




unable to make a meeting it is important to message the organiser with apologies (even if 

it’s an hour before the start time). 

Decisions made and actions set in meetings will be recorded with specific numbers to 

enable reference. Actions will be clearly labelled with the initials of the person responsible 

and a due date. The notes of the meetings will be stored on the MS Teams site for 

accessibility and ease of access.    

 

Key Responsibilities 

Chair: 

• Chair all member meetings and leadership team meetings 

• Ensure all activity is approved by the leadership team 

• Manage meetings and lead development of strategy action plan 

• Meet with sponsor(s) as required  

• Be a point of contact for potential members, existing members, leadership team 

members, other networks 

• Ensure delegation of effective organisation of events 

• Ensure professional conduct of the leadership team 

• Foster effective collaboration and wellbeing within the leadership team, across 

organisation and externally (in the future) 

 

Vice Chairs: 

• Support the work of the Chair especially in management of meeting proceedings 

and following up on actions 

• Represent the Disability Matters leadership team and champion the needs of our 

members  

• Stand in for the Chair in their absence such as, chairing leadership meetings, 

leading member events and carrying out stakeholder engagement as necessary 

• Take on tasks as needed by the Chair to facilitate the activities of the network (these 

might require additional authority or leadership skills for example) 



• Have responsibility for the Strategy and Planning or Operational sides of Disability 

Matters, managing the groups and allocating resource  

 

Secretary: 

• The secretary will be responsible for ensuring that all members of the leadership 

team are invited to meetings and will manage apologies 

• Arrangement of leadership team meetings 

• Record attendance of the meetings  

• Responsible for ensuring that agendas and meeting notes/ action plans are written 

up and circulated 

• Continuous monitoring and updating of the actions list 

 

Membership Officer: 

• Maintain the network members’ database (email list) on behalf of the leadership 

team for information distribution and communications 

• Maintaining communication with members, subject to approval from the Chair 

• Being a point of contact for new members 

• Monitor network mailbox and alert leadership team to requests or issues 

 

Comms Officer: 

• Develop the communication and events plan 

• Be the first point of contact for all comms outputs  

• Work with Internal Communications team and external communications team to 

ensure all communication opportunities are leveraged 

 

Inbox Coordinator: 

• Monitor the inbox and forward on emails to relevant people within Disability Matters 

• Send replies to people as needed 

 









Rules of Engagement 

 

This document outlines agreed ways of working for the Disability Matters Network 

leadership team (LT).  

 

The team recognises that each individual may have different needs and preferences 

around how we work together and engage with one another, regardless of disability or 

condition. To support the working practices of the leadership team we have come up with 

some guidance around this. 

 

Behaviours -  

We are all part of this group because we share the goal of reducing workplace 

discrimination towards those with disabilities and increasing inclusive and accessible 

practices within UKRI. Many of us have disabilities ourselves and as such may have 

fluctuating capacity to engage with the work of the leadership team. We have a duty to 

ourselves and others to clearly communicate our needs and preferences around ways of 

working.  

 

Be kind - We will model the behaviours we would like to see from others. Treating others as 

they would like to be treated, with respect, empathy and fairness. Rather than making 

assumptions, we will instead ask questions and actively listen to the response. Whilst we 

may disagree on topics or actions, we will have considered each contribution and give 

clear reasons for our decisions. We will work to uncover our own biases and prejudices, 

allowing us to be aware of their possible influence on our thoughts and behaviours, 

actively working to remove their influence upon us.  

 

Be leaders 

We have the opportunity and responsibility to showcase how UKRI should treat their 

disabled staff. The processes and systems we use can become examples to other parts of 



the organization, so we will develop them with inclusion and accessibility in mind. Where 

we have places on other working groups or forums, we will raise the issues important to 

our network, asking questions and requesting answers, to ensure disabled staff and their 

needs are a part of the conversation. Nothing about us, without us! 

 

Team roles 

Some members of the leadership team have specified roles such as 'Communications 

Officer' or 'Membership Officer'. These roles are defined in the Network Terms of 

Reference. The rest of the team (those 'without portfolio') provide support to the leadership 

team and can be asked to lead on specific projects or events, and cover for those with 

specified roles if needed.  

 

Whilst we recognise that the network is run as a voluntary aspect of staff's roles it is 

understood that the leadership team agreed to dedicate a portion of their time to support 

the network and its activities. We understand that capacity is naturally fluid and may 

change from day to day - we agree that the best way to manage the work of the group is to 

communicate clearly with each other (especially the Chair) when we are unable to make 

meetings or meet deadlines. This will allow the team to re-allocate work or request support 

if needed in a timely manner, reducing strain on individuals to meet the goals of the 

network.  

 

  



Communication 

Leadership Team  

• MS Teams chat - to share updates on actions or network activities 

• Email - official network business matters  

 

All Network  

• Joint Mailbox - for communicating with our members, sending member updates or 

news and event invites – Membership Officer 

• Yammer - for communicating with our network, sharing documents or resources, 

engaging with them about topics or events – Membership Officer 

• Source Page – Event announcements, important documents for members and 

leadership team information – Communications Officer 

 

Sponsors 

• All communications with Sponsors via the Chair.  

 

Working documents  

All stored in the MS Teams area, so everyone has access. In addition, the documents 

would be worked on here too enabling all to comment on progress and work 

collaboratively. Useful resources for the network can be stored here too under the 'files' 

area. Where possible documents should have clear names that accurately describe their 

contents - making it easy to find when searching. Documents should be written using plain 

English and where terminology or acronyms are used they should be described or spelled 

out at least once.  

 

Style  

Templates for comms and documents - colours and fonts, links, and picture descriptions. 

• Word, PowerPoint 

• Dark blue font and beige background 



• Comic sans as standard 

• 1.5 line spacing 

• Size 12 minimum font 

• No italics, bold for headings but not within text 

• Avoid extensive use of tables 

 

 

 




