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THE FORM OF THE SCHEME

Measures 1 - Principles

1.1
Statement of Commitment

Swansea College has adopted the principle that in the conduct of its public business in Wales, it will treat the English and Welsh languages on the basis of equality.  This Scheme sets out how Swansea College will give effect to that principle when providing services to the public in Wales.
1.2
Introduction
Swansea College is the major provider of Further Education in the Swansea area.  It provides education and training for around 2500 full time students and 14,000 part time students.  It employs approximately 1000 staff and provides courses in all main curriculum areas.  Its students have a wide profile of ages and are drawn from a geographical area extending throughout Swansea and further afield in a minority of cases.  The College has six main sites; these are Tycoch, Llwyn y Bryn, The Kingsway, Morriston, Sketty Hall and Cygnus on Line.  In addition, many courses are provided at other locations such as schools and libraries throughout the region.  The College also has strong commercial activity and provides a significant service to industry including work based learning, consultancy and bespoke short courses which are frequently delivered at the employer’s workplace. 

The City and County of Swansea has a population of approximately 250,000 people.  There is one Welsh language comprehensive school in the County, Ysgol Gyfun Gŵyr that provides students directly to the College. Additionally, some students from Ysgol Gyfun Ystalyfera study at the Collge.  A sample of enrolment forms from September 2002 show that 7% of student previously studied at a Welsh school.  5% of students specify that their preferred language of study would be Welsh.  The College employs approximately 1000 staff of which 3% are Welsh speaking.  An additional 1% of staff are learning Welsh.

GENERAL

Measures 2 – Welsh Language Strategy

The College has presented its strategy in line with the Measures set out in the Welsh Language Schemes – Preparation and Approval document. Each of the Measures is addressed and policy commitments consistent with the principle of equality are made. Where a timed approach is planned, the timescales are laid out. This document describes services currently available in Welsh and planning, delivering and administrative arrangements. It also sets out the College plans for implementing and monitoring Scheme and includes a timetable for its implementation on a Measure by Measure basis.

Measures 3 – New Policies and Initiatives

The formulation of new policies and initiatives can take place throughout the College.  Ultimately, all major policies require the approval of the Governing Body.  More routine policies are approved by the Senior Management Team of the College.  This Scheme requires that the approval of any new policies or initiatives should as a matter of course require a statement to be minuted regarding the linguistic implications of the new policy or initiative.

The College requires that new policies and initiatives will:

· Promote and facilitate the use of Welsh wherever possible

· Move the College closer to implementing the principle of equality at every opportunity

· Be consistent with the Scheme and not undermine it.

The College will consult with the Welsh Language Board in advance regarding any proposals that will affect the Scheme, or will affect the Schemes of other organisations.

This Scheme will not be amended without prior agreement with the Language Board.

Members of the College’s staff involved in policy formulation will be fully informed of the Scheme and of the College’s responsibility under the Welsh Language Act 1993.  This will be achieved through the regular scheduled meetings of Senior Managers and Programme Area Managers, as well as information provided in the Staff Handbook and on the College Intranet.

The measures contained in the Scheme will be applied to new policies and initiatives when they are implemented.

SERVICE  PLANNING AND DELIVERY

Measures 4 – Delivery of Service
The College aims to provide services in English, Welsh and bilingually according to the choice of the student.  In order to achieve this aim, considerations of staff expertise, class sizes and the availability of resources are necessary.  The College is committed to encouraging staff to either learn Welsh or to develop their language in order to be able to teach bilingually or through the medium of Welsh.  Currently, 1% of staff are undertaking Welsh language training.  In addition a support group of staff meets monthly.  The College has also recently employed a translator to provide a translation service for staff in order to develop teaching and assessment materials.

The current provision of Welsh or bilingual teaching is very sparse.  Each student is required to state their preferred language on the application form and a sample of recent forms from September 2002 has shown only 5 % state that their preferred language is Welsh.  However, the College recognises the need to encourage and promote the language and this Scheme sets out plans to do this.  The College provision for the past three years has included the following courses taught bilingually:

A and AS Levels in Welsh,

The Welsh Language B Unit of the International Baccalaureate, 

Welsh Conversation and 

Welsh for Adults courses.

