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Hiring Process


46.1.0

Employing a Relative (Nepotism)

	Policy
	Employees and applicants for employment shall not be denied employment or advancement opportunities because of their status as a family or household member of another employee unless they would be the immediate supervisor of or receive direct supervision from a: 
· spouse, domestic partner, or co-habitant;

· child, including adopted, in-laws, and step- or half-parent;

· grandchild, including adopted, in-laws and step- or half-grandparent;

· sibling, including in-laws and step- or half; or

· any other member of the employees’ household whether or not related by blood or marriage.

In addition, a person serving in a supervisory position may not participate in decisions regarding hiring, reappointment, placement, evaluation, rate of pay, salary increases, promotion, monetary awards, or other personal interest for a relative or household member, even when the supervisor is not in the direct line of authority.

Furthermore, to avoid the risk of sexual harassment or any appearance of impropriety, employees shall not be allowed to retain supervisory responsibilities over subordinate employees whom they are dating.

A supervisor who becomes involved in a relationship covered by this policy shall notify the Director within 10 working days after the start of the relationship.

Upon receiving notification of such a relationship from the supervisor, the Director shall immediately assign to another supervisor all responsibilities for employment decisions affecting the subordinate employee and shall make arrangements to transfer one of the employees to another position in DGS within a reasonable period of time.

In exceptional circumstances, a direct supervisory relationship may exist between employees who are family or household members.  Such circumstances may be necessitated by factors such as the unique qualifications or responsibilities of the individuals involved or the lack of other available appropriate supervisory personnel.  Any exception must be approved by the Director.


46.1.1
Employing a Relative (Nepotism), Continued
	Purpose
	It is the purpose of this policy to establish guidelines relating to the hiring and placement of relatives of employees of DGS and to ensure that any relationship that could be perceived a being inappropriate in a hiring or decision-making situation is dealt with accordingly.


	Definition
	For the purposes of this policy, division, or office, or branch, or work unit means a definable group of employees having a common reporting relationship to a single supervisor or management team.

For the purposes of this policy, relative means an individual’s spouse (including common-law, or same-sex spouse, or domestic partner), child sibling, parent, spouse’s parent, niece, nephew, aunt, uncle, grandparent, grandchild, son-in-law, daughter-in-law, brother-in-law, sister-in-law, step-child, step-sister, step-brother or step-parent and includes any other member of an individual’s family who resides in the same household as the individual.
For the purposes of this policy, supervisory relationship includes direct supervision, where one individual is the immediate supervisor of another.


	Supervisor responsibility
	Supervisors should be aware of potentially sensitive situations involving personal relationships within their area of responsibility.  While it is unlawful to discriminate on the basis of marital status, supervisors may reasonably regulate the work place of individuals listed above for business reasons, such as safety, security, or morale.


46.1.2
Employing a Relative (Nepotism), Continued

	Work situations
	Work situations that involve persons who have close personal relationships that may be especially sensitive include:

· Working in a small unit where the employees are in close association with each other

· Working for the same direct supervisor

· Having a direct supervisor/subordinate relationship with each other upon appointment or on a temporary basis (i.e., as back-up or acting capacity)

TAU appointments and appointments to non-testing classes (such as seasonal clerk, contracted or civil service student assistant) are particularly susceptible to charges of nepotism.  TAU appointments, and appointments to seasonal, contracted or civil service student assistants will be considered on a case-by-case basis and must receive approval from the Director via the Chief, Office of Human Resources prior to making a job offer.


	Prior to 

offering employment (approvals required)
	Prior to making any offer of employment, the hiring supervisor or personnel liaison shall complete the “Request to Employ a Related Individual” (form attached) and adhere to the following steps.  The approval or denial is based on the following considerations:

· Does the proposed hire violate DGS policy?

· Is it likely that the proposed hire will otherwise negatively impact the work unit?

Step

Action

1

The hiring supervisor submits the Request to Employ a Related Individual to his/her division/office/branch chief for review and signature

2

If approved, the division/office/branch chief, submits the above form  to the Chief, Office of Human Resources for review and presentation to the Director for consideration

3

Following review, the Chief, Office of Human Resources presents his/her recommendations to the Director

4

Upon determination, the above referenced form is signed by the Chief, Office of Human Resources and the Director and returned to the appropriate division/office/branch

Note: If an RPA is pending for this position, a copy of the above signed form shall be provided to the assigned Classification and Pay (C&P) Analyst for documentation.


Continued on next page

46.1.3
Employing a Relative (Nepotism), Continued

	Contact
	Should you have any questions concerning the department’s employing a relative policy, please contact the Chief, Office of Human Resources.


	Attachments
	Request to Employ a Related Individual
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