
APPENDIX 2

STRICTLY CONFIDENTIAL

Relationship Protocol
<insert name> and <insert name>


Introduction 

The following protocol is agreed to ensure probity between {name and job title of each party} (the parties)] 

The protocol is to protect the integrity of both parties, ensure probity and transparency and avoid allegations of favouritism. 

The following are noted: 

[Describe the circumstances] 

Protocol 

The protocol details the restrictions and agreed processes for particular aspects of the work relationship. It is agreed that: 

1. The following will be agreed and approved (or countersigned) by an appropriate Manager or Head of Service. 

·  Travel claims
·  Subsistence claims
·  Training course attendance
·  Development programmes
·  Attendance at conferences
·  Changes to PC access or set up
·  Employee Development Scheme (EDS) or Appraisals
·  Annual Leave
·  Purchase of new equipment


In all cases the head of service can sign in the absence of the nominated 
Officers. [The more senior officer in structural terms – name] will not authorise any of the above. 

2. The following will require the Head of Service to approve and countersign any Proposals which involve [the less senior officer in structural terms – name] 

· Promotion within the current work area or to other services within the Council 
· Transfer within the current work area or to another service within the Council 
· Acting up arrangements 
· Secondment to another Service within the Council 
· Accelerated incremental progression within existing grade 
· Regrading from one grade to another 
· Any bonus or overtime payments proposed 
· Any honorarium payments proposed 

3. Both parties agree that they will not share confidential information and will not reveal to each other any information known about the other with regards to their employment at Carmarthenshire County Council.

4. Both Parties will not be involved in any interview process which involved the other party.

5. If there is any grievance, disciplinary, redundancy or similar situation involving either party then the other party will not be involved in this process unless they are a material witness required to do so by the head of service or investigating officer. (Who would be made aware of this protocol).

6. Where something is not specifically referred to in this protocol it is agreed that the spirit of the protocol will be observed.

7. Should the relationship cease the protocol will remain in force until Carmarthenshire County Council no longer employs one of the parties.

8. Both parties will receive a copy of this signed agreement 

9. A copy of the signed agreement will be held on the relevant parties personnel file(s)


The following parties have signed the protocol and will ensure adherence to it.


Name party 1		Name party 2				



Date:				Date:
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