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Policy Document No 11: Conflicts of Interest Policy and Procedures

1. Introduction

A conflict of interest occurs when someone’s personal or financial interest conflicts with their charity

responsibilities. Personal interests include direct interests as well as those of family, friends, or other
organisations a person may be involved with or have an interest in (for example, as an employee). It
also includes a conflict between a Trustee’s duty to the charity and another duty that the Trustee has
elsewhere.

Conflicts of interest may be on-going, for example a Trustee who is related to a service user; or who
uses the services of a service user; or who is also a Trustee for another local organisation; or they
may be one-off, for example a kitchen needing updating and a Trustee is a plumber.

2. Policy and Procedures

The Trustees are committed to ensuring its decisions and decision-making processes are, and are
seen to be, free from personal bias and do not unfairly favour any individual connected with the
charity.

3. The Trustees will:

e ensure every Trustee understands what constitutes a conflict of interest and that they
understand they have a responsibility to recognise and declare any conflicts that might arise
for them.

¢ include a ‘Declarations of Interest’ item on each meeting agenda.

e note in the minutes of each committee meeting any conflict that arises and any action(s)
taken to ensure that the conflict does not affect the decision making of the charity.

4. Declaring a Conflict of Interest
When a Trustee identifies that they have a potential conflict of interest they must:
e declare the potential conflict of interest under the ‘Declarations of Interest’ item on the
meeting agenda.
e not take part in any discussions or be involved in any decision-making related to the matter.

¢ not be counted in the quorum for decision making related to the matter.

If a Trustee is unsure what to declare, they should err on the side of caution and discuss the matter
with the Chair for confidential guidance.

In the event of a potential conflict of interest involving the Chair, they should withdraw from any
processes and their role should be handled by the Vice-Chair at the meeting, for that matter.

5. The minutes should record:
o that there were no conflicts of interest or note any declared conflict of interest and action(s)
taken to manage the conflict.

e that the Trustee took no part in discussion or decision making on the matter.
o that the meeting was quorate (not counting the affected Trustee).
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