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1.0 Introduction

11 It will be the duty and overall responsibility of all Officers and Councillors to
ensure that they operate in line with this policy when engaged in any relevant
activity as part of a procurement process or commercial matter on behalf of the
Council. These activities include the management of contracts and / or part of
any formal decision making process for the advertising, evaluation or award of
any contract.

12 Inconsideration and application of this policy, reference should be made to the
Council’'s Financial Regulations.

13 Key principles to be applied:

i. Conflicts of interest to be declared as and when they arise in an expedient
and transparent manner and in the event of a conflict arising, then an
updated Conflict of Interest form shall be completed.

ii. No engagement by an individual shall be permitted in a procurement or
commercial matter, nor should they play a part in any formal decision
making, unless they have completed a Conflict of Interest Form.

Purpose

14  Forthe purposes of this policy, conflicts of interest can present in several forms.
These could include, but not be limited to:

i Financial Interests
ii. Non-Financial Professional Interests
iii. Non-Financial Personal Interests
iv. Indirect Interests through relationships with others. e.g. spouse, children
etc.
15 Failureto provide information, or make full, accurate and timely declarations
may then result in civil, criminal, or internal disciplinary action being taken.

16 Ifin doubt, declare it!

20 Awareness and Conduct

2] The conduct of those involved in activities on behalf of the Council, from
involvement in a procurement process, through to managing contracts
effectively, will be required to be beyond reproach in terms of accountability,
transparency and the integrity.

2.2 It will be important to maintain conduct in line with the Seven Principles of
Public Office (see Appendix 1to this document)

2.3 In addition, in undertaking duties as an Officer or a Councillor, information
may be obtained which is confidential. In such situations this must not be
used or shared in any form whatsoever, for individual personal advantage,
either directly, indirectly or both, or by others because of holding that
information.

2.4 Unauthorised disclosure of information could damage the integrity of the
Council and may then result in civil, criminal, or internal disciplinary action
being taken.
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25 Officers, councillors or Authorised Persons must not seek or receive any bribe, gift,
orinducement of any kind in respect of any award or performance of any contract
and must act at all times in accordance with the Council's anti-bribery policy.

2.6 Equally, should any Officer or councillor be offered a bribe, gift, or
inducement, or is aware or suspects that another officer, councillor or
Authorised Person has been, they shall report it to the Head of Finance (orin the
case of any offer being made to the Head of Finance then this should be
reported to the Town Clerk).

30 Key Principles

31  For both Officers and Councillors, a Conflict of Interests record must be
completed and held on a register by the Head of Finance.

32 Inaddition, in advance ofany procurement exercise commencing (to include
the purchasing of goods and services and the procurement of services and
works contracts), a declaration form must be completed for any officers or councillors,
likely to be actively involved in a procurement process.

33 For the avoidance of doubt, involvement could include (but not be limited to)
deciding how to procure goods or services, drawing up shortlists of contractors
or suppliers from whom to seek quotes, developing specifications, managing
tender documentation, inputting records into portals or administering inboxes,
opening tenders or co-ordinating or sitting upon any evaluation or scoring
panel.

34  Where it is deemed that a potential conflict exists in relation to a specific
procurement, or where one arises during the process, then the following actions
are to be undertaken, by a senior officer independent to the conflict which has
been identified.

—

. The nature of the conflict is identified and assessed

2. Thesenior authorised officer will determine necessary actions and any
mitigations.

3. Recording of any relevant key dates and timescales in relation to the

above.

Reviewing and updating the council register records.

Where a conflict is not deemed to exist, this still needs to be recorded and

confirmed to the individual involved.

bl

40 Identification

41  Conflicts of interest may arise, during the course of an officer’'s or councillor's
duties, and, as soon as reasonably practicable, the conflict should be declared. In
the case of a councillor, where relevant, their register of interests should be
updated and any conflicts raised and declared during meetings of the Council in
addition to the completion of a conflicts form.
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4.2

4.3

In the case of officers, they shall complete a conflict of interest form, and this
shall be held on a register by the Head of Finance. Records should be reviewed
annually but it is the responsibility of each and every officer to amend their
records and the register as soon as they become aware of a potential conflict or a
change in their circumstances.

Therefore, conflicts of interest are not a “once and done” process and it will be the
individual's responsibility to ensure these are flagged where they do arise in an
expedient manner and a new declaration completed.

5.0 Mitigation

5.1

52

In all cases where a conflict or potential conflict of interest has been confirmed,
then it will be the responsibility of the Head of Finance (or the Town Clerk) to
explore suitable means of mitigation. These could include (but not be limited to)
additional information sharing protocols, excluding specific suppliers or
contractors from invitations to tender or quote for work, removing the

individual from a project or from a specific decision making role related to that
particular conflict of interest. In the most extreme cases, where an interest has not
arisen or been declared at a sufficiently early stage, it may be necessary to
terminate the procurement process.

Where mitigation is required, on occasions it may be necessary and appropriate
to seek external advice.

