Employment Of Relatives
Company Policy

1. Introduction

At [Company Name], we recognize the importance of maintaining a fair,
transparent, and professional work environment. This comprehensive Employment
of Relatives Policy outlines our approach to hiring and managing family members
within our organization. The policy aims to prevent conflicts of interest, ensure
equal opportunities, and maintain a harmonious workplace for all employees.

11 Purpose

The purpose of this policy is to establish clear guidelines for the employment of
relatives within our company. It is designed to:

o Prevent potential conflicts of interest

o Ensure fair and unbiased decision-making processes
e Maintain a professional work environment

» Promote equal employment opportunities

o Comply with applicable laws and regulations

1.2 Scope

This policy applies to all employees, contractors, temporary workers, and job
applicants across all departments and levels of the organization. It covers hiring,
promotions, transfers, and supervisory relationships involving relatives.

2. Definitions

2.1 Relative

For the purposes of this policy, a relative is defined as:
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e Spouse or domestic partner

» Parent or step-parent

e Child or step-child

o Sibling or step-sibling

e Grandparent or grandchild

e Auntor uncle

* Niece or nephew

o First cousin

« In-laws (including parent, sibling, or child)

e Any individual related by blood or affinity whose close association with the
employee is equivalent to a family relationship

2.2 Direct Supervisory Relationship

A direct supervisory relationship exists when one employee has the authority to
make decisions regarding the terms and conditions of another employee's
employment, including hiring, firing, promoting, disciplining, scheduling, or
conducting performance evaluations.

3. Policy Guidelines

3.1 Hiring of Relatives

[Company Name] does not prohibit the hiring of relatives. However, to ensure
fairness and avoid potential conflicts of interest, the following guidelines must be
adhered to:

» Relatives of current employees may be hired only if they will not be working
directly for or supervising a relative.

» Relatives will not be hired into positions where they may have direct influence
over each other's employment, promotion, transfer, salary administration, or
other related management decisions.
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o All job applicants must disclose any familial relationships with current
employees during the application process.

e The Human Resources department must be notified of any familial
relationships that develop between employees after hiring.

3.2 Existing Employees

If two employees become relatives (e.g., through marriage) while working for the
company:

e They must immediately notify the Human Resources department.

o If a direct supervisory relationship exists between the employees, the
company will work with them to find a suitable solution, such as transfer or
reassignment.

» If a suitable solution cannot be found, one of the employees may be asked to
resign or be terminated, in accordance with applicable laws and regulations.

3.3 Promotions and Transfers
When considering employees for promotion or transfer:

o The company will ensure that the move does not create a direct supervisory
relationship between relatives.

o Employees must disclose any familial relationships that may be affected by the
promotion or transfer.

o If a promotion or transfer would result in a direct supervisory relationship
between relatives, alternative candidates will be considered.

3.4 Performance Evaluations and Compensation
Decisions

To maintain objectivity and fairness:

o Relatives will not participate in any performance evaluations, compensation
decisions, or disciplinary actions involving their family members.

o These responsibilities will be assigned to a non-related supervisor or manager.
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3.5 Conflict Resolution
In cases where conflicts arise due to familial relationships:

o Employees are encouraged to report any concerns to their supervisor or the
Human Resources department.

o The company will investigate all reported concerns and take appropriate
action to resolve any conflicts.

o Confidentiality will be maintained to the extent possible during investigations.

4. Exceptions

Exceptions to this policy may be granted in rare circumstances, provided that:
o The exception is in the best interest of the company
e It does not create a conflict of interest or the appearance of favoritism

e Itis approved in writing by the CEO and the Head of Human Resources

5. Compliance and Enforcement

5.1 Responsibility

It is the responsibility of all employees to comply with this policy. Managers and
supervisors are responsible for ensuring that their departments adhere to these
guidelines.

5.2 Reporting Violations

Employees who become aware of any violations of this policy should report them
immediately to:

e Their immediate supervisor
e The Human Resources department

e The company's confidential ethics hotline
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5.3 Consequences of Non-Compliance

Failure to comply with this policy may result in disciplinary action, up to and
including termination of employment. Disciplinary actions will be determined on a
case-by-case basis, considering factors such as:

e The nature and severity of the violation
o The impact on the company and other employees

o The employee's work history and prior conduct

6. Policy Review and Updates

This Employment of Relatives Policy will be reviewed annually by the Human
Resources department to ensure its continued effectiveness and compliance with
applicable laws and regulations. Any proposed changes will be submitted to
senior management for approval.

/. Employee Acknowledgment

All employees are required to read and acknowledge their understanding of this
policy. By signing below, employees confirm that they have:

e Read and understood the Employment of Relatives Policy
o Agree to comply with its provisions
e Understand the consequences of non-compliance

Employee Name:

Employee Signature:

Date:

8. Contact Information

For questions or concerns regarding this policy, please contact:
Human Resources Department

Email: hr@companyname.com
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Phone: (XXX) XXX-XXXX

This Employment of Relatives Policy is effective as of [Effective Date] and
supersedes all previous versions of this policy.
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