NEPOTISM POLICY

TEMPLATE
[bookmark: _Toc314303260]How to use this template

This nepotism policy template contains five sections that can be edited, rewritten, replaced or adapted to meet the needs of your company. 

Each section contains a brief instruction, which you can delete, followed by an example of the text you may wish to include in the section. The table of contents can be updated to reflect any changes you make in the document. New sections headers should be designated as “Heading 2” to ensure they are included in the table of contents when you update it.

The footer in the document contains the i-Sight logo. This is editable and can be replaced with your own company logo, alternate text or nothing at all.
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[bookmark: _Toc51594519]Purpose & Scope

Outline the purpose and scope of the nepotism policy. List the policy’s goals and objectives. Elaborate on the company’s commitment to an ethical and fair workplace. Explain why this document has been created and what you hope to achieve with it.

For example:
The purpose of this nepotism policy is to minimize the risks of nepotism in the workplace. Being related by blood or marriage to a current employee will not impact a candidate’s chances at being offered a position at [Company Name] if they are otherwise suitable for the job. However, nepotism can cause a number of workplace issues including perceived or real favoritism, conflicts of interest, family conflicts, reduced productivity and scheduling conflicts.
The scope of this policy includes all candidates and employees in every position and department within [Company Name].

[bookmark: _Toc51594520]Definitions and Examples

Make your definition of “family” clear so employees know which relationships fall under the policy. Give examples of problematic nepotism scenarios that are prohibited under your policy.

For example:
For the purposes of this policy, “family” and “a relative” refers to anyone related to an employee by blood, marriage or other legal relationship, including:
· Adoptive family members
· Common-law or domestic partners
· Spouses
· Children
· Parents
· Siblings
· Grandparents/grandchildren
· Step-family
· In-laws
· Aunts/uncles
· Cousins
· Nieces/nephews
· Any of these relations to the employee’s partner (if not married)


To avoid potential favoritism, conflicts of interest and workplace disruptions, [Company Name] does not allow employee family members (as defined above) to:
· Work under the same manager
· Work in a reporter/supervisor relationship (chain of command)
· Hire or supervise one another
· Evaluate, audit or review one another’s work
· Serve on a board, committee or council that has the power to affect a family member’s employment (e.g. promotions, salary, hiring etc.)


[bookmark: _Toc51594521]How to Handle a Family Relationship in the Workplace

In this section, give instructions on what to do if a family relationship arises, for example, if two employees get engaged, an employee’s family member has applied for an open position or two employees have become family by another relatives’ marriage.

For example: 
If any of the aforementioned family relationships arise, please report them to the [Company Name] Human Resources department right away. Failure to do so could result in disciplinary action, as described in the next section of this policy. The HR department will then determine if your circumstances violate this nepotism policy.
[bookmark: _GoBack]If two employees become relatives while they are employed at [Company Name] and they work in any of the prohibited scenarios, one of them must either be transferred or have their tasks temporarily reassigned to another employee. The employees may decide amongst themselves which will be moved and if they cannot come to an agreement, [Company Name] will decide for them. If you are in this situation and need help making a decision, HR and your manager will be able to offer support.
If an employee is a relative of a candidate for an open position in their chain of command, they will be temporarily removed from their hiring duties.


[bookmark: _Toc51594522]Consequences/Disciplinary Action

In this section, clearly explain what will happen to employees if they violate your nepotism policy.

For example:
Should an employee be found to violate this nepotism policy, including failure to disclose a family relationship, they will face disciplinary action at the discretion of the HR department and non-related managers. Consequences could range from reprimand to termination of employment, depending on the severity of the violation, and will be determined on a case-by-case basis. 
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