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[bookmark: _Toc84611043][bookmark: _Toc89326544][bookmark: _Toc107573971]Introduction
It is recognised that a significant proportion of close personal relationships are formed at work. As a local employer, situations can arise within the Integrated Care Board (ICB) where relatives are employed within the same team, establishment, or work area. Whilst not all such situations raise issues of conflict of interest, this is not always the case.  
The provisions set out in this policy are intended to avoid any possible conflict of interest or accusation of bias, favouritism, or prejudice. The implications of close personal relationships at work can include:   
· Effect on the trust and confidence of colleagues in relation to a conflict of interest, fair treatment, their own ability to discuss issues openly within a team or with their line manager. 
· Perception of service users or the public in relation to the professionalism and fairness of the ICB, its employees, workers and Board Members. 
· Operational issues affecting the ability to deliver the service effectively.
· Conflicting loyalties and breach of confidentiality and trust. 
Mutual respect is essential to the good running of the ICB and close personal familiarity between individuals can damage that relationship and prove embarrassing to others. 
[bookmark: _Toc89326545][bookmark: _Toc107573972]Purpose / Policy Statement
The purpose of this policy is to assist managers and the Human Resources Team to deal, sensitively but effectively, with situations where individuals have a close personal relationship with someone with whom they work. It also touches on the issues of improper relationships formed with direct service users, which are inappropriate in any circumstances. 
To avoid any accusation of bias, those in positions of authority/responsibility in the scope of this policy must not be involved in any appointment where they are a relative or partner of, or have a close personal relationship with, the individual being considered for appointment. It also provides that those in close personal relationships must not be involved in decisions relating to for example: appraisal, pay decisions, promotion/references, training opportunities, expenses, timesheets, and discipline/grievance issues.     
[bookmark: _Toc107573973][bookmark: _Toc89326546]Scope
This policy applies to the following:  
· Employees or workers of the ICB.
· Non-Executive Members.
· Apprentices.
· Bank, agency workers and other workers who are assigned to the ICB.
· External contractors.
· Secondees. 
· Volunteers.
· Students, including work experience students.
· Those on Honorary Contracts e.g., for research purposes. 
· Those on Contract for Services. 
· It also applies to job applicants in the recruitment process. 
[bookmark: _Toc107573974]Definitions
Refer to main body of policy.
[bookmark: _Toc89326547][bookmark: _Toc107573975][bookmark: _Toc84611047]Roles and Responsibilities
[bookmark: _Toc84611048][bookmark: _Toc107573976]Integrated Care Board
The ICB Board is accountable and responsible for ensuring that the ICB has effective processes for the management of close personal relationships at work in accordance with relevant legislation and best practice guidance.
[bookmark: _Toc107573977]Chief Executive 
The Chief Executive is accountable for the policy and procedure being in place to ensure fair and equitable approach to managing close personal relationships at work. 
[bookmark: _Toc84611052][bookmark: _Toc107573978]Policy Authors
Policy authors are responsible for ensuring that this document is updated as and when required.    
[bookmark: _Toc84611054][bookmark: _Toc107573979]Executive Chief People Officer
The Executive Chief People Officer oversees the implementation of this policy and is responsible for ensuring that managers take action to meet the ICB’s obligations to ensure equity and consistency.
[bookmark: _Toc107573980]Line Managers 
Those in roles with authority, including line managers, have the following responsibilities: 
· To declare any close personal relationship as detailed in this policy. 
· Be responsible for ensuring that they are familiar with this policy and procedures contained within it.
· Be required to work positively with the ICB to accommodate any reasonable changes to their work arrangements that are required to avoid potential conflicts of interest through close personal relationships at work.
· Be responsible for promoting a culture of openness and transparency regarding close personal relationships at work.
· [bookmark: _Toc84611055]Be aware of the restrictions on their duties/responsibilities, as set out in this policy, for a person with whom they have a close personal relationship. 
[bookmark: _Toc107573981]All Staff
Declare any close personal relationship as detailed in this policy.
 
Be individually responsible for ensuring that any close 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 or more/less favourable treatment.

