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Workplace Personal Relationships Policy
Version 1.0

	Purpose: 
	To assist Managers and Human Resources in dealing sensitively but effectively, with situations where employee have a close personal relationship with someone with whom they work.

	For use by: 
	All Trust Staff 

	This document is compliant with /supports compliance with:
	Equality Act 2010, Employment Act 2002 and the Employment Act 2002 (Disputes Resolution) Regulations 2004, Trust Terms and Conditions of Employment, Part time workers regulations

	Approved by: 
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This is a Controlled Document

Printed copies of this document may not be up to date.  Please check the Trust intranet for the latest version and destroy all previous versions.

Trust documents may be disclosed as required by the Freedom of Information Act 2000. 

Sharing this document with third parties
As part of the Trust’s networking arrangements and sharing best practice, the hospital supports the practice of sharing documents with other organisations. However, where the Trust holds copyright to a document, the document or part thereof so shared must not be used by any third party for its own commercial gain unless this Trust has given its express permission and is entitled to charge a fee.

Release of any strategy, policy, procedure, guideline or other such material must be agreed with the Lead Director or Deputy/Associate Director (for Trust -wide issues) or Division/ Departmental Management Team (for Division or Departmental specific issues). Any requests to share this document must be directed in the first instance to the Director of Human Resources. 

For further advice see the Development and Management of Trust wide Procedural Documents Policy.
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[bookmark: _Toc151370923]1.1	Policy Statement and Rationale

This policy provides information, advice and guidance to managers and employees regarding acceptable professional and personal boundaries involving personal relationships between individuals who work together. This is in order to avoid actual or potential conflicts of interest, misuse of authority or more or less favourable treatment. 

Relationships between service users and employees will be addressed outside of this policy.

[bookmark: _Toc151370924]1.2	Key Principles

This policy sets out the Trusts expectations concerning personal and professional boundaries at work and the management of personal relationships at work. 
The Trust recognises that a number of employees may have existing or may enter close personal relationships at work. Employees must not allow a personal relationship with a colleague to influence their conduct at work. However, this policy seeks to ensure that such relationships are declared, which may give rise to an actual or potential conflict of interest, challenges about professionalism, integrity, abuse of power, and to suggestions of favouritism. 

This policy provides clear guidance to employees and managers as to their responsibilities to ensure that issues arising from or involving personal relationships at work are dealt with promptly, sensitively and effectively. By adhering to this policy, employees with personal relationships at work are more able to protect themselves from potential criticism.
This policy applies to all employees of the Trust and in addition to Non-Executive Directors; Governors; locums, agency staff, volunteers, students, contractors, and employees of other organisations that provide services to the Trust. 
[bookmark: _Toc151370925]
1.3	Definitions

Close personal relationships within this policy are defined as:
· Family relationships e.g., brother, sister, daughter, son, mother, father and also being related by marriage or civil partnership e.g., brother-in law, sister-in-law, son-in-law, daughter-in-law, mother-in-law, father-in law, stepchildren or parents 
· Married partners, co-habiting partners, and civil union partnerships
· Other relations, for example extended family such as aunts/uncles/cousins /nieces/nephews and any other individuals who have a close personal relationship outside of work
· Sexual/intimate relationships 

This definition is not intended to be exhaustive but are examples of personal relationships which may give rise to conflicts of interest in the workplace. Given the sensitive nature of personal relationships, all staff are required to use common sense in assessing whether or not this policy is relevant to them. If any person is unsure whether this policy applies to their circumstances, they should speak to their line manager or the HR Department in confidence about their situation. This includes all close personal relationships between any member of staff, regardless of whether those involved work in the same team, department, division, or office, or at the same site”. 

[bookmark: _Toc151370926]Section 2 – Duties and Responsibilities

[bookmark: _Toc151370927]2.1	The Director of People and Organisational Development has overall responsibility for this Policy. The Deputy Director of People and Organisational Development is responsible for monitoring compliance and effectiveness. The Head of Employee Relations is the Responsible Officer for this Policy.

2.2	Directors and managers at all levels are responsible for managing this policy for all staff under their direct line management.

2.3	Managers
· Will be responsible for ensuring that they are familiar with this policy and procedures contained within it.
· Are responsible for promoting a culture of openness and transparency regarding personal relationships at work.

2.4	Employees
· Will be individually responsible for ensuring that any personal relationship at work does not interfere with their duties and responsibilities and does not give rise to a conflict of interest, abuse of power, challenges about professionalism, integrity and to suggestions of favouritism 
· Are asked to work positively with the Trust to accommodate any reasonable changes to their work arrangements that are required in order to avoid potential conflicts of interest through personal relationships at work.

