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1. Introduction  

The Royal Conservatoire of Scotland is fully committed to creating an environment 

where all staff and students treat each other fairly and with mutual respect, and to 

providing a work and study environment where all students and staff are free from 

discrimination and intimidation.  

This policy supports the Conservatoire’s strategic commitment to Equality and 

Diversity. The Royal Conservatoire of Scotland also has a duty under the Counter-

Terrorism and Security Act 2015, termed “PREVENT”, to aid the process of 

preventing people being drawn in to terrorism (please see the RCS Prevent Policy 

for further detail).   

 

 2. Purpose  

The policy is intended to make clear the Dignity at Work and Study provisions in the 

Conservatoire and thereby prevent all forms of offensive behaviour.  

The policy specifically covers the areas of;  

o Acceptable behaviour  

o Staff relationships with students  

o How unacceptable behaviour will be dealt with 
 

Further detail is contained within Appendix 1 (Dignity at Work Definitions). 
 

3. Scope  

The Dignity at Work and Study Policy applies to all staff, students, contractors and 

consultants of the Conservatoire.  

In relation to staff relationships with students, this policy applies to staff only. Issues 

arising between students are a matter for the Schools and the Registrar and will be 

dealt with through the Student Rules and Regulations.  

Failure of a member of staff to adhere to the policy may result in disciplinary action 

under the Conservatoire’s Disciplinary and Dismissal Policy. Failure of a student to 

comply with the policy may result in disciplinary action under the Conservatoire’s 

Student Disciplinary Procedure. 

 

4. Procedures  

If you believe that you have been the subject of unacceptable behaviour there are 

two courses of action you can take – informal and formal.  

Details of the procedures for staff are outlined in Appendix 2 (Staff Guidelines on the 

Procedures).  
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Details of the procedures for students are outlined in Appendix 3 (Student Guidelines 

on the Procedures). 

5. Responsibility  

Everyone has a responsibility to contribute towards a working and studying 

environment that is free from harassment and bullying, and to report to an 

appropriate person any instances that are in direct contravention of this policy.  

The practical implementation of the Conservatoire’s Dignity at Work and Study Policy 

is the responsibility of the Deputy Principal, Directors, Head of Departments, 

Programme Leaders and Managers, in conjunction with the Director of Human 

Resources and the Deputy Director of Human Resources.  

 

6. Advice, Counselling and Support  

Advice and counselling is available from a variety of sources.  The Conservatoire 

Equality and Diversity Officer can provide confidential advice, information and 

support to both staff and students. 

Staff: Members of staff can contact the Human Resources Department, a 

Trade Union representative, the confidential Employee Counselling Service, 

the Staff Occupational Health Provider or your Line Manager. You can also 

approach one of the Conservatoire’s Staff Support Contacts, who have 

volunteered to be confidential points of contact for colleagues who feel that 

they are being subjected to unacceptable behaviour at work.  

Students: Students can get assistance and support from the Conservatoire 

Counsellor and Disability Advisor, the Welfare and International Student 

Advisor or the Students’ Union. Additionally, guidance can be sought from the 

relevant Head of Department, Programme Leader, Personal Tutor or other 

appropriate member of staff.  

Further information on support mechanisms and contact details can be found in 
Appendix 4 and Appendix 5 (Guidelines on Advice, Counselling and Support).  
 

7. Grievance Procedure (Staff only) 

If you raise a formal complaint under this procedure and at any stage you feel that 

your complaint is not being handled effectively in procedural terms, you have the 

right to raise a grievance.   

Details of the Grievance Procedure are available on the Staff intranet or from the 
Human Resources Department.  
 

8. Management Training  
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Appropriate briefing and training is provided to managers and staff representatives to 
enable them to deal with issues arising under this policy.   

9. Review  

The Director of Human Resources will review the policy at regular intervals and 

make recommendations on any future developments to the policy.  

This policy was updated in July 2015.
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Appendix One  

DIGNITY AT WORK POLICY DEFINITIONS 

ACCEPTABLE BEHAVIOUR  

The Royal Conservatoire of Scotland is fully committed to creating an environment 

where all staff and students treat each other fairly and with mutual respect, providing 

a work and study environment where all staff and students feel supported and 

equipped to challenge unacceptable behaviour.  

