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TOOL:  Sample Conflict of Interest Policy and Procedures
POSTED:  March 2012
[Insert your organization’s name here]
May 2005
CONFLICT OF INTEREST POLICY AND PROCEDURES
APPLICATION: This statement of Policy and Procedures applies to all employees, students, volunteers and Board members who act as representatives of _insert your organization’s name here__ (hereafter referred to as “representatives”). Please note that advisory committee members are covered by a separate policy, Conflict of Interest Policy and Procedures for Advisory Members.

DEFINITION: Conflict of Interest refers to a situation where a representative’s personal relationships or financial interests could be seen as influencing the representative’s duty to act in the best interests of ___________. 

POLICY STATEMENT: Representatives of ___________ shall refrain from all Conflicts of Interest and be committed to protecting ___________ from Conflicts of Interest. 

COMMUNICATION: All new representatives shall read and attest that they have read this policy (a signature will be required) when they begin to represent ___________.

DISCLOSURE

If representatives become aware of or become involved in a conflict of interest, he or she shall immediately disclose such conflict of interest to:

· The relevant Program Manager (in the case of an employee, student or volunteer) who then informs the Executive Director

· To the Executive Director (in the case of Program Managers) who then informs the President

· To the President of the Board (in the case of the Executive Director or board members) who then informs the Executive Committee

· To the Board Executive (in the case of the President of the Board) Representatives must disclose all business, commercial or financial interests where such interest might be construed as being in conflict with their official duties or volunteer role. This includes disclosing what could be “perceived” by an outsider as a conflict of interest. It is the responsibility of all representatives to protect ___________ from accusations of conflict of interest. For example, if you think another representative may be in conflict, this concern should be brought forward to your Program Manager or the Executive Director.

PROCESS

The Executive Director/Manager/Board President as above will decide if a conflict exists and if so, what steps should be taken to protect ___________ against the conflict of interest. Possible interventions are:

a) requiring that the representative removes him/herself from the situation giving rise to the conflict of interest

b) requiring that the representative ceases to be in a position of influence with respect to the conflict of interest

c) requiring that the representative re-pays any benefit he/she has received as a result of the conflict of interest (i.e. if a gift has been received, this should be returned)

SITUATIONS WHERE CONFLICTS OF INTEREST CAN ARISE

EMPLOYING RELATIVES

“Relatives” for the purposes of this policy are immediate family members and include: spouse, common-law spouse, same sex partner, child, sibling, parent, grandparent, grandchild, former spouses/same sex partners or being related through marriage (in-laws).

Disclosure: It is the responsibility of representatives and candidates for employment with ___________ to declare whether other representatives or candidates are their relatives.

Hiring relatives of ___________’ representatives is not in and of itself a conflict of interest. In fact, employers cannot refuse to hire an individual on the sole basis of family status. In situations where relatives are being considered for employment or have been hired, conflict of interest shall be protected in the following ways:

a) The relative of the candidate shall not influence/interfere with the hiring process (i.e. they can not advocate for their relative to be interviewed)

b) The relative of the candidate shall not be on the hiring committee

c) No relative can report directly to another relative

d) When more than one relation is representing ___________, relatives cannot act as advocates or intervene in workplace issues on behalf of their relative. Professional roles and appropriate lines of communication should be respected. For example, if one relative were to be in conflict with their supervisor, the other relative shall not speak to this supervisor on their relative’s behalf.

PURCHASING

Disclosure: It is the responsibility of representatives to declare to the Executive Director if suppliers are their relatives or if they have received kick-backs (personal financial gain) as a result of choosing a particular supplier. With respect to purchasing items on behalf of ___________, conflict of interest shall be protected in the following ways:

a) The representative purchasing items cannot gain personally (such as receiving discounts or items for their personal use) as a result of choosing a particular supplier.

b) When purchasing from a relative or personal contact (i.e. close friend, neighbour), the representative will be committed to the principle of getting the best price (market value).

c) In cases where purchases from a relative exceed $100, it is the discretion of the Executive Director to require proof that the representative had “shopped around”. If requested, the representative will need to supply other quotes.

d) In cases where purchases from a relative exceed $1000, the purchaser must obtain and document 3 bids. If this item is purchased on a regular basis, it only needs to be documented once that the supplier’s prices are competitive.

e) Representatives shall not purchase personal items knowingly from their ___________’ clients or ___________’ clients’ relatives. Rationale: this situation changes the representative’s’ relationship with the client into a personal one and this personal relationship may cause a conflict of interest for the professional relationship. This may put the representative at risk for accusations of favoritism or alternatively, if a conflict arises in the personal relationship, the client could complain of biased treatment in the professional relationship.

ACCEPTING GIFTS AND FAVOURS

In their official capacity or performance of their duties, representatives are prohibited from accepting benefits, advantages, fees, honoraria or favours from third parties over whom they hold influence. Some specific examples of third party benefits are lunches, food* and gifts (*food refers to meals or a large quantity of food and does not include food that is eaten during a visit with the giver). Rationale: In particular, when there is a potential for influence, gifts could be viewed as bribes.

GIVING GIFTS AND FAVOURS

Individual representatives shall not give gifts or favours to ___________’ clients. Rationale: this situation changes the representative’s relationship with the client into a personal one and this personal relationship may cause a conflict of interest for the professional relationship. In addition, clients, who are not receiving gifts, may accuse this representative of biased treatment. Recognition of ___________’ partners should be official and conducted in a systematic way.

OUTSIDE EMPLOYMENT

Representatives must not take advantage of, or benefit from, information obtained in the course of their official duties and responsibilities. More specifically, representatives shall not accept employment from ___________’ clients or contacts. Rationale: this situation changes the employee’s relationship with the client into a personal one and this personal relationship may cause a conflict of interest for the professional relationship. In addition, representatives should declare to the Executive Director if they are employed by a company or self-employed in a business that could be considered to be in competition with services offered by ___________. Outside employment (that is not related to ___________’ clients or in competition with ___________’ services) is acceptable provided that it does not interfere with the performance of the representative’s regular duties i.e. it is not carried out on ___________’ time or uses ___________’ resources.

Subsequent employment in a similar business

Representatives must not act, within 6 months after they leave their position at ___________, in such a manner as to take improper advantage of their previous position. “Improper advantage” occurs when the representative’s actions result in a loss (i.e. financial, clients) for ___________. 
I have read and understood ___________ Policy and Procedures concerning Conflict of Interest.

Representative’s Name: ________________________________________

Representative’s Signature: _____________________________________

Dated on: ___________________________________________________

Approved by ___________ Board of Directors on May 25, 2005
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