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1. Policy Outline 

1.1 What is the policy about? 

This charity aims to develop a culture in which:  
 
‘Everyone will work in an environment that is open and supportive and free from bullying and 
discrimination. Innovation will be encouraged; people will be respected for their contribution 
rather than their status. Communication channels will be many and varied, and everyone will be 
encouraged to express their views about improvements to this charity’. 
 
This document is one of the ways in which this charity can set out how it hopes to achieve this 
aim.  It sets out the standards of behaviour that are expected when dealing with each other 
at work as well as with members of the public, officers from partnership agencies, parents, 
carers and contractors. It also identifies what to do if you feel you are not treated in 
accordance with these standards. It is important to remember that everyone has a 
responsibility for ensuring that this charity is one in which all are treated with dignity and 
respect. 
 

1.2 Who does the policy apply to? 

This policy covers all employees of this charity and directors. 
 

1.3 Responsibility 

Employees 
 
Every employee has a responsibility to ensure that they comply with this policy and the 
related procedures. 
 
CEO 
 
The CEO is responsible for ensuring that this policy and the related procedures are fairly 
implemented. 
 
Directors 
 
All directors are responsible for ensuring that this policy and the related procedures are fairly 
implemented. 
 

1.4 Confidentiality 

All information will be handled sensitively and used only for its proper purpose. 
 
Under the Data Protection Act 1998 individuals have the right to see their own personal data 
held subject to the rights of confidentiality of any third parties involved in that information. 
 

1.5 Dealing with abuses of the policy 

Employees who attempt to abuse this policy may face disciplinary action.  This charity takes 
false or misleading accusations very seriously which may result in further action taken 
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through the Disciplinary Procedure.  This will not include ill-founded allegations that were 
made in good faith. 
 

1.6 Publicising/distribution of the policy 

A copy of this policy is available from the CEO within the the charities head office and will be 
made available to employees on request.  A copy can also be viewed via the web site of the 
charity.  New employees will be informed of the existence of this policy in recruitment and 
induction information. 
 

1.7 Reviewing the policy 

Wear Mencap will keep the operation of the Dignity at Work policy under review and will make 
such changes to the policy as deemed appropriate.  
 

1.8 Equality Impact Assessment 

An equality impact assessment has been carried out by DCC in the preparation of this policy 
and the assessment will be reviewed on an ongoing basis. 
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2. Procedures 

2.1 Values 

Wear Mencap has established a set of values which set out the sort of organisation it wants 
the charity to be.  This charity has considered these values and endorses the principles behind 
these values.  After careful consideration, this charity will value: 
 

 All people who visit, work or learn with this charity and strive to enable them to enjoy 
the best possible quality of life 

 Excellence in the way we provide education, learning and other services within this 
charity and we will constantly seek to improve the services we deliver 

 Wear Mencap will ensure that in meeting the needs of this charity today we do not 
compromise our ability to address the needs of this charity in the future 

 Difference, and respect and celebrate individuality, and we will ensure that everyone’s 
rights are preserved and promoted within this charity 

 High aspirations, and this charity will seek to promote a culture in which people can 
develop and achieve their full potential 

 Working with others in an open and understandable way so as to bring about a sense 
of trust in the charity, our employees, partners and wider environment 

 The participation of all people and we are committed to listening and responding to all 
views and will help everyone in this charity to be involved and included in issues which 
affect their quality of life. 

 

2.2 How are people expected to behave? 

Wear Mencap believes that it would be good practice for all employees of the charity, CEO and 
directors, to adopt the following core standards of behaviour that require all employees to: - 
 

 Value, respect and treat people fairly. 

 Learn from experience and be prepared to change. 

 Listen to people and encourage them to give their views. 

 Respect confidentiality. 

 Help people to access services that the charity provides. 

 Provide people with information for them to make informed choices. 

 Keep people informed. 

 Be responsive to people’s needs. 

 Explain decisions. 

 Check that service user needs are being met  
 

2.3 How are people supported to make this happen? 

This charity is committed to ensuring that everyone is treated with dignity and respect and 
supports the achievement of this aim in a variety of ways such as: - 
 

 Induction – when you start work with us you should have an Induction. 

 Staff briefings/team meetings - these update you on what is happening in the charity. 

 Code of conduct for employees - sets out the standards around issues such as 
appointments. 

 Charity policy and procedure structure. 
 



 

Page 5 of 5  

2.4 What are the options when people feel that they are not treated with 
dignity? 

This charity will not tolerate poor professional or inappropriate behaviour and has developed 
procedures for dealing with behavioural issues. These are set out below. This charity takes all 
such issues seriously and will take appropriate action to deal with the perpetrators where 
necessary. 
 
There are a number of ways to seek help, support or advice such as:  
 

 Informal resolution. This can often be the most effective way of resolving issues. It may 
not be appropriate in all circumstances. However, discussions with the CEO / team 
leader, work colleague or representative can be the first step to resolving the problem. 

 Using a charity procedure such as: 
 

  - Grievance; 
  - Bullying and harassment; 
  - Confidential reporting code - ‘whistle blowing’; 
  - Violence at work; 
  - Hate Incident reporting. 

 

 The Occupational Health Service either through the CEO or through self-referral. 

 The Bullying and Harassment Liaison Officer who can explain the Bullying and 
Harassment Procedure and signpost where you can get support for dealing with these 
issues. 

 

2.5 How will this charity keep on improving the way in which people are 
treated? 

 This charity will monitor numbers and types of complaints and use these to implement 
appropriate action.  

 This charity will look at information from exit interviews and employment statistics, e.g. 
turnover, absence levels and reasons for absence. 

 

2.6 How do you find out more about anything referred to in this document? 

This document gives an overview of how this charity approaches this issue. Further 
information on anything referred to in this document is available on the web site of the 
charity, by asking the CEO, or from one of the directors. If you have any difficulty in obtaining 
information or have any comments on this document please e mail Colin Whisker, director of 
Wear Mencap at colin@wearmencap.org.uk . 
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