


Introduction

Under the Welsh Language Act 1993 every public body providing services to
the public in Wales has to prepare a scheme setting out how it will provide
those services in Welsh.

This is the Welsh Books Council’s scheme.

It describes how we will give effect, so far as is both appropriate in the
circumstances and reasonably practicable, to the principle established by the
Welsh Language Act that, in the conduct of public business and the
administration of justice in Wales, the Welsh and English languages should be
treated on a basis of equality.

The scheme covers the services that we provide to the public in Wales.

In this scheme, the term public means individuals, legal persons and
corporate bodies. It includes the public as a whole, or a section of the public,
as well as individual members of the public. The term includes voluntary
organisations and charities. Directors and others representing limited
companies are also within the meaning of the term ‘public’. It does not,
however, include persons who are acting in a capacity which is representative
of the Crown, Government or the State. Consequently, persons who fulfil
official functions of a public nature, even though they are legal persons, do not
come within the meaning of the word public when they are fulfilling those
official functions.

Further information about the scope and purpose of Welsh language schemes
can be found in the Welsh Language Board’s guidelines (www.Welsh-
language-board.org.uk).

This scheme was prepared voluntarily and in accordance with the spirit of
Sections 12 to 14 of the Act — and in accordance with guidelines issued by the
Welsh Language Board under Section 9 of the Act. It came into effect on

20 February 2007.



Background to the organisation

The Welsh Books Council was founded in 1961. A national body, with
charitable status, it is funded directly by the Welsh Assembly Government to
serve publishers, authors and readers in Wales. As a key enabling institution
in the world of books it is uniquely placed to provide services and information
in this field to all who are associated with it. This includes the provision of
specialist services to the publishing trade (in the fields of editing, design,
marketing and of distribution) with a view to improving standards of book
production and publication in both Welsh and English. The Council also
distributes grants to support the publishing of Welsh and English language
books and magazines.

The Welsh Books Council is located in Aberystwyth, Ceredigion, on two sites:
at Castell Brychan and in the Glanyrafon Enterprise Park on the outskirts of
the town.

The Council has a staff of about 47. Due to the nature and purpose of the
organisation, the large majority of staff need to be able to communicate
confidently in both Welsh and English, both orally and on paper. The Welsh
language occupies a prominent place in the administration, governance and
activities of the organisation. The standard and quality of Welsh is also
considered crucial.

For further details, please refer to the Council’s websites, or contact us
directly. The relevant details can be found at the end of the scheme.

Service planning and delivery

Policies, legislation and initiatives

The Council already has a mainstreaming policy in place. Our policies,
initiatives and services will be consistent with this scheme. They will support
the use of Welsh and we will take advantage of every opportunity to ensure
that they help the public in Wales use Welsh as part of their day to day lives.

When we contribute to the development or delivery of policies, initiatives,
services or new legislation led by other organisations, we will do so in a way
which is consistent with this scheme.

Delivering services

Our normal practice will be to ensure that our services are available to the
public in Welsh and that the public are made aware of this.



Our requlatory functions — and services undertaken on our behalf by
third parties

Any agreements or arrangements which we make with third parties will be
consistent with the relevant parts of this scheme, when those agreements or
arrangements relate to the provision of services to the public in Wales.

Our Agencies

We will ensure that our agencies operate in accordance with this scheme. We
will encourage them to cooperate with the Board as they do so — and to
prepare their own Welsh language schemes if requested by the Board.

Standards of quality

Services provided in Welsh and English will be of equal quality and will be
provided within the same timescale.

Awarding grants

When we award grants for activities to be undertaken in Wales, we will
include conditions with regard to the use of Welsh as appropriate, taking into
account the field of work of those receiving grants. In doing this, we will have
regard to the Welsh Language Board’s guidelines on awarding grants.

Dealing with the Welsh-speaking public

Correspondence

Our normal practice will be as follows:

When someone writes to us in Welsh we will issue a reply in Welsh (if a reply
is required). Our target time for replying will be the same as for replying to
letters written in English.

When we initiate correspondence with an individual, group or organisation, we
will do so either in Welsh or bilingually unless we know that they would prefer
to correspond in English only.

When we send standard or circular correspondence to several recipients in
Wales, it will be bilingual unless we know that all recipients would prefer to
receive it in Welsh or English only.

If the Welsh and English versions of any correspondence have to be
published separately, our normal practice will be to ensure that both versions
are available at the same time.

Enclosures sent with bilingual letters will be bilingual, when available.



Enclosures sent with Welsh letters will be Welsh or bilingual, when available.

The above will apply to e-mail correspondence as well as paper
correspondence.

All hard-copy Welsh correspondence that we issue will be signed.

