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1 Introduction 
 
1.1 The reputation of the Cumbria Northumberland Tyne and Wear NHS 

Foundation Trust (the Trust/CNTW) depends on the achievement of the 
highest standards of care for patients and service users but also in 
ensuring that Trust business is conducted in a professional and proper 
manner. 

 
1.2 It is recognised that close personal relationships can and are sometimes 

formed at work and that as a large employer situations will arise within the 
Trust where related persons or individuals with a close personal 
relationship are employed within the same team, establishment or work 
area.  Employees may sometimes be in personal relationships with 
prospective employees, customers, suppliers and service users and 
carers.  Such relationships can give rise to challenges about 
professionalism, integrity and to suggestions of favouritism. 

 
1.3  Whilst the Trust respects the right of employees to privacy and family life 

and will not interfere unduly in an employee’s private life, the Trust has a 
legitimate right to protect the interest of the organisation, service users and 
other employees and to take action when close personal relationships 
either have the potential to or do impact upon the Trust’s services. 

 
1.4 The Trust has no objection to employees forming personal relationships 

with other employees, suppliers or employing other family members.  
However, the Trust must ensure that its business decisions are based on 
objective and relevant criteria and that no subjective or irrelevant factors 
are taken into account.  The Trust expects that no favouritism is shown in 
business, management of staff or clinical decisions. 

 
1.5 The Trust has put the following principles and processes in place to 

ensure that where relationships exist there is no possibility of a lack of 
professionalism, probity or favouritism within the working environment and 
that all actions are open and transparent. 

 
 
2 Purpose 
 
2.1 The purpose of this Policy is to:  
 

 Ensure that working relationships are harmonious 
 

 Ensure that bias does not influence managerial decisions 
including recruitment and promotion 

 

 Protect the operation of the Trust’s services 
 

 Ensure that issues relating to personal relationships at work 
are managed in a way that is as unintrusive as possible to 
the private lives of those involved 

 

 Prevent bullying and harassment at work (in particular 
stemming from the end of a relationship) 
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 To ensure that all employees feel confident of fair and 
consistent treatment 

 

 Protect the health, safety and welfare at work of workers 
 

 Ensure that the Trust’s facilities are properly used 
 

 Ensure that those involved in relationships at work behave 
appropriately avoiding situations where there is potential for 
conflict of interest 

 

 To ensure that situations do not develop where other 
employees feel unable to speak openly and honestly, or feel 
that a relationship is having an adverse impact on their own 
employment 

 

 To avoid the potential for abuse of patients 
 

 To prevent the potential for fraudulent activity 
 

 To facilitate and encourage the development of an 
organisational culture where employees feel confident to 
voluntarily declare personal relationships 

 
2.2 This Policy is applicable to all employees of Cumbria Northumberland, 

Tyne and Wear NHS Foundation Trust.  The Policy is concerned with 
relationships with other members of staff.  Relationships with patients / 
clients / users must not be entered into and would constitute a breach of 
professional boundaries.  Such matters would therefore be dealt with using 
professional body guidance and the Trust’s Disciplinary Policy – 
CNTW(HR)04.  This Policy does, however, give guidance on situations 
where pre-existing relations (as defined in 4.1) become 
patients/clients/users of Trust services, thereby leading to potential 
conflicts of interests for the member of staff they are a relative of/in a 
relationship with. (See 6.7.2) 

 
 
3 Duties, Accountability and Responsibilities 
 
3.1  Executive Director of Workforce and Organisational Development 
 

 Will advise Managers, staff and staff representatives on the 
Policy and its interpretation 

 

 Will be responsible for ensuring the correct implementation 
of this Policy 

 

 Will monitor the Policy and its effectiveness 
 

 Will review this Policy on a regular basis in consultation with 
staff representatives 
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3.2 Heads of Workforce and Organisational Development and Workforce 
and Organisational Development Managers 

 

 Will advise Managers on any queries relating to the 
implementation of this Policy 
 

3.3 Managers 
 

 Will be responsible for ensuring they are familiar with this 
Policy and procedures contained within it 

 