It is the Conservatoire’s policy to make every effort to provide a working and learning 

environment free from bullying, sexual, racial and/or disability harassment, 

intimidation and any other form of harassment or bullying constituting unacceptable 

behaviour, which is personally offensive.  

The Conservatoire will not tolerate harassment or bullying which involves abusive or 

offensive behaviour with regard to age, disability, gender, gender reassignment, 

race, religion or belief, or sexual orientation. Such behaviour can constitute unlawful 

discrimination under UK equality legislation and may result in an individual being 

held liable by an employment tribunal. Similarly, inappropriate behaviour will not be 

tolerated on any other grounds, including those that are not covered by the law. 

DEFINITION OF A BREACH OF DIGNITY AT WORK OR STUDY 

Unacceptable behaviour and harassment can be defined as unsolicited or 

unwelcome acts that humiliate, intimidate or undermine the individual involved.  

Bullying is defined as the persistent, demeaning and degrading of human beings 

through words and acts which can gradually undermine an individual’s confidence 

and self-esteem.  

Harassment is defined as unwanted conduct which is offensive to the recipient. It 

refers to behaviour which is unsolicited, personally offensive and socially 

unacceptable, or which fails to respect the rights of others.  

A breach of this policy will have been committed if a member of staff or student 

suffers bullying or harassment which causes alarm or distress. This includes:  

o offensive, abusive, malicious, insulting or intimidating behaviour on more than 

one occasion; 

o unwarranted criticism on more than one occasion;   

o unjustified punishment; or  

o unwarranted changes in their role without consultation (staff only)  

In relation to students only: Any act of unlawful discrimination, including any act of 

harassment or bullying, is viewed very seriously by the Conservatoire and should be 

reported to the Director of the School in which the student studies. Such behaviour 
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will normally be treated as a disciplinary matters. Harassment is a specific 

disciplinary offence in respect of which the offender may, in appropriate 

circumstances, be summarily expelled from the Conservatoire. 

STAFF RELATIONSHIPS WITH STUDENTS  

The Royal Conservatoire of Scotland believes the professional relationship between 

a student and a member of staff is a central part of the student’s educational 

development. It is vital that trust and confidence exist between staff and students to 

ensure students maximise their learning experience.  

Staff have a professional duty to develop their students’ abilities and a responsibility 
to safeguard students’ welfare. All members of the Conservatoire - staff and students 
- should take special care to ensure that any such personal relationship is not 
permitted to encroach upon the professional relationship which must at all times exist 
between staff and other members of staff, and staff and members of the student 
body.  

This is particularly important when one of the parties involved in the relationship 
occupies a position of power or authority, for example in the role of manager, tutor, 
supervisor or administrator and who may be in a position to affect the employment, 
career, grade or qualification of the other party. 

The Conservatoire expects that all staff conduct themselves in an appropriate 
manner at all times. Staff should, whilst encouraging all students in their learning 
experience, be mindful of their position of trust and must not abuse that trust by 
entering into a sexual relationship with a student. Such relationships could 
compromise the professional relationship between staff and students, and damage 
the teaching and learning environment for other students and staff.                                                                                                                

RELATIONSHIPS BETWEEN MEMBERS OF STAFF 

In the event that a close personal relationship develops between members of staff, it 

is incumbent on those concerned to ensure that the essential standards of 

professionalism and impartiality are maintained.  Where such a personal relationship 

exists or develops, the members of staff must inform their Director or Line Manager, 

to avoid situations which may potentially prejudice professionalism and integrity. 

WHAT YOU SHOULD DO IF YOU ARE BEING BULLIED OR HARASSED BY A 

CUSTOMER  

If you feel that you are being bullied or harassed by a customer or someone else 

with whom you come into contact at work, you should raise this with your immediate 

manager. 

