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Chapter 1
Introduction & Background

This scheme was prepared under Section 11 of the Official Languages Act 2003 ("the Act") by the Public Appointments Service.

Section 11 provides for the preparation by public bodies of a statutory scheme detailing the services they will provide


through the medium of Irish,


through the medium of English, and


through the medium of Irish and English

and the measures to be adopted to ensure that any service not provided by the body through the medium of the Irish language will be so provided within an agreed timeframe.

1.1
Inputs to the Scheme

Section 12 of the Act provides for the preparation of guidelines by the Minister for Community, Rural and Gaeltacht Affairs and their issue to public bodies to assist in the preparation of draft schemes. The Minister published the guidelines in September 2004 and this Scheme has been prepared based on these guidelines.

As provided for in Section 13 of the Act, The Public Appointments Service published a notice on 17 December 2004 inviting submissions in relation to the preparation of the draft scheme under Section 11 from any interested parties. The final date for receipt of submissions was 28 January 2005. This scheme has been informed by these submissions and certain of the submissions made are available on the organisations website www.publicjobs.ie.

The Public Appointments Service participated in meetings of the Interdepartmental Support Network set up by the Department of Community Rural and Gaeltacht Affairs at which valuable information and assistance about the formulation of Schemes was provided. As well as that representatives of the Department of Community Rural and Gaeltacht Affairs visited the Public Appointments Service to discuss the contents of the Scheme.

The views and suggestions of staff were elicited at meetings of the following groups:

Heads of the Functional Areas

Management Advisory Committee

The Partnership Committee

The Public Appointments Service appreciates the time and effort put in by all concerned in this process.

1.2
Commencement date of Scheme

This scheme has been confirmed by the Minister for Community, Rural & Gaeltacht Affairs. The scheme is commenced with effect from Monday 03 October 2005 (“The Commencement Date”) and shall remain in force for a period of 3 years from this date or until a new scheme has been confirmed by the Minister pursuant to Section 15 of the Act, whichever is the earlier.

1.3
Overview of the Public Appointments Service

The Public Appointments Service was established in October 2004. The Public Service Management (Recruitment & Appointments) Act 2004 dissolved the Office of the Civil Service and Local Appointments Commissioners. This Office was replaced with two separate organizations: the Commission for Public Service Appointments and the Public Appointments Service. 

The Public Appointments Service (PAS) is the centralised provider of recruitment, assessment and selection services for the civil service. PAS also provides recruitment and related human resource advisory services to local authorities, the Health Serivce Executive, the Garda Síochána and other public bodies as requested. Among the programme of activities undertaken by PAS are:

· open recruitment for positions in the Civil Service

· open recruitment for certain senior positions in the Local Authorities, the Health Service Executive, Harbour Authorities, Fisheries Boards and Vocational Education Committees;

· selection of candidates for promotion within the Civil Service by means of competitive inter-departmental selection tests and interviews;

· assisting other public sector organisations with open recruitment (e.g. An Garda Síochána, the Nurses Career Centre).

· assisting, as requested, the Top Level Appointments Committee in making senior appointments within the Civil Service, by, for instance, conducting preliminary interviews.

This represents a vast range of recruitment and selection activity - from clerical and administrative posts to senior managerial appointments together with a wide variety of professional and technical recruitment.

Increasingly, our role includes training, advisory and consultancy services which complement our recruitment and selection services, viz,:

· advice and support on recruitment and selection matters to client organisations and other public bodies;

· job analysis services in order to obtain accurate job-related information to guide competency-based selection processes which are also of benefit to our client organisations for human resource development activity;

· a selection testing service;

· assessor training in selection techniques, including interviewing.

The Office currently has a staff of just fewer than 150 who are all located in the Headquarters of the Public Appointments Service at Chapter House, Upper Abbey Street, Dublin 1. As part of the Government decentralisation programme announced with the budget in December 2003 plans are being progressed to locate some functional areas of the Public Appointments Service to Youghal, Co. Cork.

In light of the mandate that has been given to the Public Appointments Service, the following Mission Statement has been adopted:

To be the leading recruitment, assessment and related human resource people solutions provider for the public service.

