Created: 23 Oct 2025

Approved by: The SNJO Board of Trustees
Version: 1.0

Last Amendment Date: 23 Oct 2025

Next Review Date: 23 Oct 2026

PERSONAL RELATIONSHIPS AT WORK POLICY

TABLE OF CONTENTS

1 IMEFOAUCTION ... ettt et h e st e s e e be e e bt e snne e sar e e sneeeneeennes 2
D | 0 o 1 g oo o SRR 2
3 Who does this poliCy @apply 107 ... et e e e e e e e e e e e e enne e e e enees 2
L O 11 - To: ST O SRR P PR TP TR SURPRPPPTRION 3
5  What are personal relationships at WOrK?...... ... i 3
6 Current and former relatioNShiPs .........ooi e 3
A | 1 F=To] o] o) o1y P=Y (YN £=1 F= 110 0 1] a1 o1 SRR 4
8  Recruitment and ProMOTION .........cooiciiiiiiiee e e e e e e e s e e e e e e e e e anb e e e e e e e e e anrrrreaaaaeas 4
9  Operational, management or financial deCiSIONS.............cooi i 5
10 CoNflICtS OF INTEIESL ...ttt e et sre e 6
11 Relationships you do Not NEEd t0 dISCIOSE ......cceeiiiiiiiiiiiie e e e e e e e 7
12 Conduct and performanCe @t WOTK..........cc.uuiiiiiie e e e e e e e s e e e e e e e e e esnrraeeeaaeesananes 7
R I o T4 (T g Yo TR =1 = L[] ] 11 o < S 7
14 Improper disclosures between parties in a personal relationship ..........cocooiiiiiiiii e, 8
15 Harassment and sexual haraSSMENt ...........coooiiiiiiii e e 8
16 Preferential or detrimental treatment ..............oo i e 8
17 ProCess @nd MEETINGS ....ceiuiiie ittt et e e e e e e e et e e e aaee e e e aneeeeaanseeeeaaneeeaeeneneeeannneeeaannneens 8
18 Failure to disclose personal relatioNShiPS.........ccciiiiiiiiiiie e e e e aanes 9
19 Domestic abuse and gender-based VIOIENCE..............uuiiiiiii i a e 9
20 Confidentiality and data proteCtion ..............ooiiiiiiiiiiiice e 9
20 N 1= Vo111 9

The SNJO (including the SNYJO) is a Scottish charity, SC028653, regulated by the Scottish Charity Regulator (OSCR).



1 Introduction

We understand that some employees will have personal relationships at work. In many cases,

personal relationships at work will not impact our business. This policy does not prohibit all personal

relationships at work, and you will not always need to disclose these to us.

However, there is a risk that some personal relationships at work could have an impact on our

business, for example, if they lead to:

Actual or perceived bias, favouritism, preferential or detrimental treatment, conflict of interest,

financial misconduct, or abuse of authority.

Conduct issues, for example: arguments spilling over into the workplace; interactions that

make colleagues feel uncomfortable; inappropriate use of IT systems.

Individual performance issues, or a negative impact on team dynamics.

A breakdown in working relationships (for example, following the breakdown of a personal

relationship at work).

Inappropriate disclosure of confidential business information or personal data.

Harassment or sexual harassment.

2 Aim of this policy

This pol

icy aims to:

Identify issues that can arise due to personal relationships at work.

Explain how we may manage some of these issues.

Clarify when you must disclose a personal relationship at work to us.

3 Who does this policy apply to?

This policy applies to our employees, officers, consultants, contractors, casual workers and agency

workers.
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4 Contract

This policy does not form part of your contract of employment except to the extent that it imposes
obligations on you. We may amend this policy at any time and may vary it as appropriate to a particular

case.
5 What are personal relationships at work?
Personal relationships at work are:

e Personal relationships between colleagues / officers / consultants / contractors / casual workers

/ agency workers; and

e Personal relationships our employees / officers / consultants / contractors / casual workers /
agency workers have with clients, customers, contractors, service providers or other work-

related contacts (or individuals who work for any of these).
A 'personal relationship' is any close personal relationship, which includes any of the following:

o Emotional, romantic or sexual relationships, including where people are married, in a civil
partnership, living together, or where people consider that they are 'seeing each other' or

'going out together'.

e Close relations, including parents, children, siblings, stepchildren, stepparents,
grandparents, grandchildren, aunts, uncles, nieces, nephews, cousins, and relations by
marriage or civil partnership (fathers-in-law, mothers-in-law, brothers-in-law, and sisters-in-

law).

