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[bookmark: _heading=h.wv29di344pi1]Policy Guide and Checklist
This front page is to guide users in developing their Conflict of Interest Policy and Procedures. To help you complete these, you will find that:
· Basic instructions and choices between specific terms are indicated by yellow highlighting.
· Sections requiring detail are indicated by green highlighting.
For further guidance, the following resources are recommended:
· Australian Charities and Not-for-profit Commission Managing Conflicts of Interest or Institute of Community Directors Australia Handling Conflicts of Interest.
· Australian Charities and Not-for-profit Commission Duties of Responsible People or Justice Connect Responsibilities of the Board and Committee Members.
· Australian Charities and Not-for-profit Commission Responsible People – Board or Committee Members.
· Integrity Commission Tasmania Checklist: Conflict of Interest.
Before submitting this document for approval, check that you have completed the following: 
☐	Read the current[footnoteRef:2] HSQF Framework Version. [2:  At time of writing, the current Quality Framework is V9.0. For the latest version of the Quality Framework and associated User Guides, contact Department of Child Safety, Seniors and Disability Services 1800 034 022, hsqf@qld.gov.au or www.dcssds.qld.gov.au/our-work/human-services-quality-framework.
] 

☐	Read the current HSQF User guide – Certification or HSQF User Guide – Self-Assessable (as appropriate to your service agreement and organisation).
☐	Checked the most recent HSQF Version Control Register and Log of Changes and included any relevant changes in your policy draft.
☐	Included the document code/version number in accordance with your organisation’s version control procedure.
☐	 Replaced all reference to organisation with your organisation name.
☐	Customised or deleted (as appropriate) all yellow highlighted sections.
☐	Drafted content for or deleted (as appropriate) all green highlighted sections.
☐	Customised the Relevant Legislation and Standards, Related Policies and Procedures and Supporting Documents lists (where relevant).
☐	Updated the header and footer to reflect the document name, version and other relevant details for your organisation.
☐	Added a review date.
☐	Logged any changes to policies/procedures in your organisation’s Policies and Procedures Register.
☐	Deleted all footnotes.
☐	Removed QCOSS branding and replaced it with your organisation’s branding.
Delete this page once your Conflict of Interest Policy and Procedures has been approved and finalised.

Conflict of Interest Policy and Procedures
[bookmark: _heading=h.gjdgxs]Document Code / Version Number
Policy Statement
Organisation recognises that all employees, including managers and volunteers, bring personal experiences and expertise to their roles. While these can enhance their work and decision making, they can also pose risks to organisational decision making, governance and reputation which must be proactively managed. Organisation recognises the particular importance of identifying and managing conflicts of interest relating to duty holders. We enact appropriate processes to identify and manage actual, perceived and potential conflicts of interest, such that they do not affect the organisation and its purpose, its services, or its staff.
[bookmark: _heading=h.jjs4mz411enl]Scope
This policy and associated procedures apply to Organisation as a whole.
HSQF Related Standards
Human Services Quality Standard Indicator 1.1 and aspects of 1.5
[bookmark: _heading=h.6i3h5tjj4dgm]Relevant Legislation and Standards
	[bookmark: _heading=h.6cva7i30w8pc]Common

	List guiding documents, standards or legislation relevant to COI management in your organisation