1.4
Customers and Clients of the Public Appointments Service

The Public Appointments Service recognises the following six distinct groups of customers:

Client Organisation: This group includes all government departments/offices, local authorities, the Heath Service Executive and other public bodies who avail of the recruitment, selection and advisory services that we provide.

Applicants for Public Service Positions: This group includes members of the public who apply for any public service position advertised by us and who are entitled to have their applications dealt with fairly, impartially and in an efficient and courteous manner.

The General Public: Members of the public, who may or may not be interested in applying for a public service position, but who have an interest in knowing that such positions are filled in an open, transparent manner.  We also have a duty to account publicly for our use of the public funds entrusted to us and to demonstrate that such monies are spent properly, sensibly and with due consideration for value for money.

Board Members: The office relies heavily on the valuable contribution of all board members.  It is essential that all possible assistance is provided to them in carrying out their task and thus ensure a positive experience while working with us.

Internal Staff: We believe that internal staff members should be considered as customers and should be entitled, as are all customers, to expect the highest standards of service delivery in their dealings with the organisation.

The Commission for Public Service Appointments (CPSA)

The CPSA has established Codes of Practice and Advices by which the recruitment and selection procedures of the Public Appointments Service are regulated. We will adhere to the Codes of Practice and Advices, co-operate with audits and provide feedback on the Codes as required.

1.5
Functional Areas of the Public Appointment Service

The following are the functional areas of the Public Appointments Service:

1.
Recruitment Units

· Interdepartmental & IT

· Graduate Recruitment

· Garda Trainee

· Clerical Recruitment

· Senior Management & Professional Unit

2.
Related Recruitment Services

· Assessment Services

· Freedom of Information

· Customer Relations Unit

· Marketing

· Corporate Development Unit

· Business Organisation & Development Unit

3.
Internal Support Units

· Human Resources (internal)

· I T Unit

· Business Support Unit

· Records Management

· Finance Unit

1.6
The Content of the Language Scheme

The content of the Language Scheme is driven by the understanding that the two main customer groups to be considered are numbers two and three mentioned above – that is Applicants for Public Service Positions and The General Public. It is intended that Irish languages services directed at the other customer groups will be considered in schemes subsequent to this present scheme for 2005 – 2008.

The scheme builds on the extent to which services are currently available through Irish as a starting base. Areas for future enhancement of the service provided by this Office are identified in the body of the scheme.

The scheme also includes a commitment to assess on an ongoing basis the level of demand for services through Irish and to ensure that the Public Appointments Service continues to meet this demand in a planned, coherent and accessible way.

Chapter 2 starts out by detailing the general services to be provided in the Irish language by the office as a whole. The chapter goes on to detail the services that certain functional areas that have a specific interface with the general public will provide in the Irish language.

Chapter 3 focuses on the services to be provided by the Recruitment Units in the Irish language. As much of the recruitment activity is to be delivered through the Public Appointments Service’s Website www.publicjobs.ie, much of the discussion in this chapter focuses on Internet services. There is also a discussion of the Irish language services to be provided by the internal IT Unit of the office.

Chapter 4 of the scheme details the strategy to be employed by the Human Resources Unit to ensure that staff are available within the office to deliver improved Irish language Services to Candidates and the General Public alike.

Chapter 5 gives details of where responsibilities lie with regard to the monitoring and the review of the implementation of the scheme.

Chapter 6 gives details of the ways in which the organisation will launch and publicise the contents of the Scheme.

1.7
Assessment of extent to which services are already available through Irish

In anticipation of the likely requirements of the proposed Official Languages legislation, the office employed a full-time Translator in April 2002. Furthermore the office has shown it commitment to a high quality translation process by investing in a suite of Translation Tools that also improves productivity. Together this has enabled the office’s very strong response to the needs of the Irish language public, as evidenced by the bilingual content on publicjobs.ie, and by the publishing of, among others, the following bilingual publications:


The Quality Customer Service Action Plan 2004 – 2007


The Customer Charter


Steering Group Report on the Implementation of the Strategic Review Report on Public Sector Recruitment

Chapter 2
General Services / Activities

This Chapter deals with some general services to be provided in the Irish language by the office and then deals with three specific functional areas of the office: The Corporate Development Unit; The Marketing Unit; and the Press and Information Function. Each of these units has a significant interface with the General Public.

