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Declaration of Conflict of Interest
Use this form if you believe that you may be involved in a conflict situation or if you are unsure and you want formal clarification.
	Section 1 – Staff member’s / Board member’s details

	First Name
	
	Surname
	

	Position
	

	Section 2 – Checklist – to be completed by staff member / Board member

Please read the Conflict of Interest Policy before completing this form. Please declare any conflict of interest by reference to the list below. Tick the relevant box and provide details in the space provided. If you are unsure about a conflict of interest situation, please discuss the matter with your supervisor.

	(
	Relationship between staff 

If there is a potential or actual conflict of interest as a result of a relationship with a staff member, provide details of the relationship.

	(
	Outside work activities (paid / unpaid)

Provide details of the work activities.

	(
	Membership of an external company (Staff or Board member)

Provide the name of the company or other body in which you are a staff member or hold office and the nature of the business activity.

	(
	Acceptance of gifts

If you feel that an offer constitutes an attempt to induce favoured treatment, you should report the circumstances to your supervisor. If Western Student Connections is engaged in a tender process, no gift, no matter how small or insignificant should be accepted.

	(
	Employment and decision making

You should not exercise a delegation where this would involve a conflict of interest such as bringing personal or financial benefit to yourself, or a member of your family. Purchase of goods and services will be made on the basis of merit, and no preference in the placement of orders will be given to any member of staff or Board, donor of any gift, or any person associated with Western Student Connections in any capacity.

	(
	Other

If you believe that you may have a conflict of interest, please provide details in the space below. If additional space is required, attach a separate sheet.

	
	

	
	

	
	

	
	

	
	

	
	


	Section 3 – To be completed by the Supervisor

	In my opinion the details provided (tick the appropriate box):

	(
	Do not constitute a conflict of interest, and I authorise the staff member / Board member to continue the activity. (Go to Section 4)

	(
	Do constitute a conflict of interest and:

	(i) I request that the staff member takes action to remove the conflict of interest by:-

	

	

	

	

	(ii) I have re-organised the staff member’s duties to remove the conflict of interest. Details below / attached:-

	

	

	

	

	(iii) I have put in place additional processes to ensure the impartiality or the staff member in the performance of their duties. Details below / attached:-

	

	

	

	

	(iv) As the conflict of interest in only reasonably perceived to exist, I authorise the staff member to continue their current duties, subject to observance of the methodology described for resolving situations should they arise. Details below / attached:-

	

	

	

	

	Section 4 – Staff member’s / Board member’ declaration

	To the best of my knowledge and belief, any real or apparent conflicts between my duties at Western Student Connections and my private and/or business interests have been fully disclosed in this form in accordance with the requirements of the Conflict of Interest Policy. I acknowledge, and agree to comply with, any approach identified in this form for removing or managing a real or perceived conflict of interest.

Signature: ___________________________________ Date: _____________________



	Section 5 – Supervisor’s declaration

	The actions described in the approach outlined in Section 3 have been put in place to effectively manage any real or perceived conflict of interest disclosed in Section 2. I have sought the necessary advice from appropriate managers and the CEO in order to ensure that Western Student Connections commercial interests and reputation are adequately protected by the approach outlined in Section 3.

Name: __________________________________

Signature: _________________________________ Date: _____________________



	Section 6 – CEO’s declaration

	The actions described in the approach outlined in Section 3 have been put in place to effectively manage any real or perceived conflict of interest disclosed in Section 2. I have sought the necessary advice from appropriate managers and the CEO in order to ensure that Western Student Connections commercial interests and reputation are adequately protected by the approach outlined in Section 3.

Name: __________________________________

Signature: _________________________________ Date: _____________________




Copies to the staff member / Board member, Supervisor and CEO.
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