VERSATILE SOCIAL SPACES TOOLKIT
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Cyflwyniad
Créwyd y pecyn cymorth hwn er mwyn cefnogi mannau

cymdeithasol i deimlo'n hyderus yn eu gweithgareddau o
ddydd i ddydd.

Bydd y wybodaeth a ddarperir yn cynnwys canllawiau safonol
yn ogystal a dolenni ar gyfer argymhellion sy'n newid/
diweddaru'n aml.

Mae Covid-19 wedi creu'r angen i fannau cymdeithasol
ystyried y fantais o gynnig opsiynau wyneb yn wyneb yn
ogystal & digidol - a bydd y pecyn offer hwn yn cynnwys
awgrymiadau ar gyfer cynnig dull cyfunol.

Ym mhob amgylchiad, argymhellir mynd i'r afael ag ymholiadau ac
anghenion penodol gyda'ch canolfan wirfoddol sirol.
In all circumstances it is recommended that specific queries and
needs be addressed with your county voluntary council.
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Ceredigion Sir Gar Sir Benfro
Ceredigion Carmarthenshire Pembrokeshire
CAV CAVS PAVS
01570 42 32 32 01267 2' 55 55 01437 76 9 22
en@cavo.orq.uk admin@cavs.org.uk  enquiries@pavs.org.uk
2 Br ndulais'(,’ The Mount, 36/38 High Street,
Bridge Street, 18 Queen Street, Haverfordwest,
Lampeter Carmarthen. Pembrokeshire.
SA48 7AB SA31 WT $A61 2D0A

Introduction

This toolkit has been created for the purpose of supporting
social spaces to feel confident in their day-to-day activities.

This information has been provided by Community
Volunteering Development Officers from West Wales.

Covid-19 has created the need for social spaces to consider
the benefit of offering both in-person options as well as digital
- and this toolkit will include suggestions for offering a
blended approach.
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dudalen
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Beth yw gofod What is a
cymdeithasol versatile social
amlbwrpas? space?
Dull ddigidol a chyfunol A digital and in-person,

wyneb yn wyneb o ddodat ¢  blended, approach to
ein gilydd. coming together.

Mannau ysbrydoledig lle Inspiring places where
mae pobl yn dod at eu people come together,
gilydd, i gysylltu & chefnogi ¢  connect with and support

eu cymuned. their community.
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Ystyriwch eich

offer ‘cyfunol' yn
eich asesiadau

risg safonol:
peryglon

llithro/trip/
cwymp,

profion plwg a

phat soced
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ddiogel

Canllawiau Llywodraeth

Cymru wedi'u diweddaru
(Covid-19)

Canllawiau coronafeirws ar
gyfer y sector elusennau
(Comisiwn elusennau).

Asesiadau Risg

P'un ai yn &l y gyfraith, neu fel
canllawiau, fe'ch cynghorir i
ddarparu Asesiad Risg Covid-
19 ar gyfer eich llecliad.

Bydd hyn yn adlewyrchu
angheniony lleoliad a'r
gymuned yn ogystal a'r

newidiadau nas rhagwelwyd
yn Lefelau Rhybudd.

Dylai unrhyw un sy'n llogi
eich lleoliad hefyd ddarparu
Asesiad Risg.

Rhaid i'ch pwyllgor gytuno pa
amgylchiadau lliniarol sydd
eu hangen i sicrhau bod yr

holl gamau'n cael eu cymryd i

leihau'r risg o
gysylltu/lledaenu Covid-19.

Enghraifft o'r templed a
ddarperir yn atodiad A

-
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Safe working

Welsh Government Updated
Guidance (Covid-19)

General safeguarding for the
charity sector (Charity
Commission)

Risk Assessments

Whether in law, or as

guidance, It is advisable that
you provide a Covid-19 Risk
Assessment for your venue.

This will reflect the needs of
the venue and community
as well as the unforeseen
changes in Alert Levels.

Anyone hiring your venue
should also provide a Risk
Assessment.

Your committee must agree
what mitigating
circumstances are required
to ensure that all actions
are taken to reduce the risk
of contacting/spreading
Covid-19.

Template example provided in
appendix A

Partneriaeth Gofal Gorllewin Cymru
West Wales Care Partnership
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Consider your
‘blended’
equipment in
your standard
risk assessments:
slip/trip/fall
hazards,
plug and socket
pat testing
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https://llyw.cymru/coronafeirws
https://llyw.cymru/coronafeirws
https://llyw.cymru/coronafeirws
https://llyw.cymru/coronafeirws
https://llyw.cymru/coronafeirws
https://www.gov.uk/guidance/safeguarding-for-charities-and-trustees
https://www.gov.uk/guidance/safeguarding-for-charities-and-trustees
https://gov.wales/coronavirus
https://www.gov.uk/guidance/safeguarding-for-charities-and-trustees
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Cynhwysiant Digital
Digidol Inclusion

Mae cynhwysiant digidol yn Digital inclusion means
golygu cael y cymhelliant, y having the motivation, skills
sgiliau a'r mynediad i elwa'n ¢  and access to benefit fully
llawn o'r defnydd o from the use of digital
dechnoleg ddigidol. i  technology.

Yn 6l Cymunedau Digidol According to Digital
Cymru, nidyw 10% o ¢  Communities Wales, 10% of
oedolion yng Nghymru ar- adults in Wales are not
lein ac maent mewn perygl :  online and are at risk of
0 gael eu gadael ar 04l. being left behind.

Barclays Digital Wings
BT Skills for tomorrow
Google Digital Garage
National Careers Service Skills Toolkit
Lloyds Bank Academy
Microsoft Digital Skills hub
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Google Analytics
Canva
Mailchimp
Google forms
Office

Digital Communities Wales

: Digital Strategy for Wales
Cymunedau D|g|d0| Cymru E Business Wales

Strategaeth ddigidol i Gymru
Busnes Cymru

BT Microsoft
The DIGITAL
GARAGE
LLOYDS BANK Cliciwch ar logos
ACADERY Click on logos
BARCLAYS

National Digidol | oot

Careers Cvmru Wu es

Service

Good Things

Foundation
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https://digital.wings.uk.barclays/
https://www.bt.com/skillsfortomorrow/
https://learndigital.withgoogle.com/digitalgarage/
https://nationalcareers.service.gov.uk/find-a-course/the-skills-toolkit
https://www.lloydsbankacademy.co.uk/
https://www.microsoft.com/en-gb/home/digital-skills/
https://www.goodthingsfoundation.org/
https://www.digitalcommunities.gov.wales/
https://gov.wales/digital-strategy-wales-html
http://www.goodthingsfoundation.org/learn/learn-my-way/
https://www.digitalcommunities.gov.wales/
https://gov.wales/digital-strategy-wales-html
https://businesswales.gov.wales/superfastbusinesswales/events
https://www.digitalcommunities.gov.wales/cy/
https://llyw.cymru/strategaeth-ddigidol-i-gymru-html
https://businesswales.gov.wales/superfastbusinesswales/cy/digwyddiadau
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Good Things

Foundation
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Good Things Foundation

Gallwch gofrestru i fod yn You can register to become
ganolfan ar-lein, gallwch ¢ an online centre, you can
ddefnyddio eich mynediad use your local CVC online
i'ch canolfan ar-lein CVC centre access or you can go
leol neu gallwch fynd drwy ¢ through the Good Things
wefan y Sefydliad Pethau Foundation website without
Da heb gofrestru. : registering.

CAVS# * ) } =
8 0 Lo 8
Helping [~ ) ) -
Halls# ] 0 L0 8
awvor 3] ) O G
Learn my way
Defnyddio'r
cyfrifiadur neu'r Mwy o sgiliau
ddyfais rhyngrwyd
Using your More internet
computer or skills
device

Gwella eich iechyd

Hanfodion ar-lein .
ar-lein

Online basics .
Improving your

health online

Dod o hyd i swydd

Diogelwch ar-lein ar-lein

Online safety Finding a job

online

-
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Rhaglenni swyddfa

Office programs

Rheoli eich arian
ar-lein

Managing your
money online
Gwasanaethau

Cyhoeddus ar-lein

Public Services
online
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https://www.goodthingsfoundation.org/
http://www.goodthingsfoundation.org/learn/learn-my-way/
https://www.goodthingsfoundation.org/learn/learn-my-way/
http://www.goodthingsfoundation.org/learn/learn-my-way/
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Adeiladu busnes
Build a business

Taenlenni Lluniau Gyrfaoedd /
Spreadsheets Photos Careers
Calendrau Dogfennau Ebost
Calendars Documents Email

Diogelwch ar-lein Cyflwyniadau

Online security

Rhwydwaith

Canolfannau Ar-lein

Online Centres

Network

Mae'r Banc Data Cenedlaethol

Gweithio o gartref
Work from home

Presentations

yn darparu sims a data
symudol am ddim (yn ogystal :
a chofnodion siarad a
thestunau) i bobl mewn angen :
drwy rwydwaith o bartneriaid &
cymunedol lleol y Sefydliad :
Pethau Da. Mae fel 'banc :
bwyd' ond ar gyfer data :
cysylltedd rhyngrwyd. Gall 3
sefydliadau cymunedol wneud
cais i gael mynediad i'r gronfa
ddata, gan eu galluogi i :
ddarparu data i boblyn eu :
cymunedau sydd ei angen.

Cyfryngau
cymdeithasol
Social media

1DITOOL S3OVdS TVIOOS FTILVSHIA

Cael wythnos ar-lein
Get online week

Online Centres
Network

The National Databank
provides free sims and mobile
data (as well as talk minutes
and texts) to people in need
via Good Things Foundation’s
network of local community
partners. It's like a ‘food bank’ HWB
but for internet connectivity o "
data. Community
organisations can apply to
access the databank, enabling
them to provide data to
people in their communities
who need it.

atodiad E

appendix £
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http://makeitclick.learnmyway.com/directory
http://makeitclick.learnmyway.com/directory
http://makeitclick.learnmyway.com/directory
https://makeitclick.learnmyway.com/directory
https://www.onlinecentresnetwork.org/
https://www.youtube.com/watch?v=TugEQGCqBRI
https://uk.getonlineweek.com/event-resources
http://goodthingsfoundation.org/our-network/
http://goodthingsfoundation.org/our-network/
http://uk.getonlineweek.com/
http://uk.getonlineweek.com/
https://www.goodthingsfoundation.org/databank/
https://www.goodthingsfoundation.org/databank/
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Cymunedau Digidol Cymru
Digital Communities Wales

Cymorth yn rhad ac am ddim Support is free and includes:

acyn cynnwys: : e Digital inclusion assessment

e Asesiad cynhwysiant e Digital training for frontline
digidol staff and volunteers

o Hyfforddiant digidol i staff : e Digital equipment loans
a gwirfoddolwyr rheng Digital volunteer support
flaen : e Digital inclusion

e Benthyciadau offer digidol : accreditation

e Cymorth gwirfoddolwyr e Digital Inclusion Alliance for
digidol Wales

e Achrediad cynhwysiant
digidol Partneriaethau

1DITOOL S3OVdS TVIOOS FTILVSYHIA

Rhaglen gweminar Digital inclusion webinar
cynhwysiant digidol programme
Cadw mewn cysylltiad CDC ¢  Staying in Touch DCW
Cynnal eich lechyd Meddw! :  Supporting your mental health
Adnoddau Addysgol Rhad ac Free Educational Resources
Am Ddim

Cynhwysiant digidol ym Digital inclusion in health and
maes iechyd a gofal care

Cymunedau D 9 'l'ClI

D g do' Communities C

ymunedau
Cymru | Wales Digidol Emgtﬂ!
(echrdaies” | hestandWelibeig | Cymru | Wales

Hyder Digidel, Digital Confidence,

-
S ll | lechyd a Lles Health and Well-being

Nia George, Kate Naidoo, Jamie Horton
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https://www.digitalcommunities.gov.wales/
http://www.youtube.com/user/Communities2point0/videos
https://www.digitalcommunities.gov.wales/cy/
https://www.digitalcommunities.gov.wales/webinar-programme/
https://padlet.com/dcwalestraining/Staying_in_touch
https://padlet.com/dcwalestraining/Mental_Health
https://padlet.com/dcwalestraining/freeresources
https://www.digitalcommunities.gov.wales/cy/rhaglen-gweminar/
https://padlet.com/dcwalestraining/Staying_in_touch
https://padlet.com/dcwalestraining/Mental_Health
https://padlet.com/dcwalestraining/freeresources
https://www.digitalcommunities.gov.wales/digital-inclusion-in-health-and-care/
https://www.digitalcommunities.gov.wales/cy/cynhwysiant-digidol-ym-maes-iechyd-a-gofal/
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Grwp Facebook
Mannau
Cymdeithasol
Amlbwrpas
Gorllewin Cymru

Mae croeso i chiymuno a'n
Rhwydwaith o Fannau
Cymdeithasol Amlbwrpas, a
chael cefnogaeth gan
gymheiriaid.

Antivirus - Meddalwedd a
gynlluniwyd i ganfod a dinistrio
firysau cyfrifiadurol
Algorithm - Set o reolau i'w
dilyn mewn cyfrifiadau, yn
enwedig gan gyfrifiadur

App (Application) Darn o
feddalwedd a ddatblygwyd i'w
osod ar ddyfeisiau symudol
Adware - Meddalwedd sy'n
arddangos neu'n lawrlwytho
deunydd hysbysebu yn
awtomatig pan fydd
defnyddiwr ar-lein

PECYN CYMORTH MANNAU CYMDEITHASOL AMLBWRPAS
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West Wales

Versatile Social

Spaces
Facebook
Group

You are welcome to join, and
receive peer support from,

our Network of Versatile Social

Spaces.

