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1.
CYFLWYNIAD
Mae’r Gwasanaeth Cofrestru yn gyfrifol am greu a chynnal cofnodion cywir a phrydlon o bob Genedigaeth, Baban wedi’i Eni’n Farw, Marwolaeth, Priodas, Partneriaeth Sifil a Dinasyddiaeth sy’n digwydd yn Ardal Gofrestru Bro Morgannwg.
Mae’r Gwasanaeth Cofrestru yn rhan o Gyfarwyddiaeth y Rheolwr Gyfarwyddwr ac Adnoddau yng Nghyngor Bro Morgannwg.  Y Rheolwr Gweithredol (Gwasanaethau Democrataidd) yw’r Swyddog Iawn dynodedig.  Y Cofrestrydd Arolygol / Rheolwr Cofrestru yw rheolwr y gwasanaeth ei hunain.
2.
BETH RYDYM YN EI WNEUD
Ein swyddogaethau cyffredinol yw: 
· Cofrestru Genedigaethau, Marwolaethau, Babanod wedi’u Geni’n Farw, Partneriaethau Sifil, Trosi a Dinasyddiaeth 

· Cyhoeddi copi o dystysgrifau ar gyfer yr holl fathau o gofrestriadau a nodir uchod sy’n digwydd yn yr ardal 
· Derbyn hysbysiad cyfreithiol Priodasau neu Bartneriaethau Sifil
· Sicrhau bod gan yr holl Safleoedd Cymeradwy ar gyfer Priodasau a Phartneriaethau Sifil drwydded ddilys ac yn glynu at amodau eu trwydded
· Cofnodi a chynnal cofnodion yr holl briodasau crefyddol, gan gynnwys cofnodion o’r holl Bersonau Awdurdodedig wedi'u penodi yn yr ardal
· Darparu'r gwasanaeth Dweud Wrthym Unwaith 

· Glynu at ofynion Llywodraethiant Newydd Swyddfa'r Cofrestrydd Cyffredinol (SCC)
· Darparu Gwasanaethau Dathlu, e.e. Adnewyddu Addunedau, Seremonïau Enwi.
3.
MANYLION CYSWLLT AC ORIAU AGOR
Mae ffiniau Ardal Gofrestru Bro Morgannwg a’r is-ardal unedig yn gyfagos â ffiniau Cyngor Bwrdeistref Sirol Bro Morgannwg.
	AWDURDOD LLEOL
	Swyddog Cyngor Bro Morgannwg
Y Swyddfeydd Dinesig
Heol Holltwn
Y Barri
CF63 4RU
Ffôn: 01446-700111

E-bost - registrationservice@valeofglamorgan.gov.uk
Gwefan - http://www.valeofglamorgan.gov.uk/cy/index.aspx 


	Y Swyddfa Gofrestru
	Swyddog Cyngor Bro Morgannwg
Y Swyddfeydd Dinesig
Heol Holltwn
Y Barri
CF63 4RU
Ffôn: 01446-700111

E-bost - registrationservice@valeofglamorgan.gov.uk
Gwefan - http://www.valeofglamorgan.gov.uk/cy/living/Registration-Service/Registry-Services.aspx 
Oriau agor:
· Llun – Iau: 

8.30am - 1.00pm / 2:00pm - 4:30pm*
Gwe: 8:30am - 1:00pm / 2:00pm - 4:00pm*
*Cofrestriadau trwy apwyntiad yn unig


	Rhagorsaf
	Y Swyddfa Gofrestru
West House
Stanwell Road
Penarth
CF64 2YG
Ffôn: 01446-700111

E-bost - registrationservice@valeofglamorgan.gov.uk
Gwefan - http://www.valeofglamorgan.gov.uk/cy/living/Registration-Service/Registry-Services.aspx 
Oriau agor:
· Llun – Iau: 

8.30am - 1.00pm / 2:00pm - 4:30pm*
Gwe: 8:30am - 1:00pm / 2:00pm - 4:00pm*
*Cofrestriadau trwy apwyntiad yn unig