The total student numbers on these courses has in general increased over the past three years with a particularly strong growth in the current year. This is shown below:

Students on Welsh Courses (A levels, Welsh for Adults, Welsh Conversation etc)

	Year
	200/01
	2001/2
	2002/3
	2003/4

	Totals
	169
	150
	165
	240


In 2003/4 the breakdown of the 240 students was as follows:

	Awarding Body
	Subject 
	Level
	Year
	Students

	OCN
	Welsh
	1
	1
	154

	OCN
	Welsh
	1
	2
	47

	OCN
	Welsh
	1
	3
	1

	OCN
	Welsh
	2
	1
	29

	WJEC
	Welsh
	AS
	1
	6

	WJEC
	Welsh
	A
	2
	2

	Edexcel
	Welsh
	AVCE
	1
	1

	Total
	
	
	
	240


During the current academic year (2003/4) the following additional courses have some assessment elements which are being delivered bilingually to some students in the groups:

NVQ level 2 Hairdressing Unit G1 - Health and Safety and Unit H10 – Styling (oral delivery)

NVQ level 3 Hairdressing Unit G1 Health and Safety (oral delivery)

Tutorials for Level 2 and Level 3 NVQ students in Hairdressing are also delivered in Welsh to some students

Woodwork levels 1 and 2 (oral delivery) 

 All students on the Access to nursing course are invited to submit written assignment work and to make oral presentations in Welsh for the Law units ( Law and Morality, The Court System in England and Wales, and Modern Sources of Wales ) if they so wish.

Tutorials on the Access to Nursing course are also available through the medium of Welsh.

The detailed activities are shown on the following matrix.

	Activities 

	Department
	Language sensitivity
	Terms and reference material
	Placements & work experience
	Mentoring
	Entry interviews & Learning agreements
	Tutorials
	Students’ course work
	Exams and Assessments
	Papers and course notes
	Distance learning
	Lectures
	Modules
	Full course

	1

Engineering
	
	
	
	
	
	One student has a Bilingual tutorial in Woodwork levels 1 and 2 
	
	One student has bilingual oral assessments in Woodwork levels 1 and 2
	
	
	Informal tuition takes place in Welsh for one student on woodwork levels 1 and 2 courses
	
	

	2

Hairdressing
	
	
	
	
	
	 Bilingual Tutorials take place in NVQ levels 2 and 3 for three students
	
	Bilingual oral assessments in NVQ levels 2 and 3 are used with three students
	
	
	Informal tuition takes place in Welsh on some elements of the NVQ levels 2 and 3 courses for three students
	
	

	3

Law
	
	
	
	
	
	 Bilingual tutorials are available on the Access to nursing course but are not currently taken up
	
	All oral and written assessments on the Law elements of the Access to Nursing course may be presented in Welsh. No students have done so to date.
	
	
	
	
	


Opportunities for all staff and students exist to attend Welsh language classes which are timetabled at various times to accommodate different client groups.  However, the uptake by students is disappointing.  All full time students are offered the opportunity to join a Welsh language tutorial group.  This is sometimes taken up by A level and IB students but most vocational students will remain with their group for their tutorial.  The application form is to be redesigned for use in 2004 to enable more specific linguistic abilities and preferences to be established.  This will provide more detailed planning information and also enable information about relevant Welsh and bilingual provision to be targeted and distributed more effectively.

The College has recognised that the range of provision needs to be developed and the following provision is planned for introduction in the next three years.

2003/4
Development of at least one further element of bilingual assessment in each of hairdressing, law and engineering.

2004/5
Review of student preferences from the enrolment forms and development of provision in appropriate areas. Staff will be identified who either have the appropriate skills or are able to develop such skills quickly. The aim is that each division should offer at least one additional element of bilingual or Welsh teaching or assessment.

2005/6
Further review of provision and introduction of at least one additional member of staff to bilingual or Welsh teaching or assessment in each division.  This will effectively double the provision for 2004/5.

The College will be able to assess the linguistic need of students from the redesigned application forms and will guarantee to provide at least an element of Welsh for any student that wishes it.  

The College will enter a dialogue with local schools and other local colleges to consider whether meeting linguistic needs can be facilitated better in partnership agreements.

The College will endeavour to provide Welsh medium learning materials, advice and support to all students who request it by promoting the employment of staff who are fluent in both Welsh and English and encouraging current staff to learn Welsh or develop their Welsh language abilities.

The need for provision of specialist services to Welsh speaking students with special education needs will be assessed on initial application and consideration given to the best way to address these needs by the member of staff and a note to this effect placed on the student’s file.