Byster Jargon TG!
IT Jargon Buster!

Antivirus - Software designed
to detect and destroy computer
viruses

Algorithm - A set of rules to
be followed in calculations,
especially by a computer

App (Application) A piece of
software developed to be
installed on mobile devices
Adware - Software that
automatically displays or
downloads advertising material
when a user is online

1DITOOL S3OVdS TVIOOS FTILVSYHIA

excellence @
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https://www.facebook.com/groups/338921444386906
https://excellence-it.co.uk/insights/the-ultimate-it-jargon-buster/
https://excellence-it.co.uk/insights/the-ultimate-it-jargon-buster/
https://excellence-it.co.uk/insights/the-ultimate-it-jargon-buster/
https://excellence-it.co.uk/insights/the-ultimate-it-jargon-buster/
https://excellence-it.co.uk/
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Lled band
Mae lled band yn cyfeirio at faint

dychwelyd i'w gwefannau.
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o ddatay gellir ei anfon dros : Bandwidth

rwydwaith neu fodem. Wedi' : Bandwidth refers to the amount
fesur mewn "bps" neu ddarnau yr :

eiliad, mae lled band ychydigyn

debyg i ffordd ac mae'r darnau fel i 'PPS’Or bits per second,

C e o it s albibiEleread and

16n gario llawer o draffig ac mae'n : the bits are like cars on the road.

araf. Mae ffordd rydd chwe l6n yn : A two-lane road can't carry much
llawer cyflymach 3
AR : freeway is much faster.

Celc :

Mae storfa yn ardal storio sy'n : Cache

rhoi mynediad cyflym i chi at * A cache is a storage area that

wybodaeth rydych chi wedi : 8VeS you speedy access to
defnyddio'n ddiweddar. Os ydych

chi erioed wedi sylwi mai'r ail dro :

y byddwch yn ymweld & gwefan & second time you visit a website it

mae'n ymddangos ei bod yn : seems to load faster, it's probably

lIwytho'n gyflymach, mae'n debyg : because some of the information

oherwydd bod rhywfaint o'r on the website has been ‘cached’
wybodaeth ar y wefan wedi'i 3 -
'storio’ rywle ar eich cyfrifiadur ¢ " the cloud (see below).
| ler isod). :

neu yny cwmwl (gweler isod) ! Cloud
Cwmwl & 1he’cloud’is the remote server or
Y 'cwmwl' yw'r gweinydd neu'r network of servers you connect
rhwydwaith o weinyddion rydych & With when using any number of
chi'n cysylltu a nhw wrth =

ddefnyddio unrhyw nifer o : email or social media sites. Free

wasanaethau rhyngrwyd, gan : and paid services allow you to

gynnwys eich e-bost neu : work or store data ‘in the cloud’

wefannau cyfryngau : instead of on your personal
cymdeithasol. Mae gwasanaethau

am ddim a thaledig yn caniatau i

chi weithio neu storio data 'yny : Cookies

cwmwl' yn hytrach nag ar eich : Cookies are small amounts of text

cyfrifiadur personol. yvebsites often store in your
: internet browser to identify you

Cwcis - When you return to their sites.
Mae cwcis yn symiau bach o :
wefannau testun sy'n amlyn :
storio yn eich porwr rhyngrwyd &

'ch adnabod pan fyddwch yn ¢

of data that can be sent over a
network or modem. Measured in

traffic and is slow. A six-lane

information you've recently used.
If you've ever noticed that the

somewhere on your computer or

internet services, including your

computer.

Nia George, Kate Naidoo, Jamie Horton

Partneriaeth Gofal Gorllewin Cymru
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Defrag
Mae Defrag yn fyr am 'dwyllo".
Dros amser, mae gwybodaeth ar

'dameidiog' neu'n cael ei symud,
sy'n arafu'r cyfrifiadur. Pan
fyddwch yn defnyddio'r offeryn
defrag yn eich cyfrifiadur, mae'n
eu cyrraedd.
Mega/Tera/Gigabyte

Mae'r gair gigabyte, ynghyd &'i
gefndryd megabyte a terabyte, yn

yriant caled i storio data - a elwir
fel arall yn gof. Mae megabeit yn

megabeit (neu 'megau’); a

llawer o le.
Man poeth neu fan poeth

Mae man poeth neu fan poeth yn

Er mwyn cadw pobl o'r tu allan
rhag ymyrryd ar y cysylltiad, fel
arfer mae angen i chi gael

symudol a'r gwasanaeth WiFi.

Meddalwedd maleisus
Mae meddalwedd maleisus yn fyr

P ON B [ wwep

PAVS

: Defrag

: Defragis short for ‘defragment’.
:+ Over time, information on your

: computer becomes ‘fragmented’
eich cyfrifiadur yn myndyn :

or moved, which slows your

: computer down. When you use

: the defrag tool in your computer,

: it moves them back into more

: easily accessed clusters.

eu symud yn Ol i glystyrau haws :

: Mega/Tera/Gigabyte

¢ The word gigabyte, along with its

: cousins megabyte and terabyte,

: refer to the amount of space your

: computer, mobile phone or hard

cyfeirio at faint o le sydd gan eich $
cyfrifiadur, ffon symudol neu :

¢ megabyte is 1,000,000 bytes; a

: gigabyte is 1000 megabytes (or

1,000,000 beit; gigabyte yw 1000

drive has to store data -
otherwise known as its memory. A

‘megs’); and a terabyte is 1000

. gigabytes (or ‘gigs)). In other
terabyte yw 1000 gigabytes (neu :
'gigs'). Mewn geiriau eraill, mae :
. Hot spot or hotspot
: A hot spot or hotspot is a physical
: location - like a café - that offers
:+ a WiFi connection to visitors. To
lleoliad ffisegol - fel caffi - sy'n :
cynnig cysylltiad WiFi i ymwelwyr. 3

words, lots of space.

keep outsiders from intruding on
the connection, you usually need

: toobtain a password to connect
: your mobile device to the WiFi

: service.

cyfrinair i gysylltu'ch dyfais 3

: Malware

: Malware is short for malicious

: software that can damage your
: computer.

ar gyfer meddalwedd maleisus a :

all niweidio'r cyfrifiadur. ¢ Phishing
: Phishing is the practice of sending
Potsian : emails that look as though they're

Potsian yw'r arfer o anfon e-byst
sy'n edrych fel petaent yn cael eu
hanfon o gwmni ag enw da i'ch
twyllo i ddatgelu gwybodaeth

: sent from a reputable company to
: trick you into revealing personal
: information like passwords or
s credit card numbers.
bersonol fel cyfrineiriau neu rifau :
cardiau credyd. @

Nia George, Kate Naidoo, Jamie Horton

Partneriaeth Gofal Gorllewin Cymru
West Wales Care Partnership
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RAM : RAM
Pan fyddwch yn prynu cyfrifiadur, ¢ When you purchase a computer,
mae eich cynorthwyydd gwerthu : your sales assistant is bound to
yn siwr o ddweud wrthych faint o : tell you how much ‘RAM’
'RAM' (hwrdd amlwg, fel y defaid) : (pronounced ram, like the sheep)
sydd gan y cyfrifiadur. Mae RAM : the computer has. RAM stands for

yn sefyll am Gof Mynediad ar Hap.
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Mae'n bwysig oherwydd pan
fyddwch yn defnyddio'ch
cyfrifiadur, mae RAM yn rhoi

wybodaeth 'ar hap'. Po fwyaf o

Dull
Cyfuno

Bydd y pecyn cymorth hwn :
yn ystyried rhywfaint o offer :
sylfaenol i ganiatau dull
cyfunol o ymdrin a :
gweithgareddau Canolfannau :

Cymunedol.

Cofiwch fod ymarfer yn
berffaith a bydd angen :
cefnogaeth i rannu'r rolau. +

: Random Access Memory. It's

: important because when you use
+ your computer, RAM gives you

¢ quick access to random’
mynediad cyflym i chi at :
: computer has, the faster it will
RAM sydd gan gyfrifiadur, y 3
cyflymafy bydd yn rhedeg. &

information. The more RAM a

run.

excellence @

Blended
Approach

This toolkit will consider
some basic equipment to
allow a blended approach to
Community Centre activities.

Remember that practice
makes perfect and support
will be needed to share out
the roles:

Offer foleuo

Lighting Equipment

D

Camera

Cysylltiad a'r rhyngrwyd
Internet Connection

L o

Meicroffon

W &

Microphone

l I

Seinyddion

Gliniadur
Laptop Speakers

Meddalwedd

& CH S

Software

Nia George, Kate Naidoo, Jamie Horton
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https://excellence-it.co.uk/
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Gwiriwch eich cofrestr
asedau i benderfynu pa offer
sydd gennych a beth sydd ei

angen.

Ffurflen ar gael yn atodiad B

Ar Ol rhywfaint o ymchwil,
lluniodd tim CVDO eu rhestr
offer awgrymedig:
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t; 4. Tanysgrifiad i chwyddo
= 5.Teledu clyfar a stondin
= 6.360 Cwrdd Owl: camera,
H meicroffon, siaradwr
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Check your asset register to
determine what equipment
you have and what is needed.

Form available in gppendix B

After some research the
CVDO team came up with
their suggested equipment
list:

1DITOOL S3OVdS TVIOOS FTILVSYHIA

(neu fwrdd gwyn
rhyngweithiol/sgrin
tynnu i lawr
or interactive
whiteboard/pull down
screen)

1.Broadband to venue

2.Laptop

3.Surge protection lead

4.Subscription to zoom

5.Smart TV and stand

6.360 Meeting Owl: camera,
microphone, speaker

Nia George, Kate Naidoo, Jamie Horton


https://owllabs.co.uk/?msclkid=fd57289223ef103a68da4a463700c0af
https://zoom.us/
https://excellence-it.co.uk/insights/the-ultimate-it-jargon-buster/
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sonnir am Zoom yny pecyn
cymorth - mae yna
lwyfannau eraill a allai fod yn
well ganddynt. Ceir rhai
enghreifftiau isod:

Mae Google Meet yn ateb
cyfathrebu am ddim sy'n
caniatau i ddefnyddwyr gadw
mewn cysylltiad a chleientiaid
a thimau yn fyd-eang. Mae'r
cymhwysiad yn gweithio mewn
cysoni a'r cymwysiadau
Google eraill ac yn caniatau i
chi gyflwyno, cydweithio a
chyfarfodydd lif byw i 100,000
o wylwyr ar un adeg. Mae
hefyd yn dod fel estyniad
Chrome a gellir ei ddefnyddio
ar draws pob dyfais.

Microsoft Teams

Mae Microsoft Teams yn ateb
SgWrsio grwp ar gyfer timau
sydd am gael gwasanaeth
gweithle a negeseua a rennir.
Mae Microsoft Teams yn
disodli Skype for Business fel
y gwasanaeth cyfathrebu sy'n
seiliedig ar sgwrsio o ddewis
ar gyfer cydweithrediad tim
Microsoft 365.

Googlé Meet

—
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Zoom is mentioned in the
toolkit - there are other
platforms that may be
preferred. Some examples

are provided below: o

200Mm

Google Meet is a free
communication solution that
allows users to stay in touch
with clients and teams
globally. The application
works in sync with the other
Google applications and
allows you to present,
collaborate and live stream
meetings to 100,000 viewers
at one time. It also comes as
a Chrome extension and can
be used across all devices.

Microsoft Teams is a group
chat solution for teams who
want a shared workspace
and messaging service.
Microsoft Teams replaces
Skype for Business as the
chat-based communication
service of choice for
Microsoft 365 team
collaboration.

1DITOOL S3OVdS TVIOOS FTILVSYHIA

Cliciwch ar logos

Click on logos
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https://apps.google.com/meet/
https://www.microsoft.com/en-gb/microsoft-teams/log-in
https://excellence-it.co.uk/insights/the-ultimate-it-jargon-buster/
https://zoom.us/
https://apps.google.com/meet/
https://apps.google.com/meet/
https://www.microsoft.com/en-gb/microsoft-teams/log-in
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Sk/De,

Mae'r rhaglen yn cynnig
negeseuon negeseua, fideo a
negeseuon llais, y gallu i
gyfnewid ffeiliau, yn ogystal a
sgyrsiau a chynadledda fideo.
Mae galwadau drwy Skype am
ddim, gyda dim ond galwadau
i linellau tir neu rwydweithiau
cellog yn denu taliadau. Mae
gany rhaglen hefyd
gyfieithydd adeiledig sy'n
cyfieithu galwadau ffébn mewn
amser real.

-
—_ P
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Skype

The program offers
messaging, video and voice
messages, the ability to
exchange files, as well as
chats and video
conferencing. Calls via Skype
are free, with only calls to
landlines or cellular
networks attracting charges.
The program also has a built-
in translator which translates
phone calls in real-time.

Enghreifftiau eraill 0 Feddalwedd Cynadledda Gwe

< Capterra

Other examples of Web Conferencing Software

Mae llawer o opsiynau ar
gael i gynnal cyfarfodydd ar-
lein/cyfunol a chynnal
gweithgareddau. Bydd yr un
a ddewisir fel arfer yn
dibynnu ar ddewis y grwp yn
hwyluso neu'n hygyrch i
fynychwyr.

