
  

  

Declaration of Employee Interests Policy  

Summary  

1.  This policy provides information on the responsibility and requirement for all 

Authority staff to declare any personal financial or non-financial interests which 

may conflict with the interests of the Authority.  The guidance applies equally 

where the employee has not been formally asked to declare their interests and/or 

the conflict of interest is of a temporary nature.   

  Background  

2. The Authority subscribes to the Nolan Committee’s first report ‘Standards in 

Public Life’. This report sets out the seven principles of public life and these are 

summarized at Annex 2 

3. In accordance with the Authority’s Employee Code of Conduct, all employees 

are required to declare any interests that may conflict with the interest of the 

Authority, or adversely affect the performance of their duties.  Such disclosure 

protects employees from accusations of impropriety.   

4. The National Audit Office defines a conflict of interest as: “A set of circumstances 

that creates a risk that an individual’s ability to apply judgement or act in one role 

is, or could be, impaired or influenced by a secondary interest. It can occur in 

any situation where an individual or organisation (private or government) can 

exploit a professional or official role for personal or other benefit. Conflicts can 

exist if the circumstances create a risk that decisions may be influenced, 

regardless of whether the individual actually benefits. The perception of 

competing interests, impaired judgement or undue influence can also be a 

conflict of interest.” 

5. A ‘conflict of interest’ is therefore considered by the Authority to be any 

connection or association with a third party that is (or appears to be) against the 

best interests of the Authority, or which could enable an employee to be 

suspected of using their position within the Authority to gain an unfair advantage 

from a third party. 

6. Conflicts of interest are best avoided altogether; however, they are often difficult 

to avoid; or avoidance may place a serious burden upon business processes or 

home life. In such circumstances the principles of openness and integrity apply, 

and the required action is for employees to disclose such conflicts; and for the 

Authority and the employee to manage the conflict accordingly. 



7. The Authority operates a ‘disclosure policy’ for employees that excludes 

individuals from participating in decisions when there is conflict of interest. All 

such interests are publicly disclosed in a register, and this is administered by the 

S151 Employee. 

Authority Register of Interests   

 

8. To ensure compliance with the Nolan Committee recommendations and the 

Employee code of Conduct, it is important all employees of the Authority declare 

any private interests that may result in a potential or actual conflict with their 

duties 

9. The Register of Staff Interests is an Authority procedure where employees 

should declare outside interests where there may be, or could be perceived to 

be, a conflict of interest between their duties as an employee and their personal 

interests.  The declaration covers:   

  

1. Membership of organisations the Authority needs to know about   

2. Associations with other businesses   

3. Beneficial interest in land or property,    

4. Certain personal relationships  

5. Financial interests in Authority contracts and sponsorship 

 

Definition 

10. For the purpose of this guidance, employee interests can be categorised as 

financial or non-financial.  Financial interests are those where a payment or 

financial gain is received from an organisation which has dealings with the 

Authority.  Examples include being in employed work, being a director or having 

a beneficial interest in shares, land or property.  Non-financial interests are those 

where no direct personal financial gain is received, for example being related to 

an employee, or a member.  

11. Where it is considered relevant, the declaration of staff conflict of interests 

should extend to include the interests of the employee’s spouse or partner.      

12. The responsibility is on the individual to declare all interests that could be 

relevant. The decision-maker in a particular case (usually the line manager) 

should first make an assessment as to the relevance of each declared interest 

and, if considered relevant, whether it meets the definition of an actual, potential 

or perceived conflict of interest as follows: 



 Actual conflicts - where there is a risk that an employee’s ability to apply 

judgement is or could be impaired or influenced by an extant secondary 

interest. 

 Potential conflicts - where an employee’s ability to apply judgement or act 

in their role could be impaired or influenced by a secondary interest in the 

future. 

 Perceived conflicts - where an employee’s ability to apply judgement or act 

in one role could reasonably be perceived as impaired or influenced by a 

secondary interest (i.e., it could cause a reasonable person to think there 

was a conflict of interest) 

In some cases, the decision maker may consider that the interest is relevant 

but presents no issue (i.e., it does not meet the definition of an actual, 

potential, or perceived conflict of interest). 

