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This guidance sheet is aimed at community rail partnerships,
station friends groups, and other community rail organisations.
It aims to help volunteers, staﬀ, board/committee members and
partners to ensure that everyone involved conducts themselves
in a positive and inclusive way.
It has been produced as part of a wider drive to help
everyone in community rail deliver as much benefit as
possible to our local communities, by embracing
inclusion and diversity.

1. Be clear about the reasons
to address this issue

It is divided into the six key steps shown in the chart on
the right. Most of the content is relevant to everyone in
community rail, whether you’re a group of volunteers
or a partnership with paid employees. However, groups
without employees may wish to skip over the part of
step five on staﬃng.

2. Take a transparent,
open approach

3. Adopt and embed
a code of conduct

Some partnerships and groups may want to go
above and beyond our recommendations.
See the last section for further information to help you.

4. Take shared responsibility
for a supportive environment

5. Check policies and
procedures: • volunteering
• staffing • governance

6. Show your support for
equality and diversity
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Working in an inclusive, open, transparent
way also aligns with the Department for
Transport’s (DfT) Community Rail
Development Strategy (see p12-13) and
accreditation scheme for community rail
partnerships.

1. Why address this issue
No matter what your size or set up, or how
advanced you are already on this, all
community rail partnerships and station
groups should take steps to encourage and
ensure positive and inclusive conduct, and
keep this issue at the forefront.

A few facts on social exclusion:
By making positive, inclusive behaviours
the norm, community rail partnerships and
groups can gain a range of benefits and
increase their impact. This includes:

3.6 million older people in the UK live alone.
1.9 million say they feel ignored or invisible.
(Age UK)

• Happy, fulfilled and productive staﬀ
and volunteers;

Disabled people are more than twice as likely
to be unemployed, yet life costs disabled
people £570 more on average a month.
One in three disabled people think there’s
a lot of prejudice towards those with
disabilities. (Scope)

• Engaging more local people and partners,
and motivating them to keep supporting you;
• Bringing in new thinking and skills from
a broader cross-section, helping your
partnership/group to develop, improve
and try new things;

One in four young women have experienced
sexual harassment at work, but only a third
reported it. Women continue to be paid less
on average, with four in 10 young women
struggling to make ends meet each month.
(Young Women’s Trust)

• Raising your profile as a
partnership/group that cares about the
whole community;
• Creating a stronger, more sustainable
partnership/group;

One in five LGBT people have experienced
a hate crime due to their sexual
orientation/identity in the past 12 months.
One in five LGBT young people have
attempted to take their own life. (Stonewall)

• Increasing your social impact, by enabling
diﬀerent groups, including marginalised
and vulnerable people, to get involved
and benefit from your work;

Ethnic minority people are twice as likely
to encounter rudeness from strangers
(Runnymede Trust) and twice as likely to
be living in poverty (EHRC).

• Avoiding potential risks, problems or
upsets that can result from inappropriate
behaviours, which take time to deal with
and might aﬀect your reputation and
funding.
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2. Being transparent and open
Embedding the principles of transparency
and openness across everything you do
(while respecting confidentiality and
discretion as appropriate) helps to lay a
strong foundation for being an inclusive
organisation delivering eﬀective
community engagement.
Some ways that community rail
partnerships and station groups can be
open and transparent include:
consider how they plan and make
decisions, and whether this is done in an
open, democratic way. For example,
holding regular (well-promoted) public
meetings, and consulting on your plans,
can be beneficial. When decisions are
made, be clear with staﬀ/volunteers/
partners/members how and why.
See also the governance section below.

• Make it easy and obvious for people to
find out about you and get involved –
this includes having your details online
and on posters at stations and elsewhere
locally. Provide diﬀerent ways for people
to find out about you, get in touch,
volunteer and get involved.
• Establish good communication
channels – this might include a website,
Facebook, posters, and/or an email
bulletin anyone can sign up to. Update
or issue regularly, and use to celebrate
successes and involvement while
encouraging engagement in future plans.
See communityrail.org.uk/wp-content/
uploads/2018/02/Marketingcommunications-guidance-2017.pdf
for advice.

While being open and transparent, it is
important to also respect confidentiality,
and show appropriate discretion, in
relation to individuals and partners.
Communications (i.e. anything being
seen/heard by multiple people, including
printed, online, email, events and in person)
should be kept constructive, and never
include anything that might upset, oﬀend
or undermine relationships.

