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A.C.T.’s RESPONSE TO COVID-19 (updated 08.26.21*) 
*please visit the A.C.T. website for the most updated information related to COVID-19 and A.C.T. 

 
A.C.T. cares about your safety and that of our artists, technicians, and staff. Since March of 2020, we've updated HVAC 
systems at the Geary Theater, and have optimized safety protocols across our venues in alignment with COVID-19 health 
orders and guidelines. Our safety protocols will be regularly updated in accordance with any changes to relevant San 
Francisco, county, and state guidance. Given how quickly guidelines can change, we will have more details about specific 
safety protocols for our in-person performances after January 1, 2022. 

 
The city of San Francisco’s reopening plan is aligned with the California State guidelines and is based on a San Francisco-
specific risk model to control the spread of COVID-19 and protect public health. The plan is also informed by the work of 
the San Francisco COVID-19 Economic Recovery Task Force, of which our Executive Director, Jennifer Bielstein, is a 
member. The timeline for allowing certain businesses and activities to resume will be adjusted on an ongoing basis as 
needed, based on public health data. 

 
Should students or faculty have questions or concerns about procedures and protocols related to Covid- 19 they should 
contact the Conservatory Manager.  

  
A.C.T.’S PURPOSE, MISSION AND VALUES 

 
Purpose – American Conservatory Theater is an essential gathering place that brings artists and communities together to 

inspire and provoke. 
 

Mission – American Conservatory Theater’s Mission is to: 
• Engage the spirit of the San Francisco Bay Area 
• Activate stories that resonate 
• Promote a diversity of voices and points of view 
• Empower theater makers and audiences to celebrate liveness 

 
Values – American Conservatory Theater values: 

• Inclusion: We see as essential and embrace a diversity of voices and perspectives in all that we do. Transparency, 
collaboration, trust and respect are core. 

• Transformational Learning: We value continuous evolution of ourselves, our art form and our community. We 
are open to change, surprise, risk and the best ideas. 

• Participation: We are invested in all who engage and collaborate in our work–artists, audiences, staff, students, 

https://sf.gov/information/reopening-san-francisco
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volunteers, donors, and the community as a whole. 
• Rigorous Fun: We are serious about the impact of our work and simultaneously experience joy in what we do. 

 
 

A.C.T.’S COMMITMENT TO EQUITY, DIVERSITY AND INCLUSION 
A.C.T. commits to becoming an inclusive and anti-racist organization where everyone can thrive. The moral imperative 
that drives our commitment is the transformational power of art made possible when true inclusion is realized, when a 
diversity of perspectives and experiences is respected, and when oppressive systems are collectively dismantled - 
leading to better art, more supportive and welcoming environments, and improved outcomes for all. 
 
As part of a theatrical ecosystem with underpinnings of systemic racism and anti-Blackness, we acknowledge our 
organization’s history as a predominantly white institution. We also acknowledge that A.C.T. has caused real harm and 
trauma, consciously or subconsciously, directly or indirectly, adversely impacting our colleagues, students, audiences, 
staff and members of our community. We take these injuries seriously, and we are working to make meaningful, lasting 
changes that dismantle and eliminate the inherently oppressive structures and practices in our culture, our 
organizational structure, our business practices and our work, on and off the stage. 
 
We are doing the work through listening, educating ourselves, responding, and adjusting to be better as an organization 
and individuals. We are holding each other accountable with clear actions, goals and measurable results. This work is 
ongoing and we acknowledge the tension between moving quickly, being inclusive and making change that will have 
lasting impact. 

 
EDI STRATEGIC PLAN 

Our EDI Strategic Plan, created in early 2020, is a framework for this work. We focus upon Cultural Competency, 
Investing in our People, Employee Led Groups, Artistic Programs & Our Community, and Intentionality and 
Accountability. 
 
We recently expanded our plans and commitments with input from We See You White American Theater and the Bay 
Area BIPOC Equity Action Plan. We are grateful for the work and labor that has gone into developing these plans and 
hear the feedback from BIPOC colleagues. Members of our staff, students, faculty and board have reviewed and 
provided input. Our EDI plan is a living and working document for A.C.T. and is not intended to be a checklist as the work 
is never done. Past actions are noted so that we and future generations of A.C.T. stakeholders can see what has been 
implemented or attempted and continue to build upon these intentional efforts. 
Please click on the following to learn more: 
 
EDI Plan 
House Rules of Play 
Resources 
Commitment Letter 
A.C.T. Stands with the Black Community 
Open Letter to our Community 
 

CONSERVATORY STATEMENT OF PURPOSE 
A.C.T. seeks to develop the artist in every actor.  We cultivate educated theater artists with a critical sense who will energize 
and advance performance in America. Our training programs prepare actors to succeed in all aspects of the profession, but 
our primary goal is to prepare artists for a lifelong investment in the theater.  
 
Our programs combine rigorous training in the practical disciplines of acting with the study, rehearsal, and performance of 
classical and contemporary works drawn from the world repertoire. We believe that actors who have an intellectual and 
visceral grasp of dramatic literature, who recognize a relationship between new and classical work, are uniquely prepared to 
collaborate in the development of new dramatic forms. 
 

https://res.cloudinary.com/a-c-t/image/upload/v1635291022/Uploads/EDI/PDFs/EDI-Strategic-Plan-20211025.pdf
https://www.act-sf.org/home/visit/house_rules.html
https://www.act-sf.org/about-us/mission-values-and-edi/resources/
https://www.act-sf.org/about-us/mission-values-and-edi/commitment-letter/
https://www.act-sf.org/about-us/mission-values-and-edi/black-lives-matter/
https://www.act-sf.org/about-us/mission-values-and-edi/open-letter/
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Our association with the A.C.T. mainstage, as well as our geographical setting, enriches every aspect of our programs, bringing 
students of many backgrounds into close and regular contact with writers, directors, designers, and actors of many theatrical 
traditions.  It is through this exposure to professionals at work - and to their audience - that our students learn what drama 
means to the life of a community, and how the life of a community enriches its theater. 
 

WELCOME TO STUDIO A.C.T. 
Explore your creativity in ways you never thought possible at Studio A.C.T., the Tony Award-winning American 
Conservatory Theater’s adult part-time acting school. 
 
Studio A.C.T. offers exciting, rewarding classes for adults of all backgrounds and levels of experience. Whether you're 
new to acting, a working professional looking to polish your skills, or a theater lover wanting to learn more about the art, 
Studio A.C.T. offers a wide range of dynamic classes designed to meet your needs. 
 
Our roster includes courses in acting, voice, audition technique, musical theater, playwriting, improv, on-camera 
technique, movement, clown, mask, and much more—all taught by some of the finest local professional artists in the 
industry—as well as master classes with local, national and international guests. We also offer private, one-on-
one coaching for your next big audition or presentation. 
 

POLICIES AND PROCEDURES 
The policies and procedures of the Conservatory pertaining to Studio A.C.T. are contained in this handbook and in the Letter 
of Agreement, which all students must acknowledge at the time of enrollment online. Further policies and procedures may 
be adopted during the year by the faculty and administration.  They will go into effect as soon as they are publicized to 
students and faculty via the Studio A.C.T. website, memorandums issued to students and faculty via email or in class, and/or 
in revisions to this handbook. 
 

STUDENTS WITH SPECIAL NEEDS 
Students with special needs must notify Studio A.C.T. staff in writing of their precise nature, including professional 
documentation, immediately after acceptance to the program. Upon notification, A.C.T., in compliance with the Americans 
with Disabilities Act, will then consider what reasonable accommodations may be necessary to meet those special needs.  
 

CONSERVATORY OFFICE HOURS 
The Studio A.C.T. staff is generally available by email or phone 10 a.m. to 6 p.m. Monday through Friday. These hours are 
subject to change. Please consult the staff contact list above. 
 
As of September 2020, A.C.T. no longer holds offices or studios at 30 Grant Avenue. Any classes held in person are conducted 
in the location specified in the class schedule published online. These locations may not be accessed by students outside of 
scheduled class times. The building hours of various A.C.T. locations are subject to change. 
 

CONTACTING STUDIO A.C.T. ADMINISTRATION OR INSTRUCTORS 
At your first class, you will be given a contact number or email address to reach your instructor during the session.   
For Studio A.C.T. staff, please consult the staff contact list above. 
 

ENROLLMENT AND AUDITING OF CLASSES 
Studio A.C.T. does not allow auditing of classes. No student may attend class without acknowledging the online Letter Of 
Agreement at the time of enrollment. Basic terms and conditions of enrollment in Studio A.C.T. are stipulated in this 
document, which appears during the online enrollment process just prior to payment. 
 

STUDIO SPACE FOR REHEARSAL AND OUT-OF-CLASS WORK 
A.C.T. does not provide in-person studio space for rehearsal or out-of-class work. 
 