The chapter ends with a note on how Gaeltacht Placenames will be dealt with across all of the services provided by the office.

2.1
Bilingual Services in the Recruitment Units

During the lifetime of this scheme moves will be made to populate the Recruitment Units (mentioned in 1.5 above) with personnel who are able to provide services to the general public in both of the Official Languages.
To this end, in each of the Clerical Recruitment and Garda Trainee Units the Office will place at least one appropriate member of staff who is competent to provide the services of these units through Irish by the end of this scheme.
The issue of the provision of a quality one to one customer service in Irish in the remaining recruitment units and in the other functional areas of the Public Appointments Service will be addressed in the second and subsequent schemes.

Deadline:
In the lifetime of the scheme.

2.2
Primary Points of Contact

There are three primary points of contact in the office:

· The Careers Store

· Reception

· The Switchboard

In the case of the Careers Store and the Reception both provide a telephone service and a face-to-face interface. The Switchboard is a telephone-only service. At each of these primary points of contact the Human Resources Unit will ensure that staff stationed there are able fulfil standard QCS practice, which is that 

· staff are able to give the name of the Office in Irish and English,

· staff are at least familiar with the basic greetings in Irish, and suitable earrangements are in place so that they can put members of the public in touch without delay with an officer who can deal with their request.

Deadline:
1 year after the commencement date.

At each of these primary points of contact the staff working there will have a list of staff members available to them, via the Office’s Intranet, who are able to provide a more comprehensive service. These Irish language competent staff members will either answer queries immediately or will be able to take details of the request, collate a reply and deliver that reply in the Official Language of the customer’s choosing.

Deadline for posting list on the Intranet:
1 year after the commencement date.

2.3
The Corporate Development Unit

The main function of the Corporate Development Unit is the implementation of the Public Service Modernisation Programme and the management of strategic change in the Office.

The Unit has responsibility for the following areas:

· Co-ordinating and promoting strategic and business planning across the organisation

· Strengthening and developing our approach to Quality Customer Service

· Co-ordinating the publication of the Annual Report

· Facilitating partnership approaches to decision making

· Administration of Change Management Fund

· Auditing internal systems and procedures to ensure value for money

· Risk Management

Publications issuing from the Corporate Development Unit that are deemed to have the General Public as part of their target audience shall be available in both Official Languages and within the same cover.

There will be an exception in the case of Invitation to Tender documents, which are of a highly specialised technical nature and are only live for a limited period of time. Invitation to Tender documents will be available in the Official Language they were initially authored in.

Deadline:
From commencement date

2.4
Marketing Unit

Marketing Unit’s function is to develop and adopt a marketing strategy to ensure that the image of the public service is enhanced and that the Public Appointments Service as a recruitment organisation is positioned to attract people of the highest calibre.

The objectives of the Unit are:

· to promote public service careers to prospective candidates in a dynamic, interactive way and to promote public service organisations as modern, progressive, employers of choice,

· to promote the Public Appointments Service to our client organisations as the recruitment provider of choice and the source of best practice advice in public sector recruitment and selection

· to enhance the image of the Public Service to the general public by informing them of the role of public servants and the value of the services provided in delivering better government.

When attending Careers Fairs events that the General Public are likely to attend the Marketing Unit will ensure that all marketing materials presented by the Office are available to the public in both of the Official Languages.

Deadline:
One year after the commencement date.

2.5
The Press and Information Function

The Office commits to providing a spokesperson to talk to the Irish language media, such as RTÉ Raidió na Gaeltachta, RTÉ 1, and TG4, on issues of relevance to the office. This service will be provided subject to reasonable advance notice being given to the office of the time and the subject matter of the interview.

Where the Office issues a Press Release it will do so in both of the Official Languages simultaneously.

