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This policy applies to the Committee Members of XYZ Incorporated (the “Association”). 
 
Why we have a policy 
 
Committee Members have a legal obligation to act in the best interests of the 
Association, and in accordance with the Association’s constitution. 
 
Conflicts of interest may arise where an individual’s personal or family interests and/or 
loyalties conflict with those of the Association. Such conflicts may create problems; they 
can: 

 Inhibit free discussion; 
 

 Result in decisions or actions that are not in the interests of the Association; and 
 

 Risk giving the impression that the Association has acted improperly. 
 
The aim of this policy is to protect both the Association and the individuals involved from 
any appearance of impropriety. 
 
The declaration of interests 
 
Accordingly, we are asking Committee Members to declare interests, and any gifts or 
hospitality received in connection with their role in the Association. A declaration of 
interests form is provided for this purpose, listing the types of interest you should declare. 
 
To be effective, the declaration of interests needs to be updated at least annually, and 
also when any changes occur. 
 
If you are not sure 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 
contact the Administration Manager for confidential guidance. 
 
Interests will be recorded on the Association’s register of interests, which will be 
maintained by the Administration Manager. The register will be only accessible by the 
Board as a whole and if any question of impropriety is raised by others then the Board 
will resolve if information contained within the register of interests is to be released to 
others, Acts of law prevailing. 
 
Data protection 
 
The information provided will be processed in accordance with data protection principles 
as set out in the federal and relevant state legislation. Data will be processed only to 
ensure that Committee Members and senior staff act in the best interests of the 
Association. The information provided will not be used for any other purpose. 
 
What to do if you face a conflict of interest 
 
If you are a user of the Association’s services, or the parent/guardian/carer of someone 
who uses the Association’s services, you should not be involved in decisions that directly 
affect the service you, or the person you are responsible or care for, receive/s. You 
should declare your interest at the earliest opportunity and withdraw from any 
subsequent discussion. The same applies if you face a conflict for any other reason. 
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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. 
 
If you fail to declare an interest that is known to the Administration Manager and/or the 
President, then the Administration Manager or the President will declare that interest. 
 
Decisions taken where a Committee Member or staff member has an interest 
 
In the event of the Board having to decide upon a question in which a Committee Member 
or staff member has an interest, all decisions will be made by vote, with a simple majority 
required. A quorum must be present for the discussion and decision; interested parties 
will not be counted when deciding whether the meeting has a quorum. Interested Board 
members may not vote on matters affecting their own interests. 
 
All decisions under a conflict of interest will be recorded by the Administration Manager 
and reported in the minutes of the meeting. The report will record: 

 The nature and extent of the conflict; 
 

 An outline of the discussion; and 
 

 The actions taken to manage the conflict. 
 
Where a Committee Member benefits from the decision, this will be reported in the 
Annual Report in accordance with the statutory reporting requirements. 
 
An exemption applies to benefits and contracts less than $500 in value. Random checks 
against the register of interest will be made on the award of contracts below this value. 
If the cumulative value of a series of small contracts exceeds $1,000, the Committee 
Members will operate the policy used for individual contracts over that sum. 
 
Exemption of contracts does not apply to contracts of employment with the Association. 
 
Independent external moderation will be used where conflicts cannot be resolved 
through the usual procedures. 
 
Managing contracts 
 
If you have a conflict of interest, you must not be involved in managing or monitoring a 
contract in which you have an interest. 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. 
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I, ………………………………, as Committee Member of XYZ Incorporated have set out below my 
interests in accordance with the Association’s conflicts of interest policy. 
 

Category 

Please give details on the interest and whether it 
applies to yourself or, where appropriate, a member of 
your immediate family or some other close personal 
connection 1 

Current employment and any previous employment in 
which you continue to have a financial interest 
 

 

Appointments (voluntary or otherwise) for example, 
trusteeships, directorships, local authority membership, 
tribunals, etc. 
 

 

Membership of any professional bodies, special interest 
groups or mutual support groups 
 

 

Investments in unlisted companies, partnerships and other 
forms of business, major shareholdings (greater than 1% of 
issued capital) and beneficial interests 
 

 

Gifts of hospitality offered to you by external bodies and 
whether this was declined or accepted in the last twelve (12) 
months 
 

 

Do you use, or care for a user of the organisation’s 
services? 
 

 

Any contractual relationship with the organisation or its 
subsidiary 
 

 

Any other conflicts that are not covered by the above 
 

 

 

To the best of my knowledge, the above information is complete and correct. I undertake to update 
as necessary the information provided, and to review the accuracy of the information on an annual 
basis. I give my consent for it to be used for the purposes described in the conflicts of interest policy 
and for no other purpose. 
 
