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1. 
Policy Statement

1.1
The University wishes to promote and sustain a culture where mutual trust and respect are the foundation of working relationships between staff and students. We are all required to set appropriate standards of behaviour and to take action with regard to employees or students who exhibit unfair treatment or unacceptable behaviour. The University aims to ensure that every person is treated with dignity and respect regardless of their age, disability, gender identity, family responsibility, marital, parental or partnership status, race, ethnic or national origin, colour, religion or belief, sex, sexual orientation, trade union activity or any other distinction. 
1.2
The purpose of this policy and procedure is to ensure that procedures are in place to deal with instances of unacceptable behaviour.  Initially an informal procedure can be followed in which the complainant and alleged offender receive confidential support in order to achieve an amicable resolution of potential misunderstandings and to resolve the issue without recourse to the formal procedure. In some instances the severity of the behaviour may mean that this stage is inappropriate and should be by-passed. The decision as to whether to make a formal complaint under the relevant formal procedure rests with the complainant.

All involved at this stage must treat the issue seriously and confidentially, and act accordingly in relation to all parties involved.

1.3
This policy should be used by a student who feels that they have been subject to unacceptable behaviour within the University. Staff should refer to the Dignity at Work policy. 
1.4
The University will treat a breach of this policy seriously and deal with it in accordance with the approved procedures.  The University shall reasonably endeavour to ensure that all partner colleges, external contractors or organisations and consultants that enter into a contractual agreement with the University operate within the Policy.  
2.
Aims of the Policy 
2.1
The aims of the policy are to:

· Ensure that students take responsibility for creating and
maintaining an  environment in which dignity and respect are fostered 

· Promote an environment where unfair treatment, bullying and harassment are not accepted and are understood to be unacceptable forms of behaviour

· Provide a framework to support students who feel they have been subject to/or accused of unfair treatment, bullying, harassment or victimisation

2.2
The University of South Wales undertakes to:

· wherever possible encourage the use of an informal approach to resolving complaints, however, in some circumstances there may be grounds for a formal complaint
· provide Dignity at Study Advisers who are trained and available to support students
· ensure prompt response to informal complaints normally and reasonably within 7 days
· monitor anonymously the number of cases arising and the effectiveness of the Policy in line with current legislation.
3.
Responsibilities
3.1
The overall responsibility for the implementation of this policy will lie with the Vice Chancellor who will require all Directors of Departments, Deans of Faculty and senior managers to ensure that the policy is acted upon.
3.2
All students are responsible for:

· behaving in accordance with this policy;

· co-operating with those who are responsible for carrying out associated duties; 
· ensuring that they do not incite, condone or commit any form of discrimination, harassment, victimisation, bullying or exclusion within the University;

· being aware of behaviour that is not acceptable; and if appropriate, to challenge such behaviour, or to report such situations to their lecturers or supervisors.
3.3
The University will provide from central budget sufficient resources to: 

· publicise and promote this Policy to existing and new members of the University and to all institutions with whom it seeks partnership agreements; 

· train Dignity at Study Advisers and provide regular refresher training;

· monitor complaints of unfair treatment, bullying and harassment in line with best practice guidance. 

4.
Dignity at Study Advisers
4.1
The University has appointed and trained members of staff to act as Dignity at Study Advisers for any member of the University, staff or students. You can contact any Dignity at Study Adviser to arrange a meeting. The list of names and contact details are posted on notice boards throughout the University and displayed on the University web pages at: https://advice.southwales.ac.uk/a2z/bullying-and-harassment/ 
4.2
Details of the role of the Dignity at Study Advisers are given in Appendix 1.
4.3
Meeting with a Dignity at Study Adviser will give you an opportunity to discuss issues of concern to you. The Adviser will explain their role and advise you of routes and options for resolving the issue. They will also inform you of support that is available to you. However they do not take the role of a counsellor nor are they able to resolve issues themselves.
5.
What is considered unacceptable behaviour?

5.1
Definitions and examples of behaviour are contained in Appendix 2. Differences in attitude, background or culture can mean that what is perceived as unfair treatment or unacceptable behaviour by one person may not seem so to another. Within this policy the term “unacceptable behaviour” is used to describe any unwanted conduct which creates the effect of violating a person’s dignity or creates an intimidating, hostile, degrading, humiliating or offensive environment for that person. The lack of intent to use unacceptable behaviour is no defence.
6.
First Steps

What should I do if I feel that a person’s behaviour towards me is unacceptable?