Byddai'n ddoeth lawrlwytho'r
apiau mwyaf cyffredin hyn ar
eich gliniadur er hwylustod

There are many options
available to conduct
online/blended meetings
and host activities with. The
one chosen will typically
depend on the preference of
the group facilitating or
accessibility for attendees.

It would be advisable to
download these most
common apps on to your
laptop for convenience

Siop apiau / App Store

-

P Google Play L

2 Download on the
' App Store

Microsoft Store

Partneriaeth Gofal Gorllewin Cymru
West Wales Care Partnership
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Cliciwch ar logos
Click on logos
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https://www.capterra.com/web-conferencing-software/?account_campaign_id=396379141&account_adgroup_id=1246846747481684&target=Online%20meeting%20platforms&ad_id=&matchtype=e&utm_source=bing&utm_medium=ppc&target=Online%20meeting%20platforms&ad_id=77928054475063&matchtype=bp&utm_source=bing&utm_medium=cpc&utm_term=Online%20meeting%20platforms&account_campaign_id=396379141&account_adgroup_id=1246846747481684&msclkid=5909f586a4a01ca6cd439753805c58fa
https://www.skype.com/en/
https://play.google.com/store/search?q=meeting+app&c=apps
https://apps.microsoft.com/store/apps?hl=en-gb&gl=gb
https://excellence-it.co.uk/insights/the-ultimate-it-jargon-buster/
https://www.skype.com/en/
https://www.capterra.com/web-conferencing-software/?account_campaign_id=396379141&account_adgroup_id=1246846747481684&target=Online%20meeting%20platforms&ad_id=&matchtype=e&utm_source=bing&utm_medium=ppc&target=Online%20meeting%20platforms&ad_id=77928054475063&matchtype=bp&utm_source=bing&utm_medium=cpc&utm_term=Online%20meeting%20platforms&account_campaign_id=396379141&account_adgroup_id=1246846747481684&msclkid=5909f586a4a01ca6cd439753805c58fa
https://www.capterra.com/web-conferencing-software/?account_campaign_id=396379141&account_adgroup_id=1246846747481684&target=Online%20meeting%20platforms&ad_id=&matchtype=e&utm_source=bing&utm_medium=ppc&target=Online%20meeting%20platforms&ad_id=77928054475063&matchtype=bp&utm_source=bing&utm_medium=cpc&utm_term=Online%20meeting%20platforms&account_campaign_id=396379141&account_adgroup_id=1246846747481684&msclkid=5909f586a4a01ca6cd439753805c58fa
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Dylai pob cyfarfod / . Each meeting / activity should
gweithgaredd sicrhau bod : ensure that everyone involved
pawb sy'n gysylltiedig (yn : (virtually and in-person)
rhithwir ac yn bersonol) yn ¢ understands its purpose and
deall ei ddiben a'i ganlyniadau : expected outcomes.
disgwyliedig. :
: There should be a clear
Dylai fod dealltwriaeth glir o'r ¢ understanding of what equal
hyn y mae cyfranogiad cyfartal : participation involves and how
yn ei olygu a sut i gefnogi ei ¢ to support its achievement.
gyflawniad. :
: Co-facilitation of meeting /
Mae cyd-hwyluso cyfarfod / activity supports inclusivity.
gweithgaredd yn cefnogi :
cynwysoldeb. : Include a number of
: contingency plans. What if?
Cynnwys nifer o gynlluniau :
wrth gefn. Beth os? : Planning a blended meeting /
activity must include clear
Rhaid i'r gwaith o gynllunio ¢ roles for colleagues to support
cyfarfod / gweithgaredd : its success. For instance:
cyfunol gynnwys rolau clir i ¢
gydweithwyr i gefnogiei : e Practical digital support
lwyddiant. Er enghraifft: eg, with equipment, back A
. up internet connection \’

1ITOOL S3OVdS TVIOO0S FTILVSHIA

e Cymorth digidol : o Online support eg. with 1
ymarferol ee, gydag offer, : chat function, allowing OWL Labs
cysylltiad rhyngrwyd wrth 3 digital entry, supporting
gefn : digital problems (sound,
Cymorth ar-lein ee. gyda : camera), sharing of
swyddogaeth sgwrsio, presentations, managing
caniatau mynediad digidol, : breakout rooms, polls
cefnogi problemau digidol 3 functions, collaborative
(sain, camera), rhannu : working spaces (white
cyflwyniadau, rheoli : board) etc.
ystafelloedd trafod, : e In-person support eg.
swyddogaethau arolygon attendees needs, Q&A,
barn, mannau gweithio ary : preventing chatter
cyd (bwrdd gwyn) ac ati. e Note taker

e Cymorth wyneb yn : e Time keeper
wyneb ee. anghenion : e Co-facilitators of the

mynychwyr, sesiwn holi ac
ateb, atal sgwrsio

Cymryd nodiadau
Ceidwad amser
Cyd-hwyluswyr y cyfarfod

meeting

PECYN CYMORTH MANNAU CYMDEITHASOL AMLBWRPAS
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https://owllabs.co.uk/?msclkid=69de4ae6f5771f23fb3f282a5fac5fa8

18

‘)\: ﬁ' r\ s w§ s

N F(wwcp
Llywodraeth Cymru — ﬁﬁmi Partneriaeth Gofal Gorllewin Cymru
Welsh Government CGGSG CAVS &V Sranatons PAVS West Wales Care Partnership

PECYN CYMORTH MANNAU CYMDEITHASOL AMLBWRPAS

e Ffon symudol/
llechen/gliniadur/CYFRIF
IADUR

e Dolen ar gyfer Zoom

e Lle diogel

Grwp Ffitrwydd
Cymunedol

16.30 24/09/2022

Yny neuadd ac ar-lein
- chwyddo
At the hall and online -
zoom

Community
Fitness Group

Ffén symudol, llechen, gliniadur,
CYFRIFIADUR // Mobile phone,
tablet, laptop, PC

Dolen ar gyfer Zoom // Link for Zoom

Camera, meicroffon, siaradwyr // Camera /
microphone / speakers

Smart TV, Bwrdd gwyn, Sgrin, Taflunydd // Smart
TV / White board, Screen, Projector [/
Goleuadau // Lighting

Hwyluswyr // Facilitators

Cymorth tech // Tech support

| LIDITOOL SIDVS TVIDOS JTLVSUIA

¢ Cyfarfod Neuadd °
Gymunedol

20.00 29/09/2022
Yny neuadd ac ar-lein -
chwyddo

At the hall and online -
zoom

Commumty Hall

Mtg
e Mobile phone/ tablet/laptop/ PC \’fyv
e Link for Zoom A7 '
e Safe space 8

Gall ystyried
ychwanegol /
May consider
additional

Camerau/
cameras
Meicroffonau/
microphones
Seinyddion/
speakers

Nia George, Kate Naidoo, Jamie Horton
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Cysylltedd - Band eang :
gydag isafswm o 10 - 20 Mb/ :
eiliad neu uwch na :
chysylltedd. Gallai unrhyw

Connectivity- Broadband
with minimum of 10 - 20 Mb/
sec or above connectivity.
Anything below 10 Mb/sec

gﬁf{é beth o dan 10 Mb/sec gynnig : could offer a poor experience.
N profiad gwael. :

Llywodraeth Cymru .

Welsh Government O

Datrysiad Band Eang : Mobile/4G Broadband

Ofcom Symudol /4G : Solution
OFcom Gellir gosod llwybrydd band : A broadband router can be
—_— eang i gysylltu'ch eiddo & : installed to connect your

Q‘ samenDdiness band eang drwy rwydwaith : property to broadband via a

N diybasl’ symudol 4G. Nid yw'n golygu : 4G mobile network. It

defnyddio ffén symudol ac
nid oes angen ceblau na llinell :
ffon arnoch. Gellir cysylltu :
antena allanol ag ochr eich :
eiddo mewn ardaloedd lle
mae'n bosibl na fydd signal :
4G yn gryfy tu mewn. Erbyn :
hyn mae pecynnau data :
diderfyn ar gael gyda sawl :
darparwr :

G l<(t‘£)|
Il T

doesn’t mean using a mobile
phone and you don't need
cables or a phone line. An
external antenna can be
attached to the side of your
property in areas where a 4G
signal might not be strong
indoors. There are now also
unlimited data packages
available with several
providers

1DITOOL S3OVdS TVIOOS FTILVSYHIA

. : : J2

Datrysiad Band Eang : Community Broadband o\
Cymunedol : Solution Upwodraeth Gyneu

Os yw'r eiddo'n agos at : |If the property is near to

gartrefi a busnesau eraill : other homes and businesses Ofcom
sydd angen cyflymder band that need faster broadband OFcom
eang cyflymach, gallech : speeds, you could come —_—
ddod at eich gilydd adod o ¢ together and find a ) exrgenodness

hyd i ateb cymunedol. Mae : community solution. This L/J”w

hyn yn galluogi eiddo i ¢
ariannu datrysiad band eang :
cyflym iawn fel rhan o &
brosiect grivp &

enables properties to fund a
superfast broadband
solution as part of a group
project

Cliciwch ar logos
Click on logos

Lalalal

openreach
chinkbroadband”
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https://www.openreach.com/fibre-broadband
https://gov.wales/access-broadband-cymru-grant-scheme
https://www.ofcom.org.uk/phones-telecoms-and-internet/advice-for-consumers/advice/ofcom-checker
https://www.ofcom.org.uk/phones-telecoms-and-internet/advice-for-consumers/stay-connected
https://www.ofcom.org.uk/cymru/phones-telecoms-and-internet/advice-for-consumers/stay-connected
https://www.ofcom.org.uk/cymru/phones-telecoms-and-internet/advice-for-consumers/advice/ofcom-checker
https://llyw.cymru/cynllun-grant-allwedd-band-eang-cymru?_ga=2.143957045.1238597346.1658080606-1404666906.1658080606
https://gigabitvoucher.culture.gov.uk/
https://www.thinkbroadband.com/guides/fibre-fttc-ftth-broadband-guide
https://excellence-it.co.uk/insights/the-ultimate-it-jargon-buster/
https://www.bargenddinesigbaeabertawe.cymru/prosiectau/seilwaith-digidol/
https://www.swanseabaycitydeal.wales/projects/digital-infrastructure/
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Cofnodi cyfarfodydd a

Mae defnyddio llwyfannau
electronig fel Zoom neu
Microsoft Teams yn ei

gymryd sgrinluniau o'r rhai

sydd i'w gweld yn ystod y :
: recordings to be made of the
: event. You should consider

: these possibilities when
organising a meeting and

: also take steps to ensure that
: people are aware of the
ymwybodol o'r graddauy
: visible and, where necessary,
: have the opportunity to
consent to any audio or video
: recording.

: If electronic platforms are

: used, organisations should

: consider any relevant data

: protection and GDPR

: implications. This will be

: highly dependent on the

: circumstances, and

: organisations will need to

: take advice.

cyfarfod ac i recordiadau gael
eu gwneud o'r digwyddiad.
Dylech ystyried y posibiliadau
hyn wrth drefnu cyfarfod a
chymryd camau hefyd i
sicrhau bod pobl yn

byddant yn weladwy a, Ile bo
angen, yn cael cyfle i gydsynio
i unrhyw recordiad sain neu
fideo.

Os defnyddir llwyfannau
electronig, dylai sefydliadau
ystyried unrhyw ddata
perthnasol

goblygiadau amddiffyn a
GDPR. Bydd hyn yn ddibynnol
iawn ar yr amgylchiadau, a
bydd angen i sefydliadau gael
cyngor.

Mae ICSA, y Sefydliad
: Governance Institute, has

m' Eﬂ @ Fwwep

Partneriaeth Gofal Gorllewin Cymru
West Wales Care Partnership

PAVS

Recording of meetings and
GDPR :

GDPR

: The use of electronic

: platforms such as Zoom or
: Microsoft Teams makes it
gwneud hi'n hawdd i wylwyr
: screenshots of those visible

easy for viewers to take

during the meeting and for

extent to which they will be

ICSA, The Chartered

Llywodraethiant Siartredig,
wedi cyhoeddi canllawiau

rhithiol a hybrid.

Nod y canllawiau yw darparu
arweiniad ‘sut i ymarferol i
elusennau sydd ar fin cynnal
eu cyfarfod cyffredinol
blynyddol (AGM) rhithiol neu

pellter cymdeithasol sy'n
deillio ohono.

: published new guidance on

newydd ar gynnal AGMs :

: AGMs.

: The guidance aims to provide

: a practical 'how to’ guide for

: charities that are

: approaching their first virtual

: or hybrid annual general
hybrid cyntaf yn sgil'y :

pandemig a’r mesurau cadw :

: pandemic and resulting social

: distancing measures.

holding virtual and hybrid

meeting (AGM) as a
conseqguence of the

1DITOOL S3OVdS TVIOOS FTILVSYHIA

From 22/4/22
charities wishing
to hold meetings

online, by
telephone,
remotely or
blended will need
to make sure
their governing
document allows
this.

O 22/4/22, bydd angen i elusennau sy'n dymuno cynnal
cyfarfodydd ar-lein, dros y ffon, o bell neu wedi'u cymysgu,
sicrhau bod eu dogfen lywodraethol yn caniatau hyn.

