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Bilingual Project 
Guide 

Guidance for Grant Holders



Why create a Bilingual Project Guide 

When writing your application, you will need to consider the Welsh language, specifying 
how you intend to carry out your project bilingually. This will be considered during the 
assessment process and will be part of decision panel’s decision.

In order to show the panel that you have considered the Welsh language, we encourage you 
to create a Bilingual Project Guide.

A Bilingual Project Guide can also be a useful document for those managing the project, 
and for your service users to see which services you have available through the medium of 
Welsh.

If Welsh is not your first language it may be overwhelming to consider how to adopt Welsh 
into your proposed project. Throughout this document we will direct you to different 
support avenues. If you envision needing extra support beyond what is freely available, for 
example for a translator, don’t forget to add this into your budget.

Things to include in a Bilingual Project Guide: 

Consultation:
It is important that you consider the Welsh language, and how you intend to run your 
project bilingually long before writing your application, and there are a number of things 
you can do.

Consider the questions below: 

• How many Welsh speakers are there in your community?

• Is there a group for Welsh learners in your community?

• Are Welsh speakers and learners able to benefit from your project, and how would 
they do this?



What will need to be produced bilingually and how? 

Correspondence:  

• Send letters bilingually and use a bilingual email signature. 

• Respond to letters and emails you receive in Welsh, in Welsh. 

• Answer the phone with a bilingual greeting, with the Welsh first.

• Encourage your staff to greet customers in Welsh.

• Encourage your staff to wear a Working Welsh badge, whether they are fluent 
speakers or learners. You can order free badges and lanyards from the Commissioner 
here. - If you have a reception area, make it visible to the public that a Welsh language 
service is available with a Working Welsh poster. 

Written materials:

• All documents relating to your project should be available in Welsh (posters, 
pamphlets, booklets and website). 

• If the text is split into two columns, the Welsh should be on the left side. If there are 
no columns, the Welsh should appear first.

• The text of both languages should be the same in terms of font, colour and font size.

Digital:
Website 

• If you plan to use a percentage of your grant to create a website, that website must be 
bilingual.

• If you already have a website, and you’d like to feature the funded project on your 
website, the section relating to that project must be bilingual. 

• Remember to use our bilingual logo.

• Consider having a button at the top of the page to toggle between languages. 

Social Media

• Make sure all social media posts are bilingual.

• Endeavour to answer any questions asked in Welsh, in Welsh. 

• Any films you produce with our funding must be bilingual where possible, or as 
separate Welsh and English videos.

• Consider the Welsh language at the start of any marketing campaign. One campaign, 
two languages.

https://www.welshlanguagecommissioner.wales/your-rights/iaith-gwaith
https://www.tnlcommunityfund.org.uk/funding/managing-your-grant/promoting-your-project/download-our-logo


Guidance on bilingual design by the Welsh Language Commissioner for posters, social 
media posts etc can be found here: Guidance (welshlanguagecommissioner.wales). See 
examples and good practice below. 

Planning an event or meeting 

If you hold public events or meetings, you must give the public an opportunity to use the 
Welsh language if they wish. If they wish to use Welsh and the meeting is held in English, 
you must provide a simultaneous translator. 

• Ensure that the booking, registration and feedback forms are bilingual, along with 
announcements, banners and tickets.

• Ensure that any PowerPoint presentations are bilingual.

• Send bilingual invitations. When sending an invitation to an individual, you must ask 
the individual if they would like to use Welsh. If they would like to use Welsh, you 
should inform them that a translator will be available at the event.

• If you have invited more than one person to a meeting, and at least 10% (but less than 
100%) of the invitees have informed you that they wish to use Welsh at the meeting, 
you must arrange a simultaneous translation service.

• If you have invited more than one person to a meeting, and everyone who was invited 
has informed you that they wish to use Welsh at the meeting, you must arrange a 
simultaneous translation service from Welsh to English (if you are not holding the 
meeting in Welsh without the help of a translation service)

• If you organise a meeting that is open to the public, you must state on any material 
that advertises it, and on any invitation to it, that anyone present is welcome to use 
the Welsh language at the meeting.

• If you organise a meeting that is open to the public, you must ensure that a 
simultaneous translation service is available at the meeting, and you must inform 
those who present orally in Welsh— (a) that they are welcome to use Welsh, and (b) 
that a simultaneous translation service is available.

• Go to https://www.cyfieithwyr.cymru/en to find an accredited interpreter. 

Advertising job vacancies and the recruitment process 

• If you intend to employ a member of staff or bring in sessional workers with your 
grant from the National Lottery Community Fund, you will need to consider carefully 
whether you need a Welsh speaker to carry out the duties in question.

• You will need to advertise every new job you have bilingually, also stating if Welsh 
language skills are essential or desirable.

• You should give the candidate the option to conduct their interview through the 
medium of Welsh.

• After you have successfully appointed, the contract and any correspondence should be 
available in the language desired by the individual.

https://www.welshlanguagecommissioner.wales/businesses-and-charities/guidance
https://www.cyfieithwyr.cymru/en


Learning and using the Welsh language 

• Offer Welsh training to your staff

• Pay a portion of the cost if some of your officers are keen to attend lessons to improve 
their Welsh skills or learn Welsh.

