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‘Ground rules’ for the office

NAVCA is committed to promoting equal opportunities. The organisation has a fundamental belief in, and commitment to, developing equal opportunities in all areas of its work and structure. Our approach to equalities is based on the principle of being a ‘learning organisation’. In practice, this means challenging the behaviour and not the person. 

At the beginning of 2001 staff had a series of training sessions on equal opportunities including a session on challenging others. In response to this staff decided to produce a set of ground rules for behaviour in the office.
 

Inclusivity

· We can all help to create an inclusive culture by avoiding cliques, being friendly, particularly to new members of staff, and challenging behaviour that contravenes these ground rules.


Equality

· We operate in a hierarchy but all staff have the right to be treated as equals in the sense that everyone is entitled to be treated with equal respect and consideration. No one should be made to feel uncomfortable by having to listen to comments that are inappropriate. 
· In meetings and discussions we should try not to interrupt each other. Everyone’s contribution should be listened to and respected. No one should be made to feel less important by the use of their role in the organisation or because of their race, gender, age etc. Those who know they often have a lot to say should think about sometimes saying less. Those who tend to say little should think about sometimes saying more.
· We have the right to challenge being treated as less than equal. 
· There is no such thing as a stupid question or suggestion. We have the right to ask about things we do not understand and to make suggestions. We also have the responsibility to keep ourselves well informed about NAVCA.
 

Language

· We should avoid deliberately using any language that may cause offence, particularly around race, gender, age, disability, religious belief, class or sexual orientation. We should check out language that we are not sure about with others. It’s acceptable to take risks sometimes, these ground rules are about learning from each other not about stifling communication.

· We have the right to respectfully challenge the use of inappropriate and offensive language by anyone in the office. Be aware that inappropriate language may have been used unintentionally.  Be open to challenges from others and try to respond positively.


Confidentiality

· Where information is given or viewpoints are expressed in confidence this should be respected. Occasionally there may be management reasons why a certain issue should not be kept confidential. In such a situation the person giving the information should be told that it will not be possible to keep it confidential.


Accessibility

· We should all be sensitive to issues of accessibility in relation to

 
buildings, stairs and other environmental issues
   
written and other visual materials 

language used

audibility 


When things go wrong

· Sometimes things do go wrong. We should all try to raise issues as soon as possible with the person concerned – though sometimes waiting till we feel calmer may help. If something happens which makes your working life uncomfortable, difficult, or prevents you from doing your job properly, please take action. If you cannot resolve the matter with the person concerned and it feels important please talk to your manager or if the issue is with your manager talk to someone who can raise it with them.
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