Nia George, Kate Naidoo, Jamie Horton


https://www.cgi.org.uk/knowledge/resources/virtual-and-hybrid-agms-a-guide-for-charities
https://www.cgi.org.uk/knowledge/resources/virtual-and-hybrid-agms-a-guide-for-charities
https://www.gov.uk/guidance/coronavirus-covid-19-guidance-for-the-charity-sector#full-publication-update-history
https://www.gov.uk/guidance/coronavirus-covid-19-guidance-for-the-charity-sector#full-publication-update-history
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Mae rhwydweithio da yn
golygu buddsoddi mewn
meithrin perthnasoedd a
datblygu enw da: dod i
adnabod pobl a all eich
cefnogi ac a all eich cefnogi
yn gyfnewid am hynny.

Rhannu, cefnogi, ennill
safbwyntiau newydd, dysgu,
dod yn ddyfeisgar ... mae'r
rhain i gyd yn fanteisiol a gall
eich cyfranogiad a'ch
ymgysylltiad ag eraill
ddarparu llawer o gyfleoedd.

77\ TH
CGGSG CAVS M.

Rhwydweithiau
Gorllewin Cymru

\”
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West Wales
Networks

Good networking involves
investing in building
relationships and
developing a good
reputation: getting to know
people who you can
support and who can
support you in return.

Sharing, supporting, gaining
new perspectives, learning,
becoming inventive ... these
are all benefits and your
participation and
engagement with others
can provide many
opportunities.

Rhwydwaith Adeiladau Cymunedol Sir Benfro
Pembrokeshire Community Buildings Network

M/
N

Canllawiau CAVO ar gyfer Lleoliadau Cymunedol

CAVO Guidance for Community Venues

Rhwydwaith Canolfannau Cymunedol CAVS

CAVS Community Centres Network

CYSYLLTU ( j &Y?YLLTU

Sir Benfro
CONNECT
Pembrokeshire

CONNECT

Ceredigion

Carmarthenshire

CYSYLLTU
C Sir Gar
) CONNECT

Partneriaeth Gofal Gorllewin Cymru
West Wales Care Partnership
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y c EY.S.YLLTU

* j CONNECT
Ceredigion

é CYSYLLTU

E Sir Benfro

k ) CONNECT

Pembrokeshire

"4;:} CYSYLLTU

Sir Gar

CONNECT

Carmarthenshire

Cliciwch ar logos
Click on logos

)
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https://excellence-it.co.uk/insights/the-ultimate-it-jargon-buster/
https://www.cavo.org.uk/engagement-influence/networks-forums/
https://www.pavscovid19.org.uk/influencing-engagement/networks-forums/
https://cavs.org.uk/engagement/third-sector-networks/
https://cavs.org.uk/engagement/third-sector-networks/
https://cavs.org.uk/engagement/third-sector-networks/
https://cavs.org.uk/engagement/third-sector-networks/
https://cavs.org.uk/engagement/third-sector-networks/
https://cavs.org.uk/engagement/third-sector-networks/
https://cavs.org.uk/engagement/third-sector-networks/
https://cavs.org.uk/engagement/third-sector-networks/
https://cavs.org.uk/engagement/third-sector-networks/
https://cavs.org.uk/engagement/third-sector-networks/
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https://cavs.org.uk/rhwydweithiau/rhwydweithiau-trydydd/?lang=cy
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https://cavs.org.uk/rhwydweithiau/rhwydweithiau-trydydd/?lang=cy
https://www.pavscovid19.org.uk/influencing-engagement/networks-forums/
https://cavs.org.uk/rhwydweithiau/rhwydweithiau-trydydd/?lang=cy
https://cavs.org.uk/rhwydweithiau/rhwydweithiau-trydydd/?lang=cy
https://connectcarmarthenshire.org.uk/
https://connectpembrokeshire.org.uk/
https://connectceredigion.org.uk/
https://www.pavscovid19.org.uk/influencing-engagement/networks-forums/
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https://cavs.org.uk/rhwydweithiau/rhwydweithiau-trydydd/?lang=cy
https://www.pavscovid19.org.uk/influencing-engagement/networks-forums/
https://www.cavo.org.uk/cy/ymgysylltu-a-dylanwadu/rhwydweithiau-fforymau/
https://www.cavo.org.uk/engagement-influence/networks-forums/
https://planed.org.uk/news/2018/03/22/pembrokeshire-community-buildings-network/
https://www.cavo.org.uk/cy/canllawiau-ar-gyfer-lleoliadau-cymunedol-yng-ngheredigion/
https://www.cavo.org.uk/guidance-for-community-venues/
https://cavs.org.uk/rhwydweithiau/rhwydweithiau-trydydd/rhwydwaith-canolfannau-cymunedol/?lang=cy
https://cavs.org.uk/engagement/third-sector-networks/community-centres-network/
https://connectpembrokeshire.org.uk/
https://connectceredigion.org.uk/
https://connectcarmarthenshire.org.uk/
https://www.cavo.org.uk/cy/ymgysylltu-a-dylanwadu/rhwydweithiau-fforymau/
https://www.cavo.org.uk/cy/ymgysylltu-a-dylanwadu/rhwydweithiau-fforymau/
https://www.cavo.org.uk/cy/ymgysylltu-a-dylanwadu/rhwydweithiau-fforymau/
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Ymgysylltu

Cyfryngau Cymdeithasol
Efallai y bydd eich gofod
cymdeithasol amlbwrpas yn
dewis hyrwyddo ei wefan,
gweithgareddau rheolaidd,
digwyddiadau a dathliadau,
manylion archebu ac ati
drwy gyfryngau
cymdeithasol. Bydd pa ddull
a ddewiswch yn dibynnu ar
ei gynulleidfa arfaethedig
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Engagement

Social Media

Your versatile social space
may choose to promote it's
website, regular activities,
events and celebrations,
booking details etc. through
social media. Which method
you choose will depend
upon its intended audience

Y 10 Uchafyny DU / UK Top 10 (2021)
Ofcom

O
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Y deg platfform cyfryngau cymdeithasol gorau
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Top ten social media platforms by UK adult

reach, adult audience composition by age (2021)
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Cyfleoedd Hyfforddi
Training Opportunities

dcwtraining@wales.coop

p.mcilroy@agecymrudyfed.org.uk

gareth@mgsg.cymru

. 55+

35-44
18-24
15-17
Oed/Age
S %Q@?’&
N

Business Wales

RY

»
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https://www.facebook.com/
https://www.instagram.com/
https://twitter.com/
https://gb.linkedin.com/
https://www.youtube.com/
https://www.snapchat.com/en-GB
https://www.whatsapp.com/
https://www.pinterest.co.uk/
https://www.tiktok.com/
https://www.reddit.com/
https://excellence-it.co.uk/insights/the-ultimate-it-jargon-buster/
https://www.facebook.com/groups/1133691123675080
https://www.facebook.com/groups/ccsirgar/?multi_permalinks=1665762663801747%2C1665762017135145%2C1661844817526865&notif_id=1657739432875573&notif_t=group_activity&ref=notif
https://www.facebook.com/groups/259225911891678
https://thirdsectorsupport.wales/resources/?pillar=engagement-influencing&orderby=&order=DESC
https://thirdsectorsupport.wales/cy/resources/?pillar=ymgysylltu-dylanwadu
https://en.infoengine.cymru/
https://www.ofcom.org.uk/cymru/research-and-data/internet-and-on-demand-research/online-nation
https://www.ofcom.org.uk/research-and-data/internet-and-on-demand-research/online-nation
mailto:dcwtraining@wales.coop
mailto:p.mcilroy@agecymrudyfed.org.uk
mailto:gareth@mgsg.cymru
https://businesswales.gov.wales/superfastbusinesswales/promoting-your-business-webinars-social-media?utm_source=localiq&utm_medium=search&utm_campaign=serco&scid=173681&kw=11799863&pub_cr_id=84044282802257&network=o&device=c&targetid=kwd-84044402937465:loc-4139&loc_interest_ms=&loc_physical_ms=69174&tc=d4ec8b158c8412e94085e9c0f76a0bc8&rl_key=4634c03a89c46c18d0e2ec3d0455e7b5
https://www.facebook.com/groups/1133691123675080
https://www.facebook.com/groups/ccsirgar/?multi_permalinks=1665762663801747%2C1665762017135145%2C1661844817526865&notif_id=1657739432875573&notif_t=group_activity&ref=notif
https://www.facebook.com/groups/ccsirgar/?multi_permalinks=1665762663801747%2C1665762017135145%2C1661844817526865&notif_id=1657739432875573&notif_t=group_activity&ref=notif
https://www.facebook.com/groups/259225911891678
https://www.facebook.com/groups/259225911891678
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Cyllid Funding

A fydd angen i chi chwilio am : Will you need to look for

Hwb gyllid ychwanegol i gefnogi ¢ additional funding to
GwyRotsst ychwanegu cyfarfodydda i support the addition of
i Yy gweithgareddau cyfunol, yn blended meetings and
Knowledge eich lleoliad? ¢ activities, at your venue?

Hub :
P A‘ Er enghraifft. ¢ For example:

Cyfarpar : Equipment
Cynnal a chadw offer ¢ Maintaining equipment
Mesurau diogelwch & Security measures
Hyfforddiant ¢ Training
Costau staff i Staff costs
Amser gwirfoddoli ¢ Volunteer time
Costau gweinyddol : Admin costs

1DITOOL S3OVdS TVIOOS FTILVSHIA

A fydd angen ichi ddiweddaru Will you need to update
eich cyfraddau, i'r rhai sydd your rates, for those
am ddefnyddio'ch ¢ wanting to use your
cyfleusterau, oherwydd facilities, because of extra
costau ychwanegol? costs?

Cyllido Cymru

Er enghraifft: § For example: ..FundingWGIes

Cyfleustodau @ Utilities
Defnyddio offer ¢ Use of equipment
Yswiriant Insurance
Costau staff : Staff costs Chwilio ar-lein
Amser gwirfoddoli Volunteer time Check online
Costau gweinyddol :  Admin costs

Siaradwch yn uniongyrchol a'ch swyddog ariannu CGS lleol
Speak directly to your local CVC funding officer

CAV0:01570 %2 32 32
CAVS: 01267 2'% 55 55
PAVS: 01437 76 9% 22
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https://funding.cymru/
https://excellence-it.co.uk/insights/the-ultimate-it-jargon-buster/
https://thirdsectorsupport.wales/cy/resources/?pillar=cyllid-cynaliadwy
https://thirdsectorsupport.wales/resources/?pillar=sustainable-funding&orderby=&order=DESC
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Gwirfoddoli Cymru
Volunteering W

CGGSG CAVS

ernment

Gwirfoddoli

Wrth wraidd y rhan fwyaf o
gymunedau, mae mannau
cymdeithasol amlbwrpas yn
debygol o gael eu cefnogi
gan dim o wirfoddolwyr.

Yn ogystal a'r polisiau a'r
gweithdrefnau a awgrymir ar
gyfer rhedeg Canolfan

Gymunedol, dylech ystyried sut

y bydd y newid yn y defnydd o
dechnoleg, a defnyddio
gwirfoddolwyr digidol, yn
effeithio ar eich lleoliad.

Er enghraifft:

Hyfforddiant / Recriwtio /
Opsiwn gwirfoddoli cyfunol /

Cymorth gwirfoddolwyr cyfunol

/ GDPR / Yswiriant / Diogelu

Mae gwirfoddolwyr digidol yn
bobl sydd, o leiaf, a sgiliau TG
sylfaenol a'r amser, yr
amynedd a'r brwdfrydedd i'w
trosglwyddo... Edrychwch ar
Atodiad C am rai disgrifiadau

% 7N KD P

—_ P
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Volunteering

At the heart of most
communities, versatile social
spaces are likely to be
supported by a team of
volunteers.

As well as the suggested
policies and procedures for
running a Community
Centre, you should consider
how the change in
technology usage, and using
digital volunteers, will impact
on your venue.