 Will be responsible for ensuring they comply with all the 
requirements of the Policy; dealing with any matter requiring 
formal disciplinary action in accordance with the Trust’s 
Disciplinary Policy – CNTW(HR)04 

 

 Deal promptly and sensitively with issues involving close 
personal relationships at work 

 

 Will make active and objective decisions, which must be 
recorded, to avoid or minimise the possibility of perceptions 
of favouritism, lack of professionalism or a lack of integrity 

 

 Conduct matters involving close personal relationships at 
work in a consistent, fair and reasonable manner, 
maintaining confidentiality where possible 

 

 Will declare any relationships formed with a direct report 
employee 

 

 Will not provide official organisational references for any 
employee with whom you have a close personal relationship 

 

 Will ensure staff are aware of and understand the Policy and 
ensure, where appropriate, staff attend necessary training; 

 

 Will inform Workforce and Organisational Development of 
any changes in staff arrangements which result from the 
implementation of this Policy 

 
3.4 Employees 
 

 Will be individually responsible for ensuring that any close 
personal relationships at work do not interfere with their 
duties and responsibilities 

 

 Should familiarise themselves with the content of this Policy. 
You should speak to your Line Manager if you are unsure of 
any aspect of your responsibilities 
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 Will declare the existence of close personal relationships or 
when they develop as required under this Policy to the 
relevant Manager 

 

 Will take active steps that are reasonable and practical to 
ensure that any close personal relationship at work does not 
interfere with or prejudice their employment thereby 
impairing their judgement 

 
 

4 Definition of Terms 
 
4.1 Relationships for the purpose of this Policy are deemed to include: 
 

  Family relationships e.g. brother, sister, daughter, son, 
mother, father and also being related by marriage or civil 
partnership e.g. brother-in-law, sister-in-law, son-in-law, 
daughter-in-law, mother-in-law, father-in-law, step children 
etc 

 

  Married partners, co-habiting partners and civil union 
partnerships 

 

  Sexual relationships 
 
4.2 A relationship can also be with an existing or prospective employee, a 

contractor or supplier, a Non-Executive Director, carer, a service user such 
as a child / young person or vulnerable adult client whom an employee 
meets as a result of their employment. 

 
 
5 Scope 
 
5.1 This Policy applies to all employees of the Trust as well as locums, agency 

staff, volunteers, students, contractors and employees of other 
organisations that provide services to the Trust.  It also applies to job 
applicants in the recruitment process.  Job applicants will be required to 
declare on their application any personal / work relationships issues as this 
may cause a conflict of interest. 

 
5.2 Employees are expected to behave in a professional manner respecting all 

Trust policies and confidentiality requirements regarding information one 
employee may have access to but not the other.  Any adverse impact on 
their work, the team’s work or the functioning of the team is not 
acceptable, such as: 

 

 Neglecting work 
 

 Communicating confidential information to each other 
 

 Behaving in a way that may cause difficulty or embarrassment 
to others, for example, arguing in the workplace or open 
displays of affection 
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 Not communicating with each other as a result of disagreement 
or the breakdown of the relationship 

 

 Inflexibility in working arrangements, this may be of particular 
importance within small teams where cover is already difficult 

 
5.3 It is the negative impact of the relationship and not the relationship itself 

which is not acceptable, which is why all employees are expected to 
behave in a professional manner at all times. 

 
 
6 Personal Relationships with Colleagues and Service Users 
  
6.1 In any large organisation it is likely that some employees will be related to 

one another or develop a personal and / or sexual relationship, and, if they 
are in a close working relationship in the same workplace, the potential for 
conflict between personal / family loyalty and work responsibilities may 
arise. 

 
6.2 The Trust requires that a high standard of care and skill in its work is 

achieved and in so doing requires its staff to conduct themselves in a 
manner which will ensure this.  Whilst it is not the Trust’s intention to 
infringe upon the private lives of its staff, it does expect staff to conduct 
themselves in manner in which they not bring the Trust and its work into 
disrepute. 