 
______________________ ____________________ 
Name Signature 

 
______________________ ____________________ 
Position Date 
 

1 Related parties of a reporting entity would normally include entities that: 

(a) directly or indirectly through one or more intermediaries: 

 (i) controls, is controlled by, or is under common control with, the reporting entity (this includes parents, subsidiaries and 
fellow subsidiaries); 

 (ii) has an interest in the reporting entity that gives it significant influence over the reporting entity; or 

 (iii) has joint control over the reporting entity; 

(b) are an associate (as defined in AASB 128 Investments in Associates) of the reporting entity; 

(c) are a joint venture in which the reporting entity is a venturer (see AASB 131 Interests in Joint Ventures); 

(d) are a member of the key management personnel of the reporting entity or its parent; 

(e) any close member of the family of any individual referred to in (a) or (d); 

(f) that are controlled, jointly controlled or significantly influenced by, or for which significant voting power in such entity resides with, 
directly or indirectly, any individual referred to in (d) or (e); or 

(g) any post-employment benefit plan for the benefit of employees of the reporting entity, or of any entity that is a related party of the 
reporting entity. 

In considering each possible related party relationship, attention is directed to the substance of the relationship and not merely its legal 
form. 

 

Source: Australian Accounting Standard AASB 124: Related Party Disclosures. 
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What is this policy? 
 
The policy is that any interest or relationship (actual or perceived) which could be used to benefit an 
employee’s employment conditions or opportunity must be disclosed. 
 
What are conflicts of interest? 
 
A conflict of interest may arise in a number of situations and involves a disparity between the interests 
of XYZ Incorporated (the “Association”) and the interests of the employee. This may result in an 
unfavourable image (actual or perceived) being created for either the staff member or the 
Association. It may also adversely affect that employee’s ability to carry out their duties and 
responsibilities to the Association because there is a perception that the employee is receiving more 
benefits than another due to the disparity of interests. 
 
Why is this policy needed? 
 
To prevent employees taking advantage, or being perceived to take advantage of opportunities at 
the expense of the Association. 
 
Who does it affect? 
 
All of the Association’s staff. 
 
Expected result / outcome 
 

 The Association will avoid losses due to a conflict of interest. 
 

 It will prevent employees from being able to use relationships or being perceived to obtain 
benefits that are not available to other staff in similar situations. 

 

 It will also prevent the Association’s resources from being used for personal gain and avoid 
adversely affecting the Associations reputation through conflicts of interest. 

 
This policy applies to all staff employed at all of the Association’s locations. 
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All employees have a common law duty to be faithful to XYZ Incorporated (the Association) and its 
interests. All employees must disclose all conflicting interests (whether actual or perceived) and/or 
relationships with clients, other employees or other organisations with which the Association does 
significant business. This disclosure is important as the conflict of interest (whether actual or 
perceived) may result in an unfavourable image being created for either the employee of for the 
Association. It may also adversely affect the employee’s ability to carry out their duties and 
responsibilities and lead to losses for the organisation. 
 
No employee should have an undisclosed direct or indirect pecuniary interest in any organisation 
with which the Association does significant business (total payments by the Association would 
exceed 1% of the sum of cost of sales or expenses per annum). Such an interest, regardless of 
whether it in fact affects the judgement or decisions of the individual in question, creates an 
unfavourable impression and may raise the implication of impropriety. 
 
Staff are not permitted to use any of the Association’s resources (including paid staff time, 
equipment, materials or any other resources) for income generation for themselves. 
 
If two people, one of whom has some form of control or responsibility over the other, are involved in 
a relationship, of either a personal, professional or familiar nature, they have a duty to disclose this 
to the Administration Manager, as there may be a conflict of interest (real or perceived). 
 
Further, employees are requested to disclose any interest they have in any business, company, club 
or other organisation, and the holding of any office that may adversely affect that employee’s ability 
to properly carry out their duties and responsibilities to the Association. 
 
Whether or not an interest is conflicting will depend on the particular circumstances, including the 
nature and relative importance of the interest, which may be financial or may involve individual 
relationships. 
 
Procedures 
 
All employees should disclose to their immediate supervisor / manager any interest they may have 
in any organisation with which the Association does business, unless such interest is solely in the 
form of an investment in a publicly held listed corporation. This disclosure should be recorded on the 
employee’s personnel file and a copy of the conflict of interest should also be registered on the 
conflict of interest register maintained by the Administration Manager. 
 

 Problems can usually be avoided by the early disclosure of the possibility of a conflict of 
interest in a future relationship / situation / transaction. 

 

 The supervisor should ensure that nay commercial transactions (purchases, sales, trade-in, 
exchange) made by the employee with the Association in which there is an interest is 
conducted at arm’s length and the terms and conditions of trade are not to the disadvantage 
of the Association. 

 

 Prior to nomination for public or commercial office any employee should discuss their 
proposed nomination with their immediate supervisor. 

 

 If, after discussing with their immediate supervisor, an employee remains uncertain as to 
whether an action on their part would contravene this policy, they should seek the advice of 
the Administration Manager. 

