

Conflict of Interest Policy

PART A – POLICY

1 WHY WE HAVE A POLICY
Directors, staff and all those engaged in the Careers Development Institute (CDI) have an obligation to act in the best interests of the organisation and in accordance with the organisation’s governing documents and to avoid a situation where there may be a potential conflict of interest. 

It is the President’s responsibility on behalf of the Board to ensure that this policy is implemented throughout the organisation. It should be noted that certain aspects of the Policy are inscribed in law in the United Kingdom and the European Union, and that others are registered in the organisation’s  Association of Articles section 14. 

CDI Articles of Association – Section 14 (1-7)	
Conflicts of Interest
14. (1) If a proposed decision of the directors is concerned with an actual or proposed
transaction or arrangement with the company in which a director is interested, that director is not to be counted as participating in the decision-making process for quorum or voting purposes.

2 WHO DOES THE POLICY APPLY TO
In this context, “CDI” means the company, “Office holders” relates to those involved with the CDI including directors of the organisation, Members’ Advisory Council members and members of other committees and groups agreed by the Board. “Staff” includes the following (whether working on a part-time or full-time basis)
• staff on permanent contracts
• staff on fixed term or temporary contracts
• staff seconded from another organisation to work with the CDI (“secondee”).

In certain cases, “staff” may also cover people working on a consultancy basis. 

The aim of this policy is to protect both the organisation and individuals from any appearance of impropriety. The CDI office holders and staff should raise any matter of concern with their line manager or a member of the Board, irrespective of whether it is explicitly addressed in this Policy and Guidelines. 

Acceptance of this policy is a pre-requisite of working with the CDI as an office holder or an employee and failure to comply with the terms of this policy and guidelines will result in appropriate action under the CDI’s relevant Procedure.







3 CONFLICT OF INTEREST
A conflict of interest may arise when an individual’s personal, family or other professional loyalty or interest may impact on, contribute to, or influence a decision made on behalf of the CDI. Such conflicts may: 
• inhibit free discussion;
• result in actions which are not in the best interests of the CDI;
• risk the impression that the CDI has acted improperly.

Accordingly, it is the responsibility of office holders and staff to ensure that they do not:
• abuse their official position for personal gain or to benefit their family, friends or business associates
• seek to advantage or further private business or other interests in the course of their official CDI duties. 

CDI staff have explicitly written into their contract, clauses relating to conflicts of interest as follows:

[bookmark: x_m_-4505225000139293610__Hlk75531391]1.1    You agree to devote your whole time and attention to the Company during your working time. Whilst your employment contract remains in force, are not permitted to have any interest in any business or undertaking or engage in any other activities that might interfere with the performance of your duties or cause a conflict of interest or otherwise.
1.2       If you wish to be engaged in any other activities that might interfere with the performance of your duties or cause a conflict of interest or otherwise, you must first seek the written permission of your Line Manager, which will not be unreasonably withheld. You are required to declare any interests. This clause is without prejudice to your statutory rights.
1.3         Failure to declare an outside interest may be regarded as a disciplinary matter and dealt with under the Company Disciplinary Policy accordingly.

All CDI office holders must declare to the Honorary Secretary any beneficial interest they may have in transactions with a company either at the beginning of their association with the CDI or on acquisition of the interest, in order that it is known and cannot be used to the detriment of the organisation or to the benefit of the individual relative or associate.

A Declaration of Interests form is issued on commencement of a Board appointment and thereafter at the end of each financial year or whenever needed (see below).

If faced with a conflict of interest, CDI office-holders and staff should declare any interest at the earliest opportunity and withdraw (or ask to be withdrawn) from any subsequent involvement or discussion. The Declaration of Interests form should then be completed and forwarded to the individual’s line manager by the quickest means possible, and/ or to the Honorary Secretary.




CDI office-holders and staff may, however, participate in discussions from which they may indirectly benefit, for example, where the benefits are universal or where the benefit is minimal.

Where a conflict of interest becomes apparent in a formal meeting, the secretary of the meeting will need to record all decisions in relation to the conflict of interest.

The minutes should record:
• the nature and extent of the conflict of interest;
• an outline of the discussion;
• the actions taken to manage the conflict.

A copy of the minutes (or the completion of the Declaration of Interest form if the conflict of interest was not declared in the minutes of the meeting) should be sent to the Honorary Secretary. Interests are recorded on the CDI Register of Interests which is maintained by the Honorary Secretary. A report on the Register of Interest is made on an annual basis to the Board. The register will also be accessible by Directors. 

4 DECISIONS TAKEN WHERE AN OFFICE HOLDER OR A MEMBER OF STAFF HAS AN INTEREST
In the event of the board having to decide upon a question in which an office holder or member of staff has an interest, all decisions will be made 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 is quorate. Interested office holders may not vote on matters affecting their own interest.

Where an office holder benefits from the decision, this will be reported in the annual report and accounts.

5 CONFLICT OF INTEREST PROCESS
The Honorary Secretary will be responsible for ensuring that members of the Board, and EPSC complete a conflict-of-interest declaration form (See appendix 1) at the beginning of their term of office. This will be renewed in January each year. The information will be collated into a Register of Interests see appendix 2) and will be made available to CDI members only through the members area of the website. Should a Board member or member of EPSC have a change in circumstances which signifies a change to their conflict of interests, they need to notify the Honorary secretary within a month of the change. This interest must also be declared at the next Board meeting. The register will not include names of individual members of staff other than the Chief Executive. 

6 DATA PROTECTION
The information provided by office holders and staff will be processed in accordance with data protection principles as set out in the Data Protection Act 1998. Data will be processed only to ensure that office holders and all staff act in the best interests of the CDI. The information provided will not be used for any other purpose.




7 FREEDOM OF INFORMATION REQUESTS 

The Freedom of Information Act (FOIA) (2000) gives individuals the right to request information from Public Bodies. The CDI is not a Public Body and therefore the FOIA does not apply. However, the CDI wishes to operate in an open and ethical manner and will therefore consider reasonable requests for information about any conflicts of interest which exist. This will be conducted through the Chair of the Ethics and Professional Standards Committee. 

8 ADVICE

If you are not sure what to declare, or whether / when your declaration form needs to be updated, please err on the side of caution. If you would like to discuss a particular issue, please contact the Honorary Secretary.






























Appendix 1:  DECLARATION OF INTEREST 
I, ……………………………………………………………. as employee / Office Holder [*delete as appropriate] of the Career Development Institute, have set out below my interests in accordance with the organisation’s conflicts of interest policy. 


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


	Name of current employer and any previous employment in which you continue to have a financial interest. 

	

	Appointments (voluntary or otherwise), e.g.
trusteeships, directorships, local authority membership, tribunals, school governor, etc.

	

	Membership of any additional professional bodies [excluding CDI], special interest groups or mutual support organisations.

	

	Investments in unlisted companies, partnerships and other forms of business, major shareholdings of at least 5% of issued capital and beneficial interests.

	

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

	

	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 annually. I give my consent for it to be used for the purposes described in the conflicts of interest policy and for no other purpose.
Signed: ………………………………………………...
Position: ……………………………………………….
                                                                                                          
[image: ]                                                                                   
                                                                                                                                               
Date: …………………………………………………....
CDI Conflict of Interest Policy
Revised December 2025
Claire Johnson Honorary Secretary.



Conflict of interest register 
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