 
6.3 This Policy sets out some standards of conduct to assist and protect staff 

whilst at work and these are set out below: 
 

 If you have a personal/intimate relationship with a colleague 
who you manage or work closely with, you must inform your 
Line Manager and Senior Manager immediately.  This is for 
your own protection to prevent any unfounded allegations of 
favouritism, as well as to protect you from less favourable 
treatment.  It may be appropriate in particular circumstances for 
a staff member to be relocated to a different area, unit or team 

 

 If you have a personal/intimate relationship with a colleague 
you should not display any obvious signs of affection in the 
presence of third parties.  This is to prevent any apparent 
embarrassment to your colleagues and also to maintain a 
professional image with patients and staff with whom you 
have contact 

 

 If your relationship breaks down, you should ensure that no 
acts that could be interpreted as arguments or disagreements 
occur at work.  You may wish to discuss the situation with 
your Line Manager 

 

 You should ensure that your relationship does not bring the 
reputation of the Trust into disrepute.  An example of a breach 
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of this would be if you deliberately damaged a former 
partner’s property, even outside of working hours.  
Additionally any other behaviour that could, or did lead to a 
prosecution by the Police 

 
 

6.4 Relationships between employees where there is no line 
management relationship 

 
6.4.1 This type of relationship at work does not of itself constitute a difficulty. 

However, employees are expected to conduct themselves in a 
professional manner and to deal sensitively with any confidential 
information which one or both individuals may possess.  Employees are 
encouraged to bring to the attention of their Manager any difficulties they 
are experiencing which may not be apparent. 

 
6.4.2 A relationship, particularly between two employees working in the same 

team, may begin to have an adverse effect on the care they provide, their 
own and / or their colleagues’ work. 

 
6.4.3 The following list is not exhaustive but includes some examples of this: 
 

 Neglecting work 
 

 Communicating confidential information to each other 
 

 Behaving in a way which may cause difficulty or 
embarrassment to others, e.g. arguing in the workplace 

 

 Not communicating with each other as the result of a 
disagreement or the break-up of a relationship 

 

 Inflexibility in working arrangements 
 

 Reluctance to acknowledge and report inappropriate actions 
or behaviours within the work environment 

 
6.4.4 It is any negative impact on work that would cause this Policy to be 

implemented, not the relationship itself. 
 
6.5 Relationships between employees with a line management 

relationship 
 
6.5.1 The Trust does not find acceptable a relationship in jobs where: 
 

 There is a direct line management/supervisory relationship 
between the two individuals 

 

 The Line Manager does not manage the employee directly but 
is the Manager’s Manager 

 
6.5.2 This is because of the potential conflict of interests, which could cause 

significant problems with employee management (e.g. appraisal, 
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grievance, discipline, etc.) by creating the potential for claims of 
favouritism or unequal treatment. 

 
6.5.3 Where there is a management relationship appropriate actions could 

include allocating management responsibilities such as appraisals, signing 
of timesheets or expenses claim forms, annual leave or sickness review 
meetings etc., to another Manager.  Where this is not possible a different 
Line Manager will sign expenses claims forms and a Workforce 
representative will attend any meetings the employee has with the Line 
Manager. 

 
6.6 Personal Relationships with Contractors 
 
6.6.1 As required by the Declaration of Interest and Standards of Business 

Conduct Policy no special favour should be shown in the tendering 
process to business run by or employing, friends, partners or relatives.  If 
an employee is asked to participate in the tendering process, for example, 
by providing expert advice, they should declare any such relationships.  A 
close personal relationship between an employee and a contractor is not 
acceptable if it involves: 

 

 An abuse of the employee’s position of trust 
 

 A breach of the standards of propriety expected in the post 
 

 A compromise of professional standards 
 

 A conflict of interests 
 
6.7 Personal Relationships with Service Users 
 
6.7.1 Members of staff must not engage in personal relationships with patients/ 

service users whom they meet as a result of their employment.  If this type 
of relationship exists or develops the situation can be regarded as: 

 

 An abuse of the member of staff’s position of trust 
 

 A breach of the standards of propriety expected in the post 
 

 A compromise of professional standards/Code of Conduct 
and, as such must be reported to the Executive Director of 
Nursing and Care Group Director for a recommendation on 
further action; advice from the Safeguarding Team may be 
needed if safeguarding procedures are compromised 