[bookmark: _Toc84611056][bookmark: _Toc89326548]Be required to work positively with the ICB to accommodate any reasonable changes to their work arrangements, that are necessary in order to avoid potential conflicts of interest through close personal relationships at work.
[bookmark: _Toc107573982]Policy Detail
[bookmark: _Toc107573983]Definition of a Close Personal Relationship 
[bookmark: _Hlk97909873]Examples of close personal relationships within this policy are: 
· Employees or workers who are married or in a civil partnership, dating or in a partnership or cohabiting arrangement.
· Immediate family members, for example, parents,  children and siblings to include half relations, or step children and siblings grandparent/grandchild. 
· Other relations, for example, close extended family and any other individuals who have a close personal relationship outside work. 
· Where one of the persons in the personal relationship is employed by the ICB and the other is employed by an organisation with whom there is a partnership in operation and both persons have a work relationship in that partnership. 
· A business/commercial/financial relationship where a conflict of interest should be declared.
· Close personal friendships as well as romantic attachments
· Any other personal relationship, either past or present, between individuals within the ICB which might affect their ability to carry out their role properly or which otherwise could adversely affect the working of the team and/or service provision.

The above definitions are examples of social and/or personal relationships which may give rise to conflicts of interest in the workplace, however close personal relationships are not restricted to these examples and anyone who considers that they are in a relationship which they consider may pose a potential conflict of interest should declare it as outlined in the guidance below.

Throughout this policy the term ‘close personal relationship’ will refer to the above.  
[bookmark: _Toc107573984]Declaring Close Personal Relationship during Recruitment 
All applicants are required to disclose during the recruitment process if they: 
· Are a relative or partner of; or 
· Have a close personal relationship with an employee of the ICB or Board. 

Applicants are required to state the name of the person and the relationship. Failure to disclose such a relationship may disqualify the applicant. Any applicant who directly or indirectly canvasses the support of a manager or HR for any appointment within the ICB will be disqualified.  

Individuals are also required to declare any potential conflicts of interest in accordance with the ICB’s Conflicts of Interest Policy.  Any such declaration will be recorded on the Conflicts of Interest Register which is published on the ICB’s website and available for public inspection on request. 

[bookmark: _Toc107573985]Line Management 
Where new appointments are being considered an applicant should not be appointed to a team where there is a close personal relationship between the applicant and an existing employee, where one of them would be the immediate line manager of that team. If this situation arises, the appointment should be made to an alternative team or arrangements made for different line management, if this can be accommodated.  
[bookmark: _Toc107573986]Relationship between Applicant and Team Colleague 
Where the applicant (if appointed), would work in the same team or establishment with a colleague with whom they have a close personal relationship (but not in a line management relationship), the implications of this should be considered and discussed as part of the selection process. This is to ensure that, assuming they are otherwise the most suitable candidate for the job, the appointment would also be appropriate considering operational issues and standards. 

The type of issues that should be explored could include: 
· Potential operational issues relating to shift or working patterns, annual leave requirements and so on. The applicant would need to be clear as to the operational requirements of the job which may involve different shift patterns or working times to their partner and no guarantee that leave could always be authorised to coincide.
· Potential conflict of interest and confidentiality issues including the impact on the perceptions and employee relations within the team. 
· Impact on service users or the general public, including issues relation to trust and confidence and the public image of the ICB.  
· If any issues cannot be resolved the line manager will need to assess the risk to this appointment. 
[bookmark: _Toc107573987]Close Personal Relationship with an Applicant 
To avoid any accusation of bias, an ICB representative (including line managers and board members) must not be involved in any appointment process where they are related or have a close personal relationship outside work with the individual being considered for appointment.
[bookmark: _Toc107573988]Authority to Appoint
Where, following consideration of all the factors above, the appointing manager considers that an applicant could properly be appointed despite a declared relevant close personal relationship, they must clear that appointment with the Director to make such decisions (if not already having that authority themselves).  

Where the close personal relationship involves the Director, the necessary authority for appointment should be authorised at a higher level.  

To avoid questions arising later, the appointing manager is advised to make a written record of that fact that the decision to appoint, despite a declared relationship, was made with appropriate authority. This record should be kept with the candidate’s original application form on their personal file held by HR.  
The Recruitment and Selection Policy should be read in conjunction with this policy. 
[bookmark: _Toc107573989]Requirement to Disclose a Relationship formed while in Post 
Close personal relationships may form between colleagues in the same team or department or location during their duties. Such situations should be managed with care and sensitivity in the interests of all concerned.

Where a close personal relationship is formed between members of the same team or establishment whilst in post, this should be disclosed, in confidence (where possible), to the line manager (or senior reporting manager where appropriate) by the individuals concerned. It is important to ensure that any approach or actions are not unfair or discriminatory.  
 