SATISFACTORY PROGRESS 
In order to complete course work, students must complete each unit of study in a satisfactory manner. Indications of 
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unsatisfactory progress may include but are not limited to irregular attendance, demonstrated lack of commitment, or 
insufficient demonstrable progress with the given training process. Decisions about enrollment in future courses are made 
by the Studio A.C.T. Director in consultation with the faculty. 
 
Attendance 
Students are expected to attend all scheduled classes and any agreed-to scene rehearsals with scene partners. Teachers take 
attendance for each class.  Absences are recorded daily and excessive absences may affect the student's future enrollment.  
Students are responsible for knowing the attendance policies for their course.  This information can be obtained from the 
course instructor.  After the first class, students are also responsible for informing the instructor and any scene partner(s) 
about possible absences. 
 
Written Feedback 
For courses meeting a minimum of eight class sessions, Faculty offer feedback about students' progress in written form after 
the final class session. Feedback covers preparedness, engagement, collaboration, and may include teacher 
recommendations for continued study.  Feedback is emailed to students using the email address the students provide.   
 
 

A.C.T.’s MELISSA SMITH THEATER LIBRARY 
As of September 2020, the Melissa Smith Theater Library is located at the Geary Theater building. (Please consult the Library 
page of the A.C.T. website for updated information about online and in-person access.) Materials are to be returned on time.  
Unpaid fines will result in a loss of privileges. We will not authorize future enrollment in any Conservatory training program 
unless you are in good standing with the library. 
 
 

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT OF 1974, AS AMENDED 
American Conservatory Theater hereby informs students of the Family Educational Rights and Privacy Act of 1974, as 
amended.  This Act, with which the institution intends to comply fully, was designated to protect the privacy of education 
records, to establish the right of students to inspect and review their education records, and to provide guidelines for the 
correction of inaccurate or misleading data through informal and formal hearings.  Students also have the right to file 
complaints with The Family Educational Rights and Privacy Act Office (FERPA) concerning alleged failures by the institution 
to comply with the Act. 
 
Local policy explains in detail the procedures to be used by the institution for compliance with the provisions of the Act.  
Copies of the policy can be found in the registrar's office.  The registrar's office also maintains a Directory of Records, which 
lists all education records maintained on students by this institution. 
 

ACADEMIC FREEDOM 
Students should know that their teachers and A.C.T. have adopted and support the following statement on Academic 
Freedom:  
 
(A) Faculty have the freedom to examine all pertinent data, to question all assumptions, and to be guided by all relevant 

evidence. Teachers are entitled to freedom in the classroom in discussing their subjects, but teachers should be careful 
not to introduce into their teaching controversial matter that is not related to their subjects. 

 
(B) Faculty are entitled to freedom in research and in the publication of the results, subject to the adequate performance 

of their other academic duties. 
 
(C) Faculty are citizens, members of a learned profession, and officers of an educational institution. When they speak or 

write as citizens, they should be free from institutional censorship or discipline, but their special positions in the 
community impose special obligations. As persons of learning and educational officers, they should remember that 
the public might judge their profession and their institution by their expression. Hence, they should exercise 
appropriate restraint, should show respect for the opinions of others, and should make every effort to indicate that 



 

 

 

5 

  

they are not institutional spokespersons. 
 

GENERAL GRIEVANCE AND PROBLEM RESOLUTION 
If you wish to resolve a problem, or if you have complaints concerning a class or program, you should first contact the teacher. 
Requests for further action should be made in writing to the Director of Studio A.C.T., who may choose to convene a special 
meeting of the faculty to help resolve the complaint. You may also contact the Director of Studio A.C.T., the Studio A.C.T. 
Programs Manager, the Director of Academic Affairs, the Conservatory Manager, or and the Human Resources Manager as 
appropriate for assistance in problem resolution. (Please refer to the contact list above.) Responses are made within 30 days 
of receipt. Unresolved problems should be taken to the Director of the Conservatory (or other designated Senior Team 
member). 
 
An individual may contact the Bureau for private Postsecondary Education for review of a complaint. The bureau may be 
contacted at, 2535 Capitol Oaks Drive, Suite 400, Sacramento, CA 95833, (916) 431-6924, Fax: (916) 263-1897, 
http://www.bppe.ca.gov 
 

WITHDRAWAL AND REFUND POLICY 
Refer to your online Letter of Agreement, acknowledged at the time of enrollment, or the online Studio A.C.T. FAQ page for 
withdrawal and refund policy procedures.   
 

APPROPRIATE BEHAVIOR 
All students in A.C.T. programs are expected to conduct themselves in a manner conducive to an environment of positive 
learning. Respect, courtesy, and care are mandatory.  Being prepared and on time for all classes and rehearsals is required 
(See below, Standards for Student Behavior in Studio and Project Work).  Breaches of common decency in behavior will be 
cause for immediate expulsion.  Disciplinary problems are handled on a one-to-one basis by either a faculty member or the 
Studio A.C.T. Director. 
 

STANDARDS FOR STUDENT BEHAVIOR IN CLASS AND PROJECT WORK 
 Stay in the room—or, with online classes, logged in to the given meeting platform.  Turn off unnecessary electronic 

devices and put them away.  Breaks are scheduled by the teacher.  In case of emergency, alert the teacher. 
 
 Because the work is experiential, sequential, and cumulative in nature, attendance at all sessions is essential.  Be on 

time and prepared to work. 
 
 Respect, care, and courtesy are mandatory. All students must work to maintain an atmosphere of focus, attention, 

discipline, and especially respect for others.  Learning is a brave and vulnerable endeavor that occurs through 
observing as well as doing.  All attention must be focused on the work at hand. 

 
 You may not cause physical or verbal harm to anyone in the course of your work: not another participant, not staff, 

not yourself.  Safety is imperative and everyone's responsibility. 
 
 Actor training will stretch your boundaries.  However, you are the author of your own training: you may always say, 

"Stop," whenever you feel you do not want to pursue a particular line further. Though challenging yourself and saying 
“yes” to challenging creative work leads to growth, there are also creative solutions that can be found when one 
must for any reason say “No” to a given activity. Furthermore, consent is reversible—meaning, if you give your 
consent to participate in an activity one day, you may elect to rescind that consent later should you realize for any 
reason you no longer wish to participate in the given activity. In this way, any individual’s boundaries are recognized 
as firm, changeable, self-determined, and to be respected. 

 
 No electronic recordings unless expressly permitted by the instructor  
 
 In order to ensure the safety of all, students should alert teachers to any physical limitations they have or medications 

they are taking that may impact their work or otherwise put them or others at risk for injury or harm. 

http://www.bppe.ca.gov/
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 With in-person actor training, all must be aware that respect and care apply to the treatment of the physical 

environment as well. Props, set pieces, furniture and costumes must be handled appropriately within the context of 
the play. 

 
 Special procedures must be followed in the use of all firearms, weapons, fire, or dangerous substances. These are 

strictly prohibited. Do not bring such items to class, or even fake prop versions of such items, without prior approval 
of the instructor, who will inform the Studio A.C.T. Director. 

 
NONACADEMIC STUDENT CONDUCT CODE AND DISCIPLINARY PROCEDURES 

All students of A.C.T.'s conservatory are expected to observe commonly accepted standards of behavior, which include the 
"Standards for Student Behavior in Studio and Project Work" (above).  As these standards are the fundamental basis of 
individual and group conduct at A.C.T., each student is responsible for understanding and following them while being a 
member of the conservatory. 
 
The Conservatory may initiate disciplinary proceedings against any student if the Conservatory believes that the student's 
conduct violates these standards of behavior.  These proceedings are internal to A.C.T.'s conservatory and are not to be 
construed as an extension of any external judicial system.  Any student found to have violated the Nonacademic Student 
Conduct Code will be subject to the full range of sanctions set forth in Section C below. 
 
A.C.T.'s Unlawful Harassment Policy (included in this handbook) covers complaints involving sexual and other unlawful 
harassment in employment and academic relationships under Title VII. The Conservatory director has designated authority 
to the Director of Academic Affairs to serve as Coordinator of Student Discipline and to implement processes for the 
administration of nonacademic discipline on campus. 
 
Section A: Definitions 
1. As used in the Procedures, the term "campus" means any and all facilities in which A.C.T. conducts operations.  
 
2. As used in the Procedures, the term "student" means any person matriculating in A.C.T.'s Studio A.C.T., Summer 

Training Congress, and Master of Fine Arts Program. 
 
3. As used in the Procedures, the term "behavior" includes conduct and expression, or omission thereof. 
 
4. As used in the Procedures, the term "community" means A.C.T. Trustees, academic and nonacademic personnel, 

students, and other persons while such persons are on campus property or at a campus function. 
 
5. As used in these Procedures, the term "Program Director" means the appropriate program head (i.e., Studio A.C.T. 

Director, Conservatory Director, Summer Training Congress Director). 
 
6. As used in these Procedures the term "complainant" means the member of the Conservatory community who 

initiates a complaint against another member of the Conservatory community. 
 
7. As used in these Procedures, the term "respondent" means the member of the Conservatory against whom a 

complaint has been initiated. 
 
