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1.0 OBJECTIVE

To ensure that relatives of employees hired or employees themselves are not exposed to any conflict of interest, that personal integrity is not compromised, and/or that efficient operations are not impaired.

2.0
SCOPE


This policy covers administrators, professionals, staff, who occupy a regular position or a short- or long-term contractual/project engagement. The length of engagement does not deter the University from applying this policy. 
3.0
POLICY GUIDELINES
3.1 Relatives of employees may not be hired in, or transferred to the same Cluster, especially those working within the same office/department, and school.

3.2 The Clusters are as follows:

3.2.1 Basic Education Units 

3.2.1.1 Vice President for Basic Education (e.g., Office of the Vice President for Basic Education)

3.2.1.2 Grade School

3.2.1.3 Junior High School

3.2.1.4 Senior High School

3.2.2 Loyola Schools

3.2.2.1 Vice President for Loyola Schools (e.g., Academic Affairs, Graduate Program, Research & Creative Works, Registrar, Residence Halls, Admission & Aid, Rizal Library)

3.2.2.2 Loyola Schools – Student and Administrative Services

3.2.2.3 Loyola Schools – Student Formation

3.2.2.4 Schools in Loyola Schools

3.2.2.4.1 Humanities 

3.2.2.4.2 Management 

3.2.2.4.3 Science & Engineering

3.2.2.4.4 Social Sciences

3.2.3 Professional Schools

3.2.3.1 Vice President for Professional Schools (e.g., Office of the Vice President for Professional Schools, Campus Ministry Office, Professional Schools Library)

3.2.3.2 Graduate School of Business

3.2.3.3 Law School

3.2.3.4 School of Medicine & Public Health

3.2.3.5 School of Government

3.2.4 Administration Cluster

3.2.4.1 Vice President for Administration

3.2.4.2 Central Facilities Management Office
3.2.4.3 Campus Safety and Mobility Office 

3.2.4.4 Food Safety and Quality Assurance

3.2.4.5 Information Technology and Resource Management Office

3.2.4.6 Office of Alumni Relations

3.2.4.7 Office of University Athletics

3.2.4.8 University Archives
3.2.5 Finance & Treasurer Cluster

3.2.5.1 Vice President for Finance & Treasurer

3.2.5.2 Bursar

3.2.5.3 Business Affairs
3.2.5.4 Central Accounting Office

3.2.5.5 Central Purchasing Office 
3.2.5.6 Marketing and Property Administration Office

3.2.6 President’s Cluster 

3.2.6.1 Office of the President 

3.2.6.2 Art Gallery

3.2.6.3 Office of Human Resource Management and Organization Development

3.2.6.4 Office of Mission and Identity

3.2.6.5 Office of University Development

3.2.6.6 University Communication and Public Relations Office

3.2.6.7 University Press

3.2.7 Social Development Cluster

3.2.7.1 Vice President for Social Development

3.2.7.2 Ateneo Institute for Sustainability

3.2.7.3 Gawad Kalinga

3.2.7.4 Pathways for Higher Education
3.2.7.5 Ateneo Center for Education Development
3.2.8 University & Global Relations Cluster

3.2.8.1 Office of International Relations 

3.3 For the purpose of this policy, relatives are as follows:

3.3.1 Spouse

3.3.2 Children (including those from a previous union)

3.3.3 Parent

3.3.4 Brother/Sister

3.3.5 Parent-in-law

3.3.6 Brother-in-law/Sister-in-law

3.3.7 First Cousin

3.3.8 First Cousin-in-law

3.3.9 Nephew/Niece (son/daughter of brother/sister)

3.4 Related employees may not be assigned in the same office/department, school and Cluster when one of the following is present:

3.4.1 direct supervision and evaluation on the performance of the relative 
3.4.2 check, process, review, audit, or otherwise affect the work  of the relative
3.4.3 affect the (re)appointment/permanency, promotion, salary of the relative
3.4.4 have direct or open access to the relative’s information and data

3.5 All applicants are required to declare their relatives employed by the University. Failure to declare relatedness shall be just cause for the rejection of one’s employment application or, if already employed, the termination of one’s employment. 