Deadline:
From commencement date

2.6
Gaeltacht Placenames

The official Placenames of Gaeltacht areas, as declared by the Minister in the Placenames (Ceantair Ghaeltachta) Order 2004, will be used by the Office for official purposes.

Deadline:
From commencement date

Chapter 3
Recruitment Services

This Chapter deals specifically with how the Recruitment Units of the Public Appointments Service intend to deliver improved Irish Language Services in the lifetime of the current scheme.

The Chapter also includes a description how the office’s Internal IT Unit will assist in the provision of certain Irish language services.

3.1
Internet Services – www.publicjobs.ie

As part of the general governmental commitment to provide services to the public using technology, and the World Wide Web in particular, The Public Appointments Service has invested heavily in the development of www.publicjobs.ie as its primary recruitment interface. This following details how the Recruitment Units of the Public Appointments Service intend to provide improved services in Irish through www.publicjobs.ie.

There are two distinct types of content hosted on publicjobs.ie – static content and interactive content.

3.1.1
Static Content

The static content of publicjobs.ie includes a wide range of general information such as information about the office and its resources, contact details, information about the competition process and information about the Civil Service in general.

Much of this text is already available on the site in both Official Languages. It is intended that all such static text that is generated and posted internally in this office will appear on publicjobs.ie in both Official Languages.

Deadline:
One year after the commencement date

There will be an exception in the case of Invitation to Tender documents, which are of a highly specialised technical nature and are only live for a limited period of time. Invitation to Tender documents will appear in the Official Language they were initially authored in.

3.1.2.
Interactive Content

The Interactive Content of publicjobs.ie comprises the Online Application Facility provided by the Public Appointment Service to candidates. As with the static content, much of the interactive content is already available to candidates in the Official Language of their choice.

The following discrete types of content make up the totality of the interactive content:

	Candidate Registration:
	The Candidate provides certain personal information such as name, address and contact information.

	
	

	Job Description:
	Details of the post being advertised. Typically this is similar to the information about the post that appears in the recruitment pages of the national newspapers.

	
	

	Application Form:
	The official Application Form for the post allows candidates to enter Personal Details, Educational Qualifications and Employment History.

	
	

	Information Booklet:
	Specific details of the Requirements of the post, of the Conditions of Service and of the Competition Process are contained in the Information Booklets.

	
	

	Familiarisation Booklet:
	Where an examination is being used in a Competition Process a Familiarisation Booklet is supplied to candidates to give them a sense of what the examination will contain.


The Candidate Registration Facility is already in place in both Official Languages.

For all of the posts advertised on publicjobs.ie it is intended that both the Job Description and the Application Form will be available in both of the Official Languages during the application period (see Appendix A).

Deadline:
Six months after the commencement date.

In the case of Information Booklets and Familiarisation Booklets it is intended to make them available in each of the Official Languages for all of the following types of jobs:

1. The following Open Competition Civil Service posts: Clerical Officer; Executive Officer; Higher Executive Officer; Assistant Principal Officer; Third Secretary; Administrative Officer

2. Health Service Executive Posts in the Gaeltacht Counties (See Appendix A)

3. Local Authority Posts in the Gaeltacht Counties (See Appendix A)

4. Posts where the Irish language is a particular requirement of the post, such as Oifigeach Logainmneacha; Aistritheoir; and Cigirí Oideachais.

5. Posts under the remit of the Department of Education.

Note: It is necessary from time to time to include correspondence from client organisations in Information Booklets. An example would be Comhairle na nOspidéal Approval Letters. Such text is not generated within this office and if it is included in Information Booklets will appear in the Official Language it was received in.

Deadline:
The office will be in a position to provide these documents during the application period of the competition two years after the commencement date.
3.2
IT Unit

The support of the IT Unit is central to the successful delivery of recruitment services in both of the Official Languages.

The following are some initiatives to be undertaken during the lifetime of the scheme to provide an improved service to Irish language customers.

· An Irish language alias/domain name will be created for the website, for example, www.postannapoibli.ie. 