6.1
It is recognised that raising complaints of unacceptable behaviour can be difficult or embarrassing, therefore impartial confidential advice and support may be sought from the Student Voice Representatives, the Students’ Union Sabbatical Officers, Dignity at Study Advisers or the student Wellbeing Service. Use of the informal procedure can sometimes mean that a solution is reached more speedily, with minimum embarrassment and risk to confidentiality.  It does not mean that your complaint will be viewed less seriously if a formal complaint is subsequently made. The aim of this procedure is to stop the unacceptable behaviour as quickly as possible and prevent reoccurrence.

6.2
If you feel that you have experienced unacceptable behaviour you may wish to consider the following actions and points: 
a. It is entirely appropriate for you to ask the alleged offender to stop the behaviour which is causing offence.
b. If this does not resolve the situation you may want to contact a Student Voice Representative, the Students’ Union Sabbatical Officers or Dignity at Study Adviser to discuss your options. 
c. You should keep a record of incidents and behaviour in order to recall what has happened in as much detail as possible.  A written request to the person who is causing you offence asking that the behaviour stops may also be effective.
d. The person against whom the complaint has been made will be made aware of the nature of the complaint, given the opportunity to respond, and have the facility to be accompanied at any meetings by a union representative or friend.
e. Where the person against whom the complaint has been made indicates that they were unaware that their behaviour was unwelcome or offensive, agreed steps will be taken where possible to put matters right and prevent a recurrence. This may include a reminder/explanation of what constitutes unacceptable behaviour, counselling, training, conciliation (with assistance of a third party, e.g. Student Union) to assist each party to understand the other person’s point of view and re-establish good working relationships.

f. It is strongly recommended, in the interests of re establishing good working relationships, that all parties who have been affected by a situation should seek to meet together to help to resolve issues. Such a meeting should be facilitated by a senior manager, or a representative of Student Services or HR. The University has a number of staff who are trained in mediation and are available to facilitate such a meeting.
6.3
If someone has told you that your behaviour is unacceptable and has caused them offence, please see Appendix 3 for advice.
7. 
The Formal Complaints / Conduct Procedure

7.1 
What should I do if the issue has not been resolved by the informal procedure?  
If the informal procedure is inappropriate, or where the outcome has been unsatisfactory, then you can make a formal complaint.  
7.2 
Formal Complaint against student/s: 

If a student, visitor or staff member wishes to make an allegation of misconduct about a student, details of the allegation should be submitted to the Student Casework Unit, using the Allegation of Student Misconduct Form.  The allegation will be dealt with in accordance with the Student Conduct Regulations.  http://uso.southwales.ac.uk/StudentCasework/RGSC/
7.3  
Formal Complaint against a staff member: 

A formal complaint against a member of staff will be made by the student using the Student Complaint Form.  The form should be submitted to the Student Casework Unit to be dealt with in accordance with the Student Complaints Regulations. Please note that complainants should have attempted to resolve their concerns informally in the first instance.

http://uso.southwales.ac.uk/StudentCasework/SCP/
7.4 
Formal Complaint by or against a Visitor to the University:

If a student or a member of staff wishes to make a complaint about a visitor, the complaint should be addressed to the Dean or Head of Corporate Department where the incident occurred or to the Director of Human Resources who will make arrangements for the complaint to be dealt with. 
7.5 
Disciplinary Action for Malicious Claims
If an investigation finds the claims to be vexatious and/or fictitious and that the allegations have been brought in order to cause harm or detriment to the alleged offender, this may in itself constitute grounds for disciplinary proceedings and be dealt with in accordance with the staff Disciplinary Procedures or the Student Conduct Regulations. Unacceptable behaviour towards students/clients/visitors/customers or other staff by University staff will be treated as misconduct, which may amount, in serious cases, to gross misconduct and lead to summary expulsion.
8. 
Confidentiality

8.1 
Every effort must be made by the complainant, alleged harasser and witnesses, to maintain confidentiality.  In such cases confidentiality means information being divulged to other parties on a strict “need to know” basis.  

8.2 
The only exception to this rule of confidentiality will be if the person with whom the complainant discusses the matter honestly believes that there is an unacceptable risk to the complainant, another person or to the University (e.g. if there is a danger of violence, or where a complaint identifies a criminal act or illegal discrimination).  In these circumstances the University has a legal duty to take appropriate action and the Director of Human Resources or the Academic Registrar should be notified immediately.