Managers who receive such complaints from members of their staff must take 

appropriate action, which may range from speaking to the member of the public to 

considering prosecution of the perpetrator, or civil action to restrain the offending 

behaviour. Support should be offered to the member of staff concerned. 
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Appendix Two  

STAFF GUIDELINES ON THE PROCEDURES 

Informal Procedure  

Wherever possible, you are encouraged to make it clear to the person whose 

behaviour is causing offence that their behaviour is unacceptable, unwelcome and 

must stop. Inform them that it is interpreted as unacceptable behaviour, harassment 

or bullying as defined by the Conservatoire’s policy.  

In some cases the person in question may be unaware that their behaviour is 

inappropriate or that their words or actions may have been misinterpreted. In such 

circumstances, it may be sufficient to explain to the individual that their behaviour is 

offensive and to ask them to stop.  

If you would like some support to approach the person who is causing you offence, 

you could consider being accompanied by a friend, colleague or other suitable 

representative, such as a Staff Support Contact.  

Where the informal approach fails to resolve the issue, or if the matter is of a serious 

nature, it may be necessary to make a formal complaint.  

Formal Procedure  

The Royal Conservatoire of Scotland will treat as confidential all records concerning 

allegations or complaints of unacceptable behaviour and will investigate complaints 

impartially.  

If you are a member of staff, a formal complaint should be made to your Line 

Manager or any of the aforementioned support contacts. If the complaint is about 

your Line Manager, then you should liaise with their respective Line Manager or the 

HR department. Any formal complaint should preferably be made in writing to the 

appropriate person. The Conservatoire will take all reasonable steps to investigate 

and resolve the complaint as soon as possible. 

If you believe a staff member or student is being subjected to unacceptable 

behaviour you should speak to the individual in question and encourage them to 

speak to one of the above support contacts or an identified appropriate person.  

Investigation Procedure  

All complaints will be handled promptly, with sensitivity and in a strictly confidential 

manner with respect to the complainant, the individual under investigation and any 

third party involved. Management investigations into a complaint will be initiated as 

soon as possible and will normally be completed within 10 - 15 working days of 

receiving the complaint.  
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In any investigation, the complainant and the individual under investigation will have 

the right of representation, either by a friend, colleague or trade union representative.  

If the investigation reveals that the complaint is valid, disciplinary action designed to 

stop the unacceptable behaviour immediately and prevent its recurrence may be 

taken. If necessary, disciplinary action may include the removal of the individual 

under investigation from close contact with the complainant.  

Staff are protected in law from intimidation, victimisation or discrimination for filing a 

complaint or assisting in an investigation.  

If the alleged unacceptable behaviour may also constitute a criminal offence, the 

Staff Support Contact will encourage the complainant to inform the appropriate 

authorities. In such cases the Staff Support Contact will be obliged to inform Human 

Resources and the Conservatoire Senior Management Team, who in turn may 

inform the relevant authorities. 
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Appendix Three  

STUDENT GUIDELINES ON THE PROCEDURES 

Informal Procedure 

Wherever possible, you are encouraged to make it clear to the person whose 

behaviour is causing offence that their behaviour is unacceptable, unwelcome and 

must stop. Inform them that it is interpreted as unacceptable behaviour, harassment 

or bullying as defined by the Royal Conservatoire of Scotland’s policy.  

In some cases the person in question may be unaware that their behaviour is 

inappropriate or that their words or actions may have been misinterpreted. In such 

circumstances, it may be sufficient to explain to the individual that their behaviour is 

offensive and to ask them to stop.  

If you would like some support to approach the person who is causing you offence, 

you could consider being accompanied by a friend, the Conservatoire Counsellor 

and Disability Advisor, the Conservatoire Equality and Diversity Officer or a 

representative from the Students Union. 

Where the informal approach fails to resolve the issue, or if the matter is of a serious 

nature, it may be necessary to make a formal complaint. Detailed below are the 

relevant extracts from the Regulations, Codes of Procedure and General Rules for 

Students. 

Should the matter not be resolved to the satisfaction of the complainant, s/he should 
then take up the complaint with the appropriate Director of School, who will attempt 
to resolve the problem within 7 working days. 
 