Telephone communications

Our normal practice is to ensure that the public can speak in Welsh or English
when dealing with us by telephone.

Our switchboard staff will answer with a bilingual greeting.

The rest of our staff will answer the telephone with a bilingual greeting.
Bilingual messages will be placed on any answer-phones.

If the caller wishes to speak Welsh, our switchboard will connect the call to a
Welsh speaker qualified to deal with the enquiry. The Council will ensure that
any aspect of our work can be discussed through the medium of Welsh as
necessary.

Public meetings

We will provide simultaneous translation, from Welsh into English, at our
public meetings unless we have established that all participants are likely to
use the same language.

Invitations and advertisements for public meetings will be in Welsh or bilingual
and will either note that translation facilities will be available or invite the
public to let us know in advance in which language they wish to speak.

We will let those attending public meetings know when translation facilities are
available — and encourage contributions in Welsh.

Our normal practice will be to provide papers and other information for public
meetings in Welsh and English — and we will ensure that reports and papers
produced following public meetings will be published in Welsh and English.

When selecting staff to attend public meetings, our normal practice will be to
ensure that suitably qualified Welsh speakers attend, as necessary.

Other meetings with the public in Wales

When we arrange or attend face-to-face meetings with the public, we will
ensure that a suitably qualified Welsh and English speaking member of staff
attends such meetings.

The above will also apply to meetings held using videoconferencing and
similar equipment.
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Information and Communications Technology

The need to provide information and services in Welsh, and operate in
accordance with this scheme, will be catered for as we develop, design and
purchase information and communications technology products and services.

Our existing ‘public’ information and communications technology systems are
bilingual and operate in accordance with this scheme.

As we develop or procure ICT systems we will take into account the Board’s
document, Bilingual Software Guidelines and Standards.

Partnership working

When we are the strategic and financial leader within a formal partnership, we
will ensure that any public service aspects comply with this scheme

When we join a formal partnership which another organisation is leading, our
input to the partnership will comply with this scheme and we will encourage
the other partners to comply.

When we are a partner in a consortium, we will encourage the consortium to
comply with this scheme. When acting in the name of the consortium, we will
operate in accordance with this scheme.

Internal arrangements

The measures in this scheme carry the full authority, support and approval of
our organisation.

Managers will have the responsibility of implementing those aspects of the
scheme relevant to their work.

We will appoint a senior member of staff (Head of Administration and Public
Relations) to coordinate the work required to deliver, monitor and review this
scheme.

We will prepare, and continuously update, a detailed action plan to be
agreed with the Board, setting out how we will ensure that we will operate in
accordance with this scheme. The action plan will come into effect on the date
on which the scheme comes into effect. The plan will include targets,
deadlines and a report on progress against each target.

The scheme will be publicised to our staff, and to the public in Wales. It will
be published on our website in a prominent place.

We will produce desk instructions, or similar guidance, for our staff to
ensure that they know how to implement the measures contained in this
scheme.
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Existing desk instructions, or similar guidance used by our staff, will be
amended to reflect the measures contained in this scheme.

We will arrange briefing and training sessions for our staff to increase
awareness of this scheme — and to explain how it will affect their day to day
work.

We will ensure that we use only qualified translators or interpreters to help
with the delivery of this scheme.

Any form of contact with the public in Wales, which is not specifically dealt
with by this scheme, will be undertaken in a manner which is consistent with
the general principles enshrined in this scheme.

Freedom of Information Act and the Environmental Information
Requlations

When we release information under the Freedom of Information Act or the
Environmental Information Regulations, we will translate them into the
applicant’s preferred language provided that the number of words to be
translated is less than 100.

Monitoring

We will monitor our progress in delivering this scheme against the targets set
out in its accompanying action plan.

Our existing monitoring and reporting procedures will include reference to
progress in delivering this scheme, as appropriate.

At the request of the Welsh Language Board, we will submit monitoring
reports outlining progress in delivering this scheme.

Reviewing and amending the scheme

We will review this scheme within four years of its coming into effect.

Also, from time to time, we may need to review this scheme, or propose
amendments to this scheme, because of changes to our functions, or to the
circumstances in which we undertake those functions, or for any other reason.

No changes will be made to this scheme without the Welsh Language Board’s
approval.
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Complaints and suggestions for improvement

Complaints related to this scheme, or suggestions for improvement, should be
directed to the senior member of staff with responsibility for the scheme, at
the following address:

Elwyn Jones

Head of Administration and Public Relations
Welsh Books Council

Castell Brychan

Aberystwyth

Ceredigion

SY23 2JB

Or by e-mail to: castellbrychan@whbc.org.uk

We will cooperate with the Board in order to resolve complaints.


mailto:castellbrychan@wbc.org.uk
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