8.3 
Where the complainant is clear about their options but refuses to take action where their Student Voice Representative / Dignity at Study Adviser / Students’ Union Sabbatical Officer believe this would be appropriate, the complainant’s decision must be accepted unless there is an unacceptable risk (see paragraph 8.2 above). The Dignity at Study Adviser / Human Resources Representative may, in these circumstances, record the complainant’s wishes and write to the complainant confirming the situation and making clear that the responsibility for taking no action rests with the complainant.

9.
Monitoring and Feedback

9.1 
This Policy will be monitored annually to ensure effective functioning and legal requirements.  Monitoring process is completely anonymous and not reported by faculty or corporate department basis. 

10. 
Dignity and Respect for all
10.1 
The preferred outcome of the University’s Dignity at Study Policy is that people against whom complaints are made change their behaviour when it is found to be unacceptable.  There are various means of achieving this and there are many examples of complaints being resolved quickly and to the complete satisfaction of the complainants.  Each individual throughout the complaints process will be treated with dignity, respect and without judgement.  
10.2 
The University recognises that it has an equal duty of care to both the individual alleging unfairness and the alleged individual(s).  Support from the Dignity at Study Advisers will be available to all parties.  An allegation cannot be presumed to be proved until properly investigated and tested against a principal of reasonableness.  
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Appendix 1 - Role Description of Dignity at Study Adviser 
Role Title:

Dignity at Study Adviser 
Reports to:         
Equality, Diversity & Inclusion Manager 
Purpose of the Dignity at Study Advisers Network 
Dignity at Study Advisers are key to promoting a positive University environment in which people are treated fairly and with respect.  
The development of a network of Dignity at Study Advisers is intended to ensure that all staff and students have access to clear, informed, sensitive advice and support to address difficulties in the workplace and study environment. As well as providing advice to individuals, Dignity at Study Advisers will meet as a network to identify common concerns and contribute to the development of positive and preventative action to improve communications and relationships between and amongst University staff and students. 

Dignity at Study Advisers are not counsellors, they will refer to the University’s Occupational Health and Counselling Service. They will also be able to refer to the Mediation advisers.
Duties of the Dignity at Study Adviser:

· To provide a first point of contact and listen to concerns in a non judgemental way

· To respond to requests as a matter of urgency

· Maintain confidentiality as far as is reasonably practicable
· Provide advice and information to individuals or groups on the courses of action available to them if they believe themselves to be the subject of harassment or bullying.

· Identify allegations which may be beyond the remit of the role and refer these cases to other services as appropriate. 
· Provide advice, information and a friendly supportive environment to individuals whose behaviour has been challenged as harassing or bullying (an adviser will not be expected to advise both parties to a dispute but will refer for support to another Dignity Advisor and other University services).
· Raise awareness of the Dignity at Work and Study Policy and the support available for staff and students experiencing harassment or bullying.

· Attend required training and network meetings.

· Ensure that they are aware of all relevant University policies and how they are implemented.

Skills and abilities which are essential to the role

· Excellent interpersonal/intrapersonal and listening skills

· Ability to work autonomously, with appropriate regard for the health and safety of self and others

· Ability to maintain confidentiality

· Ability to deal calmly with potentially disturbing situations

· Ability to work with people from diverse backgrounds

Skills which are desirable

· Able to offer advice and support in Welsh

An adviser is not expected to:

· To solve a problem 
· Act as a counsellor
Appendix 2 - Unacceptable behaviour 

The following definitions can be used as a guide to assist in understanding what may be offensive whether intentional or not.  It is not an exhaustive list of all behaviour that may be offensive or unacceptable, merely a guide as to the types of behaviour that may be included.   

Victimisation 

Victimisation can occur when a person is treated less favourably because they have made a complaint of discrimination/harassment/bullying, or have helped another person to make or bring a complaint.  Victimisation is unlawful and can result in disciplinary action regardless of the outcome of the original complaint.

Harassment 
The Equality Act 2010 defines harassment as unwanted conduct related to a relevant “protected characteristic” which has the purpose or effect of violating an individual’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that individual. The Equality Act 2010 also includes the mechanism for individuals to complain of behaviour that they find offensive, even if it is not directed at them and even if they do not possess the relevant characteristic. Harassment can also be claimed as a result of perception or association linked to a protected characteristic. 
Examples of such behaviour could include but are not limited to: 
· physical attack 

· verbal and or physical intimidation 

· public humiliation 

· persistent unjustified criticism 

· deliberate unfair allocation of work 

· exclusion from normal workplace conversation or activities 

· derogatory name calling 

· display of offensive material 

· incitement of others to commit acts 

· offensive jokes 

· innuendo 

· unwanted comments on appearance/dress 

· patronising language 
Harassment at work is sometimes linked to bullying. Bullying behaviour may or may not amount to harassment in equality law. 