8. As used in the Procedures, the term "working day" means any day during the year other than a Saturday, Sunday, or 

holiday of A.C.T. 
 
 
Section B: Offenses 
The following behavior may be the basis for a complaint against a student.  Although A.C.T.'s Conservatory has listed the 
types of behaviors that are most common in educational settings, A.C.T.'s Conservatory is not limited to the behaviors 
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included in this Section B and may initiate disciplinary proceedings for behaviors which are not included herein. 
1. Furnishing false information to A.C.T. with the intent to deceive. 
2. Forgery, alteration or misuse of A.C.T. documents, records or identification card. 
3. Physical or mental abuse of another person in or on A.C.T. property or at A.C.T. functions. 
4. Verbal or sexual harassment of another person in the A.C.T. community (See "Unlawful Harassment"). 
5. Rape, including acquaintance rape and date rape (See "Unlawful Harassment"). 
6. Malicious destruction, damage or misuse of A.C.T. property, including library materials, or of private property on 

campus. 
7. Theft. 
8. Possession, use, or furnishing of illegal drugs on A.C.T. property or at A.C.T. functions. 
9. Possession or use of alcohol by a minor (under 21 years of age) or furnishing of alcohol to a minor. 
10. Disorderly conduct, such as disruption of the administrative process, classes, performances or A.C.T. functions. 
11. Unauthorized possession or use of explosives, dangerous chemicals, or weapons on A.C.T. property or at any A.C.T. 

function, including but not limited to (a) any firearm, (b) any dangerous knife, (c) tear gas weapons or harmful self-
defense chemicals without permit.  

12. Engaging in lewd, indecent, or obscene behavior on A.C.T. property or at A.C.T. functions. 
13. Soliciting or assisting another to do any act which would subject a student to expulsion, suspension, or probation 

pursuant to this section. 
14. Plagiarism and/or other infringements of academic honesty. 
15. Failure to appear before an A.C.T. official when directed to so do. 
16. Failure to repay debts or return A.C.T. property. 
17. Unauthorized entry or use of A.C.T. property, including unauthorized use or duplication of A.C.T. keys. 
18. Any other action  which is harmful to A.C.T. and its personnel or students. 
 
Section C: Sanctions. The following sanctions may be imposed exclusively or in combination by the Program Director. 
1. Warning – Written reprimand for violations of specified Conservatory policies or regulations, including notice to the 

student that continued or repeated violations of specified Conservatory policies or regulations may be cause for 
further disciplinary action, including probation, suspension, dismissal or expulsion. 

 
2. Probation – A period of time specified for observing and evaluating a student's conduct, with or without special 

conditions. Further violations while on probation may result in more severe disciplinary action, including suspension, 
dismissal, or expulsion.  Probation will be imposed for a specific period of time, and the student is considered 
removed from probation following reevaluation and the period of time expires. 

 
3. Suspension – Termination of student status for a specified period of time.  Suspension includes the assumption that 

the respondent must meet specific conditions, outlined in writing at the time of the Suspension, in order to return 
to student status.  Violations of the terms of Suspension may be cause for further disciplinary action in the form of 
dismissal or expulsion. 

 
4. Dismissal – Termination of student status for the term of the session.  Students wishing to enroll in future sessions 

must re-apply. 
 
5. Expulsion – Termination of student status.  Expulsion from A.C.T.'s Conservatory includes the assumption that the 

student will not be readmitted. 
 
6. Other Disciplinary Sanctions 
 
 a. Denial of Access – Exclusion of a student from specified areas of campus.  A student who willfully and 

knowingly enters areas of campus to which access has been denied may be guilty of a misdemeanor 
pursuant to California Penal Code Section 626.2.  In the case of Suspension, such entry may be grounds for 
further disciplinary action in the form of expulsion. 

 b. Restitution – Reimbursement for damage to or misappropriation of property belonging to A.C.T. or any other 
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person on the campus.  Such reimbursement may take the form of monetary payment or appropriate service 
to repair or otherwise compensate for damages. 

 
 c. Counseling – In cases involving drug or alcohol abuse or other proscribed behavior, the student may be 

referred to an appropriate counselor for assessment and treatment. 
 d. Violations of the terms of Other Disciplinary Sanctions may be cause for further disciplinary action in the 

form of suspension or expulsion of student status. 
 
Section D: Interim Suspension  
1. The Program Director may immediately impose an interim suspension where there is reasonable cause to believe 

that it is required to protect personal safety or property and to ensure the maintenance of order. 
 
2. A student placed on interim suspension shall be given prompt notice of the charges and the opportunity for a hearing 

within three (3) working days following the imposition of the suspension.  The hearing shall be held pursuant to the 
provisions of Section D of these procedures. 

 
3. During the period of the interim suspension, the student shall not, without prior written permission of the Program 

Director, enter any A.C.T. facilities so designated other than to attend the hearing. Violation of any condition of 
interim suspension shall be grounds for expulsion. 

 
4. If requested in writing by the student within two (2) working days following the imposition of the suspension, a 

hearing will be held to determine whether continued suspension pending a disciplinary hearing is required to protect 
personal safety or property and to ensure the maintenance of order.  This hearing may also serve as a disciplinary 
hearing in accordance with the procedures outlined under Section E below, provided proper notification has been 
given. 

 
Section E:  Procedures 
A copy of disciplinary procedures may be obtained by contacting the Director of Academic Affairs at 439-2412. 
 

RE-ENTRANCE FOLLOWING WITHDRAWAL OR DISMISSAL 
Students who withdraw from the program may be asked to interview with the Program Director prior to enrolling in 
subsequent sessions. Students who are dismissed from the program MUST interview with the Program Director, and 
readmission, if allowed by the Program Director, can occur only at the beginning of the next session. 
 
 

UNLAWFUL HARASSMENT AND DISCRIMINATION 
A.C.T. is committed to providing a work and learning environment free of unlawful harassment and discrimination. Company 
policy prohibits sexual harassment, and harassment and/or discrimination based on pregnancy, childbirth or related medical 
conditions, race, religious creed, color, national origin or ancestry, physical or mental disability, medical condition, marital 
status, age, gender, gender identification, genetic characteristics, sexual orientation, family responsibility, or any other basis 
protected by federal, state, or local law or ordinance or regulation. All such harassment and discrimination is unlawful. 
A.C.T.’s anti-harassment policy applies to all persons involved in the operation of the company, including employees, 
students, clients, vendors, and contractors, and prohibits unlawful harassment or discrimination by any employee or student 
of A.C.T., including supervisors, faculty, and coworkers.  
 
Prohibited unlawful sexual harassment includes, but is not limited to, the following behavior: 
 

• Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual advances, 
invitations, or comments. 

• Visual conduct such as derogatory or sexually-oriented posters, photography, cartoons, drawings, or 
gestures. 

• Physical conduct such as assault, unwanted touching, blocking normal movement, or interfering with work. 
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• Threats and demands to submit to sexual requests as a condition of continued employment, or to avoid 
some other loss, and offers of employment benefits in return for sexual favors. 

• Retaliation for having reported or threatened to report harassment. 

• Use of any A.C.T. equipment, software, or other media in an act of harassment. 
 
Disciplinary actions, up to and including expulsion, will be strictly enforced. If you are harassed or discriminated against in any 
way, please notify the Human Resources (Amanda Roccuzzo, 415.439.2465), the Director of Academic Affairs (Jack Sharrar, 
415.439.2412), or the Conservatory Manager (Charlotte Brockman, 415.439.2405) immediately (see “Informal and Formal 
Complaint Procedures”, p. 26). The situation will be investigated and kept in strict confidence. A.C.T. is committed to providing 
a safe, comfortable environment for all students, faculty, and staff. Every effort will be made to resolve any complaints 
immediately. In the case of sex offenses, incident reports must be filed and the police notified as outlined in "Reporting Crime 
Incidents" (see p. 47)—see also the “Sexual Assault Policy” below. 
 
In addition, the conservatory defines sexual harassment as follows, in accordance with Section 212.5 of the Education Code of 
the State of California. Sexual harassment means unwelcome sexual advances, requests for sexual favors, and other verbal, 
visual, or physical conduct of a sexual nature made by someone from or in the work or educational setting under any of the 
following conditions: 
 

• Submission to the conduct is explicitly or implicitly made a term or a condition of an individual’s employment, 
academic status, or progress. 

• Submission to, or rejection of, the conduct by the individual is used as the basis of employment or academic decisions 
affecting the individual. 

• The conduct has the purpose or effect of having a negative impact upon the individual’s work or academic 
performance, or creating an intimidating or hostile and offensive work or educational environment.  

• Submission to, or rejection of, the conduct by the individual is used as the basis for any decision affecting the individual 
regarding benefits, services, honors, programs or activities available at or through the educational institution. 