 
6.7.2 In cases where a close friend, partner/spouse or relative is, or becomes, a 

service user/patient, it is the responsibility of the staff member to inform 
their Line Manager that such a relationship exists.  The Line Manager will 
discuss the situation with the member of staff and agree an appropriate 
course of action.  It may be appropriate for the service user/patient to be 
treated by another clinician or team, or, in the case of an inpatient 
admission, for the member of staff to be moved to another area for the 
duration of the service users/patient’s treatment.  Members of staff must 
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also not access service user records as this will be considered a breach of 
Trust Policy. 

 
6.7.3 Where personal or business relationships precede the professional 

relationship, or where dual relationships exist e.g. where within a small 
community a staff member may already be a personal friend of a service 
user, it is the responsibility of the staff member to maintain each 
relationship within its own appropriate boundary.  Where such a 
relationship exists, the staff member must inform their Line Manager and 
supervision should be used to regularly discuss and explore any potential 
boundary conflicts. 

 
6.8 Job Evaluation/Promotion/Pay 
 

6.8.1 Employees must not be involved in the authorisation or evaluation of any 
job description for another employee with whom they have a close 
personal relationship and are expected to declare any such interest 
immediately if they are approached to participate in the job evaluation 
process.  They should not be involved in any decisions relating the 
promotion or pay of another employee with whom they have a close 
personal relationship.  Failure to declare an interest may result in action 
under the Trust’s Disciplinary Procedures, Disciplinary Policy - 
CNTW(HR)04. 

 
6.9 Disciplinary/Grievance Issues 
 

6.9.1 Staff should declare a potential conflict of interest as soon as they are 
approached to participate in such proceedings as either a witness or 
investigating officer, deciding officer etc.  Staff must not be (save 
potentially as a witness with the caveat of impartiality) involved in any 
investigation, hearing or other decisions involving another employee with 
whom they have a relationship.  Failure to do so may result in action under 
the Trust’s Disciplinary Procedures, Disciplinary Policy - CNTW(HR)04. 

 
6.9.2 In situations when one employee in a relationship is subject to 

investigation under Trust procedures such as disciplinary or grievance 
consideration should be given to the temporary redeployment of the other 
employee in the relationship whilst the investigation takes place.  This is 
both to ensure that a thorough and fair investigation is possible and also to 
protect that employee from false accusations that they might be impeding 
the investigation. 

 
6.9.3 Where issues arise that involve one employee in a relationship any 

discussions will remain confidential to that employee.  The other employee 
in the relationship may attend any meetings to provide support but may not 
intervene, speak on behalf of or represent the other party. 
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6.10 Recruitment and Selection 
 
6.10.1 Job applicants – including internal applicants – are required to declare any 

relationships with existing Trust employees on their Job Application Form. 
 
6.10.2 If an employee is involved in a recruitment and selection process and 

realises that there is an application from someone with whom they have a 
relationship as defined in Section 4 they must declare an interest to their 
Line Manager and withdraw from the process.  Failure to declare any 
interests may result in disciplinary action. 

 
6.10.3 Similarly an employee who has a relationship with another should not act 

as a referee for that person for both internal and external positions. 
 
 
7 Managing Situations when a Personal Relationship Adversely Affects 

the Workplace 
 
7.1 In most cases where a personal relationship causes issues in the 

workplace these should initially be capable of being addressed and 
resolved informally.  Issues arising should be dealt with promptly and 
sensitively by the relevant Manager and not allowed to continue 
unchecked.  Where action is necessary consideration should be given to 
re-arrangement of the work or working patterns if this is a viable first 
option.  

 
7.2 Where a close personal relationship has been identified as adversely 

affecting the workplace, normally as the result of complaint, specific 
documented incidents or formal investigation such as under the 
Disciplinary or Grievance Procedures then options for resolution may 
include the re-deployment of one or both employees depending on the 
extent to which the functioning of the team has been affected.  In these 
circumstances excess mileage will not be paid on redeployment. 

