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Personal Relationships Policy: Management Guidance
General principles
The University’s new Personal Relationships Policy aims to ensure that professional boundaries are maintained and to prevent the potential for abuse in any intimate relationship between individuals in inherently unequal positions.
The policy prohibits intimate relationships between staff and students where the member of staff has some form of direct or indirect responsibility for the student and intimate relationships between staff and students who are either under the age of 18 or who are 18 and over and classified as an adult at risk.   Indirect responsibility includes, but is not limited to, recruitment and selection, teaching (formal and informal), student conduct issues, extenuating circumstances, the awarding, and processing, of bursaries and grants and the issuing of references. Indirect responsibility will also normally include a member of staff within the same department as a student.
Disclosures are required in the following scenarios:  
· if a staff member is in an intimate relationship with any student;
· students who undertake any form of paid role at the University are included in the definition of staff and must disclose an intimate relationship with any student if there is some form of professional connection.
· if a staff member is in a staff/staff relationship, then both parties should consider whether it should be disclosed where a relationship begins that may give rise to a real or perceived conflict of interest, abuse of power, exploitation, favouritism or bias; or where a relationship already exists and a new situation arises that may give rise to a real or perceived conflict of interest, abuse of power, exploitation, favouritism or bias. For example, two staff members in a relationship who work in different departments who then move to new roles in the same department. 
As was the case prior to the launch of the Personal Relationships Policy, disclosures should be made in accordance with the University’s existing Personal Conflicts of Interest Policy.   
Disclosure process
Individuals are encouraged to make a disclosure as soon as reasonably practicable.  The policy applies to relationships which are in existence at the time of the implementation date of this policy (TBC January 2022) and to relationships which have occurred within the past two years of the policy being published.
The Appendix 1 Personal Relationships Disclosure Form should be completed, and this should be submitted to an appropriate Senior Manager or Head of Department.  Managers can delegate this responsibility to a nominee of their choice, but all disclosures should be treated in confidence.  Ideally both parties (in the case of a staff/staff relationship) should submit individual disclosures however it is not compulsory and does not preclude a named individual being contacted to discuss the disclosure if deemed necessary. 
Staff who are unsure whether they have an intimate relationship with a student or staff member are encouraged to seek advice from their HR Business Partner or Line Manager in the first instance.  Students who are unsure whether they have a close personal or intimate relationship with a staff 


member should seek advice from their Personal Tutor, Head of Department or Student Support and Wellbeing Team.
Disclosures should be managed with the utmost sensitivity and compassion.  The tone of any associated conversations should be supportive. As the disclosure and related documentation will contain sensitive personal data it should be stored securely and managed in compliance with data protection legislation.  Any disclosure should be treated respectfully, sensitively and confidentially, and the wishes of both parties respected as far as is possible. 
If managers are made aware of a relationship by another person or by other means, the details of the particular circumstances will be investigated, and appropriate action will be taken to protect the integrity of all parties and procedures and deal with the matter as sensitively as possible.  Please notify your HR Business Partner in the first instance. 
Disclosures submitted in writing (as opposed to the form) should also be accepted.  Any verbal disclosures should be followed up in writing.  
Once the Personal Relationship Disclosure Form has been completed, the following should take place:
Step 1 – Upon receipt of a disclosure, managers are expected to liaise with their relevant HR Business Partner.  The nature of the relationship between the reporting parties may involve liaison with other managers if one of the parties is based in another Department. 
Step 2 – The Head of Department and HR Business Partner will review the form and undertake a risk assessment adapting the Risk Assessment Pro-Forma as deemed necessary.  Should the disclosure flag any immediate cause for concern a temporary restriction on duties/activities may be required pending consideration of the disclosure.  The risk assessment may require discussion with the relevant parties separately to obtain further information and to ascertain what actions, if any, are required to remove any potential conflict.
If there are any concerns about potential issues with consent, power imbalance or abuse of power these should be reported immediately to the HR Director who will advise on next steps. 
In determining measures to manage any conflict of interest, the relevant manager/HR Business Partner may consider the following:
•	any known vulnerability of the student or staff member;
•	the student’s or colleague’s personal circumstances at the time;
•	whether there is a supervisory or teaching arrangement in place at the time;
•	the circumstances of the student when the close personal relationship commenced or was initiated (for example, the age of the student at the time the relationship began, or if the personal relationship existed prior to the staff/student relationship);
•	any special family, kinship and elder relationships;
•	the nature of the two individuals’ contact in study, research or employment;


•	the potential for the staff member to influence the academic progress or career progression of the student or colleague; and
•	the extent of the power imbalance between the two individuals.
The pro-forma should be completed and the relevant level of risk identified on the form.  This should be retained on the individual’s personal file and a formal written outcome letter, detailing any measures/safeguards that are to be put in place to remove any potential or actual conflict of interest.  Please be aware that this document may need to be shared at some point with the relevant parties. 
Step 3 – Once the risk assessment has been completed both the staff member and student or colleague will be notified (in writing) of the conflict-of-interest management measures put in place. A template letter is available. The HR Business Partner will store these records securely on the member(s) of staff’s central HR file; the student’s records will be kept on their file.  This letter should also detail whether any ongoing reviews are necessary.  The responsibility for monitoring this will lie with the manager that conducted the initial assessment of the potential conflict of interest.  A review would normally involve a discussion with relevant parties to ascertain whether any there are any changes that may warrant further consideration although written notification to the parties following the initial assessment will make clear to all parties that they are required submit a new disclosure if their relationship or role changes which may give rise to a new potential conflict of interest. 
Step 4 – Any serious or unresolved matter, such as a refusal to agree to the recommended actions or concerns about the implications of the conflict prior to the disclosure should be referred to the relevant Faculty Chair/Director to take further action as appropriate.
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