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Introduction

We recognise that employees may form personal relationships with colleagues or others
connected with their work. While we do not wish to interfere with these relationships, Manor
Estates HA is duty bound to ensure that all staff behave appropriately, adhere to our
standards of conduct set out in our policies and avoid behaviours which could lead to

allegations of impropriety.

This policy sets out Manor Estates HA expected standards regarding personal relationships
connected to work. We ask that you speak to your line manager if you are unsure of the
standards expected of you. If the expected standards set out below are not met, we will
manage any breaches following our disciplinary procedure.

This policy applies to all Board members, staff, workers and volunteers within Manor Estates
HA. It also applies to members of your household.




Definitions

Personal Relationship

e For the purposes of this policy, the term personal relationship is defined as any
relationship, from friendship through to two people ‘being in a relationship together.

Members of your household:

e Anyone who normally lives as part of your household (whether related to you or
otherwise)

e Those who are part of your household but work or study away from home

Partners and Relatives:

This includes:

e Your partner (if not part of household)

e Your relatives and their partners

e Your partner’s close relatives ie parent, child, brother or sister

¢ Anyone who is dependent upon you or is dependent on your partner

Policy Aims:

¢ To be clear on our standards and expectations concerning personal relationships at
work.

¢ To manage any situations out with the expected standards in accordance with this
policy.

¢ To manage situations that may arise in a fair, consistent and appropriate way, and
comply with all relevant discriminatory legislation.

Manor Estates HA will not appoint anyone to a vacant employment position or to the
Governing Body, if the applicant is already in a personal relationship with another
member of staff or Board member.

We expect you will:

¢ not allow any close personal relationships with a colleague, contractor, client, customer or
supplier to influence your conduct, judgement or decisions while at work.

e declare a close personal relationship with a colleague or any other person connected to
your employment to your CEO .

e respect your surroundings, your colleagues and our organisation.

¢ not behave inappropriately during working hours, nor out with working hours with any
matters connected or associated with your employment

e be aware of your behaviour in any social media interaction connected to personal
relationships at work

o follow the highest standards of behaviour at conferences and all other internal or external
events you are attending in connection with Manor Estates HA.

All staff and Board members are required to complete an annual declaration of interest form,
this will include disclosing any personal relationships at work.



What you can expect from Manor Estates HA:

o We will treat any information concerning a personal relationship connected to your work
in the strictest of confidence. The information will be recorded on the personnel files of
both employees if both of you are staff or volunteers with us.

o If a personal relationship develops, your director will discuss the situation with those
involved.

o If appropriate measures or working arrangements cannot be put in place, the organisation
will terminate your employment.

Suppliers and contractors:

Where an employee develops or has a close personal relationship with a client, customer,

contractor or supplier, in particular where the employee’s job has the authority or a close

connection with the individual, we expect:

¢ the relationship to be declared to the CEO as part of the annual declaration of interest
(where there is an existing relationship)

o where a new relationship develops, this must be declared to the CEO immediately.

In these circumstances, Manor Estates HA may decide to move the employee to another
job/remove them from the situation, and consider other working arrangements in line with the
needs of the organisation

Governing Body:

¢ In situations where there is a close personal relationship between a Governing Body
Member and another volunteer, a client, customer, contractor or supplier, the Governing
Body Member/volunteer will be excluded from any discussions connected to the person
they have a personal relationship with. If this is not possible or appropriate, the
Governing Body member will be required to step down from their position.

No Board members can be in a personal relationship with or close relative of an employee of
the Housing Association (Rule 37.4)

Termination

If a personal relationship develops and there are no alternative solutions the Association will
move to terminate their employment. Both employees will be given six months (exclusive of
notice period) to find suitable alternative employment. At the end of the period, if neither
employee has found a new job then the Association will move to terminate the employment
contract with the person with the shortest length of service. The following fair process will be
followed:

Procedure

e the employees will be invited by the employer to put forward suggestions for a suitable
alternative working arrangement that meets the needs of the business.

o the CEO will prepare a report responding to the alternative working arrangements and
whether it is appropriate to continue with the employment relationship.



o the employees will be invited, in writing, to a formal meeting with a panel of three
members of the governing board. Along with the letter, the employee will also receive the
CEOs report and any other information the panel will have available to them.

e At the meeting, they will have the right to be accompanied by a trade union representative
or workplace colleague, and both parties (the employer and employee) will be given the
opportunity to put forward their case.

e The Chair will conduct the meeting

o the decision of the panel will be communicated in writing to the employee within 10
working days of the decision being made; this letter will also provide details of how to
appeal to the JINC (EVH).

¢ the employee will be paid all accrued annual leave, TOIL and flexi not yet taken to the
date of termination. As well as any payment in lieu of notice as set out in their contract of
employment if a decision to dismiss is made.

This policy will be monitored and reviewed as appropriate. The next review date is
November 2028
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