 
ANTI-HAZING POLICY 

Hazing is any action taken or situation created, intentionally, to produce mental or physical discomfort, embarrassment, 
harassment, or ridicule. Such activities may include but are not limited to the following: use of alcohol, paddling in any 
form, creation of excessive fatigue, physical and psychological shocks, quests, treasure hunts, scavenger hunts, road trips 
or any other such activities; the wearing of public apparel which is conspicuous and not normally in good taste, engaging 
in public stunts and buffoonery, morally degrading or humiliating games and activities, and any other activities which are 
not consistent with academic achievement, policy and regulations of A.C.T., or applicable state and national law. The use 
of hazing by A.C.T. students or employees is prohibited whether on or off A.C.T. premises. Violations are subject to the 
“Nonacademic Student Conduct Code and Disciplinary Procedures”. Alleged violations should be reported immediately to 
human resources or the conservatory administration. 

 
WORKPLACE BULLYING 

Workplace or school bullying may be defined as “repeated inappropriate behavior, either direct or indirect, whether 
verbal, physical or otherwise, conducted by one or more persons against another or others, at the place of work and/or 
in the course of employment” , including during school. 
 
All employees and students deserve to be treated with dignity and respect. The purpose of this policy is to communicate 
to all employees and students, including supervisors, managers and executives that A.C.T. will not in any instance tolerate 
bullying behavior. Employees found in violation of this policy will be disciplined, up to and including dismissal/termination.  
 
Bullying may be intentional or unintentional. However, it must be noted that where an allegation of bullying is made, the 
intention of the alleged bully is irrelevant, and will not be given consideration when meting out discipline. As in sexual 
harassment, it is the effect of the behavior upon the individual which is important. A.C.T. considers the following types of 
behavior examples of bullying: 
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• Verbal Bullying: slandering, ridiculing or maligning a person or his/her family; persistent name calling which is 
hurtful, insulting or humiliating; using a person as butt of jokes; abusive and offensive remarks.  

• Physical Bullying: pushing; shoving; kicking; poking; tripping; assault, or threat of physical assault; damage to a 
person’s work area or property  

• Gesture Bullying: non-verbal threatening gestures, glances which can convey threatening messages  

• Exclusion: socially or physically excluding or disregarding a person in work-related activities  
 

In addition, the following examples may constitute or contribute to evidence of bullying in the workplace or school: 
 

• Persistent singling out of one person  

• Shouting, raising voice at an individual in public and/or in private  

• Using verbal or obscene gestures 

• Not allowing the person to speak or express him/herself (i.e., ignoring or interrupting).  

• Personal insults and use of offensive nicknames  

• Public humiliation in any form  

• Constant criticism on matters unrelated or minimally related to the person’s job performance or description 

• Ignoring/interrupting an individual at meetings  

• Public reprimands  

• Repeatedly accusing someone of errors which cannot be documented 

• Deliberately interfering with mail and other communications  

• Spreading rumors and gossip regarding individuals 

• Encouraging others to disregard a supervisor’s instructions  

• Manipulating the ability of someone to do their work (e.g. overloading, underloading, withholding information, 
setting meaningless tasks, setting deadlines that cannot be met, giving deliberately ambiguous instructions)  

 
A.C.T. encourages all employees and students to report workplace/school bullying. Any reports of workplace/school 
bullying will be treated seriously and investigated promptly, confidentially and impartially.  Managers and supervisors 
must ensure that employees or witnesses who make complaints are not victimized.  
 

TITLE IX COMPLIANCE 
 

A.C.T.’s Title IX coordinator is Roccuzzo, Human Resources aroccuzzo@act-sf.org); 1-415-439-2465. 
 
Pursuant to Title IX of the Education Amendments of 1972 and the U.S. Department of Education’s implementing regulations at 34 
C.F.R. Part 106, A.C.T.’s Title IX Coordinator has primary responsibility for coordinating the school’s efforts to comply with and carry 
out its responsibilities under Title IX, which prohibits sex discrimination in all the operations of A.C.T., as well as retaliation for the 
purpose of interfering with any right or privilege secured by Title IX. 
 
Sexual misconduct against students, including sexual harassment, sexual assault, rape, and sexual exploitation, can be a form of sex 
discrimination under Title IX. The Title IX coordinator oversees A.C.T.’s response to reports and complaints that involve possible sex 
discrimination to monitor outcomes, identify and address any patterns, and assess effects on the campus climate, so A.C.T. can address 
issues that affect the wider school community.  
 
A student should contact the Title IX Coordinator or Deputy Title IX Coordinator(s) in order to:  

• Seek information or training about students’ rights and courses of action available to resolve reports or complaints that 
involve potential sex discrimination, including sexual misconduct,  

• file a complaint or make a report of sex discrimination, including sexual misconduct,  

• notify A.C.T. of an incident or policy or procedure that may raise potential Title IX concerns,  

• get information about available resources (including confidential resources) and support services relating to sex 
discrimination, including sexual misconduct, and  

• ask questions about A.C.T.’s policies and procedures related to sex discrimination, including sexual misconduct.  
 
Responsible Employees/Mandated Reporting 

mailto:aroccuzzo@act-sf.org
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According to Title IX, a "responsible employee" is an employee: 

• Who has the authority to take action to redress sexual harassment/violence, or 

• Who has been given the duty of reporting incidents of sexual harassment/violence or any other misconduct by students to 
the Title IX Coordinator or other appropriate school designee, or  

• That a student/employee could reasonably believe has either the authority or the duty listed above.  
 

It is considered official notice to the institution if a responsible employee "knew, or in the exercise of reasonable care should have 
known" about the harassment. This includes incidents that are reported directly, are witnessed, or are reported by a third party 
(parent, other student), posted on fliers around campus, published in a local newspaper, etc. - all of these should be reported to the 
Title IX Coordinator(s). 
  
For Title IX compliance, all A.C.T. employees who are designated as Heads of Faculty, core faculty, and program directors/supervisors 
are considered "responsible employees."  Also considered responsible employees are production stage managers, human resources 
staff, and academic advisors.  
 
The role of a responsible employee is to report allegations of sexual harassment/violence that takes place on campus or in off-campus 
locations related to A.C.T. activities or controlled by A.C.T. to the Title IX Coordinator(s) to maximize the institution's ability to 
investigate and potentially address and eliminate sexual harassment/violence. The responsible employee should NOT attempt to 
determine if the harassment/violence actually did occur, or if a hostile environment is being created.  
 
What is Reportable to Title IX: 
 

• Sexual Harassment 

• Sexual Assault: Penetration or Contact without Consent 

• Dating and Domestic Violence 

• Stalking 

• Invasions of Sexual Privacy viewing and/or taking or sharing photos/videos of intimate body parts without affirmative 
consent 

• Sex/Gender Related Harassment including harassment related to sexual orientation and/or gender identity and presentation 

• Sex/Gender Discrimination includes all of the above and broadly includes family leave, pregnancy, lactation, pay inequity, 
etc. 
 

The information that should be reported includes all the relevant information that the individual has shared and that may be useful in 
the investigation. This includes names of the alleged perpetrator, the student/employee who experienced the alleged 
harassment/violence, any other student/employee involved, and the date, time, and location of the alleged incident.  
 
Responsible employees should explain to the student/employee that they are not a confidential resource before a student/employee 
reveals something that they may want to keep confidential. If a person begins talking about the incident(s) with no warning, interrupt 
immediately (but nicely) and inform them that the conversation cannot be considered confidential. Assure them that you want to be 
supportive, but if they do not want the incident(s) to potentially be reported then they should make an appointment with a confidential 
resource.  In emergency situations, where a person's health or safety is in immediate danger, call 911. 
  
A report to the Title IX Coordinator does not necessarily lead to a full investigation. Any action is typically determined base on the 
complainant's choices. However, the Coordinator will make a safety assessment to determine if there is a safety risk to the 
community. If it is likely that there is continued risk, the Title IX Coordinator may have to proceed without the complainant's 
consent. 
 

SEXUAL ASSAULT POLICY AND VIOLENCE AGAINST WOMEN ACT (VAWA) 

"Perhaps most important, we need to keep saying to anyone out there who has ever been assaulted: you are not alone.  We have 
your back. I’ve got your back."—Former President Barack Obama, January 22, 2014 

A.C.T. recognizes that a sexual offense is a serious crime. Sexual assaults include rape, sexual battery, and corruption of a minor, gross 
sexual imposition, voyeurism, and public indecency. Sexual offenses, whether committed by a stranger, friend, or steady dating 
partner, are criminal offenses subject to prosecution under the law. Furthermore, these acts are punishable under the Conservatory’s 
“Nonacademic Student Conduct Code and Disciplinary Procedures.” 
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Consent 
 

“At A.C.T., only “yes” means “yes.”  Any sexual encounter requires affirmative consent. “Affirmative consent” means affirmative, 
conscious, and voluntary agreement to engage in sexual activity. It is the responsibility of each person involved in the sexual activity 
to ensure that he or she has the affirmative consent of the other or others to engage in the sexual activity. Lack of protest or resistance 
does not mean consent, nor does silence mean consent. Affirmative consent must be ongoing throughout a sexual activity and can be 
revoked at any time. The existence of a dating relationship between the persons involved, or the fact of past sexual relations between 
them, should never by itself be assumed to be an indicator of consent. Nor will the person(s) accused of a sexual offense be excused 
on the grounds of recklessness, being under the influence of alcohol or drugs, or that the accused did not take reasonable steps, in 
the circumstances known to the accused at the time, to ascertain whether the complainant affirmatively consented. Furthermore, it 
shall not be a valid excuse that the accused believed that the complainant affirmatively consented to the sexual activity if the accused 
knew or reasonably should have known that the complainant was unable to consent to the sexual activity under any of the following 
circumstances: (A) The complainant was asleep or unconscious. (B) The complainant was incapacitated due to the influence of drugs, 
alcohol, or medication, so that the complainant could not understand the fact, nature, or extent of the sexual activity. (C) The 
complainant was unable to communicate due to a mental or physical condition. 
 
