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Appendix F – Conflict of Interest Policy Template

	Insert name of organisation

	Conflict of interest Policy Template


	Policy number:                                                    Date adopted:

	Authorised by:

	Date last reviewed:


	Reviewed by insert name of officer, position title
	Date of next review:


Refer to Section 6 below for information on the process for policy review.
	Policy context: This policy relates to:

	Legislation or other requirements
	Insert legislation that applies

	Other standards
	Insert other accreditation systems that apply

	
	


1. Purpose: Why do we have a conflict of interest policy?

Actions and decisions taken at all levels in insert organisation name  need to be informed, objective and fair. A conflict of interest may affect the way a person acts, decisions they make, or the way they vote in group decisions. Conflicts of interest need to be identified and action taken to ensure that personal or individual interests do not affect the organisation's services, activities or decisions.
Declaration and management of conflicts of interest are specifically required for the insert name of board or management committee members as part of their legal responsibilities as board or management committee members.
2. Scope

This policy will apply to indicate the board or management committee and staff and/or volunteers if applicable 
Are there any limits or conditions on the way the policy applies to some people? 

Definition

This policy will apply to situations where the personal interests of an individual or group of individuals directly conflict with the best interests of the organisation, its members or clients, or where the decisions or actions of individuals may be influenced by their personal interests rather than those of the organisation.
This will include situations in which:
· close personal friends or family members are involved, such as decisions about employment, discipline or dismissal, service allocation or awarding of contracts
· an individual or their close friends or family members may make a financial gain or gain some other form of advantage
· an individual is involved with another organisation that is in a competitive relationship with our organisation and therefore may have access to our plans or financial information
· an individual is bound by prior agreements or allegiances to other individuals or agencies that require them to act in the interests of that person or agency or to take a particular position on an issue. 
3. Policy statement: Our commitment

Insert organisation name is committed to ensuring that personal or individual interests that conflict with the interests of the organisation are identified and managed so that they do not affect the services, activities or decisions of the organisation. Specifically, we will:

What will your organisation do to implement this policy? List your actions below

4. Procedures

4.1 Registering known conflicts of interest

A register of conflicts of interest will be maintained by insert position of person responsible. All potential and actual conflicts will be recorded in the register, showing:

List the information you will record

4.2 Identifying and declaring conflicts of interest
All board or management committee members, staff members and volunteers are required to declare any potential or actual conflicts of interest they are aware of by:
Provide details of how they are to do this

4.3 Managing conflicts of interest
Where an apparent conflict of interest arises:
Provide details of how and when this will be managed
5. Other related policies and procedures

	Documents related to this policy



	Related policies
	List related policies

	Forms or other organisational documents
	List related organisational documents


6. Review processes

	Policy review frequency: Indicate how often this policy will be reviewed 
	Responsibility for review: Indicate who will review this policy 

	Review process: Describe how the policy will be reviewed

	Documentation and communication: Describe how the policy decisions will be documented and communicated 
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