new sign or renew a sign in 
your workplace (including temporary signs), any 
text displayed on the sign must be displayed in 
Welsh (whether on the same sign as the 
corresponding English language text or on a 
separate sign), and if the same text is displayed 
in Welsh and in English, you must not treat the 
Welsh language text less favourably than the 
English language text. 

 
The Council’s policy is that all 
internal signs are bilingual, with the 
Welsh text appearing above, or to 
the left of the English text. 

142 When you erect a new sign or renew a sign in 
your workplace (including temporary signs) which 
conveys the same information in Welsh and in 
English, the Welsh language text must be 
positioned so that it is likely to be read first. 

143 You must ensure that the Welsh language text on 
signs displayed in 
your workplace is accurate in terms of meaning 
and expression. 
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Workplace announcements – Standard 144 

 

144 When you make announcements in the workplace 
using audio equipment, that announcement must 
be made in Welsh, and if the announcement is 
made in Welsh and in English, the announcement 
must be made in Welsh first. 
You must comply with standard 144 in every 
circumstance, except: 
 making the announcement in Welsh first 
during an emergency or an emergency drill. 

Announcements made in all lifts 

within Council offices are bilingual. 
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6. Complaints  
 

 
All complaints received from residents through the medium of Welsh or relate to a failure to comply 
with the Welsh language Service Delivery Standards are dealt with in line with the Council’s 
corporate complaints policy. Complaints are categorised in three stages 
 

 Stage 1 -  Informal resolution to a complaint within 10 working days 

 Stage 2 - Escalated Stage 1 complaint or a complaint that involves more than one service 
area. Complaints are formally investigated and responded to within 20 working days. 

 Public Services Ombudsman / Welsh Language Commissioner - Escalated Stage 2 
complaint which may undertake an independent review on the complainant’s behalf. The 
Ombudsman would expect the complainant to have exhausted the Council’s complaints 
process prior to contact, except in exceptional circumstances.  Under section 71 of the Welsh 
Language (Wales) Measure, the Welsh Language Commissioner is able to accept 
complaints sent directly to the Commissioner’s office and investigate on their behalf, if a 
complaint is deemed valid. 

 
During 2019/2020, 2 complaints were received. The following table shows the number of complaints 
received at each stage:  
 

Stage 1 Stage 2 
Welsh Language 
Commissioner 

0 0 2 

 
Stage 1 
No complaints were received directly from the public. 
 
Welsh Language Commissioner 
 

 
CSG588  Investigation into a new road sign erected in English only.  This 

investigation was not upheld, due to the Council following previous 
guidance from the Commissioner’s office. 

 
CSG660 Investigation into the auto response generated by 

calltorfaen@torfaen.gov.uk not being bilingual 
 
Both complaints related to the Service Delivery Standards.  

mailto:calltorfaen@torfaen.gov.uk
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7. Staff Welsh language skills  
 
For many years the Council has collected data on the language skills of its staff. Until March 2016, 
this information was collected within the Equalities Monitoring Form.  The Council has developed 
the Human Resources employee portal (iFOR) to capture, record and report on the language skills 
of staff, within the learning and development module, where staff are able to update their skills as 
necessary.  Here is the most recent data held on staff Welsh language Speaking, Reading, 
Understanding and Writing skills. 
 
The Table below shows each service area and the level of fluency using the ALTE scales. 
 
 0 = No Welsh Language Skills 
 5 = Proficient 
 
Speaking 
 

 0 1 2 3 4 5 Total 

Education Services 105 64 3 1 0 5 178 

Resources Directorate 171 15 5 2 2 2 197 

Neighbourhood and Regulatory 
Services 

528 25 3 2 4 3 565 

Social Care & Housing 456 24 4 2 3 2 491 

Chief Executives 109 24 6 2 1 1 143 

Public Services Support Unit 20 5 1 0 0 4 30 

Shared Resource Services 176 25 2 0 1 0 106 

Grand Total 
 

1585 
 

182 
 

24 
 
9 

 
11 

 
17 

 
1808 

 

 
 
Reading 
 

 0 1 2 3 4 5 Total 

Education Services 121 51 3 1 4 1 181 

Resources Directorate 168 17 4 2 1 4 196 

Neighbourhood and Regulatory 
Services 

533 22 3 1 4 3 566 

Social Care & Housing 456 24 4 3 3 2 492 

Chief Executives 113 20 7 2 0 2 144 

Public Services Support Unit 19 5 1 0 0 4 29 

Shared Resource Services 175 27 2 0 1 0 205 

 
Grand Total 
 

 
1585 

 
166 

 
24 

 
9 

 
13 

 
16 1813 
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Writing 
 

 0 1 2 3 4 5 Total 

Education Services 127 42 3 2 2 1 177 

Resources Directorate 169 14 4 2 2 3 194 

Neighbourhood and Regulatory 
Services 

535 20 4 0 4 2 565 

Social Care & Housing 469 12 5 2 2 1 491 

Chief Executives 118 16 5 2 0 1 142 

Public Services Support Unit 22 2 1 0 0 4 29 

Shared Resource Services 186 16 1 0 1 0 204 

 
Grand Total 
 

 
1626 

 
122 

 
23 

 
8 

 
11 

 
12 1802 

 
 