• Be open about how you plan and make
decisions – if you’re a CRP, ACoRP oﬀers
you support with annual planning and
governance, and we can advise on making
this transparent. All groups, though, can

If featuring individuals or partners in
communications, check with them first
to get their approval, and remember that
diﬃcult issues should be raised directly
and discreetly rather than aired in public.
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• Make sure everyone is on board with
the code – this means having discussions,
among staﬀ, volunteers, partnership/
board/committee members, and perhaps
other stakeholders, about what the code
means in practice. Work through together
how you will implement and ingrain the
code. Keep these discussions positive,
focusing on how you simply want to
commit to treating everyone else well.
Make sure everyone who’s there already,
and everyone who’s new to your group,
reads and understands the code, and is
asked sign up to it.

3. Adopting and embedding
a code of conduct
ACoRP recommends all community rail
partnerships and groups adopt the Women
in Community Rail Code of Conduct
(see box below). This is a requirement
of the DfT’s community rail partnership
accreditation scheme and Network Rail’s
community licence scheme.
Some partnerships and groups may want
to use this as a basis to create a more
detailed code (see also section 5 below).
Some may already be covered by a host
organisation’s code or policy, but you should
check this includes the points in the WICR
code, and if needed create an extended
version.

• Integrate the code into briefings and
documents – build the code into any
documents that set out how you work,
and brief new people getting involved.
This may include a staﬀ/volunteer
handbook, partnership terms of reference,
and briefings given to new volunteers.
You may also want to display it at your
premises and put it onto meeting agendas.

Whichever route you take, to make it
meaningful, it’s important to adopt and
embed your code in a way that everyone
involved in your partnership or group gets
behind. Here are some tips:

WICR code of conduct

• Be firm about the importance of having
an agreed code – the idea of introducing
a code of conduct may provoke doubts,
perhaps along the lines of ‘it’s obvious’
and ‘we’re doing this anyway’. But having
these points in writing, agreed by
everyone, is important to setting clear
boundaries, so everyone knows what is
appropriate and expected. Otherwise,
inappropriate behaviours can (and
unfortunately sometimes do) creep in,
often under most people’s radar.

I/We will at all times:
• Promote positive relationships to deliver
positive outcomes and discussions
• Champion diversity and inclusion, aiming
to ensure that community rail is welcoming,
engaging and respectful for everyone
• Value others by listening and not making
assumptions
• Challenge bullying, harassment, intimidation
and report all negative behaviour
• Never act in a manner that could bring
community rail into disrepute
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4. Taking responsibility for a
supportive environment

Check your privilege
Everyone has privilege. Being a good ally,
friend, and community rail volunteer or
practitioner, means being self-aware.
Reflect on the ways you hold privilege
and power within your group, and society
generally, such as as a white or cisgender
person, for example, or as a longer-serving
member of the group. Recognise your
privilege and take responsibility for it.
Don’t be afraid to hear if you’re doing
something wrong; part of being a good ally
is being able to say sorry.

Living your code:
As well as agreeing a clear code of conduct
that everyone signs up to, it’s important that
everyone in your partnership or group takes
responsibility for maintaining a supportive,
inclusive environment on an ongoing basis.
It can be helpful to regularly remind people
of your code, such as by talking it through
or asking everyone to sign it again at your
AGM.
You will need to take shared responsibility
as a partnership or group for integrating
this way of working into meetings and
activities, such as making time for listening,
and not allowing negative, aggressive or
presumptuous ways of talking or acting.
This will involve everyone ‘living’ the code
and setting an example, and addressing it
if they feel that the code isn’t being followed
(see below).

If issues arise:
Simply saying ‘let’s keep things
positive/calm/professional’ (rather than
telling people oﬀ or singling them out), can
make a big diﬀerence. Sometimes people
may not realise they are doing something
that is aﬀecting others negatively.
If there’s an ongoing issue with an individual,
having a quiet word in private, and in a
friendly and non-accusatory way, can help.
Be direct, honest, calm and empathetic.
You might find these ACAS guides on
Managing Conflict at Work and Challenging
Conversations helpful.