13. Below is a non-exhaustive list of types of interests that it might be necessary to 

declare. Departments may choose to add to this list or focus on interests which 

are likely to be most prevalent given their specific workforce context. However, 

departments should ensure that as a minimum the below types of interests are 

accounted for and defined in their guidance. 

14. Employees must declare any outside interests relevant to their Authority role 

against the following categories: 

6. The following is a list of situations that may result in a conflict of interests for a 

member of staff:  

• Personal interests - where the employee has relevant close family or 

personal relationships (including from a work context) which could 

influence their objectivity 

• Financial interests - where the employee stands to gain financially from the 

work they are undertaking in the Authority, or they can use their status to 

deliberately prevent someone else from gaining financially. This could also 

include where an individual has been declared bankrupt or their general 

financial status makes them more vulnerable to situations that could be 

seen to compromise their position. 

• Private shareholdings - where an individual holds shares in a business that 

the Authority has an interest in. 



• Outside occupations - all remunerated outside employment, work and 

appointments should be declared, whether or not considered relevant and 

caught by the requirements in the Officer Code of Conduct. Where work is 

not directly remunerated but may generate financial advantage for third 

parties, this should also be declared 

 Voluntary roles - although the Authority supports the performance of a 

wide range of voluntary roles in the wider public and third sectors, in some 

cases these roles may create a conflict with an individual’s Authority role. 

For example, where an individual works in an organisation that holds 

regulatory or procurement responsibilities for a separate organisation they 

hold a voluntary role for, or where they may have access to information 

which could be of benefit to the organisation for which they volunteer. 

 Previous employment, appointment or other outside roles - where an 

individual has previously held roles, or formed close working relationships, 

that might be relevant to their current role.  

 Business interests - where an individual holds an interest in any 

organisation (including directorships) which they could use their official 

position to further. 

 Insider dealing - Insider dealing is a serious criminal offence under the 

Criminal Justice Act 1993. If in the course of an individual’s work, they 

come into possession of information that could be used for financial gain 

(or other types of gain) this must be treated in the strictest of confidence. It 

may be necessary to declare any interests that put an individual in a 

position where they could benefit from holding certain information. 

 Procurements - where relevant staff members have direct or indirect 

financial, economic or other personal interest which might be perceived to 

compromise their impartiality and independence in the procurement 

process. 

 Any other relevant interests - individuals should include any other interests 

they hold which might reasonably be perceived as relevant to their 

responsibilities as an employee. 

•  

Examples  

• A planning application or appeal in which the address concerned is the 

employee’s residence or a neighbouring address.  

• Ownership of land that is subject to an Authority decision.   

• A contract between the Authority and another organisation in which the 

employee has a personal or financial interest (including Authority-owned or 



other related parties to the Authority).  Any pay received from related 

parties must be declared.  

• Planning applications/appeals in which the applicant/appellant is a 

friend/relative or neighbour.  

• An employee, a family member, or personal contact own property, or intend 

to buy property, the value or purchase price of which may be affected by a 

decision or recommendation the employee is involved in making, in the 

course of your employment.  

• An employee has access to information at work which may assist or be 

perceived as assisting the employee in a private venture. 

• An employee uses Authority systems/contacts to obtain materials for the 

employee’s own use at a preferential price. 

• An employee is involved in making a purchasing decision involving external 

suppliers/contractors and the employee, or family member, or a personal 

contact has an interest (financial or otherwise) in one of the potential 

suppliers/contractors 

• It should be noted that this is not an exhaustive list and where doubt exists 

about whether an interest should be declared or not, then the interest 

should be declared.  

7. In addition, where an employee is a member of a secret society this should also 

be declared.  A secret society is defined as any lodge, chapter, society, trust or 

regular gathering or meeting which is not open to members of the public who are 

not members, and where:  

• it is a requirement of membership to make a commitment (whether by oath 

or otherwise) or allegiance;  

• and/or, a commitment (whether by oath or otherwise) of secrecy in regard 

to rules, membership or conduct.      

Declaration Procedure  

8. Once discovered, the employee is under an obligation to declare the conflict as 

soon as practicable. If there is any doubt, it is better to declare than conceal 

9. Declarations should be made in the Register of Staff Interests using the attached 

form:  



• As part of the new starter process (HR led).  

• On an ad hoc basis as conflicts arise (Manager/Employee led).  