Cylchredir y rhif cyswllt brys allan o oriau ar gyfer Bro Morgannwg (01446-747874) i’r holl randdeiliaid bob blwyddyn. 
4.
STRWYTHUR STAFF
Mae'r Gwasanaeth Cofrestru'n cynnwys:
· Swyddog Iawn penodedig (gofyniad statudol) - Rheolwr Gweithredol (Gwasanaethau Democrataidd)
· Cofrestrydd Arolygol (statudol), sydd yn Rheolwr Cofrestru hefyd
· 4.7 Swyddog Cofrestru llawn amser, y mae dau ohonynt yn Gofrestryddion (statudol) 
· Tîm o Swyddogion Cofrestru wrth gefn sydd wedi’u penodi’n ddirprwyon. 
5.
BLAENORIAETHAU AR GYFER 2018-22
Mae ein Cynllun Tîm yn nodi sut y byddwn yn cyfrannu at gyflawni gweledigaeth y Cyngor – ‘Cymunedau Cryf gyda Dyfodol Disglair’ fel y nodir yn ei Gynllun Corfforaethol 2016-20. Mae ein Cynllun yn nodi'r ffordd y mae ein tîm yn cyfrannu at Ganlyniadau Llesiant a Chamau Cynllunio Integredig y Cyngor a'r camau y byddwn yn eu cymryd y flwyddyn nesaf.
Mae ein Cynllun Tîm yn nodi ein prif flaenoriaethau a sut byddwn yn rheoli ein hadnoddau i gyflawni'r rhain. Mae’r Cynllun yn rhoi trosolwg o’r Tîm, yr hyn rydym am ei gyflawni, pam bod hyn yn bwysig, sut byddwn yn ei gyflawni, sut byddwn yn monitro cynnydd a beth yw llwyddiant. 
Ceir ein Cynllun Tîm isod.
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6.
SAFONAU'R GWASANAETH
Mae gofyn i Swyddogion Iawn roi sicrwydd blynyddol i’r Cofrestrydd Cyffredinol mewn perthynas â darparu’r gwasanaeth, perfformiad, amddiffyn y cyhoedd a atal twyll a’r gofynion a nodir yn y Deddfau Cofrestru.  

Mae tîm Llywodraethiant y Gwasanaeth Cofrestru yn gweithredu’n unol â, ac wedi ymrwymo i'r Canllaw Arfer Da ac wedi ymrwymo i wella safonau’n barhaol.  

Caiff perfformiad ei fesur a’i adrodd mewn perthynas ag ystod o Ddangosyddion Perfformiad Allweddol a Thargedau Perfformiad Allweddol. 
Targedau Cenedlaethol
· Digwyddiadau wedi’u Cofrestru o Fewn yr Amserlen Statudol 
Cafodd 98% o enedigaethau eu cofrestru o fewn 42 diwrnod
Cafodd 98% o fabanod wedi’u geni’n farw eu cofrestru o fewn 42 diwrnod 
Cafodd 90% o farwolaethau (heb ymgysylltu â’r crwner) eu cofrestru o fewn 5 diwrnod 
Cafodd 90% o farwolaethau (gyda Thystysgrifau Rhan A a rhai Meddygol o Achos Marwolaeth) eu cofrestru o fewn 5 diwrnod 
Marwolaethau Rhan B y Crwner (Post Mortem) – wedi’u cofrestru o fewn 7 niwrnod
Marwolaethau ar ôl Cwest – cafodd 95% eu cofrestru o fewn 24 awr o dderbyn tystysgrif y Crwner.
· Amseroedd Aros am Apwyntiad:
95% o enedigaethau (a datganiadau) – o fewn 5 diwrnod gwaith  

95% o fabanod wedi’u geni’n farw (a datganiadau) – o fewn 2 diwrnod gwaith 
95% o farwolaethau (a datganiadau) – o fewn 2 diwrnod gwaith 
95% o Hysbysiad Priodas/ Partneriaeth Sifil - o fewn 10 diwrnod gwaith er mwyn galluogi’r briodas / partneriaeth sifil fynd yn ei flaen ar adeg ac mewn lleoliad o ddewis y cwsmer lle bo hynny'n rhesymol ac ymarferol. 
· Arolwg Boddhad Cwsmeriaid
Roedd 95% o gwsmeriaid yn fodlon. 
Caiff Adroddiad Perfformiad Blynyddol ei gyflwyno i'r Cofrestrydd Cyffredinol ar ddiwedd pob blwyddyn ariannol.
7.
YMGYSYLLTU Â CHWSMERIAID 
Mae Gwasanaeth Cofrestru Bro Morgannwg wedi ymrwymo i wella'r gwasanaeth mae’n ei roi, cyflawni lefelau gwych o ran boddhad cwsmeriaid yn barhaol a sicrhau bod y gwasanaeth yn adlewyrchu anghenion ei gwsmeriaid.  Mae ein Strategaeth Ymgysylltu â Chwsmeriaid yn cynnwys y canlynol:
Nodau
· Cynnig ffordd y gall cwsmeriaid, partneriaid a rhanddeiliaid wneud sylwadau a rhoi adborth ar safon y gwasanaeth y maent yn ei dderbyn. 