The appropriate Director of School will record the date of receipt of the complaint, 
the nature of the complaint and the subsequent actions taken to resolve the matter. 
 
The student(s) will be asked to sign that it is a true record and that the matter has 
been resolved satisfactorily. 
 
Where the appropriate Director of School considers a complaint to be frivolous or 
vexatious, the case will be reported to the Registrar who will investigate the matter 
and determine if there is alleged misconduct. If the complaint is alleged to be 
frivolous or vexatious, the complainants may face disciplinary action [a frivolous 
complaint is one that is trivial or without serious content; a vexatious complaint is one 
that is primarily intended to vex, harass or harm the subject of the complaint rather 
than to secure a remedy]. 
 
Formal Procedure  
 
Students are advised that, before lodging a formal complaint, they obtain advice and 
support either from the Conservatoire Counsellor and Disability Advisor or the Royal 
Conservatoire of Scotland Students’ Union. 
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The complainant(s) may raise the matter through the Conservatoire’s formal 
Complaints Handling Procedure (CHP) where the complaint made is in respect of 
alleged discrimination, harassment or victimisation as defined within this policy. 
 
A student of the School of Drama, Dance, Production and Screen must submit the 
complaint in writing to the Director of Music and a student of the School of Music 
must submit the complaint in writing to the Director of Drama, Dance, Production and 
Screen. The submission must be made within 7 working days following completion of 
any informal process which has taken place. 
 
Prior to a complaint being determined, an appropriate investigation will normally be 
undertaken. 
 
The appropriate Director will seek to resolve the matter on the basis of the 
documentation provided after having sought any further information as appropriate 
from the persons involved in the complaint or may, at her/his discretion, call a 
hearing, normally within 10 working days from receipt of the written complaint, at 
which the student and other persons involved may submit their cases. If the Director 
considers it appropriate, s/he may be assisted in investigating the complaint by 
another Director or other appropriate senior managers of the Conservatoire. 
 
The complainant may be accompanied by a person of her/his choice at a meeting 
but must inform the appropriate Director who the person will be, before the hearing 
takes place. 
 
The Director’s decision will be communicated in writing to the complainant after the 
complaint is received.  This will normally be within 10 working days, or where a 
hearing has been called, within 5 working days following the conclusion of the 
hearing. The complainant(s) will be advised of any further steps which s/he or the 
group could take if dissatisfied with the outcome. 
 
Where the appropriate Director considers a complaint to be frivolous, vexatious, 
untrue or made in bad faith (e.g. spite) the case will be reported to the Registrar who 
will investigate the matter. If the complaint is confirmed as allegedly frivolous, 
vexatious, untrue or made in bad faith, the complainant(s) will face disciplinary action 
in accordance with the Conservatoire's Student Disciplinary Procedure. 
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Appendix Four  

GUIDELINES ON ADVICE, COUNSELLING AND SUPPORT FOR STAFF 

Line Managers   

Line Managers and supervisors have a specific duty to act if they become aware of 

or witness any acts of unacceptable behaviour, harassment, bullying or breach of 

dignity as outlined in this policy.  They should also be a first point of contact for any 

staff member who is experiencing inappropriate behaviour. If a line manager is 

unclear about how to deal with the matter raised, support and information can be 

obtained from the Conservatoire Equality and Diversity Officer and the HR 

Department. 

Staff Support Contacts  

A number of volunteers have received training to equip them to provide a confidential 

source of information and a listening ear to colleagues who are concerned that they 

are experiencing unacceptable behaviour at work. Briefly their role is: 

o To provide a confidential support and information service to Conservatoire 
staff on issues relating to unacceptable behaviour. 

 
o To assist individuals to identify the problems they face and explore the various 

options available with them. 
 

o To identify to individuals any other support services available and appropriate 
to their circumstances. 
 

For contact details of Staff Support Contacts:  please see the intranet or contact 
the Conservatoire Equality and Diversity Officer  
 

Conservatoire Equality and Diversity Officer: Roz Caplan - extension 384 

Members of staff can approach the Conservatoire Equality and Diversity Officer for 

confidential information, advice and support on any issue relating to diversity, 

discrimination, bullying or harassment.  

