Sample Conflict of Interest Policy

The following has been adapted from The Equal Justice USA VOCA Toolkit and the Department of Justice Grant Financial Management. This template is provided as a general sample and should be adapted, edited, and updated to meet the specific policies, procedures, and practices of your organization. 
	Subject: Conflict of Interest Policy 

	Policy Number:

	Effective Date: 


1. Purpose
In this section the agency should explain the purpose of this document, such as to create a policy and procedure for staff members, volunteers, board members or other relevant parties to identify conflicts of interest and situations that may result in the appearance of a conflict and to disclose those situations/conflicts/or potential conflicts to the employee’s supervisor or other designated person, as appropriate. This policy provides guidelines for identifying conflicts, disclosing conflicts and procedures to be followed to assist [Name of Organization] to manage conflicts of interest and situations that may result in the appearance of a conflict.

2. Policy
In this section, the agency should state’s its policy regarding conflicts of interest. For example, a conflict of interest can result in either inappropriate financial gain or the appearance of a lack of integrity in [Name of Organization’s] decision-making process. Both results are damaging to [Name of Organization] and are to be avoided. It is the duty of all [Name of Organization] staff to be aware of this policy, and to identify conflicts of interest and situations that may result in the appearance of a conflict and to disclose those situations/conflicts/or potential conflicts. 

3. Definitions
In this section, the agency may wish to provide definitions of relevant terms such as “conflict of interest”. The Department of Justice 2 C.F.R. 200.112 lays out the following guidelines:

· Conflict in Fact. In the use of award funds (direct or indirect), a recipient or subrecipient should not participate in any decisions, approval, disapproval, recommendations, investigation decisions, or any other proceeding concerning any of the following people or groups:

· An immediate family member;

· A partner;

· An organization in which they are serving as an officer, director, trustee, partner, or employee;

· Any person or organization with whom they are negotiating or who has an arrangement concerning prospective employment, has a financial interest, or for other reasons can have less than an unbiased transaction with the recipient or subrecipient.

· Conflict in Appearance. In the use of award funds, recipients and subrecipients should avoid any action which might result in, or create the appearance of:

·  Using an official position for private gain;

· Giving special treatment to any person;

· Losing complete independence or objectivity;

· Making an official decision outside official channels; or

· Affecting negatively the confidence of the public in the integrity of the Government or the program. 

Typical conflict-of-interest issues may include:
· Less-than-arm’s-length transactions – the act of purchasing goods or services or hiring an individual from a related party such as a family member or a business associate of the recipient.

· Not using fair and transparent processes for subrecipient decisions and vendor selection. These processes must be free of undue influence, and fair and transparent. Most procurement require full and open competition.

· Consultants can play an important role in award programs; however, recipients and subrecipients must ensure that their work conforms to all applicable regulations governing the selection process, reasonable pay rates, and specific verifiable work product.
4. Procedures
The agency should explain the steps it will take to implement this policy. This procedure can include the following:

· The designation of the agency employee(s) who is responsible for coordinating the series of actions described on these procedures.

· An explanation of the steps the agency will take to identify conflicts of interest such as distributing Annual Conflict of Interest Disclosure Questionnaires to staff members, board members, donors and volunteers. 

· A statement describing how the employee(s) responsible for coordinating the series of actions described in these procedures will document identified conflicts of interest. 
· A statement describing the steps the agency will take in determining a response to a disclosure of conflicts of interest. In all cases, the person or persons with the identified conflict of interest should be recused from decision making related to the conflict.
· An explanation of how the agency will disseminate the information in this policy, such including it in new hire onboarding and posting it on the agency’s website. 

5. Training
The agency should describe its procedure to provide periodic training for agency employees in the agency’s conflict of interest policy and procedure and distribute a copy of this plan to all staff members. 
This sample policy has been adapted from “Apply for VOCA Funding: A Toolkit for Organizations Working with Crime Survivors in Communities of Color and Other Underserved Communities” by Equal Justice USA, https://ejusa.org/updated-voca-toolkit-now-available/ and the Department of Justice Grant Financial Management, https://www.ojp.gov/training/financial-management-training
PAGE  
2