Definitions
Add/adapt as appropriate.
Bias: A person’s prejudice towards or against another person or group.
Conflict of interest (COI): Conflict between a person’s organisational duties/responsibilities and their personal interests. 
· Actual conflict of interest: Where a conflict of interest is present.
· Perceived conflict of interest: Where a personal interest could be viewed as inappropriately influencing decision making.
· Potential conflict of interest: Where a conflict of interest is not currently interfering with duties but may do so.
Duties: Responsible people within the organisation have legal requirements (duties) they must meet. These include, but are not limited to, duties with relevance to conflicts of interest, such as the requirements to:
· act with reasonable care and diligence,
· act honestly in the best interests of the organisation and for its purposes,
· not misuse the position of responsible person,
· not to misuse information obtained in performing duties, and
· disclose any actual or perceived conflict of interest.
People in senior, management or other decision making roles within an organisation also have specific duties that can be compromised by conflicts of interest.
Disclosure: Formal notification and recording of a conflict of interest.
Interests: Personal, social and professional involvements; the potential to benefit from or be harmed by organisational decisions.
· Non-pecuniary interests: Individual, family, social or community relationships or other interests that are not financial in nature (examples include personal relationships, group memberships, biases and prejudices).
· Pecuniary interests: Interests involving potential for financial benefit or loss.
Management (of a conflict of interest): Addressing the presence of a conflict of interest such that duties are appropriately discharged and principles (see below) are upheld.
Misconduct: Improper behaviour when carrying out duties, such as mismanaging areas of responsibility or making decisions that are compromised by interests or biases.
Resolution (of a conflict of interest): Action that removes or ends the conflict of interest, for example through:
· Recusal/Restriction: The person with the conflict of interest removes themselves or is removed from discussions or decisions in which they have a conflict of interest.
· Relinquishment: The person with the conflict of interest gives up that interest.
· Resignation: The person with the conflict of interest resigns from the role in which they are conflicted.
Responsible person: A person responsible for governing a charity or not-for-profit organisation. Identify these people within your organisation, i.e., if you are an incorporated association this will be the members of the management committee/committee of management, for a company or corporation under the Corporations Act 2001 or Corporations (Aboriginal and Torres Strait Islanders) Act 2006, this will be the directors, etc.
Add definitions relevant to your organisation’s COI management.
Principles 
Add/adapt as appropriate.
The principles that support organisation’s Conflict of Interest Policy and Procedures, and associated practices, are:
Accountability: Taking responsibility and being held responsible for our actions. 
Integrity: Acting ethically and in accordance with our responsibilities.
Risk management: Conflicts of interest are not necessarily problematic, but are problematic if not identified and effectively managed. 
Transparency: Clear and unbiased decision-making and the disclosure and effective management of any matters that could compromise this.
Failure to take appropriate steps to identify, disclose and manage conflicts of interest constitutes a form of professional misconduct and may result in disciplinary action under the Human Resources Policy and Procedures.
[bookmark: _heading=h.i8ijn3jepwpn]Procedures
All staff and people with organisational responsibilities are responsible for pro-actively managing conflicts of interest.
Where a staff member or other relevant person believes another person within scope of this policy is affected by a conflict of interest that is not being or may not be effectively managed, they are to report this to their line manager as soon as practicable.
Line managers are responsible for informing all new staff, and regularly reviewing with existing staff, the requirements and expectations outlined in this document.
The management group and governance body are responsible for monitoring compliance with this policy and procedures, regularly reviewing the Conflict of Interest Register [or similar document], and evaluating the ongoing effectiveness of conflict of interest management activities.
Identifying and Declaring Conflicts of Interest
All staff and people with organisational responsibilities are responsible for identifying conflicts of interest, whether actual, perceived or potential (Appendix 1). We support identification of conflicts of interest by outline your processes, e.g.:
· Including discussion of conflicts of interest, processes for identifying them, and this policy and associated procedures in our induction processes.
· Encouraging the use of relevant tools, such as conflict of interest checklists.
· Including a request for identification of ongoing or discrete conflicts of interest at the start of all governance body and management meetings.
· Including discussion of the potential for conflicts of interest in internal supervision/line management meetings.
· Assuring staff of the information protections and confidentiality measures in place for declared conflicts of interest/the Conflict of Interest Register.
Declaring a Conflict of Interest
Whenever an actual, perceived or potential conflict of is identified outline your process, e.g.:
· The person involved is responsible for raising the issue with their line manager or [other responsible position] within one day [or other appropriate timeframe].
· The person involved and their line manager [or other responsible position] discuss the conflict of interest and develop a plan for its management, seeking consultation with other internal or external sources of expertise as appropriate.
· The management plan is agreed and, if the governance body is not involved in the discussion, details of the plan are submitted to the governance body.
· The [relevant person] documents the conflict of interest in the Conflict of Interest Register (see Documentation and Review, below).
· The governance body [or other relevant position] reviews the entry within [timeframe].
Managing Conflicts of Interest
Conflicts of interest are resolved or actively managed. Where a conflict of interest poses a significant risk to the organisation or its reputation, resolution is the preferred method wherever practicable.
The position(s)/governance body is(are) responsible for reviewing the conflict of interest and management plan. If they identify that the management plan is insufficient, they notify the involved person and that person’s line manager of further actions needed to manage the conflict of interest. If the involved person does not believe this determination to be appropriate, they may appeal as per the Complaints and Appeals Policy and Procedures.
Governance Body Conflicts of Interest
Conflicts of interest affecting or potentially affecting the ongoing duties or tasks of a governance body member are a particular risk. In addition to the general expectations for identifying conflicts of interest, governance body members have a particular responsibility for undertaking activities to identify conflicts of interest with their duties as responsible people. To support them in meeting their responsibilities under this policy and its procedures, governance body members are informed of their responsibilities and the appropriate processes at induction and conflict of interest discussions are included as a standing agenda item at all meetings. Add any further processes for keeping conflict of interest considerations current here. 
Where a conflict of interest that does or may affect ongoing duties or tasks is identified by a governance body member, in addition to documenting this in the Conflict of Interest Register the member must raise the issue for discussion among the governance body, either at the next governance body meeting or, where resolution or management is required urgently, via your established between-meeting communication channels. The governance body then:
Discusses the nature and significance of the conflict and determine an appropriate method of resolution or management; where the conflict is or may be significant, this discussion should be undertaken without the affected member and any other conflicted members being present. In making this determination, the governance body considers:
· where a conflict of interest relates to a discrete decision or aspect of the governance role, the involved person may recuse themselves from the discussion of and decision about the matter, provided this will not compromise the body’s decision making and oversight[footnoteRef:3]; and [3:  For example, a governance body member who has a personal relationship with a member of staff must log this relationship in the Conflict of Interest Register and recuse themselves from any human resources decisions regarding that staff member, with this recusal noted in the relevant record, such as the minutes of the relevant governance body meetings.] 