For behaviour to count as harassment in equality law, it has to be one of three types:

Type 1:  
Unwanted behaviour related to the protected characteristics listed below related to age, disability, race, sex, gender identity, religion or belief or sexual orientation

Type 2: 
Sexual harassment

Type 3: 
Less favourable treatment because of submission to or rejection of previous sexual harassment
The following are some examples of specific types of harassment, but it should be noted that this policy applies to all forms of harassment.  
1. Bullying 
Bullying may be characterised as offensive, intimidating, malicious or insulting behaviour, an abuse or misuse of power through means intended to undermine, humiliate, denigrate or injure the recipient. Bullying can take many forms and may involve actions or words which patronise, threaten or demean. Bullying can be verbal or written and carried out by a variety of methods including the use of telephones and e-mail. In addition to this policy, the Regulations for the use of University Computing Facilities highlights action that may be taken if any ICT facilities are used in an inappropriate manner. Bullying can happen in public or private and can be carried out by an individual or group of individuals. It frequently involves someone in a position of authority bullying someone in a lesser position but bullying of people in a more senior position by people in a lesser position and between people in an equal position does occur. Specific examples of bullying could include the abuse of power or authority, and the setting of impossible deadlines or intolerable workload. 
Vigorous speech and comment, academic debate and legitimate management of the performance of staff or students should be distinguished from bullying behaviour. However care should be taken to ensure that neither staff nor students are made to feel intimidated. An assertive management style would in itself not constitute bullying but where assertiveness gives way to aggression it is likely to become destructive rather than constructive and may constitute harassment. Similarly a heavy workload or demanding deadline may not in itself constitute bullying. 
Bullying is typically unpredictable, irrational and sometimes unseen by others.

Examples of being bullied include:

· being shouted at

· being ‘told off’ in front of colleagues or other people

· being criticised in an inappropriate manner or belittled about your work, personality or personal appearance,
· being persistently ignored or ‘talked down’ 

· being pressurised by a group into behaviour/actions against your wishes
· unfair allocation of work and or/responsibilities
· psychological intimidation
· exclusion or non co-operation at work non-constructive or personal criticism
· copying emails that are critical about someone to others who do not need to know

2. Sexual harassment 
Sexual harassment may be homosexual or heterosexual. It may be defined as any form of unwanted verbal, non-verbal or physical conduct of a sexual nature that creates an intimidating, hostile, degrading, humiliating or offensive environment. Specific examples of sexual harassment could include the invasion of personal space and inappropriate downloading of pornographic or sexually exploitative and degrading material by computer. 

It is important to remember that sexual harassment can occur of women by men, men by women, and also between members of the same sex. It can also refer to unwanted conduct that is related to the sex of another person. 
3. Racial harassment 
Racial harassment is any behaviour, deliberate or otherwise related to race, colour, nationality - including citizenship, or ethnic or national origins, which is directed at an individual or group and which is found to be offensive or objectionable to recipients and which creates an intimidating, hostile or offensive environment. 
4. Harassment on grounds of Sexual Orientation 
This act of harassment is any behaviour deliberate or otherwise, related to sexual orientation. Homophobia is a term used to describe hatred and rejection of gay, lesbian and homosexuality. It may be directed against individuals or groups of people who are, or are thought to be lesbian, gay, bisexual or transsexual and is behaviour which can be defined as unwanted conduct violating a person’s dignity, or creating an intimidating, hostile, degrading, humiliating or offensive environment. A specific example of harassment may include intrusive questioning about a person’s domestic circumstances or the sending of offensive emails. 
5. Harassment on grounds of Religion or belief 
Religious harassment is any behaviour deliberate or otherwise, relating to religion, religious belief or other similar philosophical belief and it is behaviour which can be defined as unwanted conduct violating a person’s dignity, or creating an intimidating, hostile, degrading, humiliating or offensive environment. 
6. Political Harassment, or Harassment on the grounds of Trade Union membership 
Political harassment, or harassment on the grounds of trade union membership can specifically include a trade union member feeling harassed as a result of undertaking their trade union activities. 

7. Harassment on the grounds of Disability 
Harassment may be based on the fact that a person has a physical or mental impairment, learning difficulty or disfigurement. 