[bookmark: _Toc151370928]Section 3 – Policy

[bookmark: _Toc151370929]3.1 	The Trusts approach to personal relationships at work 

In any large organisation, it is likely that some employees will be related to one another or develop a personal relationship. Whilst it is not the Trust’s intention to interfere or infringe upon the private lives of employees, it is expected that individuals will conduct themselves in a manner which does not bring the Trust and its work into disrepute. 

[bookmark: _Hlk136935828]Most social and personal relationships at work need not present a difficulty and can be entirely beneficial in that they promote good working relationships. However, if a personal relationship is formed at work, managers will support staff in discussing the potential risks and conflicts of interest in decision making or other matters. Typically, the types of risk could occur in, but not limited to, the following areas:

· Recruitment and selection for appointment or promotion. 
· Decisions around requests for Flexible working
· When undertaking an assessment of competence or skills. 
· Selection for awards, allocation of training or development. 
· Project, research or dissertation supervision. 
· Employee relations matters such as disciplinary and grievance. 
· Management of sickness /other absence. 
· Supervision/management of staff including management of performance and capability.
· Financial transactions including approving invoices, expenses, overtime and any other benefits/payments. 
· Health Roster – allocation of shifts and/or annual leave
· Access to confidential information.

All employees should conduct themselves at all times in ways that are consistent with Trust values and with fairness and impartiality.

Employees may normally continue to work together in the same team or department either as colleagues or in a line management relationship for so long as they both maintain the highest standards of behaviour and conduct in not allowing that relationship to adversely affect the functioning of the team, the treatment of other employees or the provision of services and thus their employment with the Trust.  It is important to ensure that all employees are treated fairly and consistently and to avoid any perceived, or actual, preferential treatment to those whom you are in a personal relationship with.

[bookmark: _Toc151370930]3.2	Identifying and declaring a personal relationship at work 

Employees should declare to their line manager any existing or new personal relationship they have which could fall within this policy. That is one which may give rise to an actual or potential conflict of interest, abuse of power or more or suggestions of favouritism. 

The line manager will treat these matters in confidence and in consultation with the employees, find ways in which these potential conflicts can be avoided. The line manager can seek guidance from the Employee Relations team if required. 

Employees who declare a personal relationship at work, should be treated fairly and not suffer any detriment.

Where a personal relationship, or failure to comply with this policy (following investigation and consideration of all relevant findings), results in an unfair advantage or disadvantage to either of the parties to the relationship, favouritism or bias, the matter will be considered seriously by the Trust and it may require action to be taken under the Trust Disciplinary policy.

[bookmark: _Toc151370931]3.3	Personal relationships between employees where there is no line management relationship 

This type of personal relationship at work does not of itself constitute a difficulty. However, employees are expected to conduct themselves in a professional manner. 

A personal relationship, particularly between two employees working in the same team or in close contact, may have an adverse effect on their own and/or their colleagues’ work. This could include parties communicating confidential information to each other which is not a necessary part of their work; behaving in a way which may cause difficulty or embarrassment to others, e.g., arguing in the workplace; ignoring, excluding, or isolating colleagues; not communicating with each other as the result of a disagreement or the break-up of a relationship and inflexibility in working arrangements. (This is not an exhaustive list).

In establishing whether there is a potential conflict of interest, managers may wish to consider the following:
	
· Are any employees likely to be made uncomfortable in their dealings with either employee because of the existence of a known personal relationship?
· Is a personal relationship seen to offer advantage to an employee and disadvantage to another by them feeling excluded from the relationship? 
· Is the relationship potentially interfering with the professional provision of Trust services? 
· Is the relationship potentially having a negative effect on the workings of a team?
· Where there is evidence that a conflict of interest, breach of confidentiality or unfair advantage /disadvantage has or may occur as a result of employees with personal relationships working within the same area, the manager to whom the personal relationship has been disclosed may wish to consider an alternative arrangement, e.g., a change in reporting arrangements, or duties within a team; one party being moved to another area of work or work location. 
· All such matters should be considered in confidence, in discussion with the employees in the personal relationship. In all instances, any changes should be of equal status and with the agreement of the individuals affected.  If an agreement cannot be reached a management decision will be made and the employees involved will be expected to adhere to this.