Policy 
 

The sexual assault policy applies to A.C.T. faculty, staff, and students involved in any employment or academic relationship (or both) 
at A.C.T. This policy is enforced by internal disciplinary procedures with sanctions up to and including termination for employees or 
expulsion for students. 
 
Sexual offenses should be reported as soon as possible after the offense occurs. During regular conservatory business hours (M–F, 9 
a.m.–6 p.m.), students should report sex offenses to the director of academic affairs or director of human resources. During evenings, 
nights, or weekends, sexual offenses should be reported to an A.C.T. official if available or the security guard on duty.  
 
Victims are encouraged to notify local law enforcement authorities. At the victim’s request, A.C.T. officials will assist the  victim with 
the report to local law enforcement authorities. It is important to understand that reporting the incident does not obligate the victim 
to press charges. Victims are encouraged to not dispose of evidence that may be necessary to prove criminal sexual assault.  
 
Under the Violence Against Women Act (VAWA), schools are required to report incidents of domestic violence, dating violence, and 
stalking, according to the following definitions: 
 

1. “Domestic violence” includes asserted violent misdemeanor and felony offenses committed by the victim's current or former 
spouse, current or former cohabitant, person similarly situated under domestic or family violence law, or anyone else protected 
under domestic or family violence law.  
 

2. “Dating violence” means violence by a person who has been in a romantic or intimate relationship with the victim. Whether there 
was such relationship will be gauged by its length, type, and frequency of interaction.  
 

3. “Stalking” means a course of conduct directed at a specific person that would cause a reasonable person to fear for her, his, or 
others' safety, or to suffer substantial emotional distress. 
 
Bystander Intervention 
 

To prevent gender-based violence, it is important that people are approached as potential witnesses or bystanders to behaviors 
related to sexual or dating violence. If you witness these behaviors, there are certain ways you can step up to prevent a risky situation 
from getting worse.  
 

In order to intervene, first someone has to: 
 

1. Notice the incident: Bystanders first must notice the incident taking place. It's important to become attune to what situations may 
be risky; i.e., if you're at a party, and you see someone stumbling as they're being led into a different room, this is a risky situation.  
 

2. Interpret the incident as emergency: By "emergency," we mean a situation wherein there is risk of sexual or domestic violence 
occurring in the near future. 
 

3. Assume responsibility for intervening: It has been found that often, people believe that someone else will help in a situation where 
there are many people around. However, it is important to realize that others may also be thinking the same thing. If you're unsure if 
you should do something, ask a friend what they think—it might be the case that they've been thinking the same thing. 
 

4. Have the bystander intervention skills to help: There are a number of different techniques that someone can use to intervene in a 
risky situation, some of which we've listed below. 
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Bystander Intervention Techniques (the 4Ds) 
 

Please remember that your safety is of the utmost importance. When a situation that threatens physical harm to yourself or another 
student, ask someone for help or contact an A.C.T. administrator or staff person. 
 

1. Direct: Step in and address the situation directly. This might look like saying, "That's not cool. Please stop." or "Hey, leave them 
alone." This technique tends to work better when the person that you're trying to stop is someone that knows and trusts you. It does 
not work well when drugs or alcohol are being used because someone's ability to have a conversation with you about what is going 
on may be impaired, and they are more likely to become defensive. 
 

2. Distract: Distract either person in the situation to intervene. This might look like saying, "Hey, don’t you have rehearsal tomorrow?" 
or "Who wants to go get pizza?" This technique is especially useful when drugs or alcohol are being used because people under the 
influence are more easily distracted then those that are sober. 
 

3. Delegate: Find others who can help you to intervene in the situation. This might look like asking a friend to distract one person in 
the situation while you distract the other ("splitting" or "defensive split"), asking someone to go sit with them and talk, or going and 
starting a dance party right in the middle of their conversation. If you didn't know either person in the situation, you could also ask 
around to see if someone else does and check in with them. See if they can go talk to their friend, text their friend to check in, or 
intervene. 
 

4. Delay: For many reasons, you may not be able to do something right in the moment. For example, if you're feeling unsafe or if 
you're unsure whether or not someone in the situation is feeling unsafe, you may just want to check in with the person. In this case, 
you can combine a distraction technique by asking the person to use the bathroom with you or go get a drink with you to separate 
them from the person that they are talking with. Then, this might look like asking them, "Are you okay?" or "How can I help you get 
out of this situation?" This could also look like texting the person, either in the situation or after you see them leave and asking, "Are 
you okay?" or "Do you need help?"  
 

Bystander intervention resources 
 

Step Up: http://www.stepupprogram.org  http://stepupprogram.org/topics/ 
 
Men Can Stop Rape: http://www.mencanstoprape.org/Theories-that-Shape-Our-Work/bystander-intervention.html 
 
Informal Complaint Procedure 
 

a) The complainant has up to 180 days after the alleged incident(s) to make a complaint. 
b) The complainant may meet informally with the director of academic affairs or the director of human resources, or 
c) The complainant may choose to discuss the complaint with the person accused, with the option of having the director of 

academic affairs or the director of human resources present, or 
d) At the request of the complainant, the director of academic affairs or the director of human resources may choose to discuss 

the complaint with the accused, or 
e) The complainant may file a formal complaint. 

 

 
Formal Complaint Procedure 
 

a) A complainant’s formal complaint of unlawful sexual harassment/assault must be submitted in writing to the director of 
human resources within 190 days of the alleged incident(s). A notice that a complaint has been received will be given to the 
appropriate program director. A copy of the complaint will be given to the accused. Personal information about the victim 
and alleged perpetrator will remain confidential, insofar as it does not interfere with A.C.T.’s right to investigate allegations 
of misconduct and take corrective action where necessary. 

b) Following the filing of the formal complaint, the director of human resources will conduct a formal investigation. The director 
of human resources shall disclose any real or apparent conflict of interest or biases related to the parties to the Executive 
Director (or other designated senior administrator). If the director of human resources is unable to fulfill the duties of 
investigator, the Executive Director (or other designated senior administrator) will appoint a new investigator. 

c) To the extent possible, the proceedings will be conducted in such a way as to protect the confidentiality of all parties while 
affording the accused a full opportunity to respond to the allegations. 

d) Within 60 working days of the filing of a formal complaint, the investigator will issue findings and a recommendation to the 
appropriate program director. The recommendation may include disciplinary or dismissal action. 

e) The appropriate program director will inform the parties promptly. 

http://www.stepupprogram.org/
http://stepupprogram.org/topics/
http://www.mencanstoprape.org/Theories-that-Shape-Our-Work/bystander-intervention.html
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f) In the event that the investigation’s findings do not support the complainant’s accusations and no sanctions are 
recommended, the investigator will retain files but they will not enter any student or personnel records—nor will any 
reference to the investigation appear in any other permanent record. 

g) Should violation of A.C.T.’s sexual assault policy be found and sanctions imposed, a record of such sanctions or disciplinary 
action taken as a result of such findings shall be made part of the accused’s permanent files. 

h) If the decision is unacceptable to the accused or the complainant, each may appeal. 
 

An appeal to the decisions resulting from a formal complaint of sexual harassment or assault shall be conducted in accordance with 
the “Nonacademic Student Conduct Code and Disciplinary Procedures” that are hereby incorporated as part of the Sexual Assault 
Policy by reference. Both the complainant and the accused shall be notified of the outcome of any campus disciplinary proceedings 
pursuant to an alleged incidence of sexual assault. 
 

Just as the rights of those who experience sexual harassment or assault must be protected, A.C.T. protects the rights of those accused 
of sexual harassment or assault, and all parties to the investigation will be treated with discretion and respect, in accordance with 
A.C.T.’s policy on privacy and confidentiality. 
 

An individual who participates as a complainant or witness in an investigation of sexual assault, domestic violence, dating violence, or 
stalking will not be subject to disciplinary sanctions for a violation of the institution’s student conduct policy at or near the time of the 
incident, unless the institution determines that the violation was egregious, including, but not limited to, an action that places the 
health or safety of any other person at risk or involves plagiarism, cheating, or academic dishonesty. 
 