¢ Significant professional, business or commercial relationships that are not related to
your work for us, for example, colleagues who invest jointly in property, or are both partners

in another business.

¢ Close friendships, for example, where people regularly socialise, or are in regular contact,

outside of work.

This is not an exhaustive list of close personal relationships, and if you would like to discuss whether
a relationship is covered by this policy, you can speak to the member of the board responsible for this

policy, currently Judith Halkerston.
6 Current and former relationships

This policy applies to current and former personal relationships. For example, the following are still

personal relationships under this policy:
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e A couple who divorced, or unmarried partners who separated.
¢ Individuals who used to be close friends, but lost touch.
7 Inappropriate relationships

We consider that the following personal relationships will almost always be inappropriate, as they will

amount to a betrayal of professional trust or an abuse of power:

e Emotional, romantic or sexual relationships (as described at section 5) between an employee
/ officer / consultant / contractor / casual worker / agency worker and a member of the Scottish

National Youth Jazz Orchestra.

You must disclose any such relationship to a member of the board or the orchestra management team

immediately. If you are involved in any such relationship, or fail to disclose that you are, this may be:

e A disciplinary offence and could result in disciplinary action under our Disciplinary Policy up

to and including dismissal, if you are an employee.

e Grounds to immediately terminate or non-renew your contract of engagement, if you are a

consultant, contractor, casual worker or agency worker.
8 Recruitment and promotion

If you are involved in any aspect of decision-making in a recruitment or promotion process, and

become aware that you have a personal relationship with an applicant:

e You must immediately notify a member of the board or the orchestra management team that
you can take no further part in decision-making in that process, due to a personal relationship

with an applicant.

e You do not need to identify the individual with whom you have a relationship (although we

may become aware of their identity if they disclose this to us).
¢ You do not need to specify the nature of the relationship.

If you apply for any position with us (for example, a promotion or transfer) and become aware that you
have a personal relationship with someone who is involved in any aspect of decision-making for the

recruitment or promotion process:
e You must immediately notify a member of the board of the personal relationship.
e You will need to identify the individual with whom you have a personal relationship, so we can

ensure they have no further involvement in the process.
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¢ You do not need to specify the nature of the relationship.
9 Operational, management or financial decisions

It will not usually be appropriate for an employee to be responsible for any operational, management

or financial decisions in respect of someone with whom they have a personal relationship.

Operational, management or financial decisions include (but are not limited to) decisions regarding
pay; authorising expenses; authorising overtime; discipline; grievance; absence management;

performance; allocation of work; rostering; holiday approval; and redundancies.

You must immediately disclose to a member of the board any personal relationship with a colleague
if:

e You are responsible for any operational, management or financial decisions in respect of

them; or
e They are responsible for any operational, management or financial decisions in respect of you,

Senior managers

Managers are considered to have responsibility for operational, management or financial decisions in
respect of the whole SNJO ecosystem, and must therefore disclose any personal relationships within

such ecosystem.

What action will we take?

We will take action that we consider appropriate in the circumstances. This might include, but is not

limited to:

e Meeting with each party with a view to reaching an agreement on an appropriate course of

action.

o Transferring responsibility for certain decisions to another employee.

e Establishing safeguards to ensure transparency and fairness (eg., review of certain decisions

by another employee).

¢ One party moving to a different team, department, location or role; or

¢ One party being dismissed, if there are no suitable alternative options or agreement cannot

be reached on an alternative course of action.

If one party is moving or being dismissed, which party in the relationship this applies to will depend on

all the circumstances, and it will not necessarily (but may) be the more junior party.
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10 Conflicts of interest

You must immediately disclose to a member of the board any personal relationship with a colleague,
or with any client, customer, contractor, service provider or other work-related contact (or an individual

who works for one of these) if:

e The personal relationship could give rise to a conflict of interest; or

e People might reasonably think that it could give rise to a conflict of interest.

This means that if your work-related decisions or actions could be influenced by a personal
relationship, or people might reasonably think they could be influenced, you should disclose the

relationship to us.
Here are some practical examples:

e Various companies are competing to provide services to us. Your role means you could
influence which company is selected. You have a personal relationship with a director at one
of the companies. Even if you do not intend to influence the decision, you must still disclose

this relationship to us.

e Your team is providing advice to a company. You have a personal relationship with an
employee of that company who could be impacted by your team's advice. You must disclose

this relationship to us.

e You have a personal relationship with an employee of one of our clients. There is no
connection between your work and theirs, and no scope for the relationship to influence your

work-related decisions. You do not need to disclose this relationship to us.

