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1. [bookmark: _Toc241061925]Statement 
1.1 [Insert your organisation's name] places great importance on ensuring its staff members and trustees demonstrate the highest standards of conduct. Those engaged by [Insert your organisation's name] must always maintain and publicly demonstrate high standards of professional conduct, impartiality, honesty and integrity. 
1.2 All [Insert your organisation's name] staff are required to identify and disclose activities and relationships that might give rise to conflicts of interest or the perception of conflicts and to ensure that such conflicts are seen to be properly managed or avoided. 
1.3 If properly managed, an individual’s activities can usually proceed as normal while upholding the person's obligations to [Insert your organisation's name] and protecting the integrity and reputation of the organisation. By contrast, conflicts that are not managed effectively may jeopardise public confidence in [Insert your organisation's name] and cause serious damage to the credibility of the organisation and of the individuals concerned. 
2. [bookmark: _Toc241061926]Purpose 
2.1 This policy aims to protect the organisation and the individuals involved from any appearance of impropriety.
3. [bookmark: _Toc241061927]Scope 
3.1 This policy applies to Trustees and all Staff.
4. [bookmark: _Toc241061928]Related Documents
4.1 This policy should be read alongside the following [Insert your organisation's name] policies and relevant legislation:
· Code of Conduct (staff)	Comment by Volunteer: Please refer to the appropriate policies for your organisation
· Trustees’ Code of Conduct
· Disciplinary Policy and Procedure
· Grievance Policy and Procedure
· Whistleblowing Policy
· Data Protection Policy
5. [bookmark: _Toc241061929]Key Principles
5.1 Trustees have a legal obligation to act in the best interests of [Insert your organisation's name], per the charity’s governing document, and to avoid situations where there may be a potential conflict of interest.
5.2 Conflicts of interest may arise where an individual’s personal or family interests and loyalties conflict with those of [Insert your organisation's name]. Such conflicts may create problems; they can:
· inhibit free discussion;
· result in decisions or actions that are not in the interests of [Insert your organisation's name]; and
· risk the impression that [Insert your organisation's name] has acted improperly.

5.3 A copy of the declaration form will be available on request from the [CEO, director, senior manager, or equivalent]. Trustees will also be provided with this policy.
6. [bookmark: _Toc241061930]The Declaration of Interest  
6.1 Accordingly, we are asking trustees and all staff to declare their interests in connection with their roles in [Insert your organisation's name]. A declaration of interest form listing the types of interest you should declare will be provided for this purpose.
6.2 To be effective, the declaration of interests needs to be updated at least annually and when any changes occur. If you are unsure what to declare or whether/when your declaration needs to be updated, please err on the side of caution. If you would like to discuss this issue, please get in touch with the [CEO, director, senior manager, Chair of Board of Trustees and/or equivalent] for guidance.
6.3 Declaration of Interests is a standing item on each Trustee meeting agenda. 
6.4 Anyone with a Declaration of Interest should report this to the [CEO, director, senior manager, Chair of the Board of Trustees and/or equivalent] at their earliest convenience. 
6.5 This register of interests shall also be used to record all gifts received by the trustees and staff. Interests and gifts will be recorded on the charity’s register of interests, which the [CEO, director, senior manager, or equivalent] will maintain.
7. Data Protection
7.1 The information provided will be processed according to data protection principles as set out in the Data Protection Act 1998. It will be processed only to ensure that trustees and all staff act in the best interests of [Insert your organisation's name]. 
7.2 The information will not be used for any other purpose.
8. [bookmark: _Toc241061932]What to do if you face Conflict  
8.1 Where a decision is being made that materially affects you or the organisation you work for, you should declare your interest immediately and withdraw from any subsequent discussion. The same applies if you face a conflict for any other reason.
8.2 You may, however, participate in discussions from which you may indirectly benefit, for example, where the benefits are universal to all users or where your benefit is minimal.
8.3 If you fail to declare an interest known to the [CEO, director, senior manager, Chair of the Board of Trustees and/or equivalent], the [CEO, director, senior manager, Chair of the Board of Trustees and/or equivalent] will declare that interest.
9. [bookmark: _Toc241061933]Decisions taken where a Trustee or Member of Staff has an Interest
9.1 If the board has to decide upon a question in which a trustee or member of staff has an interest, all decisions will be made by vote, with a simple majority required. A minimum number must be present for the discussion and decision, as per quoracy requirements in the Memorandum & Articles. Interested board members may not vote on matters affecting their interests.
9.2 All decisions under a conflict of interest will be recorded and reported in the meeting minutes. The report will record:
· the nature and extent of the conflict;
· an outline of the discussion;
· the actions taken to manage the conflict.

9.3 Where a trustee benefits from the decision, this will be reported in the annual report and accounts following the current Charities SORP (Statement Of Recommended Practice).
9.4 All payments or benefits in kind to trustees will be reported in the charity’s accounts and annual report, with amounts for each trustee listed for the year in question.
9.5 Where a [Insert your organisation's name] staff member is connected to a party supplying a service or product to the charity, this information will also be fully disclosed in the annual report and accounts.

9.6 The staff member will also not undertake direct support or representation for or on behalf of the party.

9.7 Independent external moderation will be used where conflicts cannot be resolved through the usual procedures.
10. [bookmark: _Toc241061934]Managing Contracts
10.1 If you have a conflict of interest, you must not be involved in managing or monitoring a contract in which you have an interest. 
10.2 Monitoring arrangements for such contracts will include provisions for an independent challenge of bills and invoices and termination of the contract if the relationship is unsatisfactory.
11. [bookmark: _heading=h.9p3mnaeh5riw][bookmark: _Toc241061935]Monitoring, Review and Reporting
11.1 [Insert your organisation's name] will monitor and review this policy on a 2 year cycle, or sooner if required by changes in legislation or learning incidents that require earlier updates. 
11.2 [Insert your organisation's name] will monitor compliance with this policy through the maintenance of an up-to-date Register of Interests, which is held and overseen by the [CEO, director, senior manager, or equivalent]. Trustees and staff are responsible for ensuring their declarations are accurate, complete, and updated at least annually or as soon as any relevant change occurs.
11.3 [CEO, director, senior manager, Chair of the Board of Trustees and/or equivalent] will oversee the management of declared interests and ensure that appropriate actions are taken to manage, mitigate, or avoid conflicts where they arise.
11.4 Declared conflicts of interest, and the actions taken to manage them, will be recorded in relevant meeting minutes and, where required, reported in the charity’s annual report and accounts in line with Charity Commission guidance and the Charities SORP.
11.5 Any failure to declare a known interest, or concerns about the management of a conflict, may be escalated to the [Chair of the Board of Trustees, director or equivalent] and may be addressed in line with [Insert your organisation's name]’s Disciplinary Policy and Procedure, where appropriate.	Comment by Helen Roger: Please refer to the appropriate policy for your organisation
11.6 This policy does not form part of any employee's contract of employment and may be amended at any time. The relevant staff member will notify you of any changes to this policy, and the most up-to-date version will always be on the intranet. 
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