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NORTHFIELDS CONFLICT OF INTEREST 
POLICY 

 
Our Vision 

 
We are committed to empowering learners to reach their full potential through a holistic education. Our 
students develop an appreciation for cultural diversity while being prepared to become confident, 
responsible and active global citizens. 
 

Our Mission 
 
We achieve this by: 

• Providing our pupils with learning opportunities that maximise their potential through a structured 
programme of academic and extra-curricular activities. 

• Offering challenging, internationally recognised programmes and qualifications. 
• Emphasising the development of socially conscious and environmentally aware global citizens, with 

a compassion for others and the courage to act on their beliefs. 
• Nurturing the growth of principled future leaders. 
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Purpose 
Northfields International School including its subsidiaries (the School) is committed to ensuring that its 
decisions and decision making processes are in the best interest of the School at all times, and that they 
do not unfairly benefit any Individual connected to the School. 
 
This policy sets out guidelines and procedures for identifying, monitoring and managing actual and 
potential or perceived conflicts of interest and have been adopted to ensure that: 

• its activities and those of its Board of Directors, staff and volunteers are, and are seen to be 
conducted to the highest standards of ethics and integrity, and 

• the Individuals to whom this policy applies are able to recognise activities that might give rise to 
conflicts of interest or the perception of conflicts of interests, declare any conflict that may arise, 
and manage all arising conflicts, so that such conflicts do not affect the decision making of the 
School. 

 

Scope 
This policy applies to all employees, volunteers and members of the Board of Northfields International 
School, further referred to as ‘Individual’. 
 
It is the responsibility of each Individual within the scope of this policy to comply with its requirements.  If 
any Individual is uncertain about how this policy may affect his or her activities or has any questions about 
its application, he or she should contact the Principal of the School. 
 
 

What is a conflict of interest? 
Conflict of interest arises in circumstances where an employee’s duty is influenced, or can be seen to be 
influenced, by a private interest. 
 
Private interests include both financial and non-financial interests, and can include the interests of family 
members and close friends or associates.  They can be positive or negative interests – personal enmity 
towards someone can be just as relevant as loyalty to them. 
 
For the purpose of this policy a family member means a spouse or partner, son or daughter.  A close 
relationship includes the following relationships: close personal friendships, business/commercial/ financial 
relationship, family relationship with an unmarried partner, parents, brother, sister, grandparent, grandchild, 
mother in law, father in law, sister in law, brother in law, son in law, daughter in law, as well as half and step 
members of family (the list is not intended to be exhaustive) 
 

Recognising conflicts of interest 
A conflict of interest arises where the commitments or obligations that an Individual owes to the School are 
likely to be compromised, or may appear to be compromised by that Individual’s personal gain, or gain 
to an immediate family member or person with whom the Individual has a close personal relationship, 
whether financial or otherwise. 
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There may be situations where a conflict of interest does not actually exist but appears to exist. In 
evaluating a potential conflict, Individuals should therefore consider how it might be perceived by others. 
 
A conflict of interest may be ongoing or it may be a one-off. An example of the former is where an 
Individual serves in the same capacity at the School as he/she does at another competing local 
organisation. An example of the latter is where a one-off contract is awarded to someone or an 
entity/organisation with whom/which an Individual has a close personal or other relationship. Some 
ongoing conflicts may affect an Individual’s ability to participate in decisions so often or to such an extent 
that it is impractical for the Individual to continue in post or to accept the post from the outset.  
 
Conflicts of Interest may be financial, non-financial or both. 
 

Financial conflicts of interest  
A financial conflict of interest for the purposes of this policy, is one where there is or appears to be the 
opportunity for personal financial gain, financial gain to an immediate family member or person with whom 
the Individual has a close personal relationship, or where it might be reasonable for someone to take the 
view that financial benefits may affect an Individual’s actions. Financial interest means anything of 
monetary value and includes without limitation, payment for services or intellectual property rights (e.g. 
copyrights and royalties from such rights) and other remunerative work. 
 
All financial interests however small should be disclosed, as what may be immaterial or insignificant for one 
person may not be for another. A conflict will arise if the interest might provide, or be reasonably seen by 
others to provide an incentive to the Individual that may affect his/her actions, and where he or she has 
the opportunity to affect a School decision or other activity (for example, where the Individual is involved 
in decision making). 
 

Non-financial conflicts of interest 
A non-financial conflict of interest for the purposes of this policy includes any nonfinancial benefit or 
advantage to an Individual or to an Individual’s immediate family member or person with whom an 
Individual has a close personal relationship. Such benefit or advantage may include without limitation, 
access to services or direct or indirect career or education enhancement. 
 
The requirement in this policy that Individuals should not unfairly benefit from their connection to the School 
does not mean that: 

(i) an Individual cannot be reimbursed for expenses. Any costs that are necessary to allow an 
Individual to carry out the duties attached to his/her duties are legitimate expenses for which 
he/she can be reimbursed against receipts or met directly by the School. Such expenses can 
include, travel costs or the cost of providing care for a dependent whilst attending a meeting of 
the Board or when undertaking School business, or training costs; or 

(ii) an Individual, his/her family members or others with whom an Individual has a close personal 
relationship cannot receive services from the School. Such benefits can be received provided they 
are received by the beneficiaries on exactly the same basis as anyone else. 
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Procedure 
It is the duty of every Individual to disclose any conflict or any circumstances that might reasonably give 
rise to the perception of a conflict. All interests, and any gifts or hospitality received in connection with an 
Individual’s role in the School must also be disclosed as per the gift and entertainment policy of the School. 
 