Situations can change over time — even if a personal relationship does not initially give rise to a conflict

of interest, if it later does, you must then disclose it to us.

What action will we take?

We will take action that we consider appropriate in the circumstances. This might include, but is not

limited to:

¢ Transferring responsibility for certain decisions to another employee or making other changes

to your role.

e Establishing safeguards to ensure transparency and fairness (eg., review of certain decisions

by another employee).
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o If the personal relationship is between colleagues, the additional actions listed at section [9]

above.
Relationships you do not need to disclose

If a personal relationship at work is not covered by sections [7], [8], [9] or [10] of this policy, you do not

need to disclose that relationship to us.

However, we may still become aware of such relationships (and may need to request information in
relation to them) in the course of managing the business, particularly if they impact on our business

as described in this policy.
Conduct and performance at work

You must behave appropriately and professionally at work (including at off-site meetings and work-
related social events) and ensure that any personal relationship at work does not adversely affect your

performance or that of others. Improper or unprofessional conduct at work could include:

Inappropriate physical contact or public displays of affection.

Interactions that make colleagues feel embarrassed or uncomfortable.

Personal conflicts being discussed, or otherwise having an impact, at work.

Discussions about private life at work.

Misuse of our equipment or resources (including IT resources).

If a personal relationship results in a conduct or performance issue, we will manage that as appropriate

to the situation.
Working relationships

If a working relationship breaks down due to a personal relationship at work (or the breakdown of a
personal relationship), we will take action that we consider appropriate in the circumstances. This

might include, but is not limited to:
e Considering options to improve the working relationship.
¢ One party moving to a different team, department, location or role; or

e One party being dismissed, if there are no suitable alternative options or agreement cannot

be reached on an alternative course of action.
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If one party is moving or being dismissed, which party in the relationship this applies to will depend on

the circumstances, and it will not necessarily (but may) be the more junior party.
14 Improper disclosures between parties in a personal relationship

You must not disclose confidential business information or personal data (of colleagues, clients or
others) to an individual with whom you have a personal relationship at work, other than for legitimate
business reasons and in circumstances in which such a disclosure would be made regardless of the

personal relationship.

You are reminded that you are subject to the confidentiality terms in your contract of employment and

our Data Protection Policy.

Improper disclosure of business information or personal data could result in disciplinary action under

our Disciplinary Policy.
15 Harassment and sexual harassment

No employee should be subjected to harassment or sexual harassment at work. Our Anti-Harassment
and Bullying Policy and Sexual Harassment Policy provide more information, and any allegations of
harassment or sexual harassment will be dealt with under the appropriate policy and/or our Disciplinary

Policy.
16 Preferential or detrimental treatment

No employee should receive preferential or detrimental treatment at work (for example, in the
allocation of work or overtime; approval of holidays; or pay or bonus awards) due to a personal

relationship with another employee.

If you consider that you have suffered detrimental treatment, or a colleague has received preferential
treatment, due to a personal relationship at work that you or they have, you can discuss this with a
member of the board or the orchestra management team, or use our Grievance Policy (if applicable

to you).
17 Process and meetings

In managing situations covered by this policy, we will follow a process appropriate to the

circumstances.

We recognise that there may be an imbalance of power in some personal relationships, and one party's
decisions may be unduly influenced by the other. As such, any meetings regarding personal

relationships between colleagues will be held separately with each party, and communications will be
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sent separately to each party. As far as possible, we will keep discussions with each party confidential,

although, to manage the situation, some information may need to be shared.
Failure to disclose personal relationships
Failure to disclose personal relationships as required by this policy will be:

e adisciplinary offence and could result in disciplinary action under our Disciplinary Policy if you

are an employee.

e grounds to immediately terminate or non-renew your contract of engagement, if you are a

consultant, contractor, casual worker or agency worker.
Domestic abuse and gender-based violence

If you are impacted by domestic abuse or gender-based violence (especially if the perpetrator works
for us), we encourage you to seek support. That policy also explains that we may take disciplinary

action against perpetrators of domestic abuse or gender-based violence who work for us.
Confidentiality and data protection

In managing situations covered by this policy, information relating to personal relationships at work
will be kept confidential as far as possible and will only be shared with those who have a work-related
'need to know'. Only as much information as is necessary will be disclosed to any person. Personal

data will be processed in accordance with our Data Protection Policy.

Any breach of confidentiality or of our Data Protection Policy could result in disciplinary action under
our Disciplinary Policy or termination of a contract of engagement.

Disability

If any aspect of this policy causes you difficulty on account of a disability, please inform the member

of the board responsible for this policy, currently Judith Halkerston.
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