For instance:

Training / Recruitment /
Blended volunteering option
/ Blended volunteer support
/ GDPR / Insurance /
Safeguarding

Digital volunteers are people
who have, at least, basic IT
skills and the time, patience
and enthusiasm to pass
them on... Take a look at

Cymru

West Wales Care Partnership
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rol. Appendix C for some role aFOr ey
descriptions. Undyoun hilre
con g l‘ecip ©Ople
Siaradwch yn uniongyrchol a'ch swyddog gwirfoddoli CGS lleol trg?,ﬁ 985/47%08)/
Speak directly to your local CVC volunteering officer . becgg%tgem tgfe
€roes I8ita
o : thejr 5 >0 that .
idol ' Chapa help ' 3t wit
(ioddo\\NW digidol Digitay ., lung Nange Pebple 7,anh
\ Ive
6\[\\ Cyfeillion Digidol Digital Companions &
Arwyr Digidol Digital Heroes
Hyrwyddwyr Digidol Digital Champions
Cymunedau
T Digidol Digital
cymru wa Ies Nia George, Kate Naidoo, Jamie Horton

.


https://www.digitalcommunities.gov.wales/the-role-of-digital-volunteers/
https://www.digitalcommunities.gov.wales/cy/rol-gwirfoddolwyr-digidol/
https://www.digitalcommunities.gov.wales/digital-heroes/
https://www.digitalcommunities.gov.wales/cy/arwyr-digidol/
https://volunteering-wales.net/
https://www.digitalcommunities.gov.wales/digital-companions/
https://www.digitalcommunities.gov.wales/cy/cyfeillion-digidol/
https://www.digitalcommunities.gov.wales/digital-heroes/
https://www.digitalcommunities.gov.wales/cy/arwyr-digidol/
https://www.digitalcommunities.gov.wales/host-digital-volunteers-in-your-organisation/
https://www.digitalcommunities.gov.wales/cy/cynnal-gwirfoddolwyr-digidol-yn-eich-sefydliad/
https://www.digitalcommunities.gov.wales/digital-heroes/
https://www.digitalcommunities.gov.wales/cy/arwyr-digidol/
https://www.digitalcommunities.gov.wales/digital-heroes/
https://www.digitalcommunities.gov.wales/cy/arwyr-digidol/
https://excellence-it.co.uk/insights/the-ultimate-it-jargon-buster/
https://thirdsectorsupport.wales/resources/?pillar=volunteering
https://thirdsectorsupport.wales/cy/resources/?pillar=gwirfoddoli&orderby=&order=DESC
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Llywodraethu

Mae'r ffordd rydym yn cyrchu
ac yn cyfnewid gwybodaeth, yn

od :
.Eywodraethu defnyddio gwasanaethau acyn :
lusennau

cyfathrebu a'n gilydd yn newid,
ac mae cyflymdery newid yn

Creodd y Comisiwn Elusennau,
Grant Thornton a Zoe Amar
Communications rywfaint o

arweiniad i gefnogi'r sgwrs am :

'ddigidol' a'r hyn y gall ei olygu.

: and what it can mean.

12 cwestiwn am ddigidol i
ymddiriedolwyr, yn ystyried y

pwyntiau canlynol: &
Governance

: Induction of new trustees
: People

Llywodraethu
Sefydlu ymddiriedolwyr newydd
Pobl

Strategaeth
Diwylliant

: Service delivery

Brand

: Reputation

: Fundraising

Cyber Security

Darparu gwasanaethau
Brand

Enw da

Godi

Seiberddiogelwch

Gwerthuso a llwyddiant
: Resources

Adnoddau

Ceir rhagor o fanylion yn
Atodiad D

Archwiliad iechyd
llywodraethu

—

L)

I(wWwCp
PAVS it ok D Parmentip
Governance

The way we access and
: exchange information, use

services and communicate with

each other is changing, and the
pace of change keeps
parhau i gynyddu. :

increasing.

The Charity Commission, Grant
Thornton and Zoe Amar
Communications created some
guidance to support the
conversation around 'digital

12 questions about digital for
trustees, considers the

following points:

Strategy
Culture

Evaluation and success

More detail can be found in
Appendix D

Governance
health check

1DITOOL S3OVdS TVIOOS FTILVSYHIA

Charity

overnance
Code

Knowledge
Hub
i= 4
How to
make
changes to
your
charity's
governing
document

Nia George, Kate Naidoo, Jamie Horton


https://www.charitygovernancecode.org/en
https://www.charitygovernancecode.org/cy/cod-llywodraethu-i-elusennau?set_language=cy
https://thirdsectorsupport.wales/cy/resources/?pillar=llywodraethu-da
https://thirdsectorsupport.wales/resources/?pillar=good-governance&orderby=&order=DESC
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/557962/12_questions_about_digital_for_trustees.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/557962/12_questions_about_digital_for_trustees.pdf
https://wcva.cymru/wp-content/uploads/2020/01/WCVA-Governance-Health-Check.pdf
https://wcva.cymru/wp-content/uploads/2020/01/Archwiliad-iechyd-llywodraethu.pdf
https://www.gov.uk/guidance/how-to-make-changes-to-your-charitys-governing-document
https://www.gov.uk/guidance/how-to-make-changes-to-your-charitys-governing-document.cy
https://excellence-it.co.uk/insights/the-ultimate-it-jargon-buster/
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Potensial ar gyfer y Dyfodol

Mae adeiladau cymunedol yn cynnig llu o fanteision:

e Maent fel arfer yn llawer rhatach na mannau eraill i'w llogi

e Maent yn eithaf amlbwrpas ac yn hawdd eu teilwra i
anghenion penodol

e Mae llawer ohonynt yn ganolfannau cymunedol gyda
chefnogaeth ac ymrwymiad lleol i hybu ymgysylitiad

e Fel arfer yn dod gyda pharcio

e Cefnogi a hyrwyddo digwyddiadau drwy'r cyfryngau
cymdeithasol a'r wasg leol

¢ Yn cynnig hyfforddiant, marchnadoedd cynnyrch lleol, celf a
drama gymunedol ac unrhyw beth a nodwyd fel angen lleol

Gellid dadlau bod cyfleoedd cyfunol, sy'n darparu ar gyfer

digwyddiadau ar-lein ac wyneb yn wyneb, yn cefnogi ac yn

croesawu ffyrdd newydd o weithio a chysylltu ag eraill. Mae

potensial i Neuaddau arallgyfeirio eu cynnig. Er enghraifft:

e (yfleoedd desg poeth lleol hyper

e Gweithgareddau arwr digidol sy'n pontio'r cenedlaethau

¢ Yn cynnig hyfforddiant, marchnadoedd cynnyrch lleol, celf a
drama gymunedol ac unrhyw beth a nodwyd fel angen lleol

e (Caffi digi cymunedol i uwchsgilio ac annog rhannu sgiliau

e Digwyddiadau cymunedol sy'n cynnwys cyfranogwyr Byd-
eang ee. cyfnewid diwylliannol, dysgu ieithoedd, gwersi
coginio gyda chogyddion/pobyddion gwadd, mynychu
digwyddiadau

e Nosweithiau cwis neuadd gymunedol ledled y sir

e (Cysylltu a gweithgareddau sirol a rhanbarthol Actif

e Cefnogi apwyntiadau ar-lein gyda Meddygon Teuly,
ymgynghorwyr ac ati.

e Cyflwyno rhith-realiti a chefnogaeth i greu asedau
cymunedol

e Gwahoddiadau i fusnesau lleol, cynghorau cymuned,
Cyngor Sir, cyllidwyr, grwpiau Trydydd Sector ac ati i
gyflwyno i'r gymuned gyfan

e Hefyd - mae manteision o siopa a thalu ar-lein nad ydynt yn
hygyrch i bawb. Mae sesiynau galw heibio, gweithdai,
sesiynau cyfeillio i gyd yn gweithio tuag at annog
cynwysoldeb digidol a thegwch.
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Future Potential

Community buildings offer a host of benefits:

PECYN CYMORTH MANNAU CYMDEITHASOL AMLBWRPAS

They are usually much cheaper than other spaces to hire
They're quite versatile and easy to tailor to specific needs
Many are community hubs with local support and
commitment to drive engagement

Usually come with parking

Supports and promotes events through social media and
local press

Offers training, local produce markets, community art and
drama and anything identified as a local need

Blended opportunities, which cater for on-line and in-person
engagements, could be argued support and embrace new
ways of working and connecting with others. There is potential
for Halls to diversify their offer. For instance:

Hyper local hot-desking opportunities

Intergenerational digital hero activities

Community digi-café to upskill and encourage skill share
Community events embracing World Wide participants eg.
cultural exchanges, learning languages, cooking lessons
with guest chef's/bakers, attending events

County-wide community hall quiz nights

Linking with county and regional Actif activities
Supporting on-line appointments with Gp's, consultants
etc.

Introduction of virtual reality and support to create
community assets

Invitations for local businesses, community coundils,
County Council, funders, Third Sector groups etc to
present to the whole community

Plus - there are advantages of shopping and paying online
that are not accessible to all. Drop in sessions, workshops,
buddy sessions all work towards encouraging digital
inclusivity and equity.

Nia George, Kate Naidoo, Jamie Horton
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A: Asesiad Risg

B: Cofrestr Asedau

C: Rolau Gwirfoddoli

D: Digidol i Ymddiriedolwyr
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Asesiad Risg Risk Assessment

Atodiad A

Bydd y Matrics Fframwaith Risg
canlynol yn eich helpu i nodi'r sgbr
Risg sy'n bresennol yn eich safle ar
Ol i chi ddefnyddio mesurau rheoli
drwy ddefnyddio'r cyfrifiad
canlynol:

Tebygolrwydd X Effaith = Sgbr Risg

The following Risk Framework
Matrix will help you identify the
Risk score present in your
premises after you have applied
control measures by using the
following calculation:

Likelihood X Impact = Risk Score

Ddibwys Man Cymedrol Mawr Ofnadwy
Negligible (1) Minor (2) Moderate (3) Major (4) Severe (5)
Bron yn Sicr 5 10 2%
Almost Risg Ganolig Risg Ganolig Risg Critigol
Certain (5) Medium Risk Medium Risk Critical Risk
4 8 12
L{:jyg{g}l Risg Isel Risg Ganolig Risg Ganolig
y Low Risk Medium Risk Medium Risk
Posib 3 6 9 12
) Risg Isel Risg Ganolig Risg Ganolig Risg Ganolig
Possible (3) Low Risk Medium Risk Medium Risk Medium Risk
2 4 6 8 10
A&{“?fé:y%g]l Risg Isel Risg Isel Risg Ganolig Risg Ganolig Risg Ganolig
y Low Risk Low Risk Medium Risk Medium Risk Medium Risk
Prin 1 2 3 4 5
Rare (1) Risg Isel Risg Isel Risg Isel Risg Isel Risg Ganolig
Low Risk Low Risk Low Risk Low Risk Medium Risk

Esboniad o'r Sgor Risg:
Bydd y sgbr Risg yn eich galluogi i nodi'r meysydd i'w blaenoriaethu ac ymateb
iddynt yn unol & hynny:

Lefel Risg Risk Tebygolrwydd digwyddiadau Rheolaeth
Level Occurrence likelihood Management
Naill ai'n debygol o fod yn anghysbell neu'n Derbyn neu reoli drwy ddilyn gweithdrefnau y
Risg Isel | debygol o ddigwydd o bell neu'n bosibl cytunwyd arnynt
Low Risk (1-4) | Either remote or possible likelihood of Accept or manage by following agreed
occurrence procedures
oo . N Rheoli gyda gweithdrefnau adolygu a
Naill ai'n anghysbell, yn bosibl neu'n debygol monitro y cytunwyd amynt, bod yn barod i
Risg Ganolig | o ddigwydd : .
Medium Risk atal y broses ac adolygu mesurau lleihau risg
{5—12} Either remote, possible or likely chance of Manage with agreed review and monitoring
’ procedures, be prepared to halt process and
occurrence . . .
review risk reduction measures

Risg Critigol
Critical Risk

(25)

Yn debygol o ddigwydd

Atal y gwasanaeth rhag ailddechrau=
adolygu mesurau lleihau risg

Is Likely to occur

Halt service resume> review risk reduction
measures

Bron Yn sicr o ddigwydd

Halt service resume=>review risk reduction
measures if applicable> consider re-planning

Almost Certain to occur

Halt service resume=>review risk reduction
measures if applicable> consider re-planning
or postponing the service review until

Risk Score explanation:
The Risk score will enable you to identify the areas to prioritise and
respond to them accordingly:

organisational risk is reduced
[
Appendix A

Nia George, Kate Naidoo, Jamie Horton
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ASESIAD RISG COVID-19/COVID-19 RISK ASSESSMENT
Llogi Neuaddau Pentref a Chymunedol
Hirers of Village and Community Halls

] Caiﬁ ydd?ogfen
on ei hadolygu a'l This document
r%gv(;elg%%ru i Huriwr Lleoliad / Adeilad will be regularly
i Hirer Location / Buildin reviewed and
enwedig yng 8 updated
n _odeum articularly in
nevv||| ladau i | ight of changes
I 8a”d av\/lahu r Dyddiad Cytuno %an y pwyllgor to government
ywodraetn, y Date Agreed by committee uidance,
gwersl a ddysgwyd essons learned
ac unrhyw and any other
enghreifftiau eraill examp?/es of best
o arfer gorau Asesydd ROl swydd practice
mewn mannay Assessor Jobrole elsewhere.
eraill.

Gweithgaredd / Proses / Canllawiau:
Ailagor adeilad amlbwrpas yn ddiogel (canolfan
gymunedol/neuadd bentref/neuadd eglwys)

Mae'n parhau i fod yn Ol disgresiwn
rheolwyr/pwyllgorau canolfannau cymunedol, pan
fyddant yn ystyried ei bod yn ddiogel caniatau
unrhyw weithgaredd (a ganiateir gan
ddeddfwriaeth, os yw ar waith). Efallai y byddant
yn penderfynu aros ar gau os na allant ddilyn'y

Activity / Process / Guidance:
Safely reopening of multi-purpose building
(community centre/village hall/church hall)

It remains at the discretion of
managers/committees of community centres,
over when they consider it safe to allow any
activity (permitted by legislation, if in place). They
may decide to remain closed if they are not able
to safely follow the advice and relevant guidance

cyngor a'r canllawiau perthnasol yn ddiogel i 5 make the premises COVID-19 secure,
wneud y safle COVID-19 yn ddiogel.