Nevertheless, it is important to explore, in discussion with the individuals concerned, the issues that may arise to ensure these can be managed effectively.  
[bookmark: _Toc107573990]Relationship between Manager and Team Colleague 
Where a close personal relationship involves the direct line manager or senior reporting manager and a team colleague, the appropriate senior manager within the team or service group, in consultation with HR, should in discussion with both individuals: 
· Arrange alternative supervision/line management arrangements particularly relating to issues involving a potential conflict of interest. This includes for example appraisal and any pay decisions, promotion/references, training opportunities, expenses, timesheets, and discipline/grievance issues. 
· Consider any other operational issues that might occur and how these might be managed.
· Consider if it is appropriate to communicate such agreed adjustments, and so on, to other colleagues in the team/workplace to manage any concerns.  
· Expectations should be clearly defined and managed as appropriate.   
[bookmark: _Toc107573991]Relationship between Team Colleagues 
Where the relationship is between two colleagues (with no line management or supervisory relationship) the line manager should explore the relevant issues with the individuals concerned including: 
· Any potential operational issues relating to shift or working patterns, annual leave requirements, etc.
· Any potential conflict of interest and confidentiality issues including the impact on the perceptions and employee relations with the team. 
· Any impact on service users or the public, including issues relating to trust and confidence and the public image of the ICB. 
· Consider if it is appropriate to communicate such agreed adjustments and so on, to other colleagues in the team/workplace to manage any concerns.  

Expectations should be clearly defined and managed as appropriate.  
[bookmark: _Toc107573992]Issues which cannot be managed effectively
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 parties, 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 individual to move. Care should be taken to avoid discrimination and ensure that the views of the individuals involved are considered, balancing this with the needs of the service and the issues that present themselves.  
[bookmark: _Toc107573993]Relationship Breakdown
If a close personal relationship breaks down and the individuals concerned remain in the same team, establishment, or work area there may be a potential impact on team relationships and service delivery. In such cases use of the Occupational Health Service may be useful to the individuals concerned as an initial approach. If it is envisaged that the breakdown of the relationship is or will cause on-going workplace issues, these should be addressed sensitively in discussion with the individuals. 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 parties where possible.  

Actions available to the ICB may be influenced by some other HR policy or procedure which may need to be implemented as a result of the breakdown of the relationship (i.e. inappropriate behaviour or misconduct linked to the breakdown of the relationship) and as such it should be acknowledged that where the ICB feels that it is necessary to invoke any formal investigation or action as a result of this, it will be necessary to allow such procedures to be concluded fairly and to the satisfaction of the ICB. Individuals should be aware that where a close personal relationship results in the display of improper, inappropriate, or unprofessional behaviour, the ICB may take action to remedy this via the ICB’s Disciplinary policy.
[bookmark: _Toc107573994]Transfer of those who form Close Personal Relationships 
Where possible the ICB may seek to transfer an individual to a comparable alternative employment in consultation with them.  Guidance can be sought from Human Resources.  Where alternative employment is not available on a comparable grade, HR will be able to advise based on the individual circumstances of the case, e.g., whether it would be reasonable to apply pay protection and excess travel provisions.   

Where there is evidence that the breakdown of the relationship has resulted in behaviour or actions deemed to fall under the definition of ‘misconduct’, this will be pursued as per this policy and may influence the approach to a potential transfer. The outcome of any other required process (i.e., disciplinary) will be concluded first before any decision is made regarding a potential transfer.

Every attempt will be made to consider the wishes of the individuals concerned with regard to any form of management action. Ideally an agreement will be reached which suits the individuals and the ICB. However, in some situations where it has been identified there is an issue around relationships it may be necessary for the ICB to enforce a change to mitigate a concern or risk. These may include but are not limited to:
· Change in shift pattern for one or both of the parties in the relationship.
· Change in work duties to ensure both parties are not working side by side.
· Change to the reporting structure to ensure one party does not directly report to the other for HR policies and procedures.
· Change of work base for one or both parties in the relationship.
· Change of role/directorate for one or both parties in the relationship.
· Change any mentor/trainee.
· Transfer to another team/role.

If Redeployment is considered the two individuals affected by the close personal/work relationship will be consulted about who should transfer but the ICB reserves the right to make the final decision if agreement cannot be reached or if service needs are put at risk.
[bookmark: _Toc107573995]Potential Areas for Conflict
Those in positions of authority must not be involved in any decisions relating to, for example:
· Appraisal.
· Probationary Period. 
· Pay decisions. 
· Promotion/references. 
· Training opportunities.
· Expenses. 
· Timesheets.
· Discipline/grievance issues for any individual where there is a close personal relationship as defined within this policy. 
[bookmark: _Toc107573996]Colleagues Affected by a Close Personal Relationship 
Individuals who feel they are affected by a close personal relationship at work involving other colleagues, should always feel that they can approach, without prejudice, their line/senior manager and/or HR to explain their concerns.  
[bookmark: _Toc107573997]Providing References 
Standard employment references will be provided by the HR team.  Managers who receive requests for employment references should pass these to HR for completion and response.  