The College will carry out a postcode analysis to establish that appropriate bilingual provision is available within a reasonable travelling distance for students.  This analysis will include the location of appropriate work experience.

Careers teachers and guidance staff will advise students prior to enrolment, during induction to the course and ruing tutorial sessions of the benefits of undertaking aspects of their course or all of their study in Welsh and of the bilingual learning opportunities that exist within their course and the College.  They will also advise students of the advantages of acquiring or improving their Welsh language skills for local and national employment purposes.

The College will ensure that an element of Welsh will be available to every student through a teaching programme of cross college options e.g. NVQ Language Units and Learning and Improvement courses for the Welsh language.

The College prospectus and all College promotional materials will highlight learning activities and the elements of accredited units, modules or courses which will be available bilingually to potential full time and part time students each year.

Measures 5 – Quality of Service

The College is committed to deliver an equally high quality service in Welsh or English.  The commitment will be stated publically in the College Institutional Plan, prospectuses, College Website and prominently displayed at the main reception areas of the main sites.

This commitment extends to the provision of service on all College sites in either language meeting the principles of the Citizen’s charter and the Colleges own stated timescales for dealing with enquiries or complaints.  The achievement of standards against these timescales will be monitored and reported annually to the Governing body.

DEALING WITH THE WELSH SPEAKING PUBLIC
Measures 6 – Written Communication
The College welcomes written communication in Welsh as in English.  The College will respond to written communications in Welsh and in English within the guidelines set out in College policy.  The maximum response times are the same for correspondence received in Welsh and in English.  

When correspondence is received in Welsh and that translation is required, priority will be given to ensure that translation is provided and that response times are within the standards set by the College.  Both Welsh and English replies to correspondence will be signed.

Correspondence from the College will be through the medium of Welsh where either the initial contact by letter, fax, email, telephone or face to face is in Welsh, or where the recipient is known to prefer Welsh correspondence.

Correspondence from the College will be bilingual if the preferred language of the recipient is unknown, or for circular or standard letters.

The above commitments will be communicated to staff through an update to the Staff Handbook and an initial email message to all staff.  A database of the choice of language for individual, groups and organisations will be kept by the Principal.

Measures 7 – Telephone Communication
The College welcomes telephone calls in Welsh or English.  All calls to the College will be greeted bilingually.  New appointments for switchboard operators will be required to be able to speak Welsh.  Existing non-Welsh speaking switchboard staff will receive training to greet the caller to the College in Welsh and then offer to direct a caller to a Welsh speaker.  Receptionists and switchboard staff will be provided with regularly updated lists of staff able to deal with telephone calls in Welsh.  When no one is available, the staff on the switchboard will offer the individual the choice of submitting their enquiry in written form in Welsh in order that they can receive a written response in Welsh; of explaining the enquiry fully in English and receiving a written reply in Welsh or of continuing the call in English.

When the College uses an answering machine or voice mail it will ensure that the message is bilingual.

Measures 8 – Public Meetings
At the College’s public meetings, contributions will be welcomed in either Welsh or English.  This will be stated clearly on all notices that inform or publicise the meeting and attendees will also be informed of this language choice at the beginning of the meeting. 

The only exception to the above provision will be meetings at which it is known beforehand that there will be no need for a translator, either:

· because everyone present understands Welsh

· because everyone present is a non-Welsh speaker

· it is know that English is the preferred language of everyone who will be present.

All literature (invitation, summons, advertisement) publicising the meeting will be bilingual.

When publicising the meeting, all literature will include a footnote stating that the College welcomes contributions in Welsh or English.  But those proposing to attend will be asked to inform the College beforehand in which language they wish to speak as simultaneous translation facilities will then be organised if necessary.

If it is not known beforehand who will be attending the meeting and whether or not anyone will wish to speak Welsh, the organiser of the meeting will decide according to his/her discretion whether a simultaneous translation service should be provided or not.  That decision will be based on the nature of the meeting, geographical location, likely attendees and previous experience of similar meetings.  If there is still substantial uncertainty, then the decision will be in favour of providing a simultaneous translation service.

Any written materials such as leaflets, agendas or acetates that are used in the College’s public meetings will be bilingual.  This will also include any Powerpoint presentations.

All requests for information in relation to meetings will be responded to in the preferred language of the individual.

Measures 9 – Non Public Meetings
Any person who wishes to conduct private or one-to-one meetings with the College is welcome to do so in either Welsh or English.  A language choice will be offered and established when arranging the meeting.

