Appendix 1: Notification Form for Declaration of a Personal Relationship
This form should be used to declare a personal relationship in accordance with the relevant section of the LSE Policy and Procedure on Personal Relationships.  If you have any questions about completion of the form, please refer to the ‘Advice’ section of the Policy.  
The notification form will be treated highly confidentially and stored securely on the HR file(s) of the staff member(s) named below and used only for the purposes described in the Policy and Procedure.

	


Section One: Your Details

Name:

Department/Division/Centre/Institute: 

I am a member of staff/student/both a member of staff and student.*

*Please delete accordingly.
Name of Line Manager/Personal Tutor: 

	


Section Two: Details of the Other Party
Name:

Department/Division/Centre/Institute:

Status: member of staff/student/both a member of staff and student.*

*Please delete accordingly.
	


Section Three: Nature of Relationship
Personal relationship* 
· Business/commercial/financial  

· Close personal/social friendship
· Family relationship

· Romantic/intimate/sexual relationship

*Please tick all that apply.

Start date of personal relationship:

If this predates your employment at LSE, please include your start date of employment.

Professional relationship: 
Please include the nature of your professional relationship with the individual in Section Two, i.e. line manager, supervisor.
Start date of professional relationship: 

	


Section Four: Declaration

I confirm that I have read the LSE Policy and Procedure on Personal Relationships and the information I have submitted is in accordance with the criteria set out in the Policy.  

I understand that by submitting this declaration steps may be taken in relation to my professional relationship with the individual in Section Two in line with the LSE Policy and Procedure on Personal Relationships, in order to mitigate potential conflicts of interest.
Signed: 







Date:

Staff members: please submit this form to hr.partners.confidential@lse.ac.uk. Your HR Partner will consult with your line manager/Head of Department/Service Leader/Centre Director/Institute Director (as relevant) and may also discuss further with you if necessary.
Students: please submit this form to your Head of Department or to the Deputy Head of Student Services (Advice & Policy).  They will consult with the employee’s line manager and HR Partner and may also discuss further with you if necessary.  
Notification Form for Declaration of a Personal Relationship (Part Two)

This section of the form documents relevant discussions, agreements and actions as a result of a declaration.  It should be completed by the relevant HR Partner in conjunction with the line manager/Head of Department/Service Leader/Centre Director/Institute Director* following discussions as appropriate with the individuals named in Sections One and Two.  
Section Five: Discussions
Please include summary details of discussions held (if relevant) following the declaration, including names, dates and key details.
Section Six: Assessment

Please confirm the following:

The relationship has been declared within one month.  YES/NO
If no, please provide details: 
□ The declared relationship falls under the definition of a personal relationship as set out in the Personal Relationships Policy and Procedure.  

□ There is an existing professional relationship as set out in the Personal Relationships Policy and Procedure.
If both apply, please complete Section Seven. 
Section Seven: Actions
Please confirm the actions that have been taken to address a potential conflict of interest.  

□ Change in line management arrangements.

Details:

□ Change in supervisory arrangements.

Details:

□ Other  
Details:
Signed: 



HR Partner 
Signed:



Head of Department/Service Leader/Centre Director/Institute Director*
Date:

* If the line manager/Head of Department/Service Leader/Centre Director/Institute Director is one of the parties involved, this will be considered by the next most senior manager.