If ICB employees/managers are asked to provide personal references for a colleague, or any other person, this should not be provided on ICB headed paper.  Guidance can be sought from the HR team, if required.  
[bookmark: _Toc107573998]Special Consideration regarding Financial Regulations 
Where a close personal relationship might exist between two individuals involved in financial transactions, the ICB’s Finance procedures should be followed to ensure the appropriate separation of duties and other financial safeguards are adhered to.  
[bookmark: _Toc107573999]Special Consideration Regarding Tendering and Contract (Procurement) Provisions 
No special favour should be shown in the tendering process to businesses run by those with whom individuals have a close personal relationship and the provisions of the Conflicts of Interest Policy should apply. 

Those who engage or supervise contractors or partner agencies or have any other official relationship with contractors (or partner agencies) or have previously had or currently have a relationship in a private or domestic capacity with contractors, must declare that relationship to their Director or their line manager if they are themselves a Director. The Conflicts of Interest Policy provides further guidance regarding declaring actual or potential conflicts of interest.  

Additionally, all those involved in procurement within the ICB are required to comply with its detailed Procurement policies and procedures.  
[bookmark: _Toc107574000][bookmark: _Hlk97905889]Close Personal Relationships with a Service User or Ex-Service User 
A service user is a generic term for a person who uses health and/or social care services from service providers.  At the ICB the term ‘service user’ describes anyone who is a patient or a user of our services.     
All representatives of the ICB are required to maintain the highest standards of integrity and trust placed in them. It would be inappropriate to form improper close personal relationships with service users. Those within the scope of this policy must not have improper relationships with service users, their relatives, carers, or friends.  
A relationship which began as a service user/professional relationship should not become a personal friendship.
Issues of inappropriate behaviour will be dealt with under the ICB’s disciplinary policy.  
The ICB recognises that anyone can be a service user including those working within the ICB and their families/friends.  Any representative of the ICB, who has access to patient/service user records must not access the records of anyone with whom they have a close personal relationship.  Individuals should declare any close personal relationships of service users to management as failure to do so, or to access the records, may be investigated under the Disciplinary Policy.  
The ICB also discourages close personal relationships between individuals and ex-service users. If there is a prospect of a close relationship developing, the matter must be discussed with the manager and advice must be sought. The content of the meeting must be recorded and placed on the individual’s personal file.
[bookmark: _Toc107574001]Appeal Process  
If an individual wishes to appeal a decision made by management to enforce a change (to mitigate a concern or risk), they can do this in writing to the next appropriate level of management giving reasons for their appeal.

A meeting should then be convened, chaired by a senior manager, and supported by an HR representative.  The original manager (who made the decision) presents justification for their decision. The individual will then have chance to put forward their concerns. 

The decision made by the Chair is final and there is no further right of appeal via any other ICB policy e.g., Grievance Policy. 
[bookmark: _Toc84611059][bookmark: _Toc89326549][bookmark: _Toc107574002]Monitoring Compliance
The HR Team will be responsible for monitoring that this procedure is followed and may be consulted at any stage through the process to offer advice to those involved.
Monitoring information will be published and reported as appropriate.
Should the monitoring uncover any shortfalls in the implementation of the policy, the HR team will work with the relevant management team to draw up an action plan for improvement. This action plan may include, for example:
•	Training for line managers.
•	A risk assessment.
It is also anticipated that any issues in respect of the implementation of the policy may be identified because of staff exercising their right of appeal.
[bookmark: _Toc84611060][bookmark: _Toc89326550][bookmark: _Toc107574003]Staff Training 
No essential (including mandatory) learning and development requirements have been identified for any staff groups, to fulfil the requirements stated within this policy. 
Guidance can be sought from Human Resources team.
[bookmark: _Toc84611061][bookmark: _Toc89326551][bookmark: _Toc107574004]Arrangements For Review
This policy will be reviewed no less frequently than every two years.  An earlier review will be carried out in the event of any relevant changes in legislation, national or local policy/guidance, organisational change or other circumstances which mean the policy needs to be reviewed.
[bookmark: _Toc84611062]If only minor changes are required, the sponsoring Committee has authority to make these changes without referral to the Integrated Care Board. If more significant or substantial changes are required, the policy will need to be ratified by the relevant committee before final approval by the Integrated Care Board.
[bookmark: _Toc89326552][bookmark: _Toc107574005]Associated Policies, Guidance and Documents
Associated Policies
Conflict of Interest Policy.
Disciplinary Policy.  
Procurement Policies. 
Recruitment and Selection Policy 
[bookmark: _Toc89326553][bookmark: _Toc107574006]References
Nonapplicable. 
[bookmark: _Toc89326554][bookmark: _Toc107574007]Equality Impact Assessment
The EQIA has identified positive impact of this policy on protected characteristics.  
The EQIA has been included as Appendix A.