6.0 Records and accountability

.1

The completed declarations of interest must be returned to the Head of Finance
for recording and accountability purposes.
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Conflict of Interests Template - Declaration for Members and Officers Procurement,
Commercial and Decision Making Matters

Project / Procurement /
Contract or particular area of
decision making:

Name:

Position held within the
Council, or relationship with
the Council:

Service area:

Line Manager:

| Confirm that (please | do not have any matters
tick): which need to be declared as
a conflict of interest or
potential conflict of interest.

or | do have matters which need
to be declared as a conflict of
Interest or potential conflict of
interest

Detail of interests held (complete all that are applicable):

Type of Interest* (*See reverse of form for details (Please
tick all
that

apply)

e Financial Interests

e Non-Financial Professional Interests

e Non-Financial Personal Interests

e [ndirect Interests

Description of Interest (including for indirect interests, details of the relationship
with the person who has the interest):
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Date interest relates (from & to):

Proposed actions to be taken to mitigate risk to be approved by Town Clerk or
Mayor in the event of a Conflict by the Town Clerk.

The information submitted will be held by the Council for personnel or other
reasons specified on this form and to comply with the organisation’s policies.
This information may be held in both manual and electronic form in
accordance with the Data Protection Act 1998,

/ndividuals should be aware that the information provided in this form may be
added to the Council’s Declaration of interest register and as such
Information may be disclosed to third parties in accordance with the Freedom
of Information Act 2000 and /or may be published in the Council register of
interest.

These are available for inspection by the public and published on the Council’s
website.

Care must be taken by those who must make any third party whose personal
data they are providing in this form aware that the personal data will held by
Council and available to the public and published on the Council’s website and
must inform the third party that the Council’s privacy policy.

DECLARATION

1. | confirm that the information provided above is truthful, accurate and
complete.

2. lacknowledge that any changes in these declarations must be notified
to the Council as soon as practicable and no later than 28 days after the
INnterest arises.

3. lam aware that if | do not make full, accurate and timely declarations
then civil, criminal, or internal disciplinary action may result.

4. | am aware that the information may be disclosed as part of any
transparency requirements placed on the Council, e.g. Freedom of
Information.

5. lundertake to inform my Service Manager of any changes to my
personal interests within 28 days of that change taking place.
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Signed:

Name:

Date:

FORM TO BE RETURNED TO: Jamie.thomas@stives-tc.gov.uk
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AUTHORISATION AROUND MITIGATION MEASURES (to be completed by

the Head of Finance, or the Town Clerk or Chair of Finance and General
Purposes in relation to any conflict of interest related to the Head of Finance or
Town Clerk).

To provide related comments:

Signed:

Name:

Role

Date:
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Types of Conflicts to be flagged and examples.

Type of Description (the below are not exhaustive examples and any

Interest declaration should err on side of caution if unsure.

Financial Where an individual may get a direct financial benefit(s) from the

Interests conseguences of a commissioning decision. This could, for example,
include being:

e Adirector, including a non-executive director, or senior employee
in a private company or public limited company or other
organisation which is doing, or which is likely, or possibly seeking
to do, business with the Council. This includes involvement with a
current or proposed contract;

e Ashareholder (or similar ownership interests), a partner or
owner of a private or not-for-profit company, business,
partnership or consultancy which is doing, or which is likely, or
possibly seeking to do, business with the Council;

e A worker (current or previous) for a Supplier.

This could also include an individual being:

e |Inemployment outside of the Council;

e Inreceipt of secondary income;

e Inreceipt of a grant from a Supplier;

e Inreceipt of any payments (for example honoraria, one-off
payments, day allowances or travel or subsistence) from a
Supplier,

e Inreceipt of research funding, including grants that may be
received by the individual or any organisation in which they have an
interest or role: and / or

e Having a pension that is funded by a Supplier (where the value
of this might be affected by the success or failure of the
Supplier).

Non- This is where an individual may obtain non-financial professional
Financial benefit(s) from the consequences of a commissioning decision, such
Profession as increasing their professional reputation or status or promoting

al Interests | their professional career. This may, for example, include situations

where the individual is:

e Non Executive Director;

e A special interests which is connected to the subject or supplier
e.g. an active member of a particular specialist professional
body or group that has influence in relation to the subject matter)

e The development and holding of patents and other intellectual
property rights which allow the individual to protect something
that they create, preventing unauthorised use of products or the
copying of protected ideas; or
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e Those who are members of the governing body or committees of

the outside of their roles and responsibilities held within their
post.
e Offer of gifts or other in-kind benefits

Non- Where an individual may benefit personally in ways which are not
Financial directly linked to their professional career and do not give rise to a
Personal direct financial benefit. This could include, for example, where the
Interests individual is:
e Avoluntary sector champion for a specific sector;
e Avolunteer for a provider;
¢ A member of a voluntary sector board or has any other position
of authority in or connection with a voluntary sector
organisation;
e A member of a lobby or pressure group with .
Indirect This is where an individual has a close association with an individual
Interests who has a financial interest, a non-financial professional interest or a

non-financial personal interest in a commissioning decision (as

those categories are described above) for example, a:

e Spouse/ partner;

e Close family member or relative e.g., parent, grandparent, child,
grandchild or sibling;

e C(Close friend or associate; or

e Business partner.

*The above examples are non-exhaustive and should be used for guidance
purposes only.
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APPENDIX1-OTHER INFORMATION

GCovernment Commercial Function - Guidance: Conflicts of Interest with Public
Procurement

Committee on Standards in Public Life - The Seven Principles of Public Life

Anti Fraud, theft bribery and corruption Policy adopted May

2025.pdf

Whistle-Blowing Policy Adopted May 2025.pdf
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