Having an understanding of why people
(anyone) can sometimes behave in
inappropriate ways is helpful. Remember
that there is a need for everyone to take
personal responsibility, being honest with
themselves, and recognising that we all
carry unconscious bias of some form.
This can aﬀect our thoughts, feelings and
attitudes, and ultimately the way we act,
often without us realising. A level of
personal vigilance and honesty around
this topic is therefore important:
“it starts with me”.
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5. Check policies and
procedures

At formal meetings, it’s the chair’s particular
responsibility to ensure all exchanges are
positive and inclusive, and it should be
raised with the chair if anyone feels this isn’t
the case. If you are concerned there is an
issue with the chair’s behaviour, this should
be raised with them directly if possible.

Ensuring you have the right approach and
policies to encourage positive and inclusive
behaviours is a two-way street. It’s about:
A) your organisation treating your staﬀ and
volunteers in a fair, supportive and
inclusive way; and

If you feel unable to, or that isn’t successful,
it should be raised with (an)other member(s)
of the board/committee, all of whom have a
collective responsibility to ensure they are
conducting themselves appropriately.

B) making clear what you expect of staﬀ and
volunteers in terms of behaviours, and
that bullying, harassment and other
inappropriate behaviours won’t be
tolerated.

Where issues are ongoing, boards or
committees may need to undertake an
investigation and consider whether removal
of the person(s) concerned, or another
course of action, is appropriate. If this type
of situation arises within an ACoRP member,
ACoRP should be informed so we can advise
on how you might work towards a
resolution.

Both aspects are important and will support
one another. There are particular
responsibilities and considerations when
you employ paid staﬀ, but we recommend
that all community rail groups consider
this, in relation to both employees and
volunteers.

Further help and training:

For paid employees:

You might find training, or a facilitated
discussion, helpful in embedding and
ensuring a positive, supportive environment.
ACoRP may be able to oﬀer, arrange or
signpost to something suitable for you.
See communityrail.org.uk/eventstraining/training-development/. Women in
Community Rail also oﬀers courses, and
support, for its members, including if they
feel they are being subject to unfair and
inappropriate behaviours. Contact
info.wicrail@gmail.com for information.

It’s crucial that you’re compliant with the
Equality Act, including in the way you recruit
and manage staﬀ. This must be done
without discrimination against anyone
on the basis of their gender, gender
reassignment, age, sexual orientation,
disability, religion or belief, race, pregnancy
or maternity, or marriage or civil
partnership. To set out and demonstrate
how you are doing this, you must have a
policy, which all staﬀ can access and
everyone involved in running the
organisation is clear about. See
www.acas.org.uk/equalityact.
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and making clear that bullying and
harassment won’t be tolerated.

It is beneficial to go further than this, and
adopt a broader policy (or set of policies)
that explain how you support and
encourage diversity and inclusion, and
won’t accept any form of bullying or
harassment. You can find guidance sheets
for small organisations on bullying and
harassment, diversity, equal opportunities,
and other HR-related topics, at
www.peninsulagrouplimited.com/guides.

You can find information on equality and
diversity in volunteering from NCVO at
knowhow.ncvo.org.uk/your-team/
volunteers/recruiting/equality-and-diversity,
and a list of standards and steps from WCVA
at www.wcva.org.uk/media/346774/
promoting_equality_and_diversity_in_
volunteering_090513.doc. You can also find
example policies for volunteers by Prince’s
Trust and Barnados.

For volunteers:
Groups and partnerships should also
recruit, manage and engage volunteers
in a non-discriminatory way that puts
equality, diversity and inclusion at the
forefront. Developing an equality, diversity
and inclusion policy for volunteers can help
you to work out the best way to do this.
You may find, if you have paid staﬀ too,
that aspects of your employment policies
that are relevant to volunteers can be
applied or adapted.

Workplace touchpoints
The Chartered Institute for Professional
Development highlights four ‘touchpoints’,
and associated actions, for promoting
diversity and inclusion in the workplace.
All are relevant to partnerships with paid staﬀ,
while the first, third and fourth are also
relevant to volunteering:
• Attracting candidates – including ensuring
adverts’ content does not include gender/
other biases, and suitably wide advertising
and promotion of roles

Bear in mind that to be inclusive, you need
to make it straightforward for new
volunteers to get involved. Therefore, having
something simple that new volunteers can
read/hear quickly and easily, summarising
what’s expected of them and your
commitment to diversity and inclusion is
better than bamboozling them with lots
of paperwork. The WICR code of conduct
can work well for something to show
to new volunteers and get them to sign
up to. You could have a more detailed
policy that sits ‘behind’ this (which
volunteers can access if they wish) setting
out what you’ll do: how you’ll recruit and
coordinate volunteers in an inclusive way,

• Candidate selection – including
considering the diversity of applicants,
and ensuring hiring managers understand
reasonable adjustments can be made
• Access to flexible working – including
reviewing flexible working policies and
their take-up, and ensuring jobs are
designed to allow flexibility
• Organisational culture and policies –
including reviewing diversity data and how
team members feel about the inclusivity of
the organisation, and ensuring policies are
in place that ensure everyone is supported
and treated fairly.
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want to attract diﬀerent people, do we
need to widen our criteria? Can we be
flexible and change the time/location of
our meetings if we think these may be
barriers for some people?