· An Irish language general information mailbox will then be set up using this name, for example eolas@postannapoibli.ie. 

· Auto Reply messages sent from idle mailboxes will appear bilingually. 

· Disclaimers appearing at the bottom of emails will appear bilingually

Deadline:
One year after the commencement date

The IT Unit will work to ensure that the computer systems provided as an interface to Candidates and to the General Public are able to accept Irish language content. In particular, there will be no difficulties in accepting characters with diacritics. The IT Unit will also work to ensure that Irish Language Services provided electronically will be of the same technical standard as those provided in English.
Deadline:
During the lifetime of the scheme.

The IT Unit will assist in developing a section concerning the office’s Language Scheme on the Website. Contents will include the Scheme itself, certain of the submissions received and details of the deadlines associated with the scheme.

Deadline:
Three months after the commencement date.

The IT Unit will assist in creating a section on the Office’s Intranet dealing with Irish language matters. Content will include a list of the staff members available to talk to the Irish language public.

Deadline:
Three months after the commencement date.

The IT Unit will assist in setting up a Hit Counter on the Irish Language side of the site to help assess the demand for the Irish language services being provided.

Deadline:
One year after the commencement.

Chapter 4
Enhancement of Irish Language Capability within the Public Appointments Service

The following actions are proposed in order to ensure that both the level and standard of services to the public are improved during the duration of the scheme:

1. As was done in the case of the appointment of the office’s Translator in April 2002, the office’s recruitment policy will continue to be reviewed in the context of posts with the Public Appointments Service where proficiency in the Irish language (both written and oral) is an essential requirement, and especially in the context of the commitments contained in this scheme.

2. The Human Resources Unit will source Irish language classes focused on customer service needs for those members of staff who work at the “Primary Points of Contact” discussed in Chapter 2.

3. The Human Resources Unit will include information on the Irish language services provided by the Office and information on the contents of this Scheme during induction courses so that staff:

· understand why the Office implements a bilingual policy;

· understand the context and background to the policy; and are fully informed about how the policy will affect their work.

4. The Office will continue, to facilitate staff attending Irish language classes during office hours.

5. Advice will be given to staff in relation to the range of high-quality Irish language classes available outside office hours (e.g. third-level Diploma in Irish; Sult; Gael-Linn, etc); and

6. A separate section devoted to Irish Language matters will be developed on the office’s Intranet.

Once it is established that staff members have the capacity to deal with Irish language customers, it is proposed to promote the availability of the Irish language service by listing contact details on the Intranet for staff at the Primary Points of Contact and on the website for customers. This last provision will have the additional effect of promoting public confidence in the availability of a quality customer service in Irish and unlocking latent demand for services in Irish.

Chapter 5
Monitoring & Revision

The Management Advisory Committee within the Public Appointments Service will keep the effective operation of the scheme under review.

The day-to-day monitoring function will be carried out primarily by those heads of functional areas that have responsibility for the implementation of the scheme within their own areas and will report on a regular basis to the Chief Executive Officer.

A report on the implementation of the provisions of the Scheme along with details of the demand for the Services provided will be published for each of the 3 years that the Scheme is in place.

Responsibility for monitoring and reviewing the scheme will rest with the senior management within this Organisation.

Chapter 6
Publicising of Agreed Scheme

The contents of this scheme along with the commitments and provisions of the scheme will be publicised to the general public by means of:-


Press Release;


Official Launch of the scheme;


Advertising of provisions;


Circulation to appropriate agencies and public bodies;


Website.

A copy of this scheme has also been forwarded to Oifig Choimisinéir na dTeangacha Oifigiúla.

Appendix A
Some Definitions

The Appendix contains the definition of some terms used throughout the body of the scheme.

A.1
Gaeltacht Counties

Where reference is made to “Gaeltacht Counties” in this scheme the following counties are intended:

	Meath

	Kerry

	Cork

	Donegal

	Galway

	Mayo

	Waterford


A.2
The Application Period

“The Application Period” of a Competition runs from the time of advertisement of the post to the closing date for accepting applications for the post.
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