 
7.3 Both employees will be consulted to identify who should be re-deployed if 

only one party is to be moved in the majority of cases their wishes will be 
honoured but consideration will be given to the knowledge, skills and 
experience of both employees, also the impact upon their careers and 
therefore the relative ease with which each might be redeployed. 

 
7.4 If agreement cannot be reached between both employees as to which 

should be redeployed, for example, where a relationship has broken down 
then the Trust will make that decision based on the best interests of the 
service, patient care and relative impact upon each employee. 

 
7.5 Where investigation has clearly identified a particular loss of trust from the 

team in one employee then the Trust will act in accordance with that 
finding and redeploy that employee in the interests of the team. 
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7.6 Consideration should also be given to the use of mediation if appropriate 
to the circumstances. Advice can be sought through the Capsticks HR 
Advisory Service in the Workforce and Organisational Development 
Directorate and the Trust’s Mediation Team can be contacted by 
mediation@cntw.nhs.uk  

 
8 Raising Concerns 
 
8.1 Any employee who feels that a close personal relationship is adversely 

affecting their employment, the functioning of the team or the provision of 
services is encouraged to share their concerns at the earliest opportunity 
with their Line Manager or more Senior Manager if they prefer, where an 
employee is not comfortable with either of these options they may consider 
raising their concerns under the Trust’s Raising Concerns Policy - 
CNTW(HR)06 or Fraud, Bribery and Corruption Policy and Response Plan - 
CNTW(O)23.  This also applies to employees in a close personal 
relationship who feel they are being disadvantaged because of the 
relationship. 

 
 
9 Confidentiality 
 
9.1 Wherever possible confidentiality regarding the existence of a close 

personal relationship will not be disclosed, however, should this prove 
necessary then no disclosure will be made without consultation with the 
Line Manager, employees concerned and Workforce and Organisational 
Development.  If alternate working practices or patterns are necessary 
then it may be necessary to inform other members of the team regarding 
these arrangements and the reasons for them. 

 
 
10 Breaches of Policy 
 
10.1 Alleged breaches of this Policy will be investigated under the relevant 

Trust Policy. 
 
10.2 Employees have the right to appeal against any action taken under this 

Policy using the Trust’s Grievance Policy - CNTW(HR)05. 
 
 
11 Identification of Stakeholders 
 
11.1 This Policy has been developed in consultation with Trust Managers and 

Staff Side Representatives. 
 
11.2 This existing Policy has undergone a review with only minor changes that 

do not relate to operational and/or clinical practice therefore no Trust-wide 
Consultation is required. 

 

 North Locality Care Group 

 Central Locality Care Group 

mailto:mediation@cntw.nhs.uk
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 South Locality Care Group 

 North Cumbria Locality care Group 

 Corporate Decision Team 

 Business Delivery Group 

 Safer Care Group 

 Communications, Finance, IM&T 

 Commissioning and Quality Assurance 

 Workforce and Organisational Development 

 NTW Solutions 

 Local Negotiating Committee 

 Medical Directorate 

 Staff Side 

 Internal Audit 

 
12 Training 
 
12.1 The Workforce Directorate and Training and Development Department will 

ensure training on this Policy is included the Workforce Policy Training 
Programme and that all new starters are made aware of this Policy 
through attendance of the Corporate Induction Programme and Equality 
and Diversity Awareness Training.  See Appendix B. 

 
12.2 All staff will be required to attend Equality and Diversity Awareness 

Training to ensure they are aware of the impact of their own behaviours 
and how to raise concerns relating to bullying and harassment. 

 
12.3 Training on this Policy is also incorporated into the Management Skills 

Programme. 
 
 
 
13 Implementation 
 
13.1 Taking into consideration all the implications associated with this Policy, it 

is considered that a target date of February 2020 is achievable for the 
contents to be fully implemented within the organisation. 

 
13.2 The Workforce and Training Development Sub Group will regularly review 

training attendance at these courses and highlight areas of concern for 
relevant action within the Directorates / Groups. 