· Sicrhau, lle bo’n briodol, y gall cwsmeriaid a rhanddeiliaid gyfrannu at ddatblygu polisïau a strategaethau allweddol a gwella safonau’r gwasanaeth.  
Amcanion
· Ymgysylltu â chwsmeriaid a rhanddeiliaid mewn amrywiaeth o ffyrdd i fodloni anghenion unigol. 
· Ymgynghori ar faterion a allai effeithio’n uniongyrchol ar grwpiau neu unigolion. 
· Ymgynghori â chwsmeriaid a rhanddeiliaid (lle bo’n berthnasol) ynghylch datblygiadau gwasanaeth arfaethedig. 
· Defnyddio adborth i gynnal lefelau gwych o ran boddhad cwsmeriaid.
· Defnyddio adborth i barhau i wella.
7.
TREFNIADAU RHEOLI MEWNOL
Mae systemau ar waith i sicrhau cydymffurfiaeth â Fframwaith Sicrwydd ac Asesiad Stoc a Diogelwch Swyddfa'r Cofrestrydd Cyffredinol.
Mae Cynllun Dilyniant Busnes y Gwasanaeth Cofrestru ar waith. 
8.
TREFNIADAU ADRODD
Mae systemau ar waith i sicrhau cydymffurfiaeth â Fframwaith Sicrwydd ac Asesiad Stoc a Diogelwch Swyddfa'r Cofrestrydd Cyffredinol.
9.
DATBLYGU STAFF A HYFFORDDIANT 
Anogir yr holl staff i ddilyn hyfforddiant y maent yn credu y gallai fod o fudd i'w rôl ac i gyflawni eu llawn botensial.  Gall staff gael mynediad at hyfforddiant gan Gyngor Bro Morgannwg, Grŵp Hyfforddi De Cymru, Swyddfa'r Cofrestrydd Cyffredinol ac asiantaethau allanol lle bo’n briodol.  Mae gan y Cyngor system werthuso staff ar waith sy’n nodi unrhyw anghenion hyfforddi a datblygu.  

10.
POLISI PRYDERON A CHWYNION 
Mae Gwasanaeth Cofrestru Bro Morgannwg yn glynu at Bolisi Pryderon a Chwynion Corfforaethol y Cyngor.  Mae manylion wedi’u harddangos yn y Swyddfa Gofrestru ac mae hefyd ar wefan yr Awdurdod Lleol yn www.valeofglamorgan.gov.uk 
11.
CYDRADDOLDEB 
Mae Gwasanaeth Cofrestru Bro Morgannwg wedi ymrwymo i Bolisi Cydraddoldeb y Cyngor.  

Mae Cyngor Bro Morgannwg wedi ymrwymo i ddileu gwahaniaeth a rhwystrau at wasanaethau, gwybodaeth, safleoedd, cyfleusterau a chyflogaeth. 
 

Mae’r Cyngor yn cofleidio cyfle cyfartal heb ystyried anabledd, tarddiad ethnig, lliw, cenedligrwydd, rhyw, hunaniaeth rhywedd, statws priodasol, cyfeiriadedd rhywiol, dewis y Gymraeg, diwylliant a chrefydd.  
PAGE  
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1. [bookmark: _Toc412731915]Introduction 



The Registration Service is responsible for creating and maintaining accurate and timely records of all Births, Still-births, Deaths, Marriages, Civil Partnerships and Citizenships occurring in the Vale of Glamorgan Registration District.



