CONFLICT OF INTEREST POLICY

TEMPLATE
[bookmark: _Toc314303260]How to use this template
This conflict of interest policy template contains five sections that can be edited, rewritten, replaced or adapted to meet the needs of your company. Each section contains a brief instruction, which you can delete, followed by an example of the text you may wish to include in the section. The table of contents can be updated to reflect any changes you make in the document. New sections headers should be designated as “Heading 2” to ensure they are included in the table of contents when you update it.
The footer in the document contains the Case IQ logo. This is editable and can be replaced with your own company logo, alternate text or nothing at all.
writing your CONFLICT OF INTEREST POLICY 
Here are some resources to help you write your conflict of interest policy. 
Before you begin, read the following articles:
· Here’s How to Deal With Your Employee’s Conflict of Interest
· Investigating misconduct in the c-suite
· 53 Key Sections of an employe handbook (and other helpful tips)
· how to write a code of conduct
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[bookmark: _Toc11055531]Purpose
Outline the purpose of the conflict of interest policy. List the policy goals and objectives. Elaborate on the company’s commitments to an ethical workplace. Explain why this document has been created and what you hope to achieve with it.
For example:
The purpose of this conflict of interest policy is to protect the interests of [Company Name]. Employees are expected to carry out the duties of their jobs honestly and ethically. This policy refers to any case when a [Company Name] employee has a private interest that contradicts the interests of the Company.
[bookmark: _Toc11055532]Scope
Outline the scope of the conflict of interest policy. If investors or contractors for the company are expected to comply with the policy, note that.
For example:
This conflict of interest policy applies to all employees of [Company Name], both prospective and current, as well as independent contractors and persons acting on behalf of the Company. This policy is especially vital to employees who make or influence decisions and those who have access to the Company’s resources and confidential information. Conflicts of interest that fall under this policy may be actual, potential or perceived.
[bookmark: _Toc11055533]Definition & Examples
One way to effectively define conflict of interest is to include both its formal definition and examples of bad behavior. Outline the types of private interests that may contribute to a conflict of interest situation.
For example:
Conflicts of interest may occur when an employee’s private interests lead them to actions, activities or relationships that are harmful to or interfere with the best interests of [Company Name]. A private interest is anything personal that influences an employee's behavior. Private interests can fall into the following categories:
· Direct: an interest directly tied to the employee, his family or his career
· Indirect: the interest of a group, person or business the employee is or was closely connected to (e.g. a friend of a friend, the employee's fraternity, the employee's previous employer)
· Financial: monetary gain or loss
· Non-financial: favoritism or prejudice resulting from friendship, animosity, or other personal involvement with another person or group
Employees may seek personal gain through methods including but not limited to:
· Special treatment (e.g. hiring, promoting or working with someone connected to the employee)
· Receiving gifts or kickbacks
· Using company property for personal benefit (e.g. stealing office supplies, using work cell phone as primary phone)
· Giving confidential information to competitors or using it to start another business
· Outside work or business activities (e.g. taking sick leave to work at another job, working for a vendor of the company part-time, using connections obtained through [Company Name] for private purposes)
· Owning shares of a competitor’s stock
· Acting in ways that may compromise the company’s legality

[bookmark: _Toc11055534]Procedures
In this section, outline the responsibilities of investigators, managers, supervisors and employees regarding conflict of interest in the workplace. Explain how conflicts of interest are handled. Touch on informal resolutions, formal resolutions, investigations and appeals. Outline how to self-report a conflict of interest and how to submit a complaint about another employee.
For example: 
Duty to Disclose
Employees of [Company Name] should recognize advantages their jobs give them, including:
· Decision-making power
· Confidential information and trade secrets
· Company time
· Access to company resources including money, vehicles, facilities and supplies
Employees should avoid any situation that could remove their ability to carry out their job ethically and in the best interests of [Company Name]. Should a situation like this arise, employees are obligated to disclose the facts of the conflict of interest to management, after which corrective actions may be taken. Employees are also obligated to report conflicts of interest of which they are aware or suspicious, even if they are not involved.
Addressing a Conflict of Interest
In order to avoid a conflict of interest, employees should:
· Disclose their conflict of interest situation
· Remove themselves from the project, panel or task of conflicting interests
· Refrain from engaging in outside business activities that conflict with the interests of [Company Name]
· Refrain from using [Company Name] property for personal use, including using the Company’s electronics to engage in outside business activities
Responsibilities of Employees
Every new employee of [Company Name] will receive a copy of the Conflict of Interest Policy on their first day of work. They are expected to read the policy and will sign, along with their manager, an Acknowledgement Form confirming their understanding of the policy’s terms. Employees hired prior to the creation of this policy will be provided with a copy of the document by their manager and will also be asked to sign an Acknowledgement Form.
Employees are expected to understand this policy. If an employee seeks guidance on a potential conflict of interest situation or on the interpretation of the policy, they should speak with their manager right away.
Responsibilities of Managers and Supervisors
Managers and supervisors must:
· Make sure employees read and understand the policy in full
· Retain records that indicate that employees have read and understood the policy
· Give employees access to and guidance on the policy
· Meet individually with each employee to identify which specific rules in the policy apply directly to their tasks and position

[bookmark: _Toc11055535]Disciplinary Action
In this section, reiterate that conflicts of interest are taken very seriously by the company. State that policy violations are not tolerated, and that violators are subject to discipline appropriate to the circumstances.
Explain the company’s disciplinary process. Clarify that the disciplinary process will be applied consistently and evenly throughout the entire company.
For example:
If [Company Name] has reasonable cause to believe that an employee has a deliberately undisclosed actual, potential, or perceived conflict of interest, the Company will allow the alleged to explain their failure to disclose. Upon hearing the explanation, the Company may choose to conduct an investigation. If the Company determines the failure to disclose was deliberate, disciplinary action up to and including termination may be taken. Employees who report a potential conflict of interest in good faith will be protected by the Company from retaliation or reprisal.


[bookmark: _Toc11055536]Appendix: Acknowledgement Form

Conflict of Interest Policy Receipt & Acknowledgement Form

I acknowledge that I have read and been informed of the content, requirements and expectations of the [Company Name] conflict of interest policy. I have received a copy of the policy and agree to follow its guidelines as a condition of my employment at [Company Name].

I acknowledge that should I have any questions regarding the conflict of interest policy, I will consult with my supervisor or Human Resources staff immediately.

Please read the conflict of interest policy fully and carefully to ensure you understand its details before signing below.

Employee Name (Print):  _________________________________________________________________

Employee Signature:  ____________________________________________________________________

Supervisor Signature: ____________________________________________________________________

Date: ________________________
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