Mae canolfannau cymunedol, neuaddau pentref, a
chyfleusterau cymunedol aml-ddefnydd eraill yn
cefnogi amrywiaeth eang o weithgareddau lleol.
Fodd bynnag, mae eu natur gymunedol hefyd yn
eu gwneud yn llecedd sy'n agored i ledaeniad
coronafeirws (COVID-19). Mae llawer o
gyfleusterau cymunedol hefyd yn weithleoedd a
dylai'r rhai sy'n gyfrifol am y safleoedd hyn felly fod
yn ymwybodol o'u cyfrifoldebau fel cyflogwyr. Yn
ogystal, mae'n ofynnol yn &l y gyfraith i bob safle
sy'n agored it cyhoedd gymryd pob cam rhesymol
i atal lledaeniad coronafeirws. Fel rhan o'r
cynlluniau i ailagor, dylid darllen yr asesiad risg
hwn ar y cyd ag asesiadau risg cyfredol eraill sydd
eisoes ar waith.

Community centres, village halls, and other
multi-use community facilities support a wide
range of local activity. However, their communal
nature also makes them places that are
vulnerable to the spread of coronavirus (COVID-
19). Many community facilities are also
workplaces and those responsible for these
premises should therefore be aware of their
responsibilities as employers. In addition, all
premises open to the public are obliged by law
to take all reasonable measures to prevent the
spread of coronavirus. As part of the plans to
reopen, this risk assessment should be read in
conjunction with other, current risk assessments
already in place.

Nia George, Kate Naidoo, Jamie Horton
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Mae'r camau lliniaru posibl mewn tri chategori lliw wedi'u codio fel a ganlyn:
Coch - Camau gweithredu sy'n seiliedig ar gyngor y Llywodraeth (h.y. dylid eu hystyried yn orfodol)

Gwyrdd - Camau yr hoffech eu hystyried

Pa gamau pellach or
Ardal neu bobl Peryglon dan Mesurau / Rheolaethau gl P Erbyn | Gan Sﬂ
mewn Perygl Sylw Diogelwch Presennol deu h angen / pryd | bwy Risg
MNodiadau RAG
Mid yw huraryr neu
— lanhawr nevaddau ; .
e E exaill wedi glanhau'r Grwvp i wirio gyda phwyllgor y
g == nevadd na'r offer 3 neuadd pan gaiff y neuadd ei
= 0 o glanhau ac i sicrhau bod
= ddefriydd saf ) ) A
> % ] = n;lfd‘r'l'::'llli; o arwynebau a ddefnyddir yn Allwch chi ddod a'ch
% . ’ rheolaidd yn cael eu glanhau offer eich hum?
o w Mae'r arivm v cyn, yn ystod ac ar &l ew Hogi
T} i ErpY e.e. byrddauw, sinciau, dolenni
gadael y neuwadd
E neu'r affer heb eu drysau a thoiledau.
glanhau.
Cynghori'r grwp bod yn rhaid .
=1 E._ £ E = iddynt gydymifurfio 3 phellter A dd-,-le.m ESE,'DI
) i ) defnyddio cegim -
_E w =z 5 cymdeithasol cyn belled ag y .
S % _ o PR gofynnwch i bobl byO
=48 = £ ) bo modd a defnyddio system )
_E o g [ - Mid yw pabl ym untiardd fwyd a diod?
E _g o E cadw pellter ’
- = 20 = B — .
= <] .E o cymdeithasol o 2m. . s . " Caniatau amser i bobl
=1 s Mabwrysiadu' cynllun wedi'i N .
E— E ) ) ) hign ddefryddio
! E gynghori. Cyfyngu ary N o
E = = £ - toiledau heb i eraill fod
o9 g > niferoedd gan ddefnyddio
) ) yn bresennol.
toiledau ar unwaith
Dalivech ef, ei binio, ei ladd.
Cofiwch ddod a3
Anogwch y grvp | osgoi meinweoedd a hylif
cyffwrdd a'r geg, y llygaid a'r diheintio dwylo.
E trwyn.
e Cofiwch wagio unrhyw
E ) Rhowich feinweoedd finiau a ddefnyddir
T I d
e .u I, gofynnwch i bawh gael gware mewn bin cegin ar
@ | :g weyd ] fynnwch | bawh gael d bin cegi
=2 aeln au_Eral er ar fin meu sbwriel tafladwy, ddiwedd y oyfnod llogi.
E Erwp. yna golchowich neu glanhewch
f eich dwylo. Ystyriwch gadw stoc
fach o orchuddion
Gofyniad i unrhnyw um sy'n wyneb tafladwy.
mymychu dan do wisgo
gorchudd wyneb oni bai ei fod Awyru da.
wedi'i eithrio
Cynghorwch y grivp i
ﬁ = Trosghayddo i ddefnyddio dibeintydd wrth Yetyriwch ddarparu
g E aelodau eraill o fynd i mewn ac allan o'r hylif diheintio eich hun
Erwpiau ac neuadd, i olchi dwylo'n ar gyfer y
28 adeiladau. rheclaidd gan ddefmyddio gweithgaredd.
[0 -
sebon a thyweli papur.
- Dityn cyfarwyddiadaw'r
c neuadd. Symudwch y person
E - ?n o i'r man diogel , {yn yr awyr
e E E E Trosghayddo i agored os oes modd) cael
: _ -g‘ - aelodau eraill o'r cysylltiadau, hysbysu'r
3 grivp a'r safle. glanhawr. Cynghori eu bod yn
$ck
E -0 mynd adref ar unwaith a gofyn
= am gyngor gam lechyd
Cyhoeddus Cymiru.
Cyngor Liywodraeth Cymru:
« cael pigiadau a pigiadau atgyfnerthu. Mae hefyd yn
g E g

Mae'r awyr agored yn parhau i fod yn fwy diogel na dan do.

Os oes gennych symptomau, arhoswch gartref ac peidiwch a chysylltu & phobl

eraill.

Gwisgwch fwgwd mewn lleoliadau gofal iechyd a mannau dan do gorlawn.

bwysig sicrhau bod
eich llecliad wedi'i
awyru'n dda.

Nia George, Kate Naidoo, Jamie Horton
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The potential mitigations are in three categories colour coded as follows:
Red - Actions based on Government advice (i.e. should be considered mandatory)

Green - Actions that you might like to consider

Area or people at

Hazards
Invalved

Existing Safety
Measures /
Controls

What further
action is required
[ Notes

Risk
B B
whtn wh:m Score
RAG

Other hirers or
hall cleaner hawve
not cleaned hall

or equipment
used to standard

reqguired.

Group keaves hall
or equipment
without deaning.

Group to check with
hall committes when
hall is cleaned and to
make sure regularly
used surfaces are
cleaned before, during
and after hire e.g.
tables, sinks, door and
toilet handles.

Can you bring your
own equipment?

Risk
B 5
a -]
25558
52533
S §&%
-1
— o
3 o
8588, 2
g owo®
4 E._a-
HHEAE
2gg% -

People do not
maintaim 2m
social distancing.

Advise group they must
comiply with social
distancing as far as

possible and use one-
way system.

Adopt layout advised
Limit numbers using
toilets at once.

Should we awoid use of
kitchen = ask people to
BY O food and drink?

Allow older people
time to use toilets
without others
present.

Respiratory hygiene

Transmission to
other members of
Broup

Catch It, Bin i, Kill It

Encourage group to
awoid touching mouth,
eyes, and nose.

Provide tissues ask all to
dispose into a bin or
disposable rubbish bag,
then wash or sanitise
hamds.

Reguirement for
anyone attending
indoors to wear face
covering unless exempt

Remember to bring
tissues and hand
sanitiser.

Remember to empty
any bins used into
kitchen bin at end of
hire.

Consider keeping small
stock of disposable
face coverings.

Good ventilation.

Hand
cleanliness

Transmission to
other members of
groups and
premises.

Advize group to use
sanitiser on entering
and exiting the hall, to
wash hands regularly
using soap and paper
towels.

Consider providing
own sanitiser for the
activity.

Someone falls
ill with COVID-
19 symptoms

Transmission to
other members of
Eroup and
premises.

Followw hall instructions.
Move person to safe
area, (preferably
outdoors) obtain
contacts, inform
cleaner. Advise they go
home immediately and
seek advice from PHW.

Welsh Government Advice:
= pet both jabs and boosters.
* Qutdoors remains safer than indoors.
*  If you have symptoms, stay at home and avoid contact with other

people,

= Wear a mask in healthcare settings and crowded indoor places.

It is also important to
ensure that your venue is
well ventilated.

Nia George, Kate Naidoo, Jamie Horton
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Cofrestr Asedau / Asset Register

Atodiad B Pa offer sydd eisoes ar gael i'w ddefnyddio?
What equipment is already available to use?

Manylion / Details

Rhyngrwyd: Cysylltiad - ar ba gapasiti?
Internet: Connection - at what capacity?

PC/ Gliniadur / llechen / symudol - gwneud a modelu?
PC/ Laptop / tablet / mobile - make and model?

Camera - Technoleg flaenorol a grybwyllwyd a/neu
'gamera' ychwanegol. Gwneud a modelu.

Camera - Previous technology mentioned and/or
additional 'camera'. Make and model.

Sgrin- Taflunydd a sgrin / Bwrdd Gwyn Rhyngweithiol,
Teledu Clyfar, monitor?

Screen- Projector and screen / Interactive Whiteboard,
Smart TV, monitor?

Unrhyw offer goleuo? Any lighting equipment?

Meddalwedd ee. Zoom / Teams / Google Meet ac ati?
Software eg. Zoom / Teams / Google Meet etc?

Seinyddion? Speakers?

Meicroffon? Microphone?

Ceblau ychwanegol, arweinwyr, cysylltwyr
Additional cables, leads, connectors?

Arweinydd estyniad Wedi'i ddiogelu ymchwydd?
Surge Protected extension lead?

Unrhyw offer perthnasol arall?
Any other relevant equipment?

Hefyd - unrhyw sgiliau digidol a nodwyd
Plus - any identified digital skills

Appendix B

Nia George, Kate Naidoo, Jamie Horton
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DOD YN HYRWYDDWR DIGIDOL A NEWID BYWYDAU

Atodiad C

ENW'R SEFYDLIAD yn chwilio am wirfoddolwyr i helpu pobl i ddatblygu sgiliau digidol a hyder yn eich
ardal leol.

e Rhoi cymorth parhaus i rywun yn eich cymuned fynd ar-lein

e Hyfforddiant a ddarperir

e Datblygu sgiliau newydd

e Cwrdd a phobl newydd yn eich ardal

Tasgau/Gweithgareddau Allweddol

e Darparu pwynt cyswllt ar gyfer gwirfoddolwyr / cydweithwyr eraill gydag ymholiadau ynghylch
datblygu sgiliau digidol.

e Darparu sesiynau hyfforddi neu gynghori ar dechnoleg a sgiliau digidol i staff /
gwirfoddolwyr.

e Hyrwyddo datblygiad sgiliau digidol ar draws y sefydliad.

e Nodi unrhyw rwystrau i symud ymlaen gyda gweithgareddau cynhwysiant digidol a gweithio gyda'r
tim i ddod o hyd i ffyrdd o oresgyn y rhwystrau hyn.

e Glynu wrth holl bolisiau a gweithdrefnau'r sefydliad bob amser.

e Mynychu hyfforddiant yn oIy gofyn

Pa sgiliau sydd eu hangen arnaf?

+ Gwrandawr da.

* Amynedd a gallu darparu cymorth ar gyflymder sy'n gweithio i'r unigolyn.

* Hyderus wrth ddefnyddio dyfeisiau digidol a helpu pobl & thasgau sylfaenol fel chwilio ar y rhyngrwyd,
sefydlu cyfrif e-bost, lawr lwytho ap ac ati.

+ Sgiliau cyfathrebu da gyda'r gallu i esbonio rhywbeth yn glir.

» Sgiliau cyflwyno.

* Awydd i helpu a rhannu sgiliau digidol.

* Dibynadwy

Meini Prawf Hanfodol (DILEU FEL Y BO'N BRIODOL)

* Rhaid i chi fod dros 18 oed.

* Mae angen archwiliad manylach gan y Gwasanaeth Datgelu a Gwahardd bod angen dau eirda
boddhaol.

* Rhaid i chi ymrwymo i gynnal cyfrinachedd ac i drin pawb a pharch ac urddas.

Sut i wneud cais

Gallai ychydig oriau o'ch amser wneud gwahaniaeth enfawr.

Drwy rannu eich sgiliau digidol gallech drawsnewid bywyd rhywun yn eich cymuned.

| wneud cais neu ddarganfod mwy, cysylltwch @ MANYLION CYSWLLT Appendix C

Nia George, Kate Naidoo, Jamie Horton
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BECOME A DIGITAL CHAMPION AND CHANGE LIVES

NAME OF ORGANISATION are looking for volunteers to help people develop digital skills and
confidence in your local area.

Provide ongoing support for someone in your community to get online
Training provided

Develop new skills

Meet new people in your area

Key Tasks/Activities

Provide a point of contact for other volunteers/colleagues with queries about digital skills
development.

Provide training or advice sessions on technology and digital skills for staff/volunteers.

Promote the development of digital skills across the organisation.

|dentify any barriers to progressing with digital inclusion activities and work with the team to find
ways to overcome these barriers.

Adhere to all policies and procedures of the organisation at all times.

Attend training as required.

What skills do | need?

A good listener.

Patient and able to provide support at a pace that works for the individual.

Confident in using digital devices and helping people with basic tasks like performing an internet
search, setting up an email account, downloading an app etc.

Good communication skills with the ability to explain something clearly.

Presentation skills.

A desire to help and to share digital skills.

Reliable.