Human Resources  

The HR Department is always available to provide support and advice to staff with 

queries in this area. However, if a person formally reports a case of unacceptable 

behaviour by a member of staff to Human Resources, they will immediately ascertain 

the circumstances and facts of the alleged behaviour. After investigation, appropriate 

action will be determined and actioned.  

Human Resources may contact any such persons as deemed appropriate to the 

investigation but will at all times ensure complaints are handled promptly, with 

sensitivity and in a strictly confidential manner with respect for both the complainant 



 

 

 

13 

and the individual under investigation. Investigations into a complaint will be initiated 

as soon as possible and normally completed within 10 - 15 working days (except in 

exceptional circumstances where this may be extended to ensure a thorough 

investigation). When this occurs, all parties involved will be contacted, the reason for 

delay explained and the timetable for dealing with the complaint agreed.  

o Deputy HR Director:   Lydia Demaison - extension 228 

o HR Advisor:    Kate Donnachie – extension 389 

o Assistant HR Advisor:  Linsey Miller – extension 397 

o Assistant HR Advisor:  Sidrah Siraj – extension 397 

o Assistant HR Advisor:  Gillian McLean – extension 397 
 

Trade Union Representatives  

When a person reports a case of unacceptable behaviour to a trade union 

representative, they will help the complainant to clarify the circumstances and facts 

of the alleged harassment. They will also, if necessary, contact the Human 

Resources department on behalf of the complainant and assist the process of 

providing information to aid any subsequent investigation.  

EIS:   Martin Mallorie  extension 116 

UNISON: Vacant 

Employee Counselling Service and Occupational Health Provider  

The Royal Conservatoire of Scotland provides the above confidential services, which 

are out-with the Conservatoire, which can provide support and assistance to staff 

who feel that they are being bullied or harassed at work:  

Employee Assistance Programme  

Optum Healthcare Solutions provides free, confidential support, information, 

expert advice and specialist counselling. You can contact them by phone or 

access them on line. Their support is provided by qualified professionals. 

Tel: 0800 282 193   www.ppconlineinfo.com (for login details go to the 

Intranet page or relevant page on Mahara) 

Occupational Health Provider 

The Staff Occupational Health Service is provided by BUPA – please contact 

the HR Department to arrange a confidential appointment with the 

Occupational Health nurse  

All advice and counselling is strictly confidential.  

http://www.ppconlineinfo.com/
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Appendix 5 

GUIDELINES ON ADVICE, COUNSELLING AND SUPPORT FOR STUDENTS 

Heads of Departments/ Programme Leaders 

Heads of Departments/ Programme Leaders have a specific duty to act if they 

become aware of or witness any acts of unacceptable behaviour, harassment, 

bullying or breach of dignity as outlined in this policy.  They can also be a first point 

of contact for any student experiencing inappropriate behaviour.  

Conservatoire Counsellor and Disability Advisor: Jane Balmforth - extension 282 

The Conservatoire Counsellor & Disability Adviser is available to provide a 

confidential and neutral provision for students to explore issues that are causing 

them anxiety and stress. An open-door policy is operated, so it is not always 

necessary to make an appointment. 

Conservatoire Equality and Diversity Officer: Roz Caplan - extension 384 

Students can approach the Conservatoire Equality and Diversity Officer at any time 

for confidential information, advice and support on any issue around diversity, 

discrimination, bullying or harassment.  

Students Union Welfare Officer: suwelfare@rcs.ac.uk 

The Students Union can provide moral support and confidential advice to any 
student who feels that they are experiencing unacceptable behaviour whilst studying 
at the Royal Conservatoire of Scotland. 
 
Student Assistance Programme: 

A free, confidential telephone counselling service is available to all Conservatoire 

students. The Assistance Programme offers confidential independent help, 

information and guidance. It is accessed by telephone and is available 24 hours a 

day, 365 days a year. 

Tel: 0800 282 193  

More details about this service are available on the Equality and Diversity Mahara 

site   
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