· if the conflict of interest is not likely to be effectively managed, this conflict of interest should be resolved via relinquishment or resignation.[footnoteRef:4] [4:  For example, if the COI is likely to interfere with the governance body’s duties, such as by preventing effective discussion or oversight (e.g., by frequently requiring the involved person to recuse themselves from discussion and decision making) or posing an unacceptable level of risk to the organisation.] 

Determines the appropriate conflict resolution or management strategy(ies) by the method of decision making your governance body uses, e.g., voting or a consensus model.
If that If the involved person does not believe this determination to be appropriate, they may appeal as per the Complaints and Appeals Policy and Procedures.
Staff Conflicts of Interest
All staff (including managers, volunteers and contractors) are informed of their responsibilities under this policy and its procedures upon induction and regularly reminded of this by outline how you keep conflict of interest identification and management a current focus in your organisation.
Staff who make decisions in areas where conflicts of interest are a particular risk (see Appendix 1) are supported to effectively identify and manage their responsibilities in this area by outline how managers and other decision makers are engaged beyond the general strategies outlined above.
Documentation and Review
The Conflict of Interest Register is maintained by the identify the relevant role. Describe where the document is stored and how it is both protected and maintained as a current and live record of issues and actions.
Conflicts of interest are recorded in the Conflict of Interest Register. Outline your process for recording COIs, including all documents in use. Consider attaching relevant documents as appendices. Summarise the key information that must be provided in each entry, e.g.:
The date the COI was identified/reported.
Name(s) and position(s) of the person (people) involved.
A description of the COI.
How the COI is being resolved/managed.
Disclosure of the COI to management and/or governance body.
Describe how follow-up actions and existing COIs are reviewed/monitored and how this is documented.
Related Policies and Procedures 
[bookmark: _heading=h.xe7cba1wmjkt]List all relevant/related policies and procedures, including any that discuss particular relevant responsibilities and all those referred to in the body of this document. 
Complaints and Appeals Policy and Procedures
Human Resources Policies and Procedures
Supporting Documents 
List all relevant/related documents that are not policies and procedures, including registers, agreements, and guidelines and all supporting documents referred to in the body of this document. This must include:
Your Code of Conduct or similar document.
A link to your COI Register or similar document.
Review
This document was last reviewed on date.
This document will be reviewed by date.

Appendix 1 – Identifying Conflicts of Interest
Replace the following with appropriate guidance of your choice or adapt as appropriate to your organisation. Consider developing or using an existing checklist/form to support identification, e.g., Integrity Commission Tasmania Checklist: Conflict of Interest.
Conflicts of interest can be identified through reflection upon the nature of the work role or organisational responsibilities, potential areas of risk, and personal interests that may influence decision making. There are tools available to support this, such as the Integrity Commission Tasmania’s Checklist: Conflict of Interest.
All staff are responsible for reflecting upon and identifying the potential for conflicts of interest between:
the purposes of the organisation and their work role;
their duties and responsibilities within the organisation;
their relationships, including personal and community relationships and relationships with other people in the organisation; and
their personal interests and those of their family, friends or community and of groups to which they belong, such as:
· the potential for financial or non-financial gain or loss to themselves and/or other people they know as a result of decisions being made; and
· where they may experience conflicting loyalties or conflicting duties (such as when acting as a duty holder in more than one organisation).[footnoteRef:5] [5:  Australian Charities and Not-for-profit Commission Managing Conflicts of Interest.] 

Areas of Elevated Risk for Conflicts of Interest[footnoteRef:6] [6:  Victorian Public Sector Commission Typical High Risk Areas for Conflict of Interest.] 

Areas of responsibility that are common in the community sector and are associated with elevated conflict of interest include:
· collecting, using and storing confidential information;
· recruitment and selection processes;
· allocating goods, equipment, services or funds;
· procurement, tendering and contract management;
· allocating or accepting sponsorship.
Working environments associated with higher risk include working:
· in small or isolated communities,
· alone with clients or providers, and
· with vulnerable stakeholders.
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