1.1 Who we are



The team consists of :



· an appointed Proper Officer (statutory requirement) – Operational Manager (Democratic Services)

· Superintendent Registrar (statutory) who is also the Registration Manager

· 5 x full time Registration Officers of which 2 are appointed as Registrars (statutory)

· A team of relief Registration Officers who are appointed as deputies





1.2 What we do



Our broad functions are:

· Registrations of Births, Deaths, Still-births, Marriage, Civil Partnerships, Conversions and Citizenships 

· Issuing of copy certificates for all of the above type registrations held within the district 

· Taking the legal notice of Marriages or Civil Partnerships

· Ensuring all Approved premises for Marriages and Civil Partnerships hold a valid licence and adhere to their licence conditions

· Recording and maintaining records of all religious marriages including records of all appointed  Authorised Persons in the district

· Provision of Tell Us Once service 

· To adhere to General Register Office (GRO) New Governance requirements

Carrying out of Celebratory Services, e.g. Renewal of Vows, Naming Ceremonies



2. Our Priorities for 2016-20



2.1 The Purpose of Our Team Plan



This Team plan identifies how we will contribute towards achieving the Council’s vision – ‘Strong Communities with a bright future’ as set out in our Corporate Plan 2016-20. Our Plan identifies the way our team contributes to the Council’s Well-being Outcomes and Integrated Planning actions and the actions we will take in the next year.



Our Team Plan outlines our key priorities and how we will manage our resources to deliver these. The Plan provides an overview of our Team, what we aim to achieve, why this is important, how we will achieve it, how we will monitor progress and what success will look like.



Our Team’s Contribution to the Council’s Well-being Outcomes and Integrated Planning actions are highlighted below in our Team Plan Summary. 



The Summary also highlights the way we work to challenge ourselves to deliver the sustainable development principle which forms an integral part of the Well-being of Future Generations (Wales) Act. The sustainable development principle states that “You must act in a manner which seeks to ensure that the needs of the present are met without compromising the ability of future generations to meet their own needs, by taking account of the sustainable development principle”.



Appendix A contains the detailed plan which illustrates the actions we will undertake in the coming year to deliver our priorities. The action plan includes information relating to the way we will measure performance against our targets and the resources we will deploy. 



Appendix B contains the detailed plan which illustrates the enabling actions we will undertake in the coming year to deliver our priorities. The action plan includes information relating to how we will maximise our key resources through integrated planning in order to achieve our priorities. 
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		Our Team Plan Summary



		 Delivering our vision for the Vale of Glamorgan ‘Strong communities with a bright future’



		Our Council’s Values



		Ambitious

Forward thinking, embracing new ways of working and investing in our future

		Open

Open to different ideas and being accountable for the decisions we take

		Together

Working together as a team that engages with our customers and partners, respects diversity and is committed to quality services



		Proud

Proud of the Vale of Glamorgan: proud to serve our communities and to be part of the Vale of Glamorgan Council



		The Well-being Outcomes Our Team Contribute to:



		

An Inclusive and Safe Vale



		An Environmentally Responsible and Prosperous Vale

		An Aspirational and Culturally Vibrant Vale

		An Active and Healthy Vale



		The Well-being Objectives Our Team Contribute to:



		Reducing poverty and social exclusion.

		Providing decent homes and safe communities.

		Promoting regeneration, economic growth and employment.

		Promoting sustainable development and protecting our environment.

		Raising overall standards of achievement.

		Valuing culture and diversity.

		Encouraging and promoting active and healthy lifestyles.

		Safeguarding those who are vulnerable and promoting independent living.



		The Integrated Planning Actions Our Team Contribute to: 



		Reshaping Services

		Workforce Planning & PDRS

		Financial Planning

		Well-being Assessment with Partners

		Consultation & Engagement

		Collaboration & Partnerships

		Performance Management

		ICT & Information Management

		Scrutiny & Challenge 

		Risk Management

		Procurement

		Asset Management



		The Way That we Work



		

Taking an integrated approach – for us this means thinking about the needs of our customers and working with our partners.

		

Working in a collaborative way – for us this means recognising we can achieve more and deliver better services by working as part of a team, for example by working with the Third Sector, Town and Community Councils and neighbouring authorities.

		

Involving the population in decisions – for us this means engaging with our residents and customers, including the business community and ensuring that we are listening to a wide range of views to inform our thinking.

		

Understanding the root causes of issues and preventing them – for us this means being proactive in our thinking and understanding the need to tackle problems at source for example by undertaking needs assessments to inform our priorities.



		

Looking to the long term – for us this means planning for the future and taking a strategic approach to ensure services are sustainable and that we understand the future need and demand for services.