The Human Resources Department shall request all potential Employees to disclose all actual or potential 
Conflicts of Interest at or before commencement of any employment or contractual relationship.  The 
Human Resources Manager shall provide information regarding potential or actual Conflicts of Interest of 
prospective Employees to the immediate reporting line and the Principal. 
 
Any approvals, denials or firewalls resulting from a Conflicts of Interest disclosure must be documented in 
writing and stored with the Human Resource Manager. 
 
It is required that management actively ask all Employees about potential or actual Conflicts of Interest at 
least once per year at the beginning of any academic year. A Conflicts of Interest Declaration form is 
attached in Annex 1. A Conflict of Interest Register as per Annex 2 will be maintained and updated by the 
Human Resources Manager throughout the year. 
 
The Human Resources Manager is responsible for sending out the Conflict of Interest Declaration, tracking 
responses, and reporting on material potential conflicts to Senior Management and the Audit and Risk 
Committee.  
 
Any additional disclosure duties, as well as approval requirements for specific types of transactions, shall 
be determined and communicated by management in accordance with applicable local laws and 
regulations. 
 
As a general rule, disclosure should be made at the time the conflict first arises, or it is recognised that a 
conflict might be perceived, in writing to the Principal. If the Principal has an interest in the matter, the 
disclosure should be made to the Vice Principal of the School. 
 
Some situations will need to be dealt with by agreeing how the conflict can be actively managed. The 
approach adopted should be documented and copies provided to the relevant Individuals. One or more 
of the following measures may be appropriate to manage the conflict:  

• not taking part in discussion of certain matters; 
• not taking part in the decision making of certain matters;  
• referring decision making to others;  
• not taking part in a particular project or activity.  
 

It is the responsibility of Individuals affected to comply with the agreed conflict management approach. 
 
A register of all declared gifts and conflict of interest will be kept by the Human Resources department 
and will be submitted quarterly to the ARC for review. 
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Areas of particular risk:  
1. Second employment 
Full-time employees are required to seek permission to undertake any other employment. When deciding 
whether or not to grant permission, the reporting line or the Principal can take account of the practical 
implications of the proposed other employment on an employee’s capacity to perform their role and 
duties to the expected standards of Northfields International School. 

An employee must seek the approval of the Principal when other personal commitment where is 
actual/Perceived/ actual interest such as private tutoring, external consulting and sporting activities with 
a professional commitment. 

 
2. Contract management 
The School will ensure the probity of all financial transactions. The purchase of goods or services by the 
School will be carried out in accordance with the School’s Purchasing Policy. 
 
As a general rule, Individuals to whom this policy applies should not be involved in the supply or purchase 
of goods or services decisions in relation to any external entity in which they or any member of their family 
or any person with whom they have a close relationship have a financial interest in, or in any way have the 
capacity for personal gain. In exceptional circumstances that require such involvement, the following 
process should be followed:  

• the Individual should disclose the nature of the transaction and potential conflict in writing to the 
Principal;  

• a plan/approach must be agreed to manage the conflict and protect the integrity of the School 
and the Individual, and ensure compliance with the law and good practice.  

 
Any contract awarded where a potential conflict of interest has been identified will be monitored by the 
Governing Body to ensure that the plan/approach adopted to manage the conflict is being followed. 
 
Individuals shall not be involved in managing or monitoring of any contract in which they have an interest. 
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ANNEX 1: STAFF DECLARATION FORM 
 
Please complete this form and return it to the School as soon as possible 
 
Name of employee:…………………………………………………………………………………………………………. 
 
In accordance with the School’s code of ethics and prevailing corporate governance requirements,  
I have set out below, under the appropriate headings, any interests I have which may conflict with the 
work of the School. I have put ‘NONE’ where I have no such interest under that heading. 
 
1. Any employment of business conducted by 

you and/or close relative, in addition to your 
current role within the School. 

State the company and position: 
 
 
 

2. Any involvement in companies by you and/or 
close relative 

State company and position: 
 
 
 

3. Involvement in contracts with the School by 
you and/or close relative 

State contract and involvement: 
 
 
 

4. Close relative to/relationship with a Senior 
officer or member of school staff (include 
spouse, partners and close relatives) 

Name and position: 

 
I recognise that it can be a disciplinary matter to: 

• Omit information that ought to be given in the notice 
• Provide information that is materially false or misleading 
• Fail to give further notices in order to 

o Bring up to date information on this notice 
o Declare an interest that I acquire after the date of this notice and have to declare 

 
I understand that I must within 30 days of becoming aware of any change to the interest specified above 
provide a written notification of that change. 
 
To the best of my knowledge the information supplied above is correct and complete.  I understand that 
it is my responsibility to declare any conflict of interest (business or personal) that relates directly or indirectly 
to myself or any relation on any contract, proposed contract or other matter when present at a meeting 
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at the School or at a different venue when such contract or matter comes under consideration. I 
understand that I must withdraw from any meeting during the discussion of such contract or matter and 
must not vote in respect of it. 
 
I agree to review and update this declaration annually and give consent for the information provided to 
be used in accordance with the School’s Conflict of Interest Policy. 
 
 
 
Signed……………………………………………………  Date:     …………………………………. 
 
 
Received by Human Resources Manager 
 
 
 
Signed:………………………………………………….. Date:………………………………………. 
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ANNEX 2: CONFLICT OF INTEREST REGISTER 
 

Northfields International School 
Period: 1st August 2020 – 31st July 2021 

 

NAME POSITION EVENT 
DATE 

ADVISED 
OF INTEREST 

INTEREST 
DISCLOSED 

NATURE OF 
POTENTIAL 
CONFLICT 

ACTION TAKEN/ 
RECOMMENDATIONS 
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