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    Employee, Volunteer and Trustee 

    Conduct Policy

1. POLICY STATEMENT

This policy sets out the key principles of conduct for employees, volunteers and trustees within the charity’s organisational structure, policies, values and relations with individuals or organisations associated with the work of the charity.

2. GENERAL RELATIONS

2.1 Every employee, volunteer or trustee should have consideration for their colleagues and their colleague’s workload.

2.2. Every employee, volunteer or trustee is a valued member of the team and should be treated as such.

2.3. Rett UK recognises that bullying and/or harassment create a threatening or intimidating environment which adversely affects job performance, health and well-being. This policy forms part of the charity’s responsibility to regulate what is and what is not acceptable behaviour in the workplace. Everyone has a clear role to play in helping create a climate at work in which bullying behaviour is unacceptable. In particular, everyone should be aware of their own conduct, avoid colluding with inappropriate behaviour and co-operate fully in any complaint procedure.  It is also the responsibility of each person to raise any issues of work related intimidation, bullying or harassment or general unhappiness, whether their own or observed with regard to any of their colleagues with their line manager or another appropriate individual for upward reporting to the CEO. If the matter cannot be resolved at a staff level the CEO will inform the Chair. Managers have a responsibility to raise awareness of the issue, respond positively to any complaints, investigate, challenge and stop unacceptable behaviour in the workplace. (see  – Definition and Examples of Bullying and Harassment).
Note 1: If appropriate it is hoped that matters may be dealt with informally and staff are referred to Section 1 of the Grievance Procedure – Dealing with Matters Informally.

Note 2: If it is not possible or appropriate to deal with the matter informally the Formal Procedure of the Grievance Procedure will be followed in the first instance.

Note 3: If the alleged bullying or harassment relates to the person’s line manager they should raise it with the CEO or in the case of the CEO being the line manager the chair of trustees. 

3. CLIENT RELATIONS

3.1 Staff will be polite and courteous at all times to the client group which includes people with Rett syndrome, their families, carers and professionals.

3.2 If a member of staff experiences difficulties in their working relationship with a member/members of the client group this should be brought to the attention of their line manager at the earliest opportunity.

3.3 If a client appears dissatisfied with the delivery of service provided by Rett UK they should be given details of the complaints procedure.

4. RELATIONS WITH VOLUNTEERS

4.1 Volunteers include Trustees and other individuals donating their time to support the charity

4.2 Staff will be polite and courteous at all times to the volunteer, responding as appropriate to requests for information and support in their role as volunteer.

4.3 If a staff member is unable to respond to a request or the request is viewed as inappropriate or unreasonable, staff must seek advice from the CEO.  In the case of an issue related to health and social care staff may refer to the Family Support Manager. 

Definition and Examples of Bullying and Harassment

These definitions are taken from the ‘Acas Advice Leaflet – Bullying and harassment at work: guidance for employees’

What are bullying and harassment?

These terms are used interchangeably by most people, and many definitions include bullying as a form of harassment
Harassment, in general terms is:-

Unwanted conduct affecting the dignity of men and women in the workplace. It may be related to age, sex, race, ethnicity, disability, religion, belief, nationality or any personal characteristic of the individual and may be persistent or an isolated incident. The key is that the actions or comments are viewed as demeaning and unacceptable to the recipient.

Harassment can also have a specific meaning under certain laws (for instance if harassment is related to sex, race or disability, it may be unlawful discrimination).  

Bullying may be characterised as:

Offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power through means intended to undermine, humiliate, denigrate or injure the recipient.

Bullying or harassment may be by an individual against an individual (perhaps by someone in a position of authority such as a manager or supervisor) or involve groups of people. It may be obvious or it may be insidious. Whatever form it takes, it is unwarranted and unwelcome to the individual.

Bullying or harassment behaviour may occur;

· among co-workers;

· where a supervisor or manager uses their position and authority to control or affect the career, salary or job of an employee in an inappropriate way;

· in contact with others including volunteers or clients

Examples of bullying/harassing behaviour include: 

(The examples given below are not exhaustive and are not confined to specific categories. They are intended as general examples)
· Spreading malicious rumours, or insulting someone by word or behaviour (particularly on the grounds of age, sex, race, ethnicity, disability, religion, belief, nationality or any personal characteristic of the individual)
· Hitting, pushing, damaging or stealing personal possessions 
· Open aggression, shouting or threatening in public or private
· Deliberate isolation by ignoring or excluding a person
· Withholding information or removing areas of responsibility without justification
· Spreading malicious rumours
· Making inappropriate personal comments
· Blocking leave or training applications without reason
· Setting objectives with impossible deadlines with the deliberate intention of undermining an individual
· Deliberate misrepresentation of the views of senior management
· Undermining a person’s self respect by condescending, paternalistic or threatening treatment that humiliates, intimidates or demeans
· Unwelcome sexual advances – touching, standing too close, the display of offensive materials
In some cases these may constitute gross misconduct and would be dealt with under the disciplinary procedure.
Legitimate and constructive feedback of an employee’s performance or behaviour at work is not bullying. It is also recognised that an occasional raised voice or disagreement does not constitute bullying.

Related documents:
Information Sharing and Confidentiality Policy            

Data Protection Policy 
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