Students who are victims of sexual assault are strongly encouraged to seek counseling from a mental health professional either 
through the director of human resources or other community resources, such as San Francisco Rape Treatment Center (1-415-821-
3222) or SF Women Against Rape (1-415-647-7273). The director of human resources (1-415-439-2484) maintains lists of additional 
counseling services in the community for victims of sexual offenses and will provide such information upon request. 
 

• National Sexual Assault Hotline: 1-800-656-4673 / #1 

• San Francisco Women Against Rape Crisis Line: 1-415-647-7273 http://www.sfwar.org/ci.html 
 

A.C.T. shall endeavor to make alternate academic arrangements for victims of sexual offenses if the need for alternate academic 
arrangements is precipitated by the sexual offense. Such requests should be directed to the director of academic affairs, who takes 
them to the program director in order to determine whether the alternate academic arrangements are reasonably available. 
In accordance with the campus security policy, A.C.T. shall make timely reports to the A.C.T. community of sexual offenses on campus 
that are considered a potential threat to students and employees. Such reports shall be intended to increase awareness among the 
A.C.T. community in an effort to prevent similar occurrences of such crimes. 
 

The conservatory organizes workshops for students and faculty and provides materials to students to promote awareness of rape, 
acquaintance rape, domestic violence, dating violence, stalking and other sexual offenses. 
 

 

Not Alone and A.C.T.’s Sexual Assault/VAWA Presentation 
 

Information for students, schools, and anyone interested in finding resources on how to respond to and prevent sexual assault on 
college and university campuses and in our schools. Click explore on the “Not Alone” link below to find a crisis service, learn more 
about your rights and how to file a complaint, and view a map of resolved school-level enforcement activities. Click on the “prezi” link 
for A.C.T.’s presentation on Sexual Assault/VAWA information. 
 

Online Resources: 
 

Not Alone  
A.C.T. Title IX Sexual Assault/VAWA Pezi    

 
 

POLICY ON AMOROUS OR SEXUAL RELATIONSHIPS BETWEEN FACULTY, STAFF AND STUDENTS 
 

Amorous or sexual relationships between faculty or staff and a member of the A.C.T. community for whom they have 
teaching, evaluative, advocacy, counseling, advising or supervisory responsibilities are unacceptable, even if the parties 
involved view such a relationship as consensual.  
 
A.C.T. will regard such behavior as unprofessional, unacceptable and potentially subject to reprimand or disciplinary 
procedures. A.C.T. expects faculty and staff to refrain from such relationships with students.  

http://www.sfwar.org/ci.html
http://changingourcampus.org/about-us/not-alone/
http://prezi.com/onsa0m3r5cdl/?utm_campaign=share&utm_medium=copy&rc=ex0share
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Any supervisor who is aware of a faculty or staff member who has such a relationship shall take action to remove that 
individual from his/her position of responsibility or otherwise resolve the problem, beginning with informal steps to 
resolution, to prevent and correct problems stemming from amorous or sexual relationships. If informal steps for 
resolution are unsuccessful, the matter will be pursued via the formal corrective action or complaint process listed in the 
sexual harassment complaint procedures. 
 

POLICY ON NUDITY IN CONSERVATORY WORK 
 
Nudity, to any extent, during a performance may be permitted if it is essential to the logic and artistic integrity of the play, 
but it may not be gratuitous.   Student actors cannot be required to perform nude.  A student actor may choose to discuss 
the question of nudity with his or her faculty advisor, the conservatory manager or human resources manager, before 
making a decision about whether to appear nude or not.  A student actor's refusal to perform nude will not affect, 
negatively or positively, his or her standing in class, or lead to other negative consequences.  On the other hand, a student 
actor’s wish to appear nude, if supported by the logic of the play and the director’s interpretation, will also be respected.  
All issues of nudity in rehearsals and performances must be approved by the conservatory director, or in her absence, by 
the conservatory producer.  The conservatory director is the final arbiter of taste and adherence to conservatory policy.   

Nudity in the Rehearsal Process (in accordance with Equity rules) 

• No persons other than the director, production stage manager, and student actors required with the scene(s) 
containing nudity, will be allowed in the rehearsal room during rehearsal of said scene.  This rule pertains to when 
actual nudity is being used and not when student actors are using rehearsal clothing to simulate nudity. 

• No filming or photography of nudity is allowed. 

Nudity in Student Devised Work 
 
Where students are devising their own work, the entire group must discuss the logic and artistic merits of nudity with the 
supervisor/director of the activity.  Should the development of devised work lead to nudity in the final script, the director 
of the devised work must gain the permission of the conservatory director before beginning rehearsal.  A student actor’s 
refusal to perform nude should be respected by the group and will not affect his or her standing in class, or lead to other 
negative consequences.   On the other hand, a student actor’s wish to appear nude must also be respected.   The policy 
on “Nudity in Rehearsals”, above, shall apply to devised work. 
 

PHOTO/VIDEO POLICY 

The conservatory reserves the right to photograph, videotape, and audio record all conservatory productions. All videos 
and photos remain the property of A.C.T. and may be used as A.C.T. deems appropriate. Express permission of the 
performers and other artists involved is not required. No filming or photography of nudity is allowed. 

No unauthorized photos, videotapes, or audio recordings by any means of any conservatory production/classes may be 
made by anyone—including staff, directors, designers, production personnel, students, or faculty. Conservatory 
productions include all work done in studio, off-site, cabaret, classroom, or Showcase. Designers are allowed to personally 
photograph (not videotape) their sets, props, costumes, and lights during the photo dress rehearsal. No photos may be 
taken during a performance. Only the conservatory director or the conservatory manager may authorize the taking of 
photos, videotapes, or audio recordings. 
 

SUBSTANCE ABUSE/DRUG-FREE POLICY 
 
A.C.T. is concerned about the use of alcohol, illegal drugs or controlled substances as it affects the coursework and the 
workplace.  Use of these substances whether on or off the job can adversely affect a student’s and employee's work 
performance, efficiency, safety and health and therefore seriously impair the student’s value to A.C.T.  In addition, the 
use or possession of these substances in coursework or on the job constitutes a potential danger to the welfare and 
safety of other students and employees and exposes A.C.T. to the risks of property loss or damage, or injury to other 
persons. 
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The following rules and standards of conduct apply to all students and employees either on Company property or during 
course/work hours. 
 
The following are strictly prohibited by A.C.T.: 
 

• Being intoxicated while on the job or in coursework. 

• Driving a Company vehicle while under the influence of alcohol. 

• Distribution, sale or purchase of an illegal or controlled substance while in school or on the job. 

• Possession or use of an illegal or controlled substance, or being under the influence of an illegal or controlled 
substance while in school or on the job. 

 
The only exceptions to this policy are Company-sponsored events where alcoholic beverages are provided or are available 
for purchase (see “A.C.T.’s  Alcohol and Drug-Free Schools program below).  However, in these situations, your consumption 
of alcohol should be reasonable under the circumstances, and you are expected to comply with all rules prohibiting 
unlawful sexual harassment and other forms of unlawful harassment.  
 
Violation of the above rules and standards of conduct may be grounds for immediate disciplinary action, up to and 
including dismissal.  A.C.T. also may bring the matter to the attention of appropriate law enforcement authorities. 
 
The use or possession of unprescribed amphetamines or barbiturates, narcotics, cocaine, LSD, marijuana, or other 
hallucinogenic agents is a violation of state and/or federal laws (complete information is available in the office of the director 
of academic affairs). A.C.T. does not condone the unprescribed use or possession of any of the above agents. Substance abuse 
in any form—be it drugs or alcohol—will not be tolerated. The conservatory stands ready to provide information, counseling, 
and referral with complete confidentiality for students with questions or problems in this area. Students who do not respond 
to our counseling and continue to abuse drugs and/or alcohol are subject to disciplinary actions, up to and including expulsion 
(see the “Nonacademic Student Conduct Code” above, starting on p.15, for additional information). 
 

 
A.C.T.’S ALCOHOL AND DRUG-FREE SCHOOLS PROGRAM 

 
Alcohol Policy 
 
Possession or consumption of alcohol on campus is permitted on the following two conditions: 
 

• In the privacy of one’s administrative or faculty office by those of legal drinking age 

• At authorized A.C.T. events. 

Otherwise, possession or consumption of alcohol is prohibited.  
 
Alcoholic beverages may not be sold at student-sponsored events on a retail basis on A.C.T. property or served at student-
sponsored events held on campus where any of the participants are under the age of 21. Students participating in 
unauthorized student activity at which alcohol is consumed will be subject to disciplinary procedures. (See also “Nonacademic 
Student Conduct Code and Disciplinary Procedures” above.) 
 