If Welsh be the requested medium but not appropriate Welsh speakers available, the attendee will then be offered:

i) the opportunity to discuss the matter in English

ii) to send in their query in written form in Welsh in order that they can receive a written response in Welsh

iii) the use of a simultaneous translator

By offering a language choice, Swansea College recognises:

· that individuals can express their views and needs better in their preferred language

· that enabling individuals to use their preferred language is a matter of good practice, not a concession

· that denying them the right to use their preferred language could place individuals at a real disadvantage.

The College will create a bilingual ethos in the workplace, concentrating in particular on the linguistic nature of reception desks and other waiting areas where there is direct contact with the public.

Reception desks and waiting areas will be required to ensure that official notices, materials and computerised messages are shown in both languages, and that Welsh reading materials are available and that both Welsh and English reading materials are equally available.

Measures 10 – Other Dealings with the Public
The College will extend its commitment to enable the public to deal with it in Welsh to its Website and include the ability to switch between languages on every page. Currently, the home page and generic pages are available in either Welsh or English. The College plans to make all pages of the website available in Welsh or English by September 2005.

The principles outlined in Measures 6 will also be employed when communicating electronically.

When new communication and storage methods are being set up on College computers, the ability of software to deal with more than one language in commands and entries will be a factor considered when purchasing new software, particularly so if such systems are to provide a bilingual output/service. 

This commitment will also extend to video conferencing meetings and conference calls.  Each video conferencing room will be provided with a notice reminding staff to establish preferred language at the start of the meeting. 

THE COLLEGE’S PUBLIC FACE
Measures 11 – Corporate Identity, Image and Signs
The College will adopt and present a fully bilingual corporate identity in Wales which gives equal prominence to Welsh and English in terms of format, size, quantity and legibility.  This will include its name, address, logo, visual identity and corporate slogan.  The principles for implementation of this measure is that Welsh and English versions should be shown together on the same item either side by side (with Welsh on the left and English on the right or with Welsh above English).  The timetable for introduction of this measure is as follows:

College Publications   –
with immediate effect for all publications produced after adoption of this Scheme.

Letterheads, fax headings, business cards, identification badges, compliment slips 




– 
by September 2004.

Signage including vehicles and internal and external signage on buildings 





– 
all new signs to be produced bilingually and existing single language signs to be replaced by September 2006.

Press Releases

–
to be issued bilingually with immediate effect.

Other items e.g. order forms, College internal forms, application forms

· to be introduced bilingually whenever they are reviewed and in any case by September 2006.

Measures 12 – Publicity and Advertisements
Advertising activities and publicity in Wales will be bilingual, with both languages treated on a basis of equality.  This provision will extend to statements, leaflets, posters, advertisements, electronic messages, public surveys, exhibitions and public stands produced by the College for use in Wales.

Accuracy and Compliance

All bilingual material to be used or released publically including signage will be checked and approved by the Principal or his/her nominee to ensure accuracy and compliance with the Scheme.

Measures 13 – Publications and Printing Material
The College will publish or print all material directed at the public in Wales bilingually with the Welsh and English versions in the same document whenever practicable.  Where this is impractical, then the Welsh and English versions will be produced simultaneously, distributed together and be equally accessible.

Each separate version will carry a message that the publication is also available in the alternative language.

Staff, consultants, designers and publishers will be required to comply with the above principles and will be provided with written guidance for dealing with bilingual publications e.g. A Guide to Bilingual Design by the Welsh Language Board.

When a document is sold, the price of a bilingual document will not be greater than that of a single language version of the same document and the price of a Welsh version will not be greater than the price of an English version.

The following documents will be produced bilingually in one document:

Full time prospectus 
   
–
by September 2005

Part time prospectus
   
–
by July 2005

Institutional Plan
  
–
for 2004/5 onwards

Annual Report 
   
–
for 2003/4 onwards.

The following documents will be available normally as English only, but will be available in Welsh if required:

Governing body minutes
–
 September 2004

SMT minutes

   
–
by September 2004

Invitations, posters, cheques, menus, receipts, invoices, maps and vouchers will be produced bilingually as soon as they are reviewed and in any case by September 2005.

It is not the College’s intention to produce separate English and Welsh versions of any documents to be distributed simultaneously.  

Other documents, including any for use as separate versions in England and Wales, will be given consideration by the Principal or his/her nominee when they are being produced.

Staff, consultants, designers and publishers will be required to comply with the above principles.