[bookmark: _Toc151370932]3.4	Personal relationships at work involving line management, a supervisory role or a more senior position that has direct influence on that particular work area

In order to avoid any actual or potential conflict of interest, abuse of power or favouritism, employees who are in a line management or supervisory role, or in a more senior position with direct influence on that work area, should not be involved in: 
· the appraisal, promotion or discipline or any other management activity or process (such as rostering or approval of time off) involving an employee with whom they have a personal relationship (whether declared or not); 
· the authorisation of any financial payments/decisions relating to financial matters e.g., timesheets, fees payments, expense claims, salary changes or allocation of external funding for an employee with whom they have a personal relationship (whether declared or not). However, if the person is the budget holder then they as the budget holder should have sight of the financial transaction but set up additional independent authorisation.

Where agreement to alterations that would mitigate the risk of a conflict of interest, favouritism or an abuse of power cannot be reached, the employees involved in the personal relationship should be advised in writing that should any proven favouritism, disadvantage, abuse of power or bias result from the personal relationship, either between the parties to the personal relationship or with other staff, the matter will be considered to be very serious by the Trust and the disciplinary procedure may be invoked. 

[bookmark: _Toc151370933]3.5	Personal relationships with contractors 

As required by the Declaration of Interest and Standards of Business Conduct Policy, no partiality should be shown in the tendering process to business run by or employing, friends, partners or relatives.

If an employee is asked to participate in the tendering process, for example, by providing expert advice, they should declare any such relationships and they will not form part of the tendering process or decision making. 

[bookmark: _Toc151370934]3.6	Job evaluation/promotion/pay 

Employees must not be involved in the authorisation or evaluation of any job description for another employee with whom they have a personal relationship and are expected to declare any such interest immediately if they are approached to participate in the job evaluation process. They should not be involved in any decisions relating to the promotion or pay of another employee with whom they have a personal relationship. 

[bookmark: _Toc151370935]3.7	Disciplinary/grievance issues 

Employees should declare a potential conflict of interest as soon as they are approached to participate in such proceedings as either a witness, Investigating Officer, or Case Manager.
Employees must not be (save potentially as a witness with the caveat of impartiality) involved in any investigation, hearing or other disciplinary or grievance related decisions involving another employee with whom they have a personal relationship. 

In situations when one employee in a personal relationship is subject to investigation under Trust procedures such as disciplinary or grievance, consideration should be given to the temporary redeployment whilst the investigation takes place. This is both to ensure that a thorough and fair investigation is possible and also to protect that employee from false accusations that the employee’s involvement might be impeding the investigation. 

Where issues arise that involve one employee in a personal relationship any discussions will remain confidential to that employee. The other employee in the personal relationship may attend any meetings to provide support but may not intervene, speak Cn behalf of or represent the other party. This is the same for anyone regardless?

[bookmark: _Toc151370936]3.8	Recruitment and selection 

If an employee is involved in a recruitment and selection process and realises that there is an application from someone with whom they have a personal relationship, they must declare an interest to their line manager and withdraw from the process immediately. They must not be involved in any aspect of the recruitment process including shortlisting or selection. Recipients of this information will treat this sensitively and as far as possible in confidence, subject to the provisions of this policy.

An employee who has a personal relationship with another should not act as a Trust referee for that person for both internal and external positions. However, they may act as a referee in a personal capacity, providing the reference make it clear that it is not a Trust reference.
Where new appointments are being considered and it is identified that an applicant has a close personal relationship with an existing employee and one of them would be the immediate line manager of that team or establishment, then alternative arrangements for line management will be made.  In the event that alternative arrangements are unable to be made then appointment should be made to an alternative team.  This will not however influence the recruitment decision.  

[bookmark: _Toc151370937]3.9	Personal relationship breakdowns 

If the personal relationship breaks down, all involved employees should ensure that no acts that could be interpreted as arguments or disagreements occur at work. Such employees are encouraged to discuss the situation with their line manager/s. 

If it is envisaged that the breakdown of the relationship is or will cause ongoing workplace issues, these should be addressed sensitively in discussion with the employees. Efforts should be made to facilitate a professional working relationship where possible, but if this is not possible, consideration may be given to transferring one or both of the employees. 

Employees are reminded that if they are suffering from emotional stress from a personal relationship breakdown (regardless of whether it was a personal relationship at work) they may access Occupational Health / counselling services for support.

[bookmark: _Toc151370938]3.10	Raising concerns about personal relationships at work 

Any employee who feels that the personal relationship of other team members or colleagues is adversely affecting their employment, the functioning of the team or the provision of services is encouraged to share their concerns with their line manager or a more senior manager. 
Where any issues identified cannot be managed effectively or the individuals within the close relationship feel uncomfortable remaining within the same team, there will be the need to explore, in discussion with both employees, whether a move to another team, establishment or location might be the most appropriate way forward. 

