Code of Conduct & Standard Theatre Etiquette (for publication on website).

Welcome to Wyz Wimmin & Friends Theatre Group
Wyz Wimmin & Friends’ objective is to create quality performances in a fun, inclusive, and collaborative environment.
This Code outlines the principles that Wyz Wimmin & Friends Theatre Group has collectively committed to uphold, both as a respected community organisation, and as an Incorporated Association in NSW.  Observing this Code supports a safe, positive, and equitable environment for everyone. 
This Code may be updated periodically.
Questions about the Code can be directed to any Committee member, or email wyzwimmin@gmail.com for clarification. 

CODE OF CONDUCT
• 	Treat every individual associated with the group with dignity and courtesy using respectful language and behaviour at all times.
• 	Respect our rehearsal and performance venues and any personnel associated with those venues.
• 	Members will not engage in any action which is likely to impair positive public perception of Wyz Wimmin & Friends and/or its members. 
•	 To ensure safety, individuals must only perform tasks assigned to them and operate theatre equipment only for which they have received proper authorisation and training.

Unacceptable behaviour 
All members of and participants with Wyz Wimmin & Friends are expected to treat all individuals with respect.  Unacceptable behaviour includes exclusion, unfair treatment, inappropriate conduct, harassment, or any actions causing discomfort or offense. The ‘intention’ does not excuse unacceptable behaviour; the impact upon an individual is what is paramount.
Anyone who feels they have experienced unacceptable behaviour should promptly contact a member of the Committee and the matter will be treated with expediency and discretion.
Grievance Procedure 
Any member or participant feeling they have experienced unacceptable behaviour from another member are encouraged to promptly bring any grievance to the attention of a Committee Member. This ensures immediate and confidential support is available. Upon notification of a grievance, the Committee Member will acknowledge receipt of the grievance, initiate a confidential discussion with the concerned party, and outline possible mediation steps. 
The Committee will provide updates throughout the process until resolution is achieved. The Committee of Wyz Wimmin & Friends is dedicated to managing all concerns related to the Code of Conduct and will oversee the mediation and resolution of grievances with professionalism and speed, fostering a safe and welcoming environment for all. 
Health & Safety 
Everyone has the right to participate in a safe environment and must act responsibly, protect their own safety, avoid harming others, and exercise reasonable care.  
All hazards that may cause risk, or any incidents or injuries must be reported a member of the Committee. 
Alcohol & Drug Consumption 
Alcohol, prescribed or non-prescribed substances used before or during rehearsals or performances must not impact anyone's comfort, safety, performance, or the reputation of Wyz Wimmin & Friends.
In the context of this provision, anyone exhibiting signs of intoxication that impacts upon the group, rehearsals, performances or activities related to Wyz Wimmin & Friends may be prevented from continuing activities within the group.
Standard Theatre Etiquette
· If you will be late or absent from rehearsals contact the stage manager or another responsible person if unable to contact the stage manager, as soon as possible.
· Write notes, blocking and direction, preferably in pencil so you can accommodate changes easily.
· Observe the off-book deadline by knowing your lines as well as you can. It is customary once a scene is blocked to have it memorised by the next time it is rehearsed. 
· Check ALL props are in place and in working order prior to EVERY performance.  
· Never borrow another actor’s supplies such as makeup or other personal items, without permission.
· Show respect for the shared space by always cleaning up after yourself.  
· It is your responsibility to have sound checks and prop checks complete by the time the house opens and to be ready in full makeup and costume by the call time.
· No vocal warm-ups after half hour call.
· At set up and during a performance, the Stage Manager is in charge of the stage and all things relating to it. It is mandatory that the cast follows the Stage Manager's directions.
· Report promptly to stage manager’s “places” call.
· Respect the stage manager and crew.  Give them your full attention and acknowledge their calls and instructions with a polite response, so they will know you have heard and understand.
· It is your responsibility to remember your own entrances.
· Never direct or prompt a fellow actor.
· Always stand clear of the wings after you exit.
· Be quiet backstage when the audience is in the theatre.
· Remain backstage while in makeup and costume (unless otherwise directed).
· Do not at any time attempt to peer out to audiences from the wings.  The guideline is if you can see them, they can also see you.
· Play every performance with highest respect to your audience regardless of how many people are in attendance. 
· After use, return props to the prop table.
· Unless the audience is invited to interact with the cast and crew after curtain, keep offstage until the audience is completely cleared from the house.
· Only personnel directly involved in the show are allowed in the backstage/dressing areas. Instruct visitors to meet you in the lobby following the performance. 
· Remove all personal items from theatre promptly after closing performance.


The following information is for Committee information, not for publication.  The following proposed grievance procedure is included here for your review and approval.  It is not a statutory requirement that a grievance procedure is written, but during the course of my contemplation of a Code of Conduct, a tip sheet (attached separately) identifies …
“While your constitution can refer to procedures and provide guidance for resolving internal disputes, it doesn’t need to cover the whole process. It’s a good idea to set out further dispute resolution details and processes in organisational policies. This can give members greater guidance and confidence about the processes that must be followed.”
Suggested process …
Grievance procedure 
It is important for community groups to have a clear grievance procedure in place to ensure that complaints are handled fairly and transparently, maintaining trust and confidence among members and stakeholders.
1. Identify the Issue: Clearly define and detail the issue or complaint that needs to be addressed.  It would be a good idea to keep notes.
2. Inform the Committee: Notify the Committee members about the issue and seek their input.
3. Conduct a Discussion: Facilitate a discussion among the relevant parties to gain a clear understanding of the issue.
4. Mediation: If necessary, involve a mediator to help resolve the issue amicably.
5. Investigation: If the issue cannot be resolved through discussion or mediation, an investigation may be conducted.
6. Decision: Make a decision based on the investigation findings and inform the relevant parties of the outcome.
7. Follow-Up: Ensure that the relevant parties are informed of the outcome and any decision reached and any actions taken to resolve the issue.
8. Record: A record of the incident and the actions taken should be prepared and provided to the Secretary and retained in the Company’s records.

Note:  Section 7 of our constitution does contain a clause relating to Disciplinary Action if a person does make a complaint that is proven.  It also includes the Committee’s right to refuse to deal with a complaint if it is found to be trivial or vexatious.  