Measures 14 – Forms and Associated Material
The College will provide forms and associated material in single bilingual documents whenever practicable. When this is not feasible (due to the nature or volume of the document), separate Welsh and English versions of documents will be issued simultaneously, will be equally available and will carry a message confirming it is also available in the other language.

It is not the College’s intention to produce separate English and Welsh versions of any documents to be distributed simultaneously.  

The forms to be produced bilingually include the following:

Application forms for students

  –
by September 2004

Authority to invoice fees


  –
by September 2004

Application for financial assistance

  –
by September 2004

Application for staff development (internal)
  –
by January 2005

Application for staff development (external)   –
by January 2005

Expense forms



  –
by January 2005

Staff timesheets (for European Projects)
  –
by January 2005

Casual staff timesheets


  –
by January 2005

Application forms for appointments

  –
by September 2004

Job descriptions (when requested)

  –
by September 2004

Petty Cash forms



  –
with immediate effect

The College will maintain a database of individuals, groups and organisations with their preferred choice of language in the Principal’s office.  For students and parents, the database will be the College MIS which will have a field for preferred language for communications.

Measures 15 – Press Notices
All press releases, notices to the press and other media in Wales will be issued bilingually.  There

will be a phased introduction of this measure as follows:

Press Releases, Notices                           –
to be released bilingually  with immediate effect

Display Materials for exhibitions            –
to be replaced with bilingual materials by September 2005.

Direct Mail, Posters, Market Research    –
to be replaced with bilingual materials from Sept 2004.

Measures 16 – Advertising and Publicity Materials

The College commits to conduct advertising and publicity activities in Wales bilingually.  There will be a phased introduction of this measure as follows:

Literature, films, videos, tapes, exhibition display material   –
will be replaced with bilingual materials at the next revision and in all cases by Sept 2005.

Advertising via any means in Wales
     


–
bilingually from Sept 2004.

Direct Mail



     


–
bilingually from Sept 2004.

Telephone helpline            

     


–
bilingually with a commitment

that all new staff appointed will be required to be bilingual.

Market Research
   


        

–
bilingually with a commitment

that all new staff appointed will be required to be bilingual.

An audit of the provision will be undertaken annually and included in the monitoring report.

Measures 17 – Official Notices, Public Notices and Recruitment Advertisements
The College commits to produce these bilingually in Wales with Welsh and English versions shown together and equal in terms of format, size, quality, legibility and prominence.  Normally the Welsh versions will appear either on the left or above the English version.

This measure to be introduced with immediate effect.

Measures 18 – Welsh speaking staff
In order to ensure over a period of time that Swansea College is able to deliver its services in Welsh to a high quality, effectively and efficiently, it will adopt a Linguistic Skills Strategy as part of its human resources planning.  This strategy will enable Swansea College to maintain an overview of its linguistic skills and needs and resources and co-ordinate training recruitment activities to facilitate the Scheme’s objectives.  The measures that follow will form part of that strategy.

The College commits to ensure that front line staff, such as receptionists and telephone operators, are able to deal with the public in either Welsh or English.  The College also commits to increase its provision of services so that some teaching provision is available to the public in every Divisional area of the College.

The College will draw up a list of “Welsh essential” and “Welsh desirable” posts and to identify levels of proficiency required in each case.  These statements will be included in the detailed job descriptions for each post.  The College will carry out this activity by April 2004.  The College will then revise its staffing strategy in order to identify priority areas and define short and long term actions needed to ensure compliance with this measure.  All managers and other staff responsible for recruitment, training and supervision will be informed of the Scheme and the actions needed to implement it by December 2004.  The implementation of this measure will be audited annually and included in the monitoring report.  Any changes in numbers of Welsh speakers in Scheme related posts will also be recorded in the monitoring report together with proposals to correct the situation.

Measures 19 – Staff Learning Welsh
The College encourages and supports all of its staff to improve their knowledge of Welsh to a proficiency to enable all of its services to be delivered bilingually.  This support includes the provision, at no cost to the employee, of language courses at appropriate levels at different times throughout the week.  The College commits to arrange learning and training programmes for staff who are able to speak Welsh but need support in order to teach either bilingually or through the medium of Welsh.  The College also commits to provide an informal support mechanism such as lunchtime meetings to enable Welsh learners and improvers to meet to practice using the language and to discuss common problems and solutions.  

If Welsh is deemed a necessary or essential skill for a member of staff, the College will allow them to undertake all Welsh language training within normal working hours.