The following guidelines must be adhered to at all A.C.T. functions serving alcohol: 
 1. An event form, available from the conservatory associate must be completed whenever alcohol is proposed as part 

of any event or activity. The executive director must approve the use of alcohol at events where students are expected 
to attend. In all cases, a member of the staff or faculty must agree to be present throughout the entire event to 
supervise the activity and ensure adherence to this policy. The executive director must also approve the use of alcohol 
when a faculty or staff member is sponsoring the event or activity. 

 2. Alcoholic beverages served at approved official functions must be purchased and brought onto campus by 
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authorized personnel only. 
 3. Only a staff or faculty member (or individual hired for this purpose) may be designated to serve alcohol. Bartenders 

must be over the age of 21. Alcohol must be attended at all times. 
 4. No alcohol shall be served to individuals who are under 21 years of age. Identification with proof of age is required, 

and alcohol will be denied to individuals that cannot provide such identification. 
 5. At any event other than a small gathering, a sign must be prominently posted stating that no one under the age of 

21 may be served alcohol and that “drinking distilled spirits, beer, coolers, wine, and other alcoholic beverages during 
pregnancy can cause birth defects” (which may be shortened to “beer, wine, and other alcoholic beverages during 
pregnancy can cause birth defects” when beer and wine is served). At a small gathering, a verbal announcement must 
be made regarding the above. 

 6. Alcohol shall only be served along with an appropriate amount of non-alcoholic beverages. Alcohol must also be 
accompanied by an appropriate amount of food. 

 7. No alcohol shall be served to persons who are intoxicated. Security guards may be called to remove intoxicated 
individuals who are causing a disturbance from the premises.  

 8. For events lasting more than three (3) hours, the distribution of alcohol shall cease at least one half-hour before 
the scheduled end of the event. 

 9. The serving of alcoholic beverages cannot be included in any advertisement for the event. 
 10. The supervisors of the event where alcohol is being served must arrange for adequate security where appropriate. 
 11. All alcohol containers must be cleaned up and removed from the public areas at the close of the event. 
 

DRUG PREVENTION PROGRAM 
 
A.C.T., in conjunction with the directive of the U.S. Department of Education as set forth in 34 CFR, part 86 to maintain 
and run drug-free schools and campuses, has established the following drug prevention program: 
 
I. A.C.T. Student Conduct Code: Drug and Alcohol Policy 

A.  Drugs: Unlawful possession, use, or distribution of illicit drugs by students or employees on the property of 
A.C.T. or at any A.C.T. activities is prohibited. 

B.   Alcohol: See Alcohol Policy. 

II. Disciplinary Sanctions for Violations of A.C.T. Student Conduct Code: Drug and Alcohol Policy 
 

A.  Illegal use of drugs and alcohol at A.C.T. is prohibited. Disciplinary sanctions for violation of the Drug and  
Alcohol Policy include written warning, censure, loss of privileges, and exclusion from areas and activities, 
restitution, interim suspension, exclusion from certain campus or building areas, suspension, and/or dismissal. 

III. Health Risks Associated with Use of Illicit Drugs or Alcohol Abuse 

A.    Drugs: See Appendices C and D. 

B. Alcohol: Alcohol consumption causes a number of marked changes in behavior. Even small amounts significantly 
impair the judgment and coordination required to drive a car safely, increasing the likelihood that the driver 
will be involved in an accident. Low to moderate consumption of alcohol also increases the incidence of a 
variety of aggressive acts, including spouse and child abuse. Moderate to high consumption of alcohol causes 
marked impairments in higher mental functions, severely altering a person’s ability to learn and remember 
information. Very high doses cause respiratory depression and death. If combined with other depressants of 
the central nervous system, much lower doses of alcohol will produce the effects just described. 

Repeated use of alcohol can lead to dependence. Sudden cessation of alcohol intake is likely to produce 
withdrawal symptoms, including severe anxiety, tremors, hallucinations, and convulsions. Alcohol withdrawal 
can be life threatening. Long-term consumption of large quantities of alcohol, particularly when combined 
with poor nutrition, can also lead to permanent damage to vital organs such as the brain and liver. 
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Mothers who drink alcohol during pregnancy may give birth to infants with fetal alcohol syndrome. These 
infants have irreversible physical abnormalities and mental retardation. In addition, research indicates that 
children of alcoholic parents are at greater risk than other youngsters of becoming alcoholics. 

IV.  Available Drug or Alcohol Counseling: Treatment/Rehabilitation Programs, Drugs and Alcohol Education 
 
A.C.T.’s Director of Academic Affairs and Human Resources Manager can provide information and services for 
substance abuse and recovery issues. 

 
Information and Crisis Intervention 
 

• National Council on Alcoholism Education: Bay  Area, 415.296.9900 

• Drug & Alcohol Abuse Hotline, 415.362.3400 

• Alcohol Helpline, 800.252.6465 (24-hour phone) 

• Alcoholics Anonymous, 415.621.1326 (free self-help support meetings; call for meeting locations) 

• Cocaine Anonymous, 415.821.6155 

• Haight Ashbury Free Clinic, Alcohol Treatment Services, 415.487.5634 (support groups and counseling; 
donations greatly appreciated) 

• IRIS Center, 415.864.2364 (women‘s counseling and recovery services; sliding-scale fees and MediCal)  

• Narcotics Anonymous, 415.621.8600 (free self-help support meetings for addicts and their families) 

• National Council on Alcoholism and Other Drug Addictions: Bay Area, 415.296.9900 

• California Poison Control, 800.222.2222 

• San Francisco General Hospital: Psychiatric Emergency Services, 415.206.8125; Substance Abuse Services, 
415.206.8412 

• San Francisco Suicide Prevention: 24-Hour Crisis Line, 415.781.0500 or TTY 415.227.0245; Drug 
Information Line, 415.362.3400 

• Walden House, 415.226.1775 (residential treatment facility for drug addicts; detox center; outpatient 
program) 

• Women‘s Alcoholism Center, 282-8900 (outpatient and residential programs for women and their 
children, 776-1001; sliding scale fee)   

 
V. Federal and State Legal Sanctions for the Unlawful Possession or Distribution of Illicit Drugs and Alcohol. 

 
 A. Federal: See Appendix E. 
 B. State: 

 1) The Uniform Controlled Substances Act is found in California Health & Safety Code, Section 11000, et seq. 
Sanctions for illegal possession of controlled substances are found at Health & Safety Code, Section 113500, 
et seq. 

 2) Controlled substances are listed in schedules contained in Health & Safety Code, Sections 11054, 11055, 
11056, 11057, and 11058. They include opiates; opium derivatives, hallucinogenic substances, 
methamphetamine, phencyclidine, and certain mushrooms are considered controlled substances. 

 3) As set forth in the Health & Safety Code, section 11350, et seq., if convicted under the Uniform Controlled 
Substance Act, one may be sentenced to terms in state prison from two to five years plus substantial fines. 
The exact prison term and fine depend upon the number of past convictions and circumstances of each arrest 
and conviction. 
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SMOKING POLICY 
 
Regarding in-person classes and events, A.C.T. is a non-smoking organization. Smoking is permitted only outside buildings. 
Since you will be developing your voice as both a speaking and singing instrument, it makes sense, if you smoke, to change 
your habits now before smoking becomes a major issue in your training. Many of your teachers will strongly encourage you 
to stop smoking. 

USE OF SOCIAL MEDIA 

At A.C.T., we understand that social media can be a fun and rewarding way to share your life and opinions with family, 
friends and co-workers around the world. However, use of social media also presents certain risks and carries with it 
certain responsibilities. To assist you in making responsible decisions about your use of social media, we have established 
these guidelines for appropriate use of social media. 
 
This policy applies to all employees and students who work for or attend school at A.C.T., at any facility or when “on the 
road” for the company. 
 
Managers and supervisors should use the Social Media Management Guidelines below for additional guidance in 
administering the policy. 
 
Guidelines 
 
In the rapidly expanding world of electronic communication, social media can mean many things. 
 
Social media includes all means of communicating or posting information or content of any sort on the Internet, including 
to your own or someone else’s web log or blog, journal or diary, personal web site, social networking or affinity web site, 
web bulletin board or a chat room, whether or not associated or affiliated with A.C.T., as well as any other form of 
electronic communication. 
 
The same principles and guidelines found in other A.C.T. policies apply to your activities online. Ultimately, you are solely 
responsible for what you post online. Before creating online content, consider some of the risks and rewards that are 
involved. Keep in mind that any of your conduct that adversely affects your performance, the performance of fellow 
employees and students or otherwise adversely affects patrons, donors, customers, suppliers, people who work on behalf 
of A.C.T. or A.C.T.’s legitimate business interests may result in disciplinary action up to and including termination. 
 
Know and follow the rules 
 
Carefully read these guidelines, the A.C.T. Statement of Ethics Policy, the A.C.T. Information Policy and the Discrimination 
& Harassment Prevention Policy, and ensure your postings are consistent with these policies. Inappropriate postings that 
may include discriminatory remarks, harassment, and threats of violence or similar inappropriate or unlawful conduct will 
not be tolerated and may subject you to disciplinary action up to and including termination. 
 