• On an annual basis for all employee at Grade 10 and above as part of 

the ‘related parties’ statement of accounts process (Finance led).  

• On an annual basis for other employees who work individually or as a 

team in a service which procures/commissions goods/services on 

behalf of the Authority.  

• On an annual basis for planning employees who work individually or as 

a team in a service which determines applications on behalf of the 

Authority.  

10. In all cases where an employee declares a personal interest, the Declaration of 

Interests form (see Annex 1) must be completed. This declaration requires 

employees to provide details of the conflict. An employee’s Line Manager, Head 

of Function or Executive Director is also required to confirm how the conflict will 

be managed and sign and date the declaration. 

11. Completed declarations should then be sent to the Section 151 and Monitoring 

Employee who shall maintain a confidential register of such declarations and a 

copy will be kept on the employee’s file.  

12. At this point all declarations received over the previous year will be reviewed by 

Directors and the Chief Executive.  

13. Failure to comply with this procedure will be seen as a breach of the Employee 

Code of Conduct and may result in disciplinary action being taken.  

 

14. The responsibility lies with the Director to check the returns to ensure that the 

returns are credible, assess whether any declared interests may create a 

potential problem and if there is a potential conflict then to take steps to address 

it.     

15. Employees are required to complete a new form annually (or sooner if the 

conflict situation needs to be updated due to changes of circumstances). If the 

conflict of interests ceases, the S151 and Monitoring Employee should be 

notified as soon as practicable. 

16. The Authority has an electronic declaration system which all staff are required 

to complete in a timely manner 

 

Guidance for Line Managers  

17. Once an actual, potential or perceived relevant outside interest has been raised, 

the decision maker, usually the individual’s line manager, will need to decide 

what action to take in response. This should be agreed in conversation with the 



individual who has made the declaration where possible and then be formally 

recorded. The following is a non-exhaustive list of the type of action that may be 

taken: 

 Agreement that there is no conflict of interest (or perceived conflict of 

interest) - it may be that the decision maker and individual decide that 

there is in fact no conflict of interest to be found. If this is the case then no 

additional action is likely to be necessary 

 Exclusion from the activity - it may be that the only reasonable step to take 

to eliminate the risk is to have the individual concerned remove 

themselves from the activity/relationship etc. that is causing the conflict of 

interest. All actual conflicts of interest must be resolved in this manner. 

Examples of actions include: changing responsibilities, recusal from 

decision making, divestment or ending a role. 

 Continue with the activity but implement actions to mitigate any real or 

potential risk - what actions are necessary will be entirely dependent on 

the nature of the conflict of interest and the level of risk, however it might 

include things such as closer monitoring, revisions to existing work plans, 

or the additional disclosure of all relevant information to others involved in 

the decision-making process. 

 

18. Any actual conflicts of interest must be resolved in a way which removes the 

conflict. Potential or perceived conflicts of interest may exist in some 

circumstances, provided that effective mitigations are put in place. The 

assessments, considerations and actions agreed should be properly 

documented to ensure a clear audit trail. 

19. In thinking through an assessment, the decision-maker will want to consider, for 

example, how the decision would be explained to a judge or defended publicly, 

and how it would look from the perspective of a member of the public. As above 

it is good practice for the line manager to ensure that a second colleague (or 

possibly the HR business partner or member of the relevant senior leadership 

team) checks what is proposed. If agreement cannot be reached on what action 

should be taken, line managers should escalate this to their director or Chief 

Executive (where the Director is the decision maker), who may take advice from 

the S151 and Monitoring Officer). The decision of the Director/Chief Executive 

is final. 

20. Once a Declaration of Interests form has been received, Line Managers should 

discuss with the employee how the conflict will be managed, record this on the 

declaration and then determine whether the conflict (or the management of the 

conflict) is likely to impact upon other functions or Directorates. If such an impact 

is likely, the employee and the Line Manager should report this to other 

managers and record this action on the declaration. The Authority recommends 



that any wider circulation of the Declaration of Interests form is kept to a ‘need 

to know’ basis only.  

21. There may be circumstances where it is appropriate for a file note to be added 

to programme, project or case files to indicate that an employee has declared a 

personal interest (especially during planning, tender or procurement exercises); 

however, copies of the actual Declaration of Interests should not be included. It 

is sufficient to record in the file that the employee has declared a personal 

interest, together with further narrative that confirms what alternative 

arrangements are in place to manage the conflict (for example: that the 

employee will not be involved in the evaluation or execution of a tender).  