Inclusive governance:
Although community rail partnerships will have
more formal governance arrangements and
procedures, this is relevant for groups of all
shapes and sizes. As well as ensuring that staﬀ
and volunteers are recruited and managed in a
fair, inclusive way, and are clear that they must
adhere to positive and inclusive behaviours,
you should also embrace inclusion and deter
negative behaviours in the way your
organisation is governed. This includes who sits
on your board, committee or steering group,
how they are elected, how decisions are made,
and who can influence and be involved in these
processes. Having open, transparent, inclusive
governance arrangements will help to ensure
these principles run through everything you do,
and make clear that you won’t support
poor behaviour.

• Are we open to hearing and acting upon
diﬀerent views and perspectives, at and
outside board/committee meetings?
You will already have some kind of governing
document (such as a constitution or
Memorandum and Articles) that sets out the
basics of how your organisation is run. However,
you may want to elaborate on this by putting in
place governance procedures, or building into
a wider equality, diversity and inclusion policy
your commitments to making your governance
inclusive. You could consider including:
• Commitments to inclusive recruitment
practices to make your board as diverse as
possible, including maximum terms, widely
advertised positions, the option for interested
candidates to observe a meeting, and good
information on what to expect;

Some key questions to ask, to consider how
inclusive your governance arrangements are,
include:
• How can we ensure our board/committee
works in an inclusive way, and demonstrate
that we value diversity on our board? If
someone new attended one of our meetings,
would they feel welcome and included?
Do we need to review our culture and
practices?

• Statements on how your board/committee
meetings will be conducted in a friendly,
positive, inclusive manner (in line with your
code of conduct), and to papers and minutes
being clear and accessible, including a buddy
system for new members or those who need
additional support;

• Can we look at diﬀerent methods and
places to recruit new (board/committee)
members? Do we advertise vacancies
widely? Are we open to the idea that
people will get involved for an array of
reasons, and having diﬀerent motivations
(e.g. wanting to develop their CV) doesn’t
make someone a poor candidate?

• Ways the board can hear and learn from
a broad range of voices in your community,
such as consultation events, focus groups,
feedback, and involvement in planning.
Bespoke advice and facilitated sessions on
inclusive governance arrangements and
procedures is available to ACoRP members
from our operations team. See
communityrail.org.uk/about-us/meet-the-team.

• Do we have realistic criteria for recruiting
new board/committee members? If we
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6. Show your support for
diversity and inclusion
A beneficial way to reinforce the idea that
your partnership or group is committed to
inclusivity is to promote this externally too.
ACoRP believes that bringing people
together, and building more inclusive and
cohesive communities, is one of the
strengths of community rail, and the DfT
agrees: it’s one of the pillars of its
Community Rail Development Strategy.

• Educating yourselves on inclusion and
diversity issues, learning from good practice
and ensuring that your approach and
language is appropriate before starting
anything new, especially by asking and
listening to groups you’re wanting to engage;
• Running projects and events that celebrate
diversity and inclusion. This might tie in with
national or local events like International
Women’s Day or Pride, and/or involve work
with partners who engage specific groups.
There are many ideas and lessons from
community rail and the wider community
and voluntary sector; for example, see
Community Rail Lancashire’s excellent
booklet on running LGBT+ initiatives, and
ACoRP’s advice on working with Prince’s Trust
to engage young people. Also see the further
information section below.

Outwardly showing your commitment to
diversity and inclusion helps you to live these
principles and get more people
engaged in your work. This might include:
• Promoting involvement in your
partnership/group in a way that makes clear
everyone is welcome, stating this specifically,
and oﬀering ways to get involved that suit
diﬀerent people;
• Ensuring your communications and images
reflect a wide range of people, such as having
people of diﬀerent genders/ages/ethnicities
in photos (always asking for permission);

Whatever you do, remember that drawing on
the views and input of diverse groups, and
those with lived experience, is key: defer to
their views and put them in the driving
seat as much as possible.

