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Safety and conduct at RCN events policy 
         

Who does this policy apply to?   
All participants at RCN events including, but not limited to, members, 
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Health & Safety Management Guidance Note: Health & Safety Considerations 
for Events and Conferences 
Lone worker policy 
Managing unacceptable behaviour guidelines 
Respect at work policy 
Safeguarding guidance 
RCN Staff disciplinary Policy 
  
Status:   



3 

 

CONTENTS 
 
Section no. Section title 



4 

 

1 INTRODUCTION 
 
1.1 The RCN holds a range of in-
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all associated activities and behaviours must align with this – see section 
3.1 below. 
 

3 RCN RESPONSIBILITIES 
 
3.1 Events and associated activities (such as site visits and travel to and from 

events) at RCN or external locations are subject to all RCN policies and 
regulations along with venue policies.  

 
3.2 As part of our responsibilities in organising and running events, as well as 

the conduct and behaviour issues covered in section 4 below, the RCN will 
also ensure that the following aspects are covered: 
 
¶ Planning – plans for the event will consider how to deal with 

conduct, behaviour, and the safety of participants in an appropriate 
way for the event. Plans will always include a mechanism for 
reporting complaints or incidents (see section 6 below). 

 
¶ Roles and responsibilities – within such plans, the roles of 

participants are clearly stated. It includes those who are designated 
as being available to deal with complaints and incident reporting 
(see sections 5 and 6 below).  

 
¶ Co-ordination with external parties – this includes venue 

management to ensure arrangements are clear in respect of the 
safety and conduct of all participants. 

 
¶ Clear communication and provision of proportionate information to 

all participants, including documentation and briefings, to ensure all 
are fully aware of arrangements and responsibilities including 
responsibilities which fall under this policy. 

 
¶ Monitoring and reporting on events, leading to reflection/review, 

and implementing improvements to enable the best possible event 
experience for all participants. 

 
¶ Risk assessment - ensuring that all risks associated with the event 

are properly assessed and appropriately mitigated. 
 
¶ 
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at receptions or dinners. This position will be clearly communicated 
as and when necessary. 

 
 
¶ Consent - consent of participants to being filmed, photographed, or 

recorded must be obtained beforehand. This can be done by use of 
appropriate notices in communications prior to and during the event. 
Participants will be asked to inform the organisers if they do not 
wish to be filmed, recorded, or photographed. Speakers at events 
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¶ harassing photography or recording. 
¶ sustained disruption and noise. 
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6.9 Participants at an event, other than staff, can also use the RCN’s 
complaints and feedback process on the RCN website. 

 
6.10 The person making the complaint and/or reporting an incident should be 

advised to keep the information confidential until RCN staff have had 
sufficient time to investigate and address the situation. This is as much for 
their safety and protection as it is for other participants.  

6.11 The person making the complaint and/or reporting the incident should be 
encouraged to report it regardless of whether the alleged offender is a 
participant at the event or external, such as a venue representative. The 
individual might be subject to the conduct policies of other organisations, 
but the RCN would want to work with all bodies associated with the event 
to address issues of conduct. 
 

6.12 If required staff should assist in completing the form and collecting 
information and provide a quiet place to do so.  
 

6.13 Depending on the immediate circumstances and following initial 
investigation, the staff member/s dealing with complaints and incidents on 
site should decide whether other parties, e.g., security staff or the police, 
should also be notified. Where appropriate such referrals will be made in 
discussion with the person making the complaint or reporting the incident. 
However, depending on circumstances the staff member might need to 
make the referral themselves. 
 

6.14 Staff should also compile their own report on actions taken. Where 
possible, the alleged offender should be contacted, and their response 
noted in the report. That person may also wish to make a separate report 
or complete an incident form with their version of events and should be 
offered the opportunity to do so.  

 
6.15 If staff need to take any of the actions as listed in section 5.1 above, the 

report should note the alleged offender’s response, including any refuting 
of the allegation or appeal against the decision made. Depending on the 
circumstances and details of the incident, and in the interests of fairness 
and transparency, it may not be possible to withhold names.  
 

6.16 If the incident relates to a young person or vulnerable adult, staff should 
refer to the RCN’s Safeguarding guidance. 

 
6.17 Complaint and Incident reports will be stored as confidential documents 

by the RCN’s Customer Relations Manager/Health & Safety Manager in 
line with normal document retention policies.   
 

6.18 All complaints, incidents and resulting action taken must also be reported 
to the Executive Team member responsible for the event as soon as 
possible.  
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 7 COMMUNICATIONS AND PUBLIC RELATIONS  
 
7.1 All parties aware of the incident should be informed that it has been 

reported and action taken, while respecting the privacy of individuals 
concerned and keeping revealing details to a minimum. 
 
 

7.2 Depending on the nature of the incident and its aftermath, a senior officer 
of the event may wish to make an announcement, for example, as part of a 
closing plenary. While (as advised above) details and identities are to be 
kept confidential, rumours and hearsay can spread quickly so it may be 
prudent to make a discretionary announcement that an incident occurred, 
and appropriate action taken. Such an announcement should only be made 
by a suitably senior figure such as a conference chair or equivalent, or 
someone with delegated authority.  
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Appendix A – Complaints and Incident reporting form template for use at RCN 
events 

 
Name of complainant or 
person affected by the 
incident: 
 

 

Contact details: 
 

 

Date: 
 

 

Descriptions of 
complaint/incident:  
 
 
 
 

 

Witness/es (include name 
and contact details).  
 

 

Description of what they 
witnessed: 
 
 
 

 

Name and role of person 
dealing with 
complaint/incident:  

 

Contact details:  
 

 

Action taken: 
 
 
 
 

 

Has the complaint/incident 
been logged?  
Y/N (explain where it has 
been logged) 
 

 