 
13.3 The Equality Impact Assessment for this Policy shows potential for 

discrimination on the grounds of gender and sexual orientation.  In any 
situations that may arise where there is potential for discrimination on 
these grounds views on ways to proceed are sought from the Equality and 
Diversity Lead. 
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14 Fair Blame 
 
14.1 The Trust is committed to developing an open learning culture.  It has 

endorsed the view that, wherever possible, disciplinary action will not be 
taken against members of staff who report near misses and adverse 
incidents, although there may be clearly defined occasions where 
disciplinary action will be taken. 

 
 
15 Fraud, Bribery and Corruption 
 
15.1 Depending on the relationship of the parties concerned and their role/s 

within the organisation, there is potentially a heightened risk of collusion 
which is described as an agreement between two or more persons to 
obtain an objective forbidden by law, typically by defrauding or gaining an 
unfair advantage.  Collusion also includes conflicts of interest.  If staff have 
any concerns that fraud, corruption or collusion has taken place, these 
concerns can be referred to the Trust Counter Fraud Specialist, in 
confidence, in line with Fraud, Bribery and Corruption Policy and 
Response Plan - CNTW(O)23. 

 
 
16 Monitoring 
 
16.1 There will be ongoing monitoring of this Policy to ensure compliance via 

the reporting of the number of grievances by reason and attendance at 
relevant training via the Workforce and Information Report to the 
Workforce and Training Development Sub Group.  See Appendix C 

 
 
17 Associated Documents 
 

 CNTW Contract of Employment 
 

 CNTW(HR)04 – Disciplinary Policy 
 

 CNTW(HR)05 - Grievance Policy 
 

 CNTW(HR)06 - Raising Concerns Policy 
 

 CNTW(HR)08 – Dignity and Respect (Harassment and 
Bullying) Policy 

 

 CNTW(O)23 – Fraud, Bribery and Corruption Policy and 
Response Plan 
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Appendix A 

 

Equality Analysis Screening Toolkit 

Names of Individuals 
involved in Review 

Date of Initial 
Screening 

Review Date Service Area / Locality 

Christopher Rowlands Feb 2020 Feb 2023 Trust Wide 

Policy to be analysed Is this Policy new or existing? 

CNTW(O)49 Relationships at Work- V03 Existing 

What are the intended outcomes of this work? Include outline of objectives and function aims 

The purpose of this Policy is to set out the expectations for Trust Managers and staff standards for the 
management of staff who have a relationship with other Trust employees or service users or carers. It 
also describes the obligations of staff with regard to their social and business relationships with 
colleagues  

Who will be affected? e.g. staff, service users, carers, wider public etc 

Policy is intended to cover staff, though due to the nature of the Policy will also potentially 
affect (positively) services users and carers. 

Protected Characteristics under the Equality Act 2010. The following characteristics have protection 
under the Act and therefore require further analysis of the potential impact that the Policy may have 
upon them 

Disability  No impact 

Sex  Advice from the Equality and Human Rights Commission states that the 
implementation of a Policy on Personal Relationships at work may 
result in sex discrimination if an individual is treated less favourably 
than a person of the opposite sex would have been treated.  An 
example would be where in the event of a personal relationship, the 
lower graded employee is transferred. Policy does not make reference 
to gender of the parties in a relationship. However there is the 
opportunity to clarify that decisions made regarding changes at work will 
be made based on factors other than gender (e.g. reassignment of 
working area or line management) 

Race  No impact 

Age  No impact 

Gender reassignment  
(including transgender) 

No impact 

Sexual orientation. The Policy may affect LGB staff differentially if their sexual orientation is 
not already known to Managers and colleagues, if under the terms of 
the Policy, they find themselves in the position of having to declare a 
personal relationship. Similarly, staff who under the terms of the Policy 
find themselves in the position of having to disclose the existence of a 
same sex relationship between two colleagues or a colleague and 
patient whose sexual orientation had not previously been disclosed will 
be disclosing sensitive personal information. The Policy allows for such 
disclosures to be treated as confidential in the same way as a 
disclosure from any other member of staff would be. 

