HONG KONG BAPTIST UNIVERSITY
P516/GEN/9
HUMAN RESOURCES POLICIES AND PROCEDURES/GENERAL

Policy Guidelines on Employment and Management of Related Individuals
in the Workplace

Preamble and Definition

A “related Individual” refers to an individual who has family or close personal relationship with
a staff member of the University.

2. For “family members”, the definition of immediate family members under the Family Status
Discrimination Ordinance (FSDO) will be followed. Under the FSDO, an immediate family
member is a person who is related by blood, marriage, adoption or affinity. The types of blood
relationships covered by this definition may include mother, father, brother, sister, son, daughter,
grandmother, grandfather, grandchild, aunt, uncle, cousin, nephew and niece. Relationship of
marriage is that of husband and wife who are lawfully married. Relationships of affinity are those
created by marriage, and these may include, for instance, mother-in-law and father-in-law.

3. Apart from immediate family members as defined above, individuals related in close personal
relationship refer broadly to relationship where obligations or favours may be reasonably expected of
one another.

4. The University, as an equal opportunity employer, will not discriminate against “related
individuals” in employment, review, promotion and other human resources-related decisions. How-
ever, as a public organisation, the University also needs to be fair, open and impartial in its operation,
and should take step to avoid undue criticism with regard to favouritism, nepotism, jobbery and the
like.

Declaration of Interest

5. Job applicants are required to indicate on the Job Application Form whether they are closely re-
lated to any staff members of the University. Staff members should follow the University’s regula-
tion on “Declaration of Interest by Staff Member”, and should make a conscious effort to avoid or
declare, as appropriate, conflict of interest which may arise or has arisen due to their relationship
with another staff member as described in paragraphs 2 and 3 above. Supervisors, on receipt of such
declaration or who become aware of situation where relationship between “related individuals” could
give rise to potential conflict of interest in the workplace, should follow the guidelines below in the
employment and management of “related individuals” in the workplace.

Employment of “Related Individuals”

6. As mentioned above, the University will not discriminate against “related individuals” in staff re-
cruitment and employment. However, and as stipulated in the FSDO, in circumstances where the in-
dividual concerned is an immediate family member of an employee of the University or of an em-
ployee of another employer and there is a significant likelihood of collusion between the individual
and that employee which would result in damage to the business of the University, the University
may decide not to offer an employment or stipulate restrictive terms in a job offered or restrictive
conditions on existing employment as appropriate.



7. Staff members involved in any part of an exercise of processing applications for employment at
the University, such as shortlisting, interviewing, or final selection, or the review or promotion of
staff should declare an interest if they have any personal relationship with any individual candidate
which may influence their impartiality in the exercise. Such a declaration of interest should be filed
with the immediate supervisor and the Director of Human Resources, and should normally lead to
the exclusion of the staff member concerned from participating in the exercise. Processing of the
human resources-related exercise/decision should normally be handled by one level above.

8. Occasions may arise, however, when such exclusion may not be practicable and in such a case,
the unit concerned may approach the Human Resources Office for advice, and the Dean or
Head of Department/Office and, as appropriate, President and Vice-Chancellor/Vice-President
will be consulted to decide on the best course of action having regard to the circumstances in
which the exercise is being conducted.

Management of “Related Individuals™ in the Workplace

9. When a related individual is employed, or when two staff members become “related
individuals” in the course of their employment with the University which could give rise to potential
conflict of interest in the workplace, the supervisor is advised to work out, and to discuss and agree
with the Head of the unit/office (i.e. Dean/Head of Department/Office or President and
Vice-Chancellor/Vice-Presidents) a Management Plan relevant and appropriate to the operation of
the office/unit concerned. This Plan should cover and state how each of the following
considerations will be handled, and may include other measures helpful to build a positive
workplace:

(@) Related individuals should not and should not be asked to directly supervise nor mentor
nor conduct any appraisal nor involve in assignment of work for one another. The
supervisor of the related individuals should ensure that the above responsibilities are
being handled impartially by himself/herself, or another appropriate colleague. When
related individuals have a peer relationship, the supervisor should ensure adequate
check and balance in their work to avoid conflict of interest;

(b) Related individuals cannot propose or be part of a process that could lead to a direct
benefit (e.g. re-appointment, promotion, substantiation, leave, special allowances, PhD
quota, FRG decisions, etc.) for each other;

(c) Unless considered necessary by the supervisor, related individual should not be given
access to personal file/information of one another;

(d) The voting rights of related individuals in any committee or specific decision making
process within the unit should be specified; and

(e) Any other measures as deemed appropriate and specific to the unit concerned to ensure
objective and impartial management of the related individuals which is conducive to a
positive workplace.

10. The agreed Management Plan should be signed by the Head of Unit, the supervisor and the
related individuals, and placed in respective personnel files. The Plan should be reviewed
periodically, modified and re-signed if necessary. A sample template of the Management Plan is
attached for reference.

Human Resources Office
May 2016
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SAMPLE
5N
Management Plan Template for
Related Individuals Working in the Same or Related Unit

BN TAEE—(EEE R ER P TAER BT

Related Individual 1 (RI 1) | Related Individual 2(RI 2)
ARG AL 1 ARG AL 2

Name and rank of colleague

T4 AT

Unit of employment
ZHEEIFT

Supervisor/Line management
arrangements

EEE RV E B R

Arrangements for processes connected
to human resources-related decisions
and resource allocation

&%ﬂfﬁ?ﬁ REHY A E SCE R 7T ECHY
%

Arrangements for process for making
workload assignments/decisions

T IR TR R ZEHE

Other arrangements

(e.g. Committee adjustments)
HoAfth 2 Bk

(Ban: =5 EHyFEEh)

Note: Colleagues are required to make declaration should conflict of interest situation arise in the
course of employment.

ZE [FERIEZ (A FE T 1P R an e 150 - WORTFH T -

Signature of Head of Unit Z[Fq &%= Date H#
Signature of Supervisor 5] %= Date H Hf
Signature of RI 1 HRHA AL 1 5E Date H Hf
Signature of RI 2 RGN 1 2 & Date H Hf

* Depending on the unit in which the related individuals are employed, Head of Unit refers to

Dean/Head of Department/Office, and if the related individuals are at the level of Dean/Head of
Office, then the reporting Vice-President or President and Vice-Chancellor. ZF9F & EHFH
RAR N LR BIVE TN E - al AR & E T AT - AR R A L R REM £
T A EERIR RN ESE -
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