3.6 All employees are responsible for the immediate reporting of any changes in their relatedness status with University employees to their Immediate Supervisor, Office/Department Head, School Head, Cluster Head. Failure to report one’s change in relatedness with co-employees may be ground for disciplinary action, up to and including termination for cause.
3.7 The immediate supervisor is responsible for impressing upon the employee the importance of reporting promptly all relatedness or changes in relatedness.

3.8 Office/Department Heads are responsible for ensuring that all related employees under his/her supervision have proper approvals, from their Cluster Heads, for their work assignments prior to the effective date of hire or transfer.

3.9 All assignments for related employees shall be cleared by the School / Administrative Unit Heads concerned with their Cluster Head and shall be duly noted by the Office of Human Resource Management & Organization Development prior to seeking an exception. 

3.10 Faculty shall be precluded from this policy, up to a certain extent, as they have been primarily hired for their expertise to teach classes. However, where condition indicated in Policy guideline 3.4 is present, this policy shall be enforced. 

3.11 In instances where employees change relatedness status within a unit and now fall under the conditions listed in this Policy, a transfer of one employee shall be effected within thirty [30] calendar days by the Office/Department Head.

3.11.1 In the event that there is no office/department where the employee can transfer to, for whatever reason, he/she shall be retained up to the maximum of six (6) months while the University endeavors to look for a suitable office/department for the employees.  If after six (6) months a suitable office/department could not be found, the employee shall be released (termination of employment) at the end of this period.

3.12 Any exception to the foregoing shall be approved by the President of the University or the Cluster Head.
4.0
PROCEDURE

4.1 An applicant shall be required to complete the Personal Data Sheet, which includes a declaration of relatives section, upon application, (F-009-020-001-2 – PDS)
4.2 The Office of Human Resource Management and Organization Development reviews applications to determine if an applicant has declared any relatives employed by the University in his/her application form and shall endeavor to seek another Cluster where the applicant does not have any relatives in.

4.3 Applicants for faculty positions who have declared that s/he has relatives employed by the University shall also be required to fill up the Occupation/Employer of Relatives Form (F-009-020-001-2 – PDS) for information purposes even if they are not covered by the policy. 

4.4 The Office of Human Resource Management and Organization Development shall review and process the application of an applicant (without any relatives in the cluster he/she is applying to), and endorse all necessary documents to requesting office/department, together with the information on any relatives under the employ of the University.

4.5 The Office of Human Resource Management and Organization Development shall not endorse applicants who have relatives within the same cluster.
4.6 The Office of Human Resource Management & Organization Development shall maintain a centralized “RELATED EMPLOYEE FILE” and a copy shall be also filed in the concerned employee’s 201 file.  

4.7 If there is an imperative need for an exception, the exception be approved by the President of the University or the respective Vice President of the cluster involved. 
4.7.1 In such cases, it must be ensured that the work assignments do not give rise to any opportunity for a conflict of interest. 
5.0
APPENDICES

	Document No.
	Document Title - Page Type
	Filename / Hyperlink 

	F-009-020-001-1
	Personnel Data Sheet 
	..\M-009-020-001 Hiring Policy\F-009-020-001-2 Personal Data Sheet pp1-4 SEP 2017.docx


VIOLATIONS OF ANY OF THE PROVISIONS CONTAINED IN THIS POLICY

 SHALL BE GOVERNED BY THE UNIVERSITY’S POLICY AND CURRENT PRACTICES ON DISCIPLINARY ACTION CASES AND GRIEVANCES, IF APPLICABLE.

THE UNIVERSITY ADMINISTRATION IN THE EXERCISE 

OF ITS SOLE AND EXCLUSIVE PREROGATIVE, 

MAY ADD, AMEND, REVISE AND/OR DELETE THIS POLICY.

THIS SUPERSEDES ALL POLICIES, CIRCULARS AND MEMORANDA 

INCONSISTENT WITH THOSE CONTAINED IN THIS DOCUMENT.

IN THE EVENT ANY PORTION OF THIS POLICY IS REPEALED

 BY PROVISION OF LAW, IT SHALL NOT AFFECT THE REMAINING PROVISIONS 

NOT INCONSISTENT WITH THE LAW.
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without the agreement and the written consent of the Unit Document Controller (UDC) and Unit Head.
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