Appendix 1 
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Religion or belief  No impact 

Marriage and Civil 
Partnership 

The Civil Partnership Act applies to same sex couples and requires that 
they are treated in the workplace in the same way as married people 

Pregnancy and maternity No impact 

Carers  No impact 

Other identified groups  Consider and detail other groups experiencing disadvantage and 
barriers to access. 

How have you engaged stakeholders in gathering evidence or testing the evidence available?  

Staff Side  

How have you engaged stakeholders in testing the Policy or programme proposals?  

Full consultation will result in any necessary Policy review 

For each engagement activity, please state who was involved, how and when they were 
engaged, and the key outputs: 

TUMF – initial draft, Group Directors, Trust wide full consultation prior to approval at Policy Group 

Summary of Analysis Considering the evidence and engagement activity you listed above, please 
summarise the impact of your work. Consider whether the evidence shows potential for differential 
impact, if so state whether adverse or positive and for which groups. How you will mitigate any negative 
impacts. How you will include certain protected groups in services or expand their participation in public 
life. 

Impact assessment shows potential for discrimination on the grounds of gender and sexual 
orientation. It is suggested that any situations that may arise where there is potential for 
discrimination on these grounds , that views are sought from the Equality and Diversity Advisor 

Now consider and detail below how the proposals impact on elimination of discrimination, 
harassment and victimisation, advance the equality of opportunity and promote good relations 
between groups. Where there is evidence, address each protected characteristic 

Eliminate discrimination, harassment and 
victimisation  

Policy provides transparency but creates the 
potential for a negative impact in terms of gender 
and sexual orientation. 

Advance equality of opportunity  NA 

Promote good relations between groups  
Potential for negative impact in terms of gender 
and sexual orientation 

What is the overall impact?  
Likely to be neutral, but will have the potential for a 
negative impact in terms of gender and sexual 
orientation 

Addressing the impact on equalities  
Policy points out the potential for discrimination 
and alerts Managers to work with the Equality and 
Diversity Lead in these situations. A proposed 
Practice Guidance Note to support the Policy may 
provide greater clarity. 

From the outcome of this Screening, have negative impacts been identified for any protected 
characteristics as defined by the Equality Act 2010? 

Potential for negative impact in terms of gender and sexual orientation.  

If yes, has a Full Impact Assessment been recommended?  If not, why not? Measures put in 
place to seek collaboration with the Equality and Diversity Advisor in such situations 
 

Manager’s signature:  Chris Rowlands         Date January 2020 
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Appendix B 
 

Communication and Training Check List for Policies 
 

Key Questions for the accountable committees designing, reviewing or agreeing a 
new Trust Policy 

 

Is this a new policy with new training 
requirements or a change to an existing policy? 

Existing Policy 

If it is a change to an existing policy are there 
changes to the existing model of training 
delivery? If yes specify below. 

No 

Are the awareness/training needs required to 
deliver the changes by law, national or local 
standards or best practice? 

Please give specific evidence that identifies the 
training need, e.g. National Guidance, CQC, NHS 
Resolution etc.  

Please identify the risks if training does not occur.  

Need to understand the practical application 
of the Policy and the workforce implications 
ensuring a consistent and common CNTW 
approach 

 

Please specify which staff groups need to 
undertake this awareness/training. Please be 
specific. It may well be the case that certain 
groups will require different levels e.g. staff group 
A requires awareness and staff group B requires 
training.  

The policy applies to all staff; training is 
available to Managers to enable them to 
understand their roles and responsibilities. 
Also to enable them to manage and 
implement the Policy effectively 

Is there a staff group that should be prioritised for 
this training / awareness?  

Managers 

Please outline how the training will be delivered. 
Include who will deliver it and by what method.  
 
The following may be useful to consider: 
Team brief/e bulletin of summary 
Management cascade 
Newsletter/leaflets/payslip attachment 
Focus groups for those concerned 
Local Induction Training 
Awareness sessions for those affected by the 
new policy 
Local demonstrations of techniques/equipment 
with reference documentation 
Staff Handbook Summary for easy reference 
Taught Session  
E Learning 

Trust induction for all staff 
 
Policy will be available on the intranet; will be 
highlighted in the The Trust Bulletin 
 
Mandatory training for all Managers 
 
 

Please identify a link person who will liaise with 
the training department to arrange details for the 
Trust Training Prospectus, Administration needs 
etc.  