Understanding 
 

 0 1 2 3 4 5 Total 

Education Services 107 58 8 1 3 1 178 

Resources Directorate 167 17 4 2 2 4 196 

Neighbourhood and Regulatory 
Services 

529 24 5 2 3 3 566 

Social Care & Housing 461 16 4 1 5 1 488 

Chief Executives 108 22 6 2 2 1 141 

Public Services Support Unit 19 5 1 0 0 4 29 

Shared Resource Services 173 29 2 0 0 1 205 

 
Grand Total 
 

 
1564 

 
171 

 
30 

 
8 

 
15 

 
15 1803 
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The table below shows the total number of Employees who have indicated their preferred 
language as Welsh: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
*please note that the Welsh Language Service is within the PSSU directorate 
 
This data is intended to inform Managers and Service areas of where skills are located and those 
who are happy to assist the Council in the delivery of Welsh language services. 
 
 
 

  

 Welsh English Total 
% Welsh 
Speakers 

Education Services 2 183 185 1.1 

Resources Directorate 0 251 251 0.0 

Neighbourhood and Regulatory 
Services 

4 586 590 0.7 

Social Care & Housing 1 511 512 0.2 

Chief Executives 0 149 191 0.5 

Public Services Support Unit 4 25 29 13.8 

Shared Resource Services 0 205 205 0.0 

 
Total 
 

11 1910 1921 0.6 
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8. Welsh language training  
 
The Council run a number of Welsh Language training Courses, which are all centrally funded. 
During 2019/2020 the following number of employees attended Welsh language training 
 
 
30 week (2 hours per week) Course 
 
In order to assist the numbers attending Welsh language community based classes, and ensure 
that community classes were offered and promoted within the local  community, Council staff are 
encourage to attend Welsh in the Workplace training provided in partnership with the Regional 
Centre for Learning Welsh, at Coleg Gwent.  
 
16 staff attended Welsh in the workplace training courses in 2019/20 at the following skill levels: 
 

Skill Level Year  No of attendees 

Entry 1 1  3 

Entry 2 2  1 

Foundation1 3  1 

Foundation2 4  5 

Intermediate 1 5  0 

Intermediate 2 6  0 

Higher  7+  6 

    

WITHDREW   2 

    

    

TOTAL   16 

 
 
2 day Taster Course 
 
Two day Welsh taster courses are aimed at gaining basic Welsh language skills and organised in 
partnership with neighbouring authorities/partners and in 2019/20 was delivered by Cardiff City 
Council. 
 
Staff are introduced to learning Welsh and aim to be familiar with basic greeting, introductions and 
giving instructions after completing the course. 
 
3 members of staff attended the 2 day Welsh language taster course in June/July 2019. 
 
 
10 hour On-line Taster Course 
 
8 Members of staff completed the on-line course provided by the National Centre for Learning 
Welsh and aimed at introducing everyday greetings and phrases. 
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Work Welsh Residential Course 
 
During 2019/20, 3 members of staff committed to improving their Welsh by attending a week 
residential course in Nantgwrtheyrn, North Wales. 
 
 
Welsh Awareness Training 
 
Welsh awareness training was combined with training on the requirements of the Welsh language 
standards and delivered to officers from all service areas.  1 sessions were delivered to staff 
during 2019/2020. 
 
Standard 128, requires the Council to provide training in Welsh for staff in the following areas, if 
they are provided in English: 
 

• Recruitment and interviewing; 
• Performance management; 
• Complaints and disciplinary procedures; 
• Induction; 
• Dealing with the public; and 
• Health and safety.  

 
Training on some of these areas was provided during 2019/2020, invitations to training offered 
attendees a language choice.  No requests were received for training through the medium of 
Welsh. 
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9. Recruitment   
 
During 2019/20, 648 new or vacant Torfaen County Borough Council posts were advertised  

The number of post that were categorised as requiring Welsh language skills were as follows: 

Welsh language skills were essential 15 

Welsh language skills needed to be learnt 0 

Welsh language skills were desirable 0 

Welsh language skills were not necessary 633 

  

As part of the recruitment process, and a requirement of Standard 136, each post advertised must 
be assessed for their Welsh language skills.  

 


