POLICY TITLE:
HIRING OF RELATIVES
A13.1
A relative of any employee of the Maricopa County Community College District (District) may apply for, be considered without prejudice for, and hired into any employment position. However, no employee of the District may be employed where a relative is within the line of supervisory authority, except if the individual in line of supervisory authority has recused themselves as provided in section A13.2, and no employee of the district may be involved in any key decision involving a relative. 
A13.2
Responsibility for any employment or key decision regarding a relative of an employee shall be assigned to a manager or supervisor who is not related to either the relative or the employee and who is higher in managerial or supervisory authority than both the employee and the relative, except in extraordinary circumstances. The Vice Chancellor for Human Resources is the sole authority to determine extraordinary circumstances and the appropriate course of action to be taken and the individual in the line of supervisory authority shall recuse himself/herself from all decision-making.  The Vice Chancellor for Human Resources will retain appropriate documentation of such actions.  If the Vice Chancellor for Human Resources is in the line of supervisory authority of a relative, the Vice Chancellor shall recuse himself/herself and the chancellor shall name a different member of the Chancellor’s Executive Council to perform this duty.
A13.3
In such cases where an individual is currently employed where a relative is within the line of supervisory authority, a transfer or resignation of one of the parties shall be required (effective with the adoption of this procedure), except as provided in section A13.2.   Adoption of this procedure shall address existing situations; inclusion of this provision in this policy shall address any future situations that may arise, for example, if employees marry or otherwise change their employment or personal status to be employed within the line of supervisory authority.
A.13.4
Annually, every board approved employee shall file a disclosure naming any relatives who also are an employee of the district.   This disclosure also shall include an acknowledgement by the employee that they have read and understand the district’s hiring of relatives policy.   Updated disclosures will be submitted by the employee during the year if personal circumstances change.  

A.13.5
Definitions
A13.5.1  
A “relative” includes a parent, step-parent, parent-in-law, brother, stepbrother, sister, stepsister, spouse, son, stepson, daughter, stepdaughter, brother-in-law, sister-in-law, son-in-law, daughter-in-law, grandparent, great-grandparent, grandchild, great-grandchild, aunt, uncle, niece and nephew of the employee or the employee’s spouse.  A “relative” also includes a domestic partner of an employee who is claimed as a dependent by the employee for insurance purposes, and a relative (as that term is defined herein) of such domestic partner.

A13.5.2
A “key decision” includes any decision involving the hire, renewal, retention, supervision, promotion, probationary review, initial salary determination, discipline, evaluation, or compensation of a relative.  A key decision does not include a decision that incidentally affects a relative among other employees.

A13.5.3
“Supervise” means to make day-to-day decisions regarding the employment of a person employed by the Maricopa County Community College District, such as work assignments, change in responsibilities, work schedule, and other decisions in direction of such person.
A13.5.4
Line of supervision includes all individuals who have the capacity to approve or determine the outcome of significant personnel actions that may impact an individual.  Significant personnel actions include, but are not limited to employment, promotion, transfer, demotion, and disciplinary action.
A13.5.5

“Employee” means a person employed by the Maricopa County Community College District, and includes, but is not limited to, any Governing Board-approved employee, student employee, and person employed under a special service employment.

