GUIDANCE NOTE ER21
Managing Personal Relationships at Work

1.
Introduction

1.1
Sutton is committed to maintaining high standards of service.  All employees are expected to provide the best possible service to those living, working or visiting the borough.

1.2
The aim of this policy is to minimise the risk of problems arising through relatives, partners or those in a close personal relationship working together in the same working environment.  

2.
Scope

2.1
This policy applies to all Sutton employees, and also will apply when considering the engagement of temporary agency staff and consultants.  

It is recommended for adoption in Community Schools and Colleges.

2.2
This policy provides guidance on dealing with relationships that exist prior to an employee joining the Council and those that develop during the course of employment.

2.3
This policy will be monitored and reviewed in the light of changes in employment legislation and best practice.

3.
General principles


This policy covers:

· Ensuring that all employment decisions are taken objectively and not influenced by other factors such as a personal relationship.

· Protecting both the interests of the Council and its employees by not allowing a relationship in the workplace, which potentially could bring into question the integrity of either party.

· Ensuring that line management relationships between employees and their relatives, partners or close friends are not created unless the situation can be effectively monitored and managed.

· Assessing the actual or potential conflict of interest arising from personal relationships at work.  Managers will be responsible for undertaking this assessment.

· Requiring employees to declare any relationship, which may create a potential or actual conflict of interest.

· Seeking information from applicants on personal relationships with any existing employee or Councillor, which may have a bearing on their employment.

4.
Recruitment

4.1
All applicants are required to declare when completing their application, any relationship, association or friendship they have with a Councillor or existing employee within the authority.  This information must also be sought when taking on temporary staff through a recruitment agency.

4.2
Employees must not be involved at any stage in a recruitment exercise where they are related to or have a close personal relationship with an applicant (see Recruitment and Selection procedure).  

4.3
Where a panel member becomes aware during the recruitment process that they are related to or are involved in or have had a close personal relationship with any applicant, they must inform the Appointing Manager or Group Personnel Manager immediately.  A decision will be made about whether it is appropriate for the panel member to withdraw from the recruitment panel.

4.4
In a situation where offering a job to a candidate will create a line management relationship between an employee and their relative, partner or someone they have a close personal relationship with, the appointing panel will:-  

· Assess the risks involved in proceeding with the appointment; 

· Determine the potential or actual conflict created by making this appointment;

· Decide what measures can be put in place to effectively manage the implications of the relationship at work;

· Where the conflict of interest cannot be managed, the panel will not pursue the appointment further.  In this situation the reasons for this will be clearly explained to the candidate.

4.5
Appointment of Consultants

4.5.1
Guidance on using consultants is given in Section GE2 of the Personnel Management Handbook.   When appointing consultants, managers are responsible for ensuring that consultants declare, before they begin their assignment, whether they are related to or have had a close personal relationship with any existing employee or Council member. 
4.6
Contractors

4.6.1
The Council’s Code of Conduct states that employees must make their line manager aware of all relationships of a business or private nature with external contractors or potential contractors.  It also states that no special favour should be shown to businesses run by, for example, friends, partners or relatives in the tendering process.  

4.6.2
Employees who engage or supervise contractors or have any other official relationship with contractors and have previously had or currently have a relationship in a private or domestic capacity with a contractor should declare that relationship to their line manager.  Their Manager(s) will then need to decide as to what further action, if any, is necessary.

5.
During Term of Contract

5.1
All employees as well as agency workers and consultants have a responsibility to declare relationships that exist or develop that fall within the scope of this policy.

5.2
Where an employee or agency worker or consultant declares a personal  relationship or a manager becomes aware that such a relationship exists, the manager after discussion in confidence with their Group Personnel team, has a responsibility to discuss the implication of the relationship in the workplace with the employee concerned.  The manager will determine:-

· Whether an actual or potential conflict of interest exists

· What if any action is needed to manage the impact of the relationship.

5.3
Each case will be considered and measures put in place will be based on common sense and reasonableness.   Measures could include:-

· No immediate action necessary;

· Rearranging workloads;

· Rearranging the reporting line;

· Suitable alternative work for one of the parties

· Voluntary redeployment to another service area or grouping.

6.
Further Advice

6.1
Further advice and guidance on applying this policy is available from Group Personnel Managers.
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