22. Comments regarding this guidance (or where clarification of general procedure 

is required) should be referred to the Monitoring Employee 

 

Roles and responsibilities 

 

23. There are several parties involved in the management and declaration of outside 

interests. Below is a non-exhaustive list of the various parties that have a 

responsibility for ensuring interests are dealt with as and when they arise. 

 The employee- Under the terms of the Employee Code of Conduct, the 

employee must conduct themselves in accordance with the core values of 

integrity, honesty, objectivity, and impartiality. Individuals must declare all 

relevant outside interests to their line manager as soon as they arise. 

 Line managers - Line managers are likely to be in most cases the first 

point of call for those declaring relevant outside interests. Line managers 

will assess all declared outside interests and decide how to address any 

actual, potential, or perceived conflicts of interest that arise (as above, it is 

good practice for the line manager to ensure that a second colleague and / 

or the HR business partner sense checks what has been agreed). Where 

this is not possible, they will need to make sure that the decision on how to 

address a declaration of outside interests is escalated to an appropriate 

level. 

 S151/Monitoring Officer – these officers are the Authority lead and expert 

on declarations of interest, responsible for overseeing and ensuring 

compliance with the internal policies/procedures. HR business partners 

should be equipped to support individual line managers, where needed, in 

their assessments and offer an additional layer of independent assurance 

in considering declarations of interest.  

 

Confidentiality  



24. With the specific exception of Chief Employees, information gathered through 

this process is for use by the Authority only and as such will not be made public, 

unless there is an overriding legal requirement for disclosure; for example, as a 

statutory disclosure in the annual Statement of Accounts or where a request is 

made under the Freedom of Information Act and no exemption applies.  

Information disclosed as a result will be kept anonymous and staff involved will 

be informed.  

25. The Register of Staff Interests will be held securely only to be accessed by the 

Director and his/her delegated employee.  However, during collection, or of 

reasonable management and assurance procedures, information may be made 

available to the employee’s line manager, audit and HR.  All employees are 

encouraged to discuss conflicts of interest with their line manager and to jointly 

identify interests that should be declared.  

  



Annex 1 

Declaration of Staff Interests Form  

Name of person making this declaration:  

Location and Directorate:  

Nature of declaration:  

Background (Summary of any information that provides additional context to 

the declaration)  

The potential conflict and the parties involved (Describe why there is a 

conflict and name the individuals or organisations involved)  

Likely duration of conflict  

(Explain if this will be an ongoing conflict or specific to a particular investment 

decision)  

Managing the potential conflict  

(N.B. Line Manager, or Director to provide details of how the potential conflict 

will be managed)  

Signature of Line Manager, or Director 

………………………………………………………  

Date……………..  

Signature of person making this declaration 

………………………………………………………  

Date……………..  

I have been given a copy of and have read and understood the Authority’s 

Declaration of Staff Interests Policy regarding disclosure of personal interests 

and I agree to abide by its provisions. I declare to the best of my knowledge and 

belief, the information given within this form is correct 

 

  



Annex 2  

Disclosure of Personal Interests 

Corporate values  

THE SEVEN PRINCIPLES OF PUBLIC LIFE  

Selflessness Holders of public office should take decisions solely in terms of 

the public interest. They should not do so in order to gain financial or other 

material benefits for themselves, their family, or their friends. 

Integrity Holders of public office should not place themselves under any 

financial or other obligation to outside individuals or organisation that might 

influence them in the performance of their official duties.  

Objectivity In carrying out public business, including making public 

appointments, awarding contracts, or recommending individuals for rewards and 

benefits, holders of public office should make choices on merit.  

Accountability Holders of public office are accountable for their decisions and 

actions to the public and must submit themselves to whatever scrutiny is 

appropriate to their office.  

Openness Holders of public office should be as open as possible about all the 

decisions and actions that they take. They should give reasons for their 

decisions and restrict information only when the wider public interest clearly 

demands.  

Honesty Holders of public office have a duty to declare any private interests 

relating to their public duties and to take steps to resolve any conflicts arising in 

a way that protects the public interests.  

Leadership Holders of public office should promote and support these principles 

by leadership and example. 