When discussing such an issue there should be no assumptions made, on gender, status/grade and so on as who might be the most appropriate employee to move. Care should be taken to avoid discrimination and ensure that the views of the individuals involved are taken into account, balancing this with the needs of the service and the issues that present themselves. 

Where an employee is not comfortable with these options, they may consider raising their concerns with the Employee Relations team, a Trade Union representative or with a Freedom to Speak Up Guardian. 

Alternatively, they may formally raise matters under the Trust’s policies, such as Grievance; Raising Concerns – Freedom to Speak Up Policy. This also applies to employees in a personal relationship who feel they are being disadvantaged because of that relationship.

[bookmark: _Toc151370939]3.11	Confidentiality and transparency 

The Trust wishes to encourage transparency with regard to personal relationships at work in order to protect those involved, colleagues and the Trust. Therefore, employees are asked to carefully consider the option of making such personal relationships public. 

However, it is accepted that this is not always the preference of the parties involved. In those instances, wherever possible confidentiality regarding the existence of the personal relationship will be maintained. However, should disclosure to other parties prove necessary then a disclosure will be made following consultation with the line manager, the employees concerned, the Employee Relations team and Information Governance.

If alternative working practices or patterns are to be implemented, then it may be necessary to inform other members of the team about these arrangements.  The relevant line manager will however discuss and agree with the employees involved the detail of the information that is shared.

[bookmark: _Toc151370940]3.12	Breaches of policy 

In most cases where a personal relationship causes issues in the workplace these should initially be able to be addressed and resolved informally. However, if this does not prove possible and following investigation and consideration of all findings it may be necessary for the matters to be considered under the Trusts Disciplinary policy.
 
[bookmark: _Toc151370941]3.13	Public displays of affection 

If you have a close personal relationship with a colleague, you must not display any obvious signs of affection in the presence of third parties. This is to prevent any apparent embarrassment to your colleagues and also to maintain a professional image with patients and employees with whom you have contact

[bookmark: _Toc151370942]Section 4 – Training and Education

4.1	Human Resources and Senior Managers across the Trust will be responsible for training and education relating to compliance with this policy and procedures in the event that an individual need arises.
[bookmark: _Toc151370943]Section 5 – Development and Implementation including Dissemination

5.1	This policy has been written in accordance with the terms of the Development and Management of Trust wide Procedural Documents Policy and has involved the following who will lead on its implementation within the Trust:

· Director of Human Resources
· Deputy Director of Human Resources
· Head of Employee Relations/Head of Recruitment

5.2	This document was submitted to the Trust’s Staff Partnership Forum, Policy Subgroup and Joint Union Committee (or Joint Local Negotiating Committee)

5.3	The document was submitted to the Director of Human Resources and Staff Partnership Forum (or Joint Local Negotiating Committee) for approval prior to submission to the Operational Delivery Group for ratification.

5.4	Once ratified, this document will be made available on the Trust’s Intranet. Those managers mentioned in sections 2 and 4.1 will champion its implementation and advise staff accordingly.

[bookmark: _Toc151370944]Section 6 – Monitoring Compliance and Effectiveness

6.1	Monitoring compliance with and effectiveness of this document will be monitored annually by the Deputy Director of Human Resources by case review and feedback from Trust staff involved in managing the policy and procedures. Remedial action for non-compliance with the policy and procedures will be the responsibility of the Division/Line Managers.

6.2	This document will be reviewed by the Director of Human Resources (or nominated deputy) and the Policy Sub Group of the Staff Partnership Forum three years from the date of ratification, unless any change is required due to changes in legislation or case law or any other reason.

[bookmark: _Toc151370945]Section 7 – Control of document including archiving arrangements

7.1	Once ratified by the Operational Delivery Group, the Responsible Officer will forward this document to the Information Governance Department for a document index registration number to be assigned and for the document to be recorded onto the central hospital master index and central document library of current documentation.

7.2	In order that this document adheres to the Hospital’s Records Management Policy, the Information Governance Department will:
· Ensure that the most up-to-date version of this document is stored on the documentation library.
· Archive previous versions of this document.
· Retain previous versions of this guideline for a period of time in accordance with the NHS Records Retention and Disposal Schedule.