[bookmark: _Toc412731931]


Appendix A

Team Action Plan 2017/18

		Well-being Outcome 3: An Aspirational and Culturally Vibrant Vale

		Objective 6: Valuing Culture and Diversity





		Well-being Goals

		A Resilient Wales

		A Healthier Wales

		A More Equal Wales

		A Wales of Cohesive Communities

		A Wales of Vibrant Culture & Thriving Welsh Language

		A Prosperous Wales

		A Globally Responsible Wales







		Our Ways of Working

		Long Term

		Integrated

		Involving

		Collaborative

		Preventing







		Ref

		Team Action

		Outcome & Key Milestones 2017/18

		Officer Responsible



		AC12

		Keep under review service-related documentation required to be translated and facilitate translation accordingly.

		Welsh Language Standards relevant to the service area are met.



		Tania Carter



		AC10

		Improve equality monitoring data from service areas so that services can make more informed decisions about service delivery.

1. Customer Satisfaction Survey forms to be used collect data.

		Outcome: Accurate and timely data which informs proposals and decisions about service delivery.



1. Any service issues identified as a result of analysis of data to be considered and addressed as far as practicable.

		







Tania Carter























Appendix B 

Integrated Planning

		Our Ways of Working

		Long Term

		Integrated

		Involving

		Collaborative

		Preventing





Insert the relevant ‘enabling actions’ actions your Team intends to undertake in the coming year to help maximise your resources in order to achieve service priorities and contribute towards the Corporate Well-being outcomes and objectives.  These will include specific actions that contribute to your  Workforce Plan (refer to Workforce Plan and Service Plan 2017/18 for actions), any significant ICT projects, specific areas of development in terms of assets, major capital projects and any actions to mitigate against identified service risks. 



		Ref

		Team Action

		Outcome & Key Milestones 2017/18

		Officer Responsible



		CP1

DS/F016



		Assist Operational Manager to undertake the preparatory work to ensure the service

contributes to finding the £800,000 savings required in the Resources Directorate in 2017/18.



1. Explore opportunities for achieving additional income generation through the introduction of a Priority System for the issuing of Certificates.



2.  Explore opportunities for achieving additional income generation through the introduction of a scale of charges for Register Office ceremonies.





		Outcome – proposals for making the required level of savings are agreed and implemented.

		











Tania Carter









Tania Carter



		CP2

DS/W003

		Review and strengthen the performance management arrangements in relation to

sickness absence within the service.



1. Team Leader to attend any Management of Attendance training provided corporately and to ensure adherence to relevant policies.







		Outcome - Reduction in sickness absence rates in line with 2016/17 targets.



		







Tania Carter



		CP2

DS/W010

		Continue to develop succession planning

arrangements at management level.



1. Keep under review, in conjunction with Operational  Manager, roles, responsibilities and structures



2. Discuss with Operational Manager existing (and any anticipated changes to) service provision

		Appropriate plans are in place to support progression of staff at management level.

		





Tania Carter







Tania Carter



		CP2

DS/W014

		Maintain and/or increase size of existing pool of Relief Registrars.



1. Deliver initial induction session for new Relief Registrars.



2. Deliver specific training for new Relief Registrars as/when needed.



3.    Assist Team Leader in developing existing Relief Registrars to enable them to undertake additional duties.

		Outcome  - Service resilience is increased and capable of meeting increasing demand for service. 



1. Relief Registrars receive an initial induction session.





2. Relief Registrars competent to undertake relevant statutory duties.



3. Service resilience is increased.

		





T. Carter / I. Ewington-Gape



T. Carter / I. Ewington-Gape



All FTE staff





		DS/AM024

		Support the relocation of Registration Service as part of the Space project and the essential maintenance of Committee rooms, Council Chamber and Corporate Suite.

1. In conjunction with Operational Manager, liaise with Business Improvement team to ensure awareness of Space Project implications for the Registration Service.

2. In conjunction with Operational Manager, liaise as necessary with General Register Office to ensure any temporary changes to service provision comply with statutory requirements.

		Outcome - the use of our property assets to minimise

our operating costs is optimised.  







1. Service continuity is maintained throughout the Space Project.







2. Statutory requirements are met.

		Tania Carter









Tania Carter









Tania Carter



		

		Fill existing full-time vacancy.



1. Advertise for, interview and appoint new Registration Officer

		



Service resilience is maintained.

		



Tania Carter
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