This measure will be implement as follows:

Staff learning/improving their Welsh         –
All staff will be made aware of and encouraged to attend appropriate language courses with immediate effect.  The College will provide sufficient courses to meet the demand from its staff.

–     
The annual staff review will include a prompt to ensure that linguistic ability and opportunities for development are discussed and appropriate linguistic objectives set for each individual staff member from July 2004.

–    
At least one “Teaching Bilingually” course will be arranged for targeted staff over the academic year 2003/4.

–    
Further courses will be provided over the successive academic year.

–    
An informal support group has already started meeting on a monthly basis and this will be continued at least for the lifetime of the Scheme.

Measures 20 – Recruitment
The College commits to specifying linguistic abilities when recruiting to posts which will be deemed to be “Welsh essential” or “Welsh desirable”.

All recruitment advertisements will either carry the above specification or include a statement that the College welcomes Welsh speakers to apply for the post.

When reasonable steps have been taken, but it has not been possible to appoint a Welsh speaker to a “Welsh essential” post, the College commits to make it a condition of employment that the appointee learns Welsh to a specified level within a reasonable timescale.

The above measure to be implemented for all new posts with effect from September 2004.

Measures 21 – Vocational Training
The College commits to assessing the linguistic needs of employers as part of its marketing of vocational training and to report on the demand for either language training or bilingual / Welsh vocational training as part of any training needs analysis carried out by the College.  Whenever possible the College will endeavour to meet this need by facilitating the training.  This training may be provided in a number of ways e.g. face to face, distance learning including e-learning, video conferencing or via a partnership arrangement with other providers.

Measures 22 – Administrative Arrangements
The Welsh Language Scheme at Swansea College has the full approval and carries the authority of the Board of Governors.  Responsibility for coordinating the implementation of the Scheme is delegated to a named Senior Manager.  Each member of the Senior Management Team has responsibility to ensure the relevant parts of the Scheme are implemented in their areas. 

All staff will be informed of the main features of the Scheme and how it should be implemented.  The full Scheme will be available to all staff on the College intranet.

The College will ensure that Welsh language aspects of its services are integrated into its normal administrative processes.  Any new, replacement or adopted computer programmes that are acquired by the College will be required to be consistent with the Scheme.

The College will continue to provide a high quality translation service to staff to enable the Scheme to be implemented.

The Scheme will be audited annually and a comprehensive report produced to ensure that compliance within the implementation timescale is comprehensive and consistent.  This report will be presented to the Board of Governors and any actions that they deem necessary will carry their authority.

An audit of existing computer systems in use at the College will be carried out to identify if they can be adopted to facilitate the Scheme.  An action plan will then be produced to identify necessary steps to ensure appropriate computer systems are put in place to facilitate full compliance with the Scheme.

Measures 23 – Third Party Contracts
The College works in partnership with public bodies, organisations from the voluntary sector and other agencies.  The College works on many levels when working with others:

i) When the College is the strategic and financial leader within a partnership, it will ensure that the public service provision is complain with the Welsh Language Scheme e.g.

ii) When the College joins a partnership in which another body is leading the College’s input to the partnership will comply with Welsh Language Scheme and the College will encourage other parties to comply e.g.

iii) When the College is a partner in a consortium, it will encourage the consortium to adopt a bilingual policy.  When acting publicly in the name of the consortium, the College will act in accordance with its Welsh Language Scheme e.g.

When the College joins or forms a partnership, it will ask prospective partners about their Welsh Language Schemes, Language Policies or the means by which they will operate bilingually.  Within an y partnership, the College will offer advice and support to the other partner organisations. 

The College commits that whenever any of its services in Wales are contracted to a third party, that the third party will be required to provide services consistent with the Scheme.

The College commits to monitor that provision to ensure that this requirement is actually being met by the contractor or agent.

The College will provide written guidance:

1. for staff who are involved in dealing with agents or contractors

2. for agents and/or contractors which identifies the requirements for the use of Welsh in tendering documents, contracts and grant or loan conditions; states the need for agents and contractors to monitor the implementation of the Scheme, and states the need for regular performance reports to be produced by them.

IMPLEMENTING AND MONITORING THE SCHEME

Measures 24 – Monitoring the Implementation of the Scheme
1. The College will receive an annual compliance report that will enable them to answer the 2 following basic questions:

· Is the College complying with the Scheme?

· How well is it doing that?