 

 The Board will make the final determination as to whether the interests such as to raise any 
question of a conflict potentially detrimental to the Association. 
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 A breach of this policy may result in disciplinary action, including dismissal from employment. 
In addition, disciplinary measures will apply to any supervisor who directs or approves of 
such actions, or has knowledge of them and does not move promptly to correct them in 
accordance with this policy. 

 

 If it is deemed that a conflict of interest (actual or perceived) exists due to a personal, 
professional or familial relationship, the Administration Manager may transfer either party to 
a different position to alleviate the situation. 

 
This policy applies to all staff employed at all of the Associations locations. 
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Introduction 
 
1. XYZ Incorporated (the “Association”) is committed to developing a culture where all staff are 

encouraged to raise concerns about poor or unacceptable practice and misconduct, and can do 
so safely. 

 
2. The purpose of this policy is to promote responsible whistle-blowing about issues where the 

interests of others, including the public, or of the organisation itself are at risk. Such issues might 
include: 
 

 A criminal offence; 
 

 The breach of legal obligation; 
 

 A miscarriage of justice; 
 

 Financial impropriety; 
 

 A danger to the health or safety of an individual; 
 

 Damage to the environment; and deliberate covering up of information tending to show 
circumstances of this kind. 

 
3. The exception is where the issue relates to a staff member’s personal position, when it would be 

more appropriate to use an agreed grievance procedure. 
 
4. A staff member raising a concern will not be expected to produce unquestionable evidence to 

support the case – this is the responsibility of the Association once it has been alerted to a 
potential problem. All that is required is that the staff member has a genuine doubt and that the 
concern is raised in good faith. It is in the Association’s interests to hear of suspicions at the 
earliest possible opportunity. 

 
Safety and confidentiality 
 
5. A whistleblower will not be regarded as a sneak or troublemaker. The Association recognises 

that a whistleblower usually only decides to express a concern after a great deal of thought. 
Provided the concern is raised in good faith, the staff member will not be at risk of losing their 
job or suffering any form of reprisal for coming forward. It does not matter whether the suspicion 
proves to be unfounded or real. 

 
The Association will not tolerate the harassment or victimisation of anyone who raises a genuine 
concern and will deal with any such occurrences under the disciplinary and/or harassment 
procedure. 

 
6. However, no such assurance will be offered to a staff member who maliciously raises a matter 

which they know to be untrue. This will be regarded as misconduct and will be dealt with through 
the disciplinary procedure. 

 
7. The Association recognises that the whistleblower may not wish to be identified during the course 

of an investigation. In such circumstances, the organisation will do everything possible to protect 
the staff member’s identity and will not disclose it without their consent. If it proves impossible to 
resolve the matter without revealing the whistleblower’s identity, the investigating officer will 
discuss with them whether and how to proceed. In a very few cases, it may not be possible to 
ensure complete confidentiality, for example if legal proceedings take place at a later stage, but 
the Association will do everything possible to support and protect the staff member. 
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8. Reports submitted anonymously will be considered but it will be much more difficult for the 
investigating officer to look into the matter and resolve the problem. Staff are therefore 
encouraged to put their name to reports and assist the investigating officer as much as they can. 

 
Procedure for reporting concerns 
9. Any staff member who wishes to raise concerns under this policy should first speak to their line 

manager or put the concern in writing to this person. If it is not appropriate – for any reason – to 
report to the line manager, the staff member may speak directly to the Administration Manager 
or put the concern in writing to this person. If the staff member does not wish to be identified, 
they should say this at the first possible opportunity so that appropriate arrangements can be 
made. 

 
10. The line manager will note the key points of the concern and check that the staff member has a 

copy of this whistle-blowing policy. The manager will also assure the staff member of 
confidentiality. 

 
11. The line manager will then refer the concern to the Administration Manager who has 

responsibility for concerns raised under this policy, and hand over any written materials. 
 
12. The Administration Manager will decide what action to take. This may include initiating an internal 

investigation or a more formal inquiry, or taking alternative appropriate action. The senior 
manager will inform the staff member who raised the concern about the action to be taken. The 
staff member can request that this is done in writing. 

 
13. The Administration Manager may ask the staff member how they think the matter might best be 

resolved. If a staff member has any personal interest in the matter, it is essential that this is made 
known to the Administration Manager at the outset. If the Administration manager thinks the 
matter should be pursued through the grievance procedure instead of through this policy, they 
will advise the staff member accordingly. 

 
14. If an investigation is undertaken, the Administration manager will keep the staff member informed 

about what is happening, as far as possible. Again, if requested, these reports will be made 
writing. In some cases, it may not be possible to report to the staff member the precise action 
taken as doing so might, for example, infringe on someone else’s confidentiality 

 
External contacts 
15. There may be occasions when it is more appropriate for the staff member to raise the concern 

with someone outside the organisation, including the police. If the staff member believes this is 
preferable, they should seek advice from a trade union, solicitor or other representative. 

 


