Hanfodion Rheoli Pobl – Safonau Iaith Gymraeg

Mae gan Mesur y Gymraeg (Cymru) a basiwyd yn 2011 ddau egwyddor sef:
· Ni ddylid trin y Gymraeg yn llai ffafriol na’r Saesneg
· Rhyddid personau sy’n dymuno defnyddio’r Gymraeg i wneud hynny gyda’i gilydd.

Yn sgil pasio Mesur y Gymraeg (Cymru) 2011, gosodwyd Safonau Iaith ar sefydliadau cyhoeddus megis Prifysgol Cymru y Drindod Dewi Sant. Mae’r Brifysgol wedi cyhoeddi canllawiau i gyd-fynd gyda’r Safonau er mwyn egluro sut i gydymffurfio. Gellir darllen canllawiau’r Safonau ar fewnrwyd y Brifysgol. Mae’n bwysig bod yr holl staff yn eu darllen gan fod rhaid i staff fod yn ymwybodol beth sydd angen iddynt wneud er mwyn cydymffurfio o ran ateb y ffôn, gohebu, cynnal cyfarfodydd, trefnu digwyddiadau, cyhoeddi dogfennau, cyfathrebu, dylunio a gosod arwyddion. Cyfrifoldeb Rheolwyr Llinell yw sicrhau bod staff yn ymwybodol o’r Safonau a’r canllawiau. Bydd e-fodiwl Ymwybyddiaeth Iaith ar gael cyn hir a fydd yn cynnwys y Safonau Iaith.

Mae’r Brifysgol yn hybu ac yn annog siaradwyr Cymraeg i ddefnyddio’u Cymraeg ac mae angen i’r Brifysgol ddefnyddio’r ased naturiol o sgiliau Cymraeg sydd gan ein staff er mwyn llwyddo i ddarparu gwasanaeth dwyieithog i’n myfyrwyr a’n cwsmeriaid. Mae gan y Brifysgol Bolisi Defnydd Mewnol o’r Gymraeg sy’n annog staff i ddefnyddio’r Gymraeg sydd ganddynt, p’un ai os ydynt yn ddysgwr neu’n siaradwr rhugl.

Mae gan bawb yr hawl i ddefnyddio’r Gymraeg yn y gweithle.
Mae gan yr holl staff: 
· yr hawl i fynychu cyrsiau i ddysgu Cymraeg
· yr hawl i dderbyn hyfforddiant mewn rhai meysydd trwy gyfrwng y Gymraeg
· yr hawl i dderbyn rhai dogfennau trwy gyfrwng y Gymraeg
· Cytundeb cyflogaeth
· Gohebiaeth sy’n ymwneud â chyflogaeth
· Dogfennau am anghenion hyfforddiant
· Dogfennau am amcanion perfformiad
· Dogfennau sy’n cofnodi cynllun gyrfa
· Ffurflenni sy’n cofnodi ac yn awdurdodi gwyliau, absenoldeb o’r gwaith ac oriau gwaith hyblyg.

Mae gan y staff yr hawl i ddarllen polisïau yn yr iaith o’u dewis, ynghyd â gwneud cwynion yn Gymraeg a mynd trwy broses ddisgyblu trwy gyfrwng y Gymraeg.

Mae’n rhaid i'r Brifysgol gynnig cyfweliadau yn Gymraeg ac mae angen i Reolwyr Llinell ystyried pa sgiliau sydd eu hangen cyn recriwtio gan gadw mewn cof bod angen cydymffurfio â’r Safonau a gallu darparu gwasanaeth i siaradwyr Cymraeg.

Os oes gennych unrhyw gwestiynau am y Safonau Iaith, mae croeso i chi gysylltu â Bethan James, Cydlynydd Tîm Rhagoriaith bethan.james@pcydds.ac.uk / 01267 225196.



People Management Essentials – Welsh Language Standards

The Welsh Language (Wales) Measure passed in 2011 has two principles:
· The Welsh Language should not be treated less favourably than the English Language
· Freedom of persons who wish to use the Welsh Language to do so together.

Language Standards have been imposed on public organisations such as the University of Wales Trinity Saint David after the Welsh Language (Wales) Measure 2011 was passed. The University has published guidance to accompany the Standards to explain how to comply. The guidelines for the Standards can be viewed on the University intranet. It is important that all staff read them as staff need to be aware of what they need to do to ensure compliance when answering the telephone, in correspondence, arranging meetings, organizing events, publishing documents, communicating, design and signage. It is the responsibility of Line Managers to ensure that staff are aware of the Standards and the guidelines. A Language Awareness e-module will be available shortly which will include the Language Standards.

The University promotes and encourages Welsh speakers to use their Welsh language and the University needs to use the natural asset of staff’s Welsh language skills in order to successfully deliver a bilingual service to our students and customers. The University has an Internal Use Policy for the Welsh Language which encourages staff to use the Welsh they have, whether they are learners or fluent speakers.

Everyone has the right to use the Welsh language in the workplace.
All staff have:
· the right to attend courses to learn Welsh
· [bookmark: _GoBack]the right to receive training in some areas through the medium of Welsh
· and the right to receive certain documents through the medium of Welsh
· Employment contract
· Employment related correspondence
· Training needs documentation
· Performance objective documents
· Documents that record a career plan
· Forms that record and authorize holidays, absence from work and flexible working hours.

Staff have the right to read policies in the language of their choice, as well as making complaints in Welsh and going through a disciplinary process through the medium of Welsh.

The University has to offer interviews in Welsh and Line Managers need to consider what skills are needed before recruitment while bearing in mind the need to comply with the Standards and be able to provide a service to Welsh speakers.

If you have any questions regarding the Welsh Language Standards, please contact Bethan James, Rhagoriaith’s Team Co-ordinator bethan.james@uwtsd.ac.uk / 01267 225196.