8. Harassment of the grounds of Age 
Ageism can affect anybody regardless of how old they are. 

9. Harassment on the grounds of Gender Identity 
A person is protected by the Equality Act 2010 if they are proposing to undergo, is undergoing or has undergone a process (or part) for the purpose of reassigning their sex by changing physiological or other attributes of sex. 

10. Harassment via the medium of electronic communication
The University recognises that harassment may take place by e-mail, intranet, internet, social networking sites, text, mobile phones, telephone or other forms of electronic communication.  This is also covered by the Regulations for the development, deployment and use of University computing and telecommunications facilities which can be found on the IT Regulations & Policies webpages and through the Social Media Policy.  

E-mail, text via mobile phones and messages or posts sent via social networking sites can easily be abused All messages sent should show tolerance and respect to all potential recipients. It should be noted that offensive remarks and material could constitute harassment. Examples can include: 

· E-mails/ messages written in an insensitive or inappropriate manner 

· E-mails/ messages where an inappropriately familiar tone is used 

· A bombardment of emails/ messages containing demands and deadlines 

· E-mails/ messages of a sexual nature with lewd comments, pictures and jokes 

· E-mails/messages that also copy other individuals into the conversation with the intent of humiliation 

When using e-mail/messages it is advisable to adopt these simple points of good practice: 
· Be polite – adhere to the same standards of behaviour as you would when writing a letter. For example, swear-words must not be used, even if you might use such words in conversation with the person to whom you are sending the email. 

· Use humour with care; not everyone will appreciate it and without voice inflection and body language, mail messages can be easily misinterpreted. 

· Always consider that it is very difficult to convey tone of voice, irony or sarcasm via e-mail/messages and that it is therefore much easier to offend people. 

·  Always consider whether e-mail is the most appropriate medium for the message you wish to deliver. Some communications are best dealt with in person or over the telephone; especially to those of a sensitive or potentially confrontational nature. 

· Never write anything that you would not say to the recipient’s face 

·  Do not use capital letters out of context. Words that are all in capitals are considered to be shouted and as such may be regarded as being rude. 

Appendix 3 - What should I do if my behaviour has upset / offended another person?

1.  
All staff and students have a responsibility to behave in a manner that does not cause offence to others. The University encourages anyone who feels that they are not being treated with respect, or are offended by another person’s behaviour, to raise this issue through an informal procedure and if the issue is not resolved to pursue the matter via the formal procedure.

2.
Individuals are advised to raise issues with the person concerned in order to try to resolve differences at an early stage and so prevent situations from developing into formal complaints which can be difficult and stressful for all those involved. The University recognises that being told that your behaviour has caused offence can be upsetting and embarrassing.  It is important that when a person has been offended (intentionally or otherwise) there is an opportunity for all of the individuals concerned to resolve the situation informally and discreetly at the earliest stage.

3.
You may not have intended to offend anyone, but differences in attitude, background or culture can mean that what is perceived as unacceptable behaviour by one person may not seem so to another.  Equality legislation and policies have developed rapidly over recent years and behaviour which might have been regarded as acceptable in the past may not be appropriate now. It is recognised that it can be stressful to be approached by person in this way, but talking about issues in an informal way can avoid difficulties escalating to a point where a formal complaint is made.
4. 
Try to listen to the concerns of the person who approaches you and think about how your behaviour was perceived. Try not to imply that the person has been oversensitive and seek to play down the incident – remember it will not have been easy for the person to speak to you about this.  If you are unclear about the behaviour that has upset a person, ask them to provide an example. Apologise for the offence that was caused. You do not have to agree with the other person’s point of view to say that you are sorry that an aspect of your behaviour upset them. 
5. 
You may find it helpful to talk to someone about how you feel about what has happened, or to discuss how to ensure that you are still able to work effectively with the person who has approached you. There is a range of people you can talk to for advice:

· Student Voice Representative
· Students’ Union Sabbatical Officer
· Dignity at Study Adviser 
· Counsellor /Mental Wellbeing Adviser
6.
The University also has a duty to protect its employees or students from malicious complaints and as such, appropriate action may be taken when it can be demonstrated that a complaint is made on a deliberately malicious basis.

Further help and support

7. 
Students who are approached informally by others about their behaviour, or who are the subject of a formal complaint of harassment, bullying or victimisation, are entitled and welcome to seek the advice of a Dignity at Study Adviser or any of the other services listed above.

8.
If a formal complaint is made you will be advised of the procedures to be followed and your rights.
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