GUIDANCE NOTE ER22

MANAGEMENT GUIDELINES ON

MANAGING PERSONAL RELATIONSHIPS AT WORK
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This guidance note should be read in conjunction with the Managing Personal Relationships at work policy. 

Managing personal relationships at work is about ensuring equality and fairness is maintained within the way we all work together to guarantee service delivery is not affected.

Links with Sutton’s policies and procedures 

Code of Conduct for Employees







Equality & Diversity Policy 



 

Induction








Harassment and Bullying Procedure




Disciplinary Procedure






Capability & Work Performance Procedure


Whistle-blowing Procedure





How to Manage a Personal Relationship at work

1.
Declaration of Relationship

The policy aims to minimise the risk of problems arising through relatives, partners and those in a close personal relationship working together in the same working environment.  

All employees have a responsibility to declare any personal relationship that could present an actual or potential conflict of interest. 

For example: 

Spouse, partner, member of a couple who live together & or have a sexual relationship, close friend, blood relative, relative by marriage including cousins, close social group, neighbour.  (This list is not exhaustive)

Employees should either declare this to their Manager or Personnel Adviser if more appropriate.  Managers/Personnel Advisers should keep a record of this.

2.
Communication

The manager must ensure that as soon as they are made aware of a relationship, they must speak with the individuals concerned to ascertain the full implications.  This conversation must be in a confidential environment and handled in a sensitive manner.  A Manager may wish to talk to the employees concerned on an individual basis so they may talk freely. 

The manager needs to advise the employees that an assessment of risk may need to be conducted in order to ensure service delivery is not affected and also that fairness and equality are adhered to. 

3.
Assessing the effect on the team and delivery of 

service

The manager must assess the effect the relationship may have on the team and whether there is actual or potential conflict of interest.  The manager will also need to assess the possible implications this could have on delivery of service.  

For example:

Two employees of the same grade delivering the same service who are related by marriage (e.g. brother and sister in law) may not automatically be a risk but should something change within their related family (e.g. divorce) then there could be a potential effect on the team and also on the delivery of service (i.e. unwillingness to work together)

Or;

A sexual relationship started between a manager and their personal assistant would represent a very high risk, as supervisory responsibility could be deemed affected by the relationship and any other members of the team could complain of being treated unfairly whether direct or indirect.

Accusations of favouritism, implications for appraisals, selection for promotion, authorisation of expenses and unequal treatment over disciplinary/capability issues.  This could possibly lead to a detrimental affect on the service delivery. 

4.
Seeking advice

To ensure that fairness and equality are being addressed with all situations, managers should seek advice and assistance from Personnel.

The Employee Support Team (within Corporate Human Resources) are also able to advise both managers and employees on any issues or concerns regarding potential conflict of interest.  

5.
Transfer to an alternative post/duties/

redeployment?

(a) 
As stated in 5.3 of the policy each case should be considered     individually.  The manager may be able to bring in changes and measures to deal positively with the relationship and any potential conflict of interest. 

If there is an issue, which involves a manager/supervisor and a member of their team, this could be alleviated by rearranging workloads and/or reporting line, but will need to be dealt with by the manager’s manager.

If an employee is part of a reorganisation, and from that reorganisation it is apparent that there may be conflict of interest between two or more employees due to personal relationships (e.g. Mother – Son relationship). 

If it is deemed that one of the employees will not be able to fit into the new structure then the reorganisation procedure will apply with regards to protection.

A manager may need to consider moving one of the employees to another work place or establishment.  This would need to be communicated to the employees concerned accordingly.

Transfer to an alternative position could be an option to be discussed with either or both employees involved in the relationship.   The manager will need to advise the employee that there would be no protection rights on transfer.  

Managers should seek to avoid the potential for direct or indirect discrimination when transferring an employee. 

For example:

The more junior employee is not necessarily the employee who should automatically be transferred.
(b)
When seeking a transfer/redeployment opportunity the employee’s key skills and knowledge need to be taken into account.  There is no guarantee that a suitable position will become available although, if needed, reasonable training and development shall be offered to try to overcome this.  Where transfer or redeployment is not an option or the employee does not wish to partake in this procedure, the manager must decide on whether dismissal would be an option. [See Guidance Note for Managers on Dismissals and Grievances following the introduction of new statutory regulations from 1 October 2004]  Employees must be made aware that dismissal could be an option if other areas have failed or the employee will not co-operate.  Employees must be made aware that they would not be entitled to the same status as that of other employees redeployed due to redundancy, medical reasons or maternity. 

6.
Disciplinary
A manager may need to consider taking further action as a result of employee(s) breaching disciplinary rules relating to behaviour at work.  If a manager decides to take more formal action then a disciplinary investigation would need to take place as under the current procedure

7.
Confidentiality

A manager must ensure that they deal with any situation confidentially, sensitively and in a professional manner.  However, confidentiality will not be maintained where the safety of employees, colleagues, clients or members of the public is at stake.  In circumstances where confidentiality cannot be maintained, the employee will be advised at the earliest opportunity.

Conclusion

All managers need to be vigilant about personal relationships that occur within their work area, to be aware of the need to assess the risk the relationship could have in relation to their team and to the delivery of service.
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