In doing this, the report will deal with:

· The College’s administrative and curricular Welsh medium services;

· The sufficiency of the College’s linguistic skills capacity to deliver the requirements of the Language Scheme.

If the report finds any weaknesses, the College will prepare an action plan that will remedy any weaknesses identified.

2.
A Copy of this report will be sent to the Welsh Language Board.

3.
During the third year of operating this Scheme, the College will

i) evaluate performance in implementing the Scheme over the first three years, and

ii) review and update it’s Language Scheme.

The College will summarise the findings of their evaluation in a report that will:

· provide an overview and a thematic analysis of compliance and performance whilst implementing the Scheme over the first three years;

· outline priorities for the following three years which stem from the evaluation, along with a revised timetable for implementing the measures in the Scheme.

As part of this evaluation, the College will conduct a satisfaction survey with students, staff and the general public to ascertain their views on the scope and quality of its bilingual services.

The College will also review and update its Language Scheme during this period in order to receive approval for the second period of implementation.

Measures 25 – Targets
The following specific targets have been set by the College to allow measurement of the progress of implementing the Scheme to be carried out.

Target 1
At least 3% of staff to undergo Welsh language training each year.

Target 2
To introduce an element of Welsh into at least one course in each division each year.

Target 3
To increase the number of staff involved in bilingual delivery to at least one in each division by December 2005.

Target 4
To provide at least 100 students with an element of Welsh as part of their learning by December 2005. This will be recorded by staff using the proforma attached as Appendix 1.

Target 5
To ensure response to correspondence in Welsh is within College targets.

Target 6
To include “Welsh Essential” and “Welsh Desirable” specifications in recruitment materials and to achieve the required level of competency in at least 60% of “Welsh Essential” jobs.

Measures 26 – Performance against Targets
The College will publish information annually which includes a comparison of performance against targets specified under Measures 25.  This information will be included as an appendix to the annual report but also be available to the public.  If targets are not being met, an action plan will be produced which will detail steps to be implemented to remedy any deficiencies.  This action plan will be produced annually no more than one month after the annual report.

Measures 27 – Publicity for the Scheme
The College will include a statement in its major publications (i.e. Institutional Plan, full time and part time prospectuses and on its website) its commitment to the principles of the Welsh Language Scheme.  This will include its wish to provide services in either Welsh or English.  The College will produce posters and welcome notices at each of its reception areas inviting visitors to use their preferred language.  Badges will be provided to all staff who are able to speak Welsh and they will be encouraged to wear them in order to display this.  All employees of the College, its agents and contractors will be informed of the Scheme on initial introduction of the Scheme, and either annually as part of their review or when a review of contracts takes place.  All new staff will be made aware of the Scheme as part of the induction process into the College.

Measures 28 – Timetable
A timetable for implementation of each of the measures listed above has been included within the description of each measure.  The overall timetable for complete implementation of the Scheme will be by September 2006. The detailed timetable extracting the actions identified above is attached.

Principal Officer 

The principal officer in charge of the scheme will be Dr Ceri Davies.

Measures 29 – Complaints

The College will adopt a complaints procedure to deal with grievances regarding the Scheme as part of the College’s general complaints procedure.  The College will welcome and record any complaints and suggestions for improving the bilingual service to the public.  Please write to us: c/o The Principal, Swansea College, Tycoch Road, Tycoch, Swansea,  SA2 9EB.

Please address any enquiries or comments about the scheme to the Sian Thomas, 

Marketing Department, Swansea College, Tycoch Road, Tycoch, Swansea, SA2 9EB. 

email: sian.thomas2@swancoll.ac.uk 
Telephone 01792 284046.
Timetable
	Item
	Action
	Target Date

	1.
	Redesign application form to enable Welsh ability and preferred language to be identified.
	September 2004



	2.
	Development of bilingual assessment in hairdressing, law and engineering.
	July 2004



	3.
	Identification of student preferences and development of provision to offer at least one element of Welsh or bilingual teaching or assessment per division.
	October 2004



	4.
	Further review of provision and introduction of at least one new member of staff to Welsh or bilingual teaching per division.
	October 2005



	5.
	Develop partnership arrangements by meeting with local schools.
	July 2004



	6.
	Postcode analysis to establish appropriate bilingual provision including work experience within reasonable travelling distance.


