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Personal Relationship - Disclosure Form for Staff: Staff Relationship


	Guidance

	This form should be used to disclose a Personal Relationship with another member of staff.  Please refer to the Personal Relationship Policy for further information.

You must complete sections 1 and 2 and then send the form to your Line Manager.  Your Line Manager must then complete sections 3 and 4.

Note: a Disclosure form must be completed by both staff members and must be done in good time.

Once an assessment of the disclosure has been made, your Line Manager will send you a copy of the completed form for your records and will submit this form to the HR Helpline by raising a Service Request using the category ‘Conflict of Interest’.  The HR Helpline team will save a copy of the form on your Employee File.

Note: if you are an employee of a UoE subsidiary, please send the completed disclosure form to your
local HR Partner for filing.

Section 5 of this form should be used to disclose that a personal relationship has ended or there has been a change in circumstances.

If you require this document in an alternative form at please contact HR via email HRHelpline@ed.ac.uk.


	Section 1: Your Details

	Name
	[bookmark: Text1]     

	Assignment Number
	     

	College/Professional Service Group
	     

	School/Department
	     

	Job Title
	     

	Date of Disclosure (dd/mm/yyyy)
	     

	Line Manager Name
	     

	[bookmark: _Hlk175905381]Section 2:  Personal Relationship Disclosure

	Detail of Personal Relationship (Please include staff name, employee number and job title for the member staff).
[bookmark: Text57]     


	Detail of Identified Conflict of Interest.

     


	Any other relevant information:

     


	Section 3: Line Managers Details (to be completed by the Line Manager)


	Line Manager’s Name
	[bookmark: Text55]     

	College/Professional Service Group
	     

	Job Title
	     

	[bookmark: _Hlk164937427]Section 4: Conflict of Interest Assessment for Staff: Staff Personal Relationships (to be completed by Line Manager)

	Is/will the staff member be directly involved in:

	Recruitment / selection of staff member?
	Yes        No         
[bookmark: Check2]|_|         |_|

	Promotion / Reward / other recognition recommendations?
	Yes        No         
|_|         |_|

	Annual Review?
	Yes        No         
|_|         |_|

	Delegation / allocation of work?
	Yes        No         
|_|         |_|

	Approval of travel / attendance at conferences /expenses etc?
	Yes        No         
|_|         |_|

	Performance management?
	Yes        No         
|_|         |_|

	Accompaniment at formal meetings?  (e.g. grievance, flexible working)
	Yes        No         
|_|         |_|

	Any other management / supervisory activity?
	Yes        No         
|_|         |_|

	Any Other Relevant Information:

     



	If ‘Yes’, to any of the questions above, please detail the measures which will be put in place to remove the conflict & protect both parties; by whom and when.
     


	[bookmark: _Hlk178838499]Date final decision communicated to staff member (dd/mm/yyyy)
	     

	[bookmark: _Hlk175905549]Section 5:  Disclosure that the Personal Relationship has Ended/Change in Circumstances

	Date of Change (dd/mm/yyyy)
	     

	[bookmark: _Hlk175919957]Details of Change (ie. relationship has ended):     


	Section 6:  Assessment of Disclosed Change (to be completed by Line Manager)

	Please detail any measures which have been taken as a result of the change that has been disclosed; by whom and when and please do confirm if no action is required as a result of the disclosed change.
[bookmark: Text56]     







	Date final decision communicated to staff member (dd/mm/yyyy)
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