[bookmark: _Toc151370946]Section 8 – Supporting Compliance and References

8.1	This document will support the Trust’s compliance with its legal obligations as set out in the following:
· Employment Act 2002 
· Employment Rights Act 1996
· Equality Act 2010

































[bookmark: _Toc362130]Appendix A - Equality Impact Assessment Form

The purpose of this Equality Impact Assessment form is to determine the extent to which policies, procedures and practices impact upon individuals and groups in relation to one or more of the equality categories.
If the policy, procedure or practice is found to have an adverse impact, the author/s must consider all other alternatives, which may more effectively achieve the promotion of equality of opportunity.  This may include the development of specific measures to mitigate the adverse impact.

This Equality Impact Assessment form must be completed and forwarded to Human Resources Administration Office, Post Point N020 attached to the draft document prior to it being considered for approval. The Responsible Officer must retain the original. In the event that the document appears to be discriminatory, please refer to your Human Resources Manager/Adviser who will be able to advise you in accordance with employment legislation.  

	DOCUMENT TITLE:
	Workplace Personal Relationships Policy


	GROUP/DIVISION/DEPARTMENT:
	Employee Relations, Corporate 

	NAME AND JOB TITLE OF  RESPONSIBLE OFFICER
	

	1. SERVICE USERS – Check for DIRECT discrimination against any minority group

	Does your document contain any statements which may exclude people from using services who otherwise meet the criteria under the grounds of:
	Response
	Action Required
	[bookmark: _Toc361895][bookmark: _Toc362081][bookmark: _Toc362131]Resource Implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	Age
	
	X
	
	
	
	

	Gender
	
	X
	
	
	
	

	Disability
	
	X
	
	
	
	

	Race
	
	X
	
	
	
	

	Religion or Belief
	
	X
	
	
	
	

	Sexual Orientation
	
	X
	
	
	
	

	If yes is answered to any of the above, the document may be considered discriminatory and requires review and further work to ensure compliance with legislation

	2. EMPLOYEES – Check for DIRECT discrimination against any minority group

	Does your document contain any statements which may exclude employees from operating under the grounds of:
	Response
	[bookmark: _Toc361896][bookmark: _Toc362082][bookmark: _Toc362132]Action Required
	[bookmark: _Toc361897][bookmark: _Toc362083][bookmark: _Toc362133]Resource Implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	Age
	
	X
	
	
	
	

	Gender
	
	X
	
	
	
	

	Disability
	
	X
	
	
	
	

	Race
	
	X
	
	
	
	

	Religion or Belief
	
	X
	
	
	
	

	Sexual Orientation
	
	X
	
	
	
	

	If yes is answered to any of the above, the document may be considered discriminatory and requires review and further work to ensure compliance with legislation








	3. SERVICE USERS – Check for INDIRECT discrimination against any minority group

	Does your document contain any conditions or requirements which are applied equally to everyone, but may disadvantage certain individuals or groups because they cannot comply due to:
	Response
	Action Required
	[bookmark: _Toc361898][bookmark: _Toc362084][bookmark: _Toc362134]Resource Implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	Age
	
	X
	
	
	
	

	Gender
	
	X
	
	
	
	

	Disability
	
	X
	
	
	
	

	Race
	
	X
	
	
	
	

	Religion or Belief
	
	X
	
	
	
	

	Sexual Orientation
	
	X
	
	
	
	

	If yes is answered to any of the above, the document may be considered discriminatory and requires review and further work to ensure compliance with legislation

	4. EMPLOYEES – Check for INDIRECT discrimination against any minority group

	Does your document contain any statements which may exclude employees from operating under the grounds of:
	Response
	Action Required
	[bookmark: _Toc361899][bookmark: _Toc362085][bookmark: _Toc362135]Resource Implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	Age
	
	X
	
	
	
	

	Gender
	
	X
	
	
	
	

	Disability
	
	X
	
	
	
	

	Race
	
	X
	
	
	
	

	Religion or Belief
	
	X
	
	
	
	

	Sexual Orientation
	
	X
	
	
	
	

	If yes is answered to any of the above, the document may be considered discriminatory and requires review and further work to ensure compliance with legislation

	5. Check for ACCESS Discrimination

	Is your document accessible:
	Response
	Action Required
	[bookmark: _Toc361900][bookmark: _Toc362086][bookmark: _Toc362136]Resource Implication

	
	Yes
	No
	Yes
	No
	Yes
	No

	In a variety of languages
	
	X
	
	X
	
	

	To specific disabled service users/employees
	
	X
	
	X
	
	

	If no is answered to any of the above, the document may be considered discriminatory and requires review and further work to ensure compliance with legislation



	Name of group/s consulted with on document:
	Staff Partnership Forum
EDI Lead

	Signature of Responsible Officer:
	Head of Employee Relations

	Date:
	13 July 2023
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