• Considering where your promotions go and
who they reach, and expanding these to
more places, groups or people;
• Ensuring venues for meetings, events and
activities are accessible, safe, practical and
neutral for people with a range of needs;

Community rail & social inclusion
ACoRP’s report on Community Rail and Social
Inclusion explores ways that community rail
can impact on inclusion, and includes
recommendations for community rail groups
and their partners on developing this area
of work. See communityrail.org.uk/wpcontent/uploads/2018/03/ACoRPCRSI2018.pdf for ideas.

• Building links with local groups and projects
that represent and support people with
particular needs or minority groups, drawing
on their expertise;
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Further reading and help
ACoRP members can access advice and examples to help you decide what’s right for you,
from your operations team contact (see communityrail.org.uk/about-us/meet-the-team.)
Also keep an eye on our training and events for more on this topic
(see communityrail.org.uk/events-training/events-diary), and/or contact your local CVS,
who may oﬀer training locally.
Further relevant sources of information and advice include:

• ACoRP’s website, communityrail.org.uk – case studies, news articles, guidance and resources specifically
geared at community rail partnerships and station groups;

• Community Rail and Social Inclusion, ACoRP, communityrail.org.uk/wp-content/uploads/2018/03/
ACoRP-CRSI2018.pdf – discussing community rail work to promote social inclusion, and recommendations
on how this can be developed;

• Women in Community Rail, info.wicrail@gmail.com – promotes and champions inclusion in community
rail, and supports individuals in community rail facing exclusion or inappropriate behaviour;

• Community Rail Development Strategy (England and Wales), Department for Transport, www.gov.uk/
government/publications/community-rail-development-strategy – sets out diversity and inclusion as a key
pillar, and principles and expectations for community rail groups;

• ACAS, www.acas.org.uk – wide-ranging guidance for employers and employees on workplace relations
and employment law, including on the Equality Act and managing conflict at work;

• Peninsula Group Ltd, www.peninsulagrouplimited.com/guides – professional HR and health and safety
advice for small organisations, including free guides on bullying and harassment, diversity, equal
opportunities, recruitment, and many other HR topics and policies (ACoRP members can also access a free
consultation - please quote that you have been referred by ACoRP);

• Know How Non Profit, NCVO, https://knowhow.ncvo.org.uk/your-team/volunteers/recruiting/equalityand-diversity – information and advice on recruiting and managing volunteers, including to do with
equality and diversity;

• Promoting equality and diversity in volunteering, WCVA, www.wcva.org.uk/media/346774/promoting
_equality_and_diversity_in_volunteering_090513.doc – clear standards and actions, and a sample equality
and diversity statement;

• Diversity and inclusion at work, Chartered Institute of Professional Development, www.cipd.co.uk/
knowledge/fundamentals/relations/diversity/diversity-inclusion-report – discusses the importance of
diversity and inclusion at work, and key principles;

• Race Equality Foundation, https://raceequalityfoundation.org.uk/category/community/ – a range of
resources on race equality and marginalised communities;

• Stonewall, www.stonewall.org.uk/power-inclusive-workplaces – guidance and resources to empower
LGBT+ people individually, and support organisations to create inclusive workplaces;

• Stand Clear of the Closet Doors, Community Rail Lancashire, https://downtheline.org.uk/wp-content/
uploads/2018/11/LGBT-Booklet-Handout.pdf – useful information on LGBT+ initiatives and intersectionality.
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With thanks to ACoRP
members, Women in
Community Rail, Community
Transport Association, and
Peninsula Group Ltd for their
input on this guidance sheet.
If you have any comments or
suggestions, please email
info@acorp.uk.com.

Disclaimer
This sheet aims to provide a summary of ideas and
guidance that may be of help to community rail
groups in promoting positive and inclusive
behaviours. Readers should ensure that all services
and suggestions are appropriate for them before
take-up or implementation. Legal advice should
be sought as appropriate. The Association of
Community Rail Partnerships is unable to accept
liability for any detriment or loss arising as result of
using this guidance. We cannot guarantee that the
information it contains is current, although we aim
to ensure it is accurate at the time of publication.
The inclusion of sources of information and services
does not imply an endorsement: they are included
for signposting purposes only.
This guidance sheet is copyrighted to the
Association of Community Rail Partnerships.