	December 2004

	7.
	Identify and publicise employment advantages of acquiring or improving Welsh language skills.


	October 2004

	8.
	Ensure that prospectus and all College promotional materials highlight Welsh or bilingual learning opportunities.


	September 2005



	9.
	Include commitment to Welsh Language Policy in Institutional Plan, Prospectus and Website.


	September 2005

	10.
	Display commitment to deliver equally high quality service in Welsh or English at each main reception area of main sites.


	July 2004

	11.
	Maintain database of preferred language for communication for individuals, groups and organisations.


	July 2004

	12.
	Ensure all receptionists are able to greet callers in Welsh and English.


	July 2004

	13.
	Provide list of Welsh speakers able to deal with telephone calls in Welsh to switchboards operators.


	July 2004

	14.
	Provide simultaneous translation equipment for use in public meetings.


	September 2004

	15.
	Provide videoconference rooms with notices reminding users to establish preferred language at start of meeting.
	July 2004



	16.
	Produce bilingual letterheads, fax headings, business cards, identification badges and compliment slips.


	September 2004

	17.
	All signs to be bilingual.


	September 2006

	18.
	All press releases to be bilingual.


	Already being Implemented

	19.
	All College forms to be bilingual.


	September 2006

	20.
	Produce bilingual FT prospectus and website.


	September 2005

	21.
	Produce bilingual PT prospectus.
	July 2005



	22.
	Produce bilingual Institutional Plan.


	December 2004

	23.
	Produce bilingual Annual Report.


	July 2004

	24.
	Produce bilingual invitations, posters, cheques, menus, receipts and vouchers.


	September 2005

	25.
	Produce bilingual application forms for students, staff appointments, Authority to invoice fees, Financial Assistance and job descriptions.


	September 2004

	26.
	Produce bilingual Petty Cash forms
	Already being Implemented

	27.
	Produce bilingual staff development forms and expense forms.


	January 2005

	28.
	Modify MIS to include preferred choice of language for student and parents.


	December 2004

	29.
	Produce bilingual display materials for exhibitions.


	September 2005



	30.
	Produce bilingual direct mail, posters and market research materials.


	September 2004

	31.
	Ensure all advertising is bilingual in Wales.


	September 2004

	32.
	Ensure all official notices, public notices and recruitment advertisements are bilingual in Wales.


	Already being Implemented

	33.
	Include linguistic skills strategy in HR planning including list of “Welsh essential” and “Welsh desirable” jobs.
	April 2004



	34.
	Identify priority areas and define actions to ensure staff in “Welsh Essential” jobs comply with this requirement.


	December 2004

	35.
	Inform all staff of the scheme and of the support and learning opportunities for staff to improve their Welsh.


	Already being implemented

	36.
	Modify the annual staff review form to include a prompt for linguistic ability and to set appropriate linguistic objectives.


	July 2004

	37.
	Provide at least one “Teaching Bilingually” course for staff in 2003/4.


	July 2004

	38.
	Provide at least one “Teaching Bilingually” course for staff in 2004/5.


	July 2005

	39.
	Ensure all recruitment material specifies “Welsh Essential” or “Welsh Desirable” for posts.


	Sept 2004

	40.
	Assess the linguistic needs for employees when carrying out a Training Needs Analysis.


	Sept 2004

	41.
	Ensure Scheme is available to all staff via the College Intranet.
	Sept 2004



	42.
	Produce Annual Report.
	Dec 2004 and annually thereafter

	43.
	Audit Computer Systems and identify actions needed to facilitate full compliance with the Scheme.


	Sept 2005

	44.
	Provide written guidance to staff dealing with agents or contractors.


	Dec 2004

	45.
	Provide written guidance for agents/contractors identifying the requirements of them.


	Dec 2004

	46.
	To produce an action plan identifying actions needed to meet targets not being met under Measures 25.


	Dec 2004 and annually thereafter


Appendix  1

COLEG ABERTAWE   SWANSEA COLLEGE

CYNLLUN IAITH GYMRAEG    WELSH LANGUAGE SCHEME
Ffurflen ar gyfer cofnodi darpariaeth ddwyieithog

Proforma for recording bilingual provision

	Enw'r Aelod Staff

Staff Name
	
	Enw'r Myfyriwr

Student Name
	


	Cwrs
Course
	
	Dyddiad
Date
	


Nodiadau am y ddarpariaeth ddwyieithog

Notes on bilingual provision
	

	

	

	


	Llofnod Aelod Staff

Staff Signature
	
	Llofnod y Myfyriwr

Student Signature
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