[bookmark: _Toc419388298][bookmark: _Toc47357161][bookmark: _Toc84611065][bookmark: _Toc89326555][bookmark: _Toc107574008][bookmark: _Toc84611066][bookmark: _Toc89326556]Appendix A - Equality Impact Assessment
[bookmark: _Toc89326557][bookmark: _Toc89326561]INITIAL INFORMATION
	Name of policy: 
Close Personal Relationships at Work 

Version number (if relevant):  
1.0
	Directorate/Service: 
People Services 

	Assessor’s Name and Job Title: 
Carolyn Druce, HR Business Partner 
	Date: 3rd May 2022




	OUTCOMES

	Briefly describe the aim of the policy and state the intended outcomes for staff 

	The purpose of this policy is to assist managers and the Human Resources Team, sensitively but effectively, with situations where individuals have a close personal relationship with someone with whom they work. It also touches on the issues of improper relationships formed with service users, which are inappropriate in any circumstances.

	EVIDENCE

	What data / information have you used to assess how this policy might impact on protected groups?

	The ICB monitors the composition of its workforce under the nine protected equality characteristics and reports on this annually.  This information helps the ICB to assess the potential impact of its policies upon staff.

	Who have you consulted with to assess possible impact on protected groups?  If you have not consulted other people, please explain why? 

	Relevant Trade Unions have been consulted on the policy and any comments will be taken into consideration when the policy is published.


ANALYSIS OF IMPACT ON EQUALITY 
The Public Sector Equality Duty requires us to eliminate discrimination, advance equality of opportunity and foster good relations with protected groups.   Consider how this policy / service will achieve these aims.  

N.B. In some cases it is legal to treat people differently (objective justification).

· Positive outcome – the policy/service eliminates discrimination, advances equality of opportunity and fosters good relations with protected groups
· Negative outcome – protected group(s) could be disadvantaged or discriminated against
· Neutral outcome – there is no effect currently on protected groups
Please tick to show if outcome is likely to be positive, negative or neutral.  Consider direct and indirect discrimination, harassment and victimisation.
	Protected
Group
	Positive
outcome
	Negative
outcome
	Neutral
outcome
	Reason(s) for outcome

	Age
	x
	
	
	The policy has been amended to refer to anyone regardless of their protected characteristics.  

	Disability
(Physical and Mental/Learning)
	x
	
	
	As above

	Religion or belief
	x
	
	
	As above

	Sex (Gender)
	x
	
	
	The language used in this policy is gender neutral.  

	Sexual 
Orientation
	x
	
	
	As above

	Transgender / Gender Reassignment
	x
	
	
	The language used in this policy is gender neutral.  

	Race and ethnicity
	x
	
	
	As above

	Pregnancy and maternity (including breastfeeding mothers)
	x
	
	
	As above

	Marriage or Civil Partnership
	x
	
	
	The language used in this policy is gender neutral.  



	MONITORING OUTCOMES

	Monitoring is an ongoing process to check outcomes.  It is different from a formal review which takes place at pre-agreed intervals.

	What methods will you use to monitor outcomes on protected groups?

	It is anticipated that any issues in respect of the implementation of the policy will be identified as a result of staff exercising their right of appeal. 



	REVIEW

	How often will you review this policy / service? 

	Every 2 years as a minimum and earlier if there are any significant changes in legislation, policy or good practice.

	If a review process is not in place, what plans do you have to establish one?

	N/A


[bookmark: _Toc107574009][bookmark: _Toc89326563]Appendix B – Examples of Close Personal Relationship Issues 
Line Management Relationship
• The line manager does not manage the employee fairly (e.g., probationary period, appraisal, grievance, discipline, job opportunities, training, flexible working)
• Others assume / perceive that there is more favourable treatment which affects the team dynamics and morale.
Other Relationships
• Putting personal circumstance ahead of service user needs.
• Communicating confidential information to each other.
• Behaving in a way which may cause difficulty or embarrassment to others (e.g., domestic argument in the workplace).
• Not communicating with one another because of a personal disagreement.
• Not raising concerns relating to the other party.
Financial Governance
• Approving expenditure without due diligence (e.g., authorising of travel expenses, timesheets, agreeing overtime).
• Not raising concerns about potential poor practice / malpractice.
• Not raising concerns about transparency in financial matters.
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