Essential Criteria (DELETE AS APPROPRIATE)

You must be over 18

An enhanced DBS check and two satisfactory references are required.

You must have a commitment to maintaining confidentiality and to treating everyone with respect
and dignity.

How to apply

A few hours of your time could make a huge difference.

By sharing your digital skills you could transform the life of someone in your
community.

To apply or find out more, get in touch with CONTACT DETAILS

Nia George, Kate Naidoo, Jamie Horton
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DOD YN GYDYMAITH DIGIDOL A NEWID BYWYDAU

ENW EICH SEFYDLIAD yn chwilio am wirfoddolwyr i helpu pobl i ddatblygu sgiliau digidol a hyder yn
eich ardal leol.

e Rhoi cymorth parhaus i rywun yn eich cymuned fynd ar-lein

e Hyfforddiant a ddarperir

e Datblygu sgiliau newydd

e (Cwrdd a phobl newydd yn eich ardal

Tasgau/Gweithgareddau Allweddol

o Cysylltu'n wythnosol, meithrin perthynas a'r unigolyn a'i gefnogi i weithio ar sgiliau digidol a
magu hyder.

e Cefnogi'r unigolyn i ddatblygu sgiliau, fel cysylitu a theulu a ffrindiau, lawr lwytho apiau, sefydlu
cyfrif e-bost, chwilio'r rhyngrwyd yn ddiogel ac ati.

e Nodi unrhyw rwystrau i symud ymlaen gyda chymorth.

e Glynu wrth holl bolisiau a gweithdrefnau'r sefydliad bob amser.

e Mynychu hyfforddiant yn 6l y gofyn

Pasgiliau sydd eu hangen arnaf?
e Gwrandawr da.
e Amynedd a gallu darparu cymorth ar gyflymder sy'n gweithio i'r unigolyn.
e Hyderus wrth ddefnyddio dyfeisiau digidol a helpu pobl a thasgau sylfaenol fel chwilio ar y
rhyngrwyd, sefydlu cyfrif e-bost, lawr Iwytho ap ac ati.
e Sgiliau cyfathrebu da gyda'r gallu i esbonio rhywbeth yn glir.
e Awydd i helpu a rhannu sgiliau digidol.
e Dibynadwy

Meini Prawf Hanfodol (DILEU FEL Y BO’'N BRIODOL)
e Rhaid i chifod dros 18 oed.
e Mae angen archwiliad manylach gan y Gwasanaeth Datgelu a Gwahardd bod angen dau eirda
boddhaal.
e Rhaid i chiymrwymo i gynnal cyfrinachedd ac i drin pawb a pharch ac urddas.

Sut i wneud cais

Gallai ychydig oriau o'ch amser wneud gwahaniaeth enfawr.

Drwy rannu eich sgiliau digidol gallech drawsnewid bywyd rhywun yn eich cymuned.
| wneud cais neu ddarganfod mwy, cysylltwch @ MANYLION CYSWLLT

Nia George, Kate Naidoo, Jamie Horton
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BECOME A DIGITAL COMPANION AND CHANGE LIVES

NAME OF YOUR ORGANISATION are looking for volunteers to help people develop digital skills and
confidence in your local area.
e Provide ongoing support for someone in your community to get online
e Training provided
Develop new skills
Meet new people in your area

Key Tasks/Activities

e Make weekly contact, build a relationship with the individual and support them to work on digital
skills and building confidence.

e Support the individual to develop skills, such as contacting family and friends, downloading
apps, setting up an email account, searching the internet safely etc.

e |dentify any barriers to progressing with support.

e Adhere to all policies and procedures of the organisation at all times.

e Attend training as required.

What skills do | need?
e Agood listener.
e Patient and able to provide support at a pace that works for the individual.
e Confident in using digital devices and helping people with basic tasks like performing an internet
search, setting up an email account, downloading an app etc.
e Good communication skills with the ability to explain something clearly.
e Adesire to help and to share digital skills.
e Reliable.

Essential Criteria (DELETE AS APPROPRIATE)
e You must be over 18
e An enhanced DBS check and two satisfactory references are required.
e You must have a commitment to maintaining confidentiality and to treating everyone with
respect and dignity.

How to apply

A few hours of your time could make a huge difference.

By sharing your digital skills you could transform the life of someone in your
community.

To apply or find out more, get in touch with CONTACT DETAILS

Nia George, Kate Naidoo, Jamie Horton
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. 12 cwestiwn am ddigidol
AtOd Iad D ar gyfer ymddiriedolwyr

1. Llywodraethu
Sut rydym yn addasu ein prosesau llywodraethu i adlewyrchu'r broses o wneud penderfyniadau yn yr
oes ddigidol? Er enghraifft:
e fel bwrdd, a ydym yn ddigon ystwyth i wneud penderfyniadau cyflym?
o sut gallvvn ddefnyddio dfgldol i wneud swyddogaethau, gweinyddiaeth ac egwyddorion allweddol
ein llywodraethu yn fwy effeithiol?
e lle rydym yn dirprwyo i bwyllgorau neu dimau gweithredol, a ydynt yn glir ynghylch yr hyn a
ddisgwylir ganddynt,
e pa awdurdod sydd ganddynt i weithredu a beth yw polisiau a gweithdrefnau'r elusen sy'n
erthnasol i ddigidol, megis cyfryngau cymdeithasol, ymateb i argyfwng neu reoli risg?
% dyfodol pa rol y gallai chwarae digidol ei chwarae wrth lywio proses gwneud penderfyniadau'n
vvrd (e.e. data mawr, agomthmau a deallusrwydd artiffisial)?
Nid yw'r angen i wneud penderfyniadau'n gyflym yn dileu'r angen i'r holl ymddiriedolwyr eu hystyried
yn iawn.

2. Sefydlugmddiriedolvvyr newydd
A yw ymddiriedolwyr newydd yn cael eu briffio ar:
e ycyfleoedd a'r risgiau digidol allweddol i'r elusen?
e unrhyw adnoddau digidol a fydd yn eu helpu fel ymddiriedolwyr, e.e. dilyn newyddiadurwyr
masnach ar gyfryngau cymdeithasol neu danysgmﬂo i e- %ylchlythyrau perthnasol?
e polisi cyfryngau cymde|thaso| yr elusen a sut mae'n berthnasol iddynt fel ymddiriedolwyr?
e suty gallant hyrwyddo'r elusen drwy sianeli digidol?

3. Pobl
P'un a oes %ennych dim staff, neu os yw eich elusen yn dri gwirfoddolwr sy'n cwrdd o amgylch bwrdd
cegin, mae hyn adran yn berthnasol | chi.
A oes gennym %Um cywir ar waith i'n helpu i fanteisio ary cyfleoedd a rheoli'r risgiau yn
digidol? Er enghraifft:
e 3 0es arnom angen ymdd|r|edolvvr neu ymddiriedolwyr sy'n arbenigo(au) mewn digidol a sut y
gallwn wneud y gorau o'u harbenigedd?
e aydym wedi cynnwys digidol yn ein harchwiliad o sgiliau ymddiriedolwyr?
e pa sgiliau digidol sydd gennym ymhlith ein tim staff?
e afyddy sgiliau hyn yn ein helpu i gyflawni ein strategaeth ac, os nad oes gennym hwy'n fewnol eto,
suty gallwn eu cael?
e 3 o0es angen i ni recriwtio ar gyfer rolau newydd, dod o hyd i wirfoddolwyr, gweithio gydag
asiantaeth, neu gyfuniad o'r rhain i gyd?
e wrth i'r angen am sgiliau digidol dyfu ar draws y sector, mae'n rhan ddigidol o ddisgrifiadau swydd
newydd a phresennol; os nad ydynt, pam ddim?
e 3 oes hyfforddiant perthnasol ar gael i ni uwchsgilio ein hymddiriedolwyr a'n staff ar ddigidol?

4. Strategaeth
Sut mae digidol yn cyd-fynd a'n strategaeth sefydliadol? Er enghraifft.
a yw ymddiriedolwyr wedi trafod sut y gall digidol helpu i gyflawni amcanion sefyd||adol7
e 3 0es gan ein bwrdd ddealltwriaeth o'r tueddiadau allweddol mewn digidol a'r cyfleoedd a'r risgiau
yn y maes hwn i'n helusen?
o gm yn deall sut mae ein tim gweithredol yn defnyddio digidol i gyflawni ein hamcanion
sefy liadol, ac os nad ydynt sut y gallwn ddatblygu cyd-ddealltwriaeth o hyn?
e sut mae Sefydhadau éy ngwemhlo yn yr un maes a ni yn defnyddio digidol, a
sut allwn ni ddefnyddio digidol i wahaniaethu ein hunain?
e suty gallai ein helusen ddefnyddio d|%|do| | roi ein hunain yn y sefyllfa orau ar
gyfer unrhyw gyfnod ansicr neu heriol sydd o'n blaenau?

Appendix D
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5. Diwylliant

Sut gall y bwrdd ddylanwadu ar yr elusen i greu diwylliant IIedg_aII digidol ffynnu? Er enghraifft:
|

os ydym yn dod ag arbenigwyr digidol i mewn, fel ymddiriedolwyr neu staff, beth yr ydym am ei

gyflawni o'u penodiad, a sut y gallwn sicrhau cefnogaeth i hyn ar draws y sefydliad?

a oes gennym unrhyw ymddiriedolwyr neu staff presennol a all helpu i hyrwyddo digidol; sut y

bydd hyn yn ein helpu i atgyfnerthu'r diwylliant rydym am ei greu?

sut y gall y bwrdd sicrhau bod ymddiriedolwyr neu staff sy'n newydd i ddigidol yn cynyddu eu

sgiliau a'u hyder yn y maes hwn?

aut y gall ein Prif Swyddog Gweithredol a'n tim arwain helpu i ddatblygu'r diwylliant yn unol a
ynny?

beth yw ein hawydd am risg ac a yw hyn yn cael ei ddeall yn gyson ar draws ein helusen?

pa mor gydweithredol ydym ni?

6. Darparu gwasanaethau
Wrth i fwy o bobl geisio cymorth a gwybodaeth ar-lein, sut gallai ein helusen eu cefnogi? Er enghraifft:

a all buddiolwyr ddod o hyd i vv%bodaeth yn hawdd ar-lein am sut y gallant gael mynediad i'n
gwasanaethau, boed hynny drwy beiriannau chwilio, ein gwefan neu ein presenoldebau cyfryngau
cymdeithasol?

pa rai 0'n gwasanaethau y gallem eu darparu ar-lein ac sy'n fwy priodol i'w darparu all-lein?

a ydym wedi profi ein rhagdybiaethau gyda'n cynulleidfa?

sut y gallwn ddarparu gwasanaethau ar-lein mor effeithiol a phosibl?

a ydym wedi ymchwilio i'r opsiynau gyda defnyddwyr gwasanaethau a sut y byddwn yn profi ac yn
adolygu ein canfyddiadau?

a all buddiolwyr gael mynediad i'n gwasanaethau ar draws ystod o ddyfeisiau, o liniaduron i ffonau
symudol a thabledi?

aydym Yn darparu cynnwys hunangymorth i fuddiolwyr ar-lein?

suty gallem ddefny dio digidol i gynyddu ein darﬁariaeth 0 wasanaethau?

lle rydym %n datblygu cynhyrchion a gwasanaethau digidol newydd, a ydym wedi ystyried sut y
gallwn eu helpu i gyrraedd ein cynulleidfa, a sut y gallwn gynnal eu hansawdd?

advvv cydweithwyr wedi dadansoddi pwy arall sy'n darparu cynnyrch a gwasanaethau tebyg yn
ddigidol ac a allwn bartneru a hwy os yw'n briodol?

sut y byddwn yn delio ag unrhyw gwestiynau neu gwynion a allai fod gan fuddiolwyr a chefnogwyr
am ein gwasanaethau ar gyfryngau cymdeithasol?

a yw ein tim gweithredol wedi ystyried disgwyliadau ein cynulleidfacedd o ran defnyddio digidol,
e.e. prosesu taliadau?

7. Brand
A yw ein helusen yn defnyddio digidol i adeiladu ei brand? Er enghraifft:

a oes gennym wefan sy'n hawdd ei llywio a'i optimeiddio ar gyfer pob dyfais?

ydyn ni'n defnyddio cyfryngau cymdeithasol a sianeli eraill i gyfathrebu a'n cynulleidfa?

a ydym yn deall sut mae ein cynulleidfa'n defnyddio sianeli digidol a sut y gallai ein helusen
ymgysylltu a nhw yno, er enghraifft drwy rannu cynnwys defnyddiol?

a yw ein buddiolwyr am gynnig cymorth i'n gilydd gan gymbheiriaid, a sut y gallai ein helusen
hwyluso hynny ar-lein?

sut y gall ein helusen ddefnyddio digidol i gyrraedd cynulleidfacedd newydd a chryfhau'r
berthynas a chefnogwyr presennol?

a ydym yn creu'r gymuned y mae digidol yn ei chynnig, ac yn gwneud y gorau o'r gwerth mewn
cysylltiadau rhwng yr elusen, rhoddwyr a buddiolwyr, Ille y bo'n briodol?