Be respectful 
 
Always be fair and courteous to fellow employees and students, patrons, donors, suppliers or people who work on behalf 
of A.C.T. Also, keep in mind that you are more likely to resolved work-related complaints by speaking directly with your 
co-workers or by utilizing our Open Door Policy than by posting complaints to a social media outlet. Nevertheless, if you 
decide to post complaints or criticism, avoid using statements, photographs, video or audio that reasonably could be 
viewed as malicious, obscene, threatening or intimidating, that disparage customers, members, associates or suppliers, 
or that might constitute harassment or bullying. Examples of such conduct might include offensive posts meant to 
intentionally harm someone’s reputation or posts that could contribute to a hostile work environment on the basis of 
race, sex, disability, religion or any other status protected by law or company policy. 
 
Be honest and accurate 
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Make sure you are always honest and accurate when posting information or news, and if you make a mistake, correct it 
quickly. Be open about any previous posts you have altered. 
 
Remember that the Internet archives almost everything; therefore, even deleted postings can be searched. Never post 
any information or rumors that you know to be false about A.C.T., fellow associates, patrons, donors, customers, suppliers, 
people working on behalf of A.C.T. or competitors. 
 
Post only appropriate and respectful content 
 

• Maintain the confidentiality of A.C.T.’s private or confidential information. Do not post internal reports, policies, 
procedures or other internal business-related confidential communications. 

• Respect financial disclosure laws and the privacy of A.C.T.’s financial information.  

• Do not create a link from your blog, website or other social networking site to a A.C.T. website without identifying 
yourself as a A.C.T. associate. 

•  Express only your personal opinions. Never represent yourself as a spokesperson for A.C.T. If A.C.T. is a subject of 
the content you are creating, be clear and open about the fact that you are an associate and make it clear that 
your views do not represent those of A.C.T., fellow associates, patrons, donors, customers, suppliers or people 
working on behalf of A.C.T. If you do publish a blog or post online related to the work you do or subjects associated 
with A.C.T., make it clear that you are not speaking on behalf of A.C.T. It is best to include a disclaimer such as 
“The postings on this site are my own and do not necessarily reflect the views of A.C.T.” 
 

Using social media at work 
 
Refrain from using social media while on work time or on equipment we provide, unless it is work-related as authorized 
by your manager or consistent with the Company Equipment Policy. 
 
Do not use A.C.T. email addresses to register on social networks, blogs or other online tools for personal use. 
 
Retaliation is prohibited 
 
A.C.T. prohibits taking negative action against any employee for reporting a possible deviation from this policy or for 
cooperating in an investigation. Any associate who retaliates against another associate for reporting a possible deviation 
from this policy or for cooperating in an investigation will be subject to disciplinary action, up to and including termination. 
 
Media contacts 
 
Associates should not speak to the media on A.C.T.’s behalf without contacting the Marketing Department. All media 
inquiries should be directed to them. 
 
For more information 
 
If you have questions or need further guidance, please contact Human Resources. 

 
COUNSELING 

Appointments to see the Conservatory staff should be made in advance.  If an emergency arises the staff will see you as soon 
as possible.  Meetings with teachers should be made by appointment on an individual basis.  If you are in need of outside 
counseling the Conservatory office will make referrals.   
 

INJURY and ILLNESS PREVENTION PLAN/EMERGENCY RESPONSE PLAN 
Copies of A.C.T.'s "Emergency Response Plan," are available upon request from the Conservatory office.  In the event that 
you sustain a physical injury in the course of your work, report the injury to your teacher immediately and follow his or her 
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instructions. 
 

ACCIDENT INSURANCE 
Students are insured on a limited basis for injuries sustained during A.C.T. classes. This is NOT student health insurance and 
should NOT be considered as your primary health protection.  All students should have their own health insurance policies 
for illness and off-campus injuries. If you sustain an injury while in the building, you MUST fill out an accident report, which 
is available in the Conservatory office or you may obtain one from the 8th floor guard. 
 

CAMPUS SECURITY POLICIES AND PROCEDURES 

 
A.C.T. is committed to providing a safe, comfortable environment for its students, faculty, and staff. Recognizing its location in an urban 
area, A.C.T. has developed the following campus security procedures to help ensure all members of its community are aware of the 
potential for crime and prepared to report it effectively: 

 
Student Right to Know: Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics Act Compliance 

 

A.C.T. prepares the following information and the Campus Crime and Security Report to comply with the Jeanne Clery Disclosure of Campus 
Security and Crime Statistics Act. Portions of the report are prepared in cooperation with police agencies surrounding our main campus 
and noncampus sites, A.C.T. facilities department, and the conservatory office. Local police agencies provide automated statistics for the 
property and a radius around the property noted. Copies of the report are sent to all of A.C.T. via email, and may be obtained from the 
office of the director of academic affairs or the office of human resources, or by phoning 1 (415) 439-2412, or online by clicking. HERE  The 
applicable text of this report is also included in the Employee Handbook and A.C.T.’s Injury and Illness Prevention Plan, which are distributed 
to each constituency and available upon request. Crime statistics for the past 90 days for all neighborhoods in San Francisco may be 
accessed by viewing the SFPD website at SF Crime Mapping. 
 

Reporting On-campus Crime Incidents 
 

A.C.T. encourages timely reporting of on-campus crime incidents to the A.C.T. community to ensure that employees and students can 
exercise caution and avoid potential danger.  Crime incidents should be reported to Louisa  Balch, General Manager (1-415-439-2496); Eric 
Brizee, Facilities & Operations Manager (1-415-439-2370); Charlotte Brockman, Conservatory Manager (1-415-439-2405); Jack Sharrar, 
Director of Academic Affairs (1-415-439-2412), or any of the other designated Campus Security Authorities (CSAs): Amanda Roccuzzo, 
Human Resources (1-415.439-2465); Megan Murray, Audience Services Manager (1-415) 439-2392; Jack Horton, Production Manager (1-
415) 439-2481; Jessie Amoroso, Costume Director (1-415) 439-2373; Facilities: Jeffrey Warren, Assistant Facilities Manager  (1-415) 439-
2386; Leo Benavente, Facilities Crew Member (1-415) 439-2417. 
 

 
Crime Awareness Training 
 
Students, faculty, and staff are encouraged to take responsibility for the security of their persons and property (and the persons and 
properties of others) at the time they commence their relationship with A.C.T. Please use common sense. Don’t leave personal items 
unattended. Be alert when entering and exiting the building at night. All students and employees are required to attend orientation 
meetings where the director of facilities discusses security measures in detail. As they are developed, additional crime prevention 
procedures are discussed with students and employees at student and company meetings. 
 
Emergency Contact Information 
 
Students are required to keep their contact/emergency information current. Please inform the director of academic affairs of any 
changes when they occur. This contact information may not be disclosed, except to law enforcement personnel and authorized A.C.T. 
personnel. 
 
 
Injury 
 
In the event a student sustains an injury, the conservatory administration will, at the student’s request, contact their emergency 
contact on file. If a student sustains an injury requiring 911 protocols, the conservatory administration will contact the student’s 
emergency contact.  
 
 

https://www.act-sf.org/content/dam/act/conservatory/pdf/Annual%20Campus%20Crime%20&%20Security%20Report%202020-2021.pdf
http://www.crimemapping.com/map/ca/sanfrancisco
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Missing Person 
 
In the event that a student is not present for an entire class day (including rehearsals) and has not notified the conservatory 
administration (principally the director of academic affairs or conservatory manager) that they absent due to illness or personal 
emergency, the administration will attempt to contact the student through their contact information on file. If the administration is 
unable to make contact with the student, the administration will inquire of the student’s whereabouts through their emergency 
contact. If a student is not located within 24 hours after making emergency contact, the student will be considered a missing person 
and the administration will contact the proper law enforcement authorities. 
 
Megan’s Law 
 
Federal law and the State of California law requires sex offenders to register with the police in the jurisdiction in which they reside. 
They must specifically register with A.C.T. human resources if they are employees, (including contractors) of A.C.T., attend classes, or 
frequent any area associated with A.C.T. 
The general public can view all sex offender registration information (not just campus affiliates) at the Megan’s Law website at 
www.meganslaw.ca.gov/ 
 
Background Checks 

 
As a condition of our liability insurance coverage, A.C.T. is required to conduct background checks on staff employed to work with 
minors. These checks are generally made at the time of offer; however, subsequent employment is contingent upon successful passage 
of such background checks. The investigative consumer report may consist of contacting all listed prior employers to verify your 
employment history. It may also include, but not be limited to, criminal history reports and driving history records. Under the 
provisions of the Fair Credit Reporting Act (15 USC at 1681-1681u) as amended, before we can seek such reports, we must have your 
written permission to obtain the information. As part of the request for authorization, you will receive a Summary of Your Rights Under 
the FCRA. 

 

http://www.meganslaw.ca.gov/
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