Christopher Rowlands 
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Appendix B – continued 

Training Needs Analysis 

Staff/Professional Group Type of 
training 

Duration 
of 

Training 

Frequency of Training 

All Directorates – all Line 
Managers as identified within 
ESR 

Attendance 
at: 

Management 
Skills 
Programme 

3 Days Once 

All Directorates – all staff Attendance 
at: 
 
Corporate 
induction –
when joining 
CNTW 
 
Equality and 
Diversity 
Awareness 
Training 
 
 

 
 
 
2days 
 
 
 
 
3hours 
 
 
 
 
 

 
 
 
Once 
 
 
 
 
3 yearly 
 
 
 
 
 

 

 

Should any advice be required, please contact:- 0191 245 6777 (internal 56777) 



CNTW(O)49 
 

 
Cumbria Northumberland, Tyne and Wear NHS Foundation Trust 
CNTW(O)49 - Relationships at Work Policy - V03.1-Mar-2020 

17 

 

Appendix C 
Monitoring Tool 

Statement 
 

The Trust is working towards effective clinical governance and governance systems.  To 
demonstrate effective care delivery and compliance, Policy Authors are required to include 
how monitoring of this policy is linked to Auditable Standards / Key Performance Indicators 
will be undertaken using this framework. 
 

CNTW(O)49 - Relationships at Work Policy - Monitoring Framework 

 

 

Auditable Standard / Key 
Performance Indicators 

 

 

Frequency / Method / 
Person Responsible 

Where results and any 
associated action plan 
will be reported to 
implemented and 
monitored; (this will 

usually be via the relevant 
Governance Group). 

1. 
 
Mandatory training 
courses - Induction 
programme, Equality 
and Diversity, Trust 
values training will 
include content relating 
to Relationships at 
Work and how staff can 
raise concerns and 
receive support 
 

 
Monthly  
Report produced from ESR 
indicating completion of 
training for all supervisors,  
Managers and new starters 
 
Annual review of the 
content of training courses 
by the Training Manager to 
ensure “fit for purpose” 
 

 
CDT(W) who will 
highlight areas of 
concern for relevant 
action within the  
Directorates/ Groups 

 

2. 
 
Monitor grievance and 
disciplinary statistics 
relating to harassment, 
/ bullying identifying 
areas of concerns and 
draw up action plans 
as appropriate 
including identifying 
support for staff  
 

 
Monthly 
Report produced by Case 
Management and 
Workforce Planning Team 

CDT(W) who will 
highlight areas of 
concern for relevant 
action within the 
Directorates / Groups 
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Auditable Standard / Key 
Performance Indicators 

 

 

Frequency / Method / 
Person Responsible 

Where Results and any 
associated action plan 
will be reported to 
implemented and 
monitored; (this will 
usually be via the 
relevant Governance 
Group). 

3. 
 
All Line Managers as 
identified within ESR 
have undertaken  
Equality and Diversity 
Manager Training 

Disciplinary and 
Grievance Training 

Recruitment and 
Selection Training 

Prevention of Bullying 
and harassment 
 

 
Monthly 
Report produced by 
Workforce Planning Team 

 
CDT(W) who will 
highlight areas of 
concern for relevant 
action within the  
Directorates / Groups 

 

4. Ensure the Trust Policy 
and the Staff Handbook 
contains a statement by 
the organisation that 
unacceptable behaviours 
with regard to 
inappropriate 
relationships are not 
acceptable  

 
At each Policy review by 
Policy Author 

 
CDT(W) to ensure that 
the responsibility of the 
Trust with regard to 
inappropriate 
relationships is not 
acceptable is clearly 
stated within the Policy 
 

 
 

The Author(s) of each Policy is required to complete this monitoring template and ensure 
that these results are taken to the appropriate Quality and Performance Governance Group 
in line with the frequency set out. 