Nia George, Kate Naidoo, Jamie Horton
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8. Enw Da
A yw ein helusen yn gallu rheoli risg enw da ar-lein? Er enghraifft:

e sut y bydd ein helusen yn ymateb os cawn ein Deirniadu ar sianeli digidol, e.e. cyfryngau
cymdeithasol neu fforymau ar-lein?
pa rél ddylai'r bwrdd ei chwarae os bydd argyfwng ar-lein?
suty gall ein helusen ailadeiladu ymddiriedaeth drwy sianeli digidol yn sgil argyfwng?
suty gall ein helusen ddefnyddio digidol i ddangos ein heffaith a'n tryloywder?
beth yw ein polisi diogelu a beth yw'r goblygiadau i'r bwrdd, er enghraifft os yw buddiolwr bregus
yn ceisio cysylltu ag ymddiriedolwr ar-lein?
Dylid ystyried y cwestiynau hyn ochr yn ochr a strategaeth neu bolisi argyfwng yn y cyfryngau, a ddylai
fod ar gael yn rhwydd i'r holl staff fel eu bod yn ymwybodol o'r broses y mae'n rhaid iddynt ei dilyn i'w
gweithredu pan fo angen.

9. Codi arian
Sut bydd ein helusen yn defnyddio digidol i godi arian, a sut y bydd hyn yn cyd-fynd a'n moeseg a'n
gwerthoedd? Er enghraifft:
e 3 oes gennym ddealltwriaeth o'r cyfleoedd a'r risgiau i ni wrth godi arian ar-lein?
e 3 0es gennym gynnig codi arian cymhellol a sut y gallwn gyfleu hynny ar-lein?
e pwy ydym ni'n ceisio eu cyrraedd a beth yw'r llwyfannau gorau y gallem eu defnyddio i wneud
ynny?
sut bydd defnyddio sianeli digidol yn ychwanegu gwerth at ein gwaith codi arian?
beth yw ein rhaglen 6l-ofal ar gyfer rhoddwyr rydym wedi'u recriwtio ar-lein?
pa mor ddiogel yw data ein rhoddwyr?
sut y gallwn ddefnyddio dit%idol i feithrin perthynas a sefydliadau eraill a all gefnogi ein gwaith, e.e.
cyllidwyr grantiau neu gorfforaethau?
e aydym yn ystyried y tueddiadau digidol, er enghraifft y cynnydd mewn ariannu torfol?

10. Seiberddiogelwch
A yw ein systemau TG a'n data yn ddiogel? Er enghraifft:

e 3 0es gennym gymorth technegol i sicrhau hyn?

e ayw ein cymwysiadau, meddalwedd a diogelwch gwrth-firws yn gyfredol?

e ayw ein bwrdd wedi cael ei friffio ar y ddeddfwriaeth berthnasol a chydymffurfiaeth e.e. GDPR

J adyvv ein cronfa ddata ac unrhyw wybodaeth arall am fuddiolwyr a chefnogwyr yn ddiogel ac a
ydynt wedi'u hamgryptio, lle y bo'n briodol?

e pwy sydd a mynediad i'r wybodaeth hon?

e ayw'r staff yn ymwybodol o bwysigrwydd sicrhau gwybodaeth?

e Deth fydd ein staff yn ei wneud os bydd data'r elusen neu asedau digidol eraill yn cael eu hacio?

e pwy sydd & mynediad at gyfrineiriau, gan gynnwys cyfryngau cymdeithasol?

11. Gwerthuso a llwyddiant
Ydyn ni'n deall sut olwg sydd ar lwyddiant ar ddigidol? Er enghraifft:
e sut mae ein nodau digidol yn cefnogi amcanion stratego ehangach y sefydliad?
e Dbeth yw'r metrigau allweddol yr hoffai'r bwrdd eu gweld yn ei adroddiad gan y weithrediaeth?
e 3 ydym yn deall sut i ddehongli't metrigau hyn, ac os nad ydynt sut y gellir hyfforddi'r bwrdd i
wneud hynny?
J ?j d>(/jm| yn teimlo'n gyfforddus yn herio ein tim gweithredol ar yr hyn y mae'n ei gyflawni ar
igidol?
® 3o0es an§en cymorth ychwanegol arnom, boed hynrgv ar ffurf ymddiriedolwr,
gwirfoddolwr neu ymgynghorydd gyda arbenigedd digidol?
e sut mae meincnodi yn erbyn elusennau eraill sy'n gweithio yn yr un lle?

Nia George, Kate Naidoo, Jamie Horton
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12. Adnoddau
Beth yw onyTgiadau digidol o ran adnoddau? Er enghraifft:

e pa lefel o fuddsoddiad sydd ei hangen i gyflawni ein hamcanion mewn digidol, a beth
fydd hyn yn ein helpu i gyflawni?

e a oes unrhyw ffynonellau cymorth ychwanegol a allai helpu i ddatblygu ein
hadnoddau a'n sgiliau digidol megis cyngor gan sefydliadau seilwaith neu aelodaeth,
neu gyllidwyr grantiau?

Y Comisiwn Elusennau

sut y gallwn werthuso'r lefel bresennol o fuddsoddiad y mae ein tim gweithredol yn
ei.wn?eud ym maes digidol a sut y byddwn yn gwybod a yw'n cynrychioli gwerth am
arian:

e 3 0es gan ein helusen unrhyw swyddogaethau cefn swyddfa y gellir eu hawtomeiddio

Y Comisiwn Elusennau

Nid yw'r cwestiynau hyn yn gynhwysfawr o bell ffordd, ond bwriedir
iddynt fod yn fan cychwyn ar gyfer trafodaethau ac ymdrin a'r
hanfodion.

Waeth beth fo'r derminoleg a ddefnyddir, sy'n ymwneud a strwythur
sefydliadol, byddai aelodau pwyllgor y neuadd yn elwa o ystyried y 12
pwynt uchod.

Nia George, Kate Naidoo, Jamie Horton
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AtOdlad D 12 questions about digital

for trustees

1. Governance
How are we adapting our governance processes to reflect decision making in the digital age? For
example:
e as aboard, are we agile enough to make quick decisions?
e how can we use digital to make the functions, administration and key principles of our
governance more effective?
e where we delegate to committees or executive teams, are they clear on what is expected of them,
e what authority they have to act and what the charity’s policies and procedures relevant to digital
are, such as social media, crisis response or risk management?
e in the future, what role could digital play in informing the board's decision making process (eg big
data, algorithms and artificial intelligence)?
Needing to make decisions quickly doesn't remove the need for all the trustees to consider them

properly.

2. Induction of new trustees
Are new trustees being briefed on:
e the key digital opportunities and risks for the charity?
e any digital resources that will help them as trustees, eg following trade journalists on social media
or subscribing to relevant e-newsletters?
e the charity’s social media policy and how it applies to them as trustees?
e how they can promote the charity via digital channels?

3. People
Wheth%r you have a staff team, or your charity is three volunteers who meet around a kitchen table,
this section is relevant to you.
Have we got the right team in place to help us capitalise on the opportunities and manage the risks in
digital? For example:
e do we need a trustee or trustees who specialise(s) in digital and how can we make the most of
their expertise?
e have we included digital in our audit of trustees’ skills?
e what digital skills do we have amongst our staff team?
o will tEese skills help us achieve our strategy and, if we don't yet have them in-house, how can we
et them?
o %ho we need to recruit for new roles, find volunteers, work with an agency, or a combination of all
these?
e as the need for digital skills grows across the sector, is digital part of new and existing job
descriptions; if not, why not?
e isthere relevant training available for us to upskill our trustees and staff on digital?

4. Strategy
How does digital fit into our organisational strategy? For example:
e have trustees discussed how digital can helﬁ achieve organisational objectives?
e does our board have an understanding of the key trends in digital and the opportunities and risks
in this area for our charity?
e do we understand how our executive team are using digital to achieve our organisational
objectives, and if not how can we develop a shared understanding of this?
e how are organisations who are working in the same field as us using digital, and how can we use
digital to differentiate ourselves?
e how could our charity use digital to put ourselves in the best position
for any uncertain or challenging times ahead?
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5. Culture
How can the board influence the charity to create a culture in which digital can flourish? For example:

if we are bringing in digital specialists, as trustees or staff, what do we want to achieve from their
appointment, and how can we ensure bug—in for this across the organisation?

do we have any existing trustees or staff who can help champion digital; how will this help us
reinforce the culture we want to create?

how can the board ensure that trustees or staff who are new to digital increase their skills and
confidence in this area?

how can our CEO and leadership team help develop the culture accordingly?

what is our appetite for risk and is this consistently understood across our charity?

how collaborative are we?

6. Service delivery
As more people seek help and information online, how could our charity support them? For example:

can beneficiaries find information easily online about how they can access our services, whether
via search engines, our website or our social media presences?
which of our services could we deliver online and which are more appropriate to deliver offline?
have we tested our assumptions with our audience?
how can we deliver online services as effectively as possible?
have we researched the options with service users and how will we test and review our findings?
catr;| beneficiaries access our services across a range of devices, from laptops to mobiles and
tablets?
are we providing beneficiaries with self-help content online?
how could we use digital to scale up our service delivery?
where we develop new digital products and services, have we considered how we can help them
reach our audience, and how we can maintain their quality?
have colleagues analysed who else is providing similar products and services digitally and can we
ﬁartner with them if appropriate?

ow will we deal with any ﬂuestions or complaints that beneficiaries and supporters might have
about our services on social media?
has our executive team considered our audiences expectations around use of digital, eg
processing of payments?

7. Brand
Is our charity using digital to build its brand? For example:

do we have a website that is easy to navigate and optimised for all devices?

are we using social media and other channels to communicate with our audience?

do we understand how our audience is using digital channels and how our charity could engage
with them on there, for example by sharing useful content?

dk? our|beneﬂciaries want to offer each other peer support, and how could our charity facilitate
that online?

how can our charity use digital to reach new audiences and strengthen relationships with existing
supporters?

are we creating the community that digital offers, and making the most of the value in
connections between the charity, donors and beneficiaries, where appropriate?

Nia George, Kate Naidoo, Jamie Horton
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8. Reputation
Is our charity equipped to manage reputational risk online? For example:

Povv will our charity respond if we are criticised on digital channels, eg social media or online
orums?

what role should the board play in the event of a crisis situation online?

how can our charity rebuild trust via digital channels in the wake of a crisis?

how can our charity use digital to demonstrate our impact and transparency?

what is our safeguarding policy and what are the implications for the board, for example if a
vulnerable beneficiary tries to contact a trustee online?

These questions should be considered alongside a media crisis strategy or policy, which should be
readily available to all staff so they are aware of the process they must follow to implement it when
needed.

9. Fundraising
How will our charity use digital to fundraise, and how will this be aligned to our ethics and values? For
example:

10.

do we have an understanding of the opportunities and risks for us in online fundraising?

do we have a compelling fundraising proposition and how can we communicate that online?

who are we trying to reach and what are the best platforms we could use to do so?

how will usir? digital channels add value to our fundraising?

what is our aftercare programme for donors we have recruited online?

how secure is our donors' data?

how can we use digital to build relationships with other organisations who can support our work,
eg grant funders or corporates?

are we considering the digital trends, for example the rise of crowdfunding?

Cyber security

Are our IT systems and data secure? For example:

11.

do we have technical support to ensure this?

are our applications, software and anti-virus protection up to date?

has our board been briefed on the relevant legislation and compliance eg the Data Protection
Act?

are our database and any other information about beneficiaries and supporters safe and secure
and are they encrypted, where appropriate?

who has access to this information?

are staff aware of the importance of securing information?

what will our staff do in the event that the charity's data or other digital assets are hacked?

who has access to passwords, including social media?

Evaluation and success

Do we understand what success looks like on digital? For example:

how do our digital goals support the wider organisational strategic objectives?

what are the key metrics that the board would like to see in its report from the executive?

do we understand how to interpret these metrics, and if not how can the board be trained to do
so?

do we feel comfortable challenging our executive team on what it is achieving on digital?

do we require additional support, whether in the form of a trustee, volunteer or consultant with
digital expertise?

how do we benchmark against other charities working in the same space?

Nia George, Kate Naidoo, Jamie Horton
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12. Resources
What are the resource implications of digital? For example:

e what level of investment is required to achieve our objectives in digital, and what
will this help us deliver?

are there any additional sources of support which could help develop our digjtal

resources and skills such as advice from infrastructure or membership
organisations, or grant funders?

e how can we evaluate the current level of investment that our executive team are
making in digital and how will we know if it represents value for money?

e does our charity have any back office functions which can be automated

The Charity Commission

These questions are by no means exhaustive, but are intended

to provide a starting point for discussions and cover the
essentials.

Under all circumstances it is essential to start with your
governing document. If this is not fit for purpose you will need
to review and revise it.

Regardless of the terminology used, relating to organisational
structure, hall committee members would benefit from
considering the above 12 points.
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OS YDYCH YN CAEL TRAFFERTH
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FFONIWCH HWB
CYMUNEDOL
SIR BENFRO

01437 723660

Good Things

.=/ Foundation

HWEB
HUB
Pembrokeshire
Community Hub
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PAVS Commyminy Connec™
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Free Sim card with
Internet (Data)

IF YOU ARE STRUGGLING TO
PAY YOUR BILLS (AND OVER
18) YOU MAY BE ELIGIBLE FOR
FREE DATA

TO FIND OUT IF YOU
ARE ELIGIBLE:

CALL
PEMBROKESHIRE
COMMUNITY HUB

01437 723660

ood Things
L@ Foundation g

Hwb Cymunedol
Sir Benfro
Pembrokeshire
Community Hub
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