Administrative
Procedure 400.108

Employment of Family Members :
September 2023

Background

The Prairie Land Public School Division Board of Trustees aims to cultivate a workplace
characterized by respect and trust. However, the employment of family members within
the organization can pose challenges, including conflicts of interest, perceptions of
favoritism, and the potential for fostering a hostile work environment. Consequently,
Prairie Land Public School Division recognizes the importance of being attentive to
situations where relatives of employees may be considered for hiring, transfer, or
promotion. In such cases, particular sensitivity is required to ensure that no conflicts
arise, especially when one relative may have influence over decisions related to
another relative's employment status, transfer, performance assessment, salary
determination, promotion, or other employment-related matters.

Prairie Land Public School Division is an equal opportunity employer and ensures that
fair hiring practices are always utilized. To ensure that Prairie Land Public School
Division’s hiring processes do not reflect any conflict of interest, the Division has
adopted this Human Resources Procedure to ensure that favouritism does not occur in
Prairie Land Public School Division. The Human Resources Procedure will:
e Legitimately prevent conflicts of interest or any appearances of a conflict of
interest that may arise through the employment of friends and relatives.
e Legitimately prevent the misuse of authority and influence or the appearance
of such misuse.

Definitions

Favouritism in hiring practices and employment activities refers to situations where
preferences are shown towards relatives or close friends.

Conflict of Interest arises when an employee benefits from a special advantage due to
their relationship with another Prairie Land Public School Division employee, or when
the Division's interests are compromised because of familial or friendship ties between
two or more employees. Examples of conflict of interest include:

e Any form of influence exerted by a Prairie Land Public School Division employee
in the hiring process where their friend or relative is a candidate.
e Direct or indirect supervisory relationships.

e Situations where one family member can influence or control another financially
or administratively.
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e Instances where family members or close friends can influence human resource
matters such as performance reviews, job assignments, promotions, disciplinary
actions, leaves, or access to additional hours or overtime.

e Employment of relatives or close friends in positions posing security,
confidentiality, or financial risks to Prairie Land Public School Division.

Guidelines

1. In accordance with Human Resources Procedure, AP400.101—Employee Code of
Conduct, Prairie Land Public School Division. will not discriminate in its hiring
practices on the basis that a person is a relative or close friend to a current
employee. Relatives and close friends of Prairie Land Public School Division.
employees are eligible for employment with Prairie Land Public School Division.
provided that:

1.1 The hiring process is open and equitable, and candidates are selected in
accordance with Prairie Land Public School Division’s employment
procedures.

1.2 Prairie Land Public School Division. shall accept applications from and
consider a member of an employee's immediate family and close friends for
employment if the candidate has all the requisite qualifications.

1.3 An immediate family member and close friend shall not be considered for
employment if by doing so, it might create a direct or indirect supervisory or
subordinate relationship with the friend or family member, or if his/her
employment could create a conflict of interest either real or perceived.

1.4 Prairie Land Public School Division. employees do not directly or indirectly
influence the selection and hiring process in which their relative and/or close
friend is a candidate.

1.5 Principals, Division Central Office administrators and supervisors exclude
themselves from any hiring process where their relative and/or close friend is
a candidate.

1.6 A direct or indirect supervisory or subordinate reporting relationship is not
created between such employees.

1.7 Relatives and/or close friends are not employed in positions where a real or
perceived conflict of interest may exist. If a real or perceived conflict of interest
arises due to marriage/cohabitation, or if two or more related employees work
in a situation where there is a real or perceived conflict of interest:

1.7.1 The employees will notify their Principal or supervisor or the
Superintendent or designate.

1.7.2 The Principal or supervisor and the Superintendent or designate will
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work together to assess the situation and determine whether there is a
real or perceived conflict of interest.

1.7.3 The Superintendent or designate, in consultation with the Principal or
supervisor, will make reasonable efforts to investigate suitable options
within Prairie Land Public School Division. for the employees.

1.7.4 If two related employees or two employees in a relationship or close
friendship are working in a real or perceived conflict of interest
situation and fail to notify their Principal or supervisor or the
Superintendent or designate, they may be subject to disciplinary
action.

1.7.5 If a Principal or supervisor has knowledge of a relationship between
two employees where a real or perceived conflict of interest exists, the
Principal or supervisor will notify the Superintendent or designate.

1.7.6 If the Principal or supervisor fails to notify the Superintendent or
designate of a real or perceived conflict of interest situation, the
Principal or supervisor may face disciplinary action.

Procedures

1.

Senior administration, a Principal or other person in a position to recommend, hire,
evaluate, transfer or determine placement of staff in a school, shall discuss the
matter with the Superintendent or designate, and withdraw from the
decision—making process if so directed by the Superintendent or designate.

If a relationship develops during the course of employment that would violate this
Human Resources Procedure, senior administrators will work with the individuals
involved to ensure the needs of children and students in the schools shall continue
to be met in a professional manner.

In all situations, prior approval of any supervisory relationship between immediate
family members must be received from the Superintendent or designate.

The approval process will examine the requirements of the position involved to
ensure that systems of internal control or accountability would not be compromised,
as well as resolve any actual or apparent conflicts of interest.

There are a number of areas where participation in the deliberation or evaluation of
employment regarding a member of the same immediate family would not be
appropriate. These would include but would not be limited to:

5.1 Participation in the hiring process.
5.2 Deliberation regarding tenure or promotion.

5.3 The evaluation of job performance of a member of the same immediate family.

Prairie Land Public School Division September 2023
Administrative Procedure 400.108 Page 3 of 4



6. The Superintendent or designate is responsible for the communication,
administration and interpretation of this Human Resources Procedure.

Reference:  AP400.101—Employee Code of Conduct
Approved: September 2016

Reviewed: August 2023

Revised: September 2023
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