• Release staff to have Welsh lessons during working hours.

• Remember to encourage your staff to use Cysill (Welsh spellchecker) and resources 
such as BydTermCymru (searchable term base) and Geiriadur yr Academi (online 
dictionary) to assist them with developing their Welsh skills.

Provision of Courses and Training 

• Offer bilingual training in your workplace.

• Ensure that any marketing for the training is bilingual.

• Recording language skills

•  It is good practice to record the number of staff who have Welsh skills on a 
spreadsheet.

• Remember to update the spreadsheet often. We suggest once a year.

Sharing information about your Welsh language services in your 
workforce 

• Ensure that all members of staff are aware of the Welsh language services available.

•  Share an information pack about Welsh language services within the workforce with 
all members of staff at the start of their employment.

Working with contractors and partners 

• Ensure that you share any messages or information that you would like another 
organisation to share on your behalf bilingually.

• Provide information to organisations and customers about your Welsh language 
services.



Translation Costs: 

Translation costs vary depending on a translator’s experience, but they tend to be between 
5p - 9p per word. If you are unsure about something, you can contact our Funding Officers. 
You could also contact a translator for a quote. This can be done as part of your research. - 
The Association of Welsh Translators and Interpreters  

Cynnig Cymraeg  

The Welsh Offer or Cynnig Cymraeg is recognition by the Welsh Language Commissioner 
that is given to organisations with a strong plan. Here’s an opportunity to transform your 
engagement with the public by showing how proud you are to offer services in Welsh.

After you have a Policy or Plan in place, the Commissioner can work with you to develop it 
further and work towards gaining official recognition.

More information can be found on the Welsh Language Commissioner’s website

Examples of Good Practice
Examples of bilingual posters:

https://www.cyfieithwyr.cymru/en/
https://www.welshlanguagecommissioner.wales/businesses-and-charities/cynnig-cymraeg


Example of a bilingual social media post:



Example of a bilingual website with our branding:  

Hands Up For Down’s website
 Here are our free templates for bilingual branding. 

Example of a bilingual name – 
Why not use ‘Cymru’ as part of the name of your account? 

For more examples, design tips and information on good practice join our bilingualism at 
work sessions that we deliver in partnership with the Welsh Language Commissioner’s 
Hybu Team. For more information and dates contact Awel Jones, our internal Welsh 
Language Officer on Awel.Jones@tnlcommunityfund.org.uk.

For more advice on managing your project bilingually or general information on the 
Welsh language at the National Lottery Community Fund contact welshlanguage.advice@
tnlcommunityfund.org.uk 

https://www.handsupfordowns.co.uk/
https://www.tnlcommunityfund.org.uk/funding/managing-your-grant/promoting-your-project/download-our-logo#region2
https://www.tnlcommunityfund.org.uk/funding/managing-your-grant/promoting-your-project/download-our-logo#region2
mailto:Awel.Jones%40tnlcommunityfund.org.uk?subject=
mailto:welshlanguage.advice%40tnlcommunityfund.org.uk%20?subject=
mailto:welshlanguage.advice%40tnlcommunityfund.org.uk%20?subject=


Useful resources 

Translation services:
• The Association of Welsh Translators and Interpreters

• Helo Blod (free translation service from the Welsh Government – up to 500 words per 
month) 

Welsh language Commissioner guidance:
• Guidance (welshlanguagecommissioner.wales)

• Free Proof reading service – email: post@cyg-wlc.wales  

Lanyards, badges, posters with Welsh logo:
• Working Welsh  

Learn Welsh:
• The National Centre for Learning Welsh

• Welsh language corses

• Duolingo

• One Sentence in Welsh - SaySomethingin 

Spell check, checking terms and dictionaries:
• Term Cymru (a searchable term base of words and phrases approved by the Welsh 

Government)

• Cymorth Cymraeg : Porth Termau (bangor.ac.uk)

• Cysill Ar-lein (Welsh spellcheck)

• Geiriadur yr Academi (online English-Welsh dictionary) 

Recruiting Welsh speakers: 
• Volunteering Wales

• Lleol.Cymru 

• Swyddle 

• Swyddi360 

https://www.cyfieithwyr.cymru/en/
https://businesswales.gov.wales/heloblod/
https://businesswales.gov.wales/heloblod/
https://www.welshlanguagecommissioner.wales/businesses-and-charities/guidance
mailto:post%40cyg-wlc.wales%20?subject=
https://www.comisiynyddygymraeg.cymru/eich-hawliau/iaith-gwaith
https://learnwelsh.cymru/about-us/the-national-centre-for-learning-welsh/
https://learnwelsh.cymru/about-us/the-national-centre-for-learning-welsh/
https://www.duolingo.com/
https://www.saysomethingin.com/en/one-sentence-in-welsh/
https://www.gov.wales/bydtermcymru
https://www.bangor.ac.uk/cymorthcymraeg/porth_termau.php.cy
https://www.cysgliad.com/cysill/arlein/
https://geiriaduracademi.org/?lang=en
https://volunteering-wales.net/?lang=EN
https://lleol.cymru/en?
https://www.swyddle.com/?lang=english
https://swyddi.360.cymru/

