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Applies To All staff, volunteers and children 

 

1. Policy Statement 

Willow Tree Learning is committed to acting with honesty, integrity, openness and 
accountability in all decisions and activities. Staff must act in the best interests of 
Willow Tree Learning and the children, young people, families and communities it 
serves. This policy explains how staff should identify, declare and manage actual, 
potential or perceived conflicts of interest so that decisions are fair, transparent and 
free from improper influence. 

2. Purpose 

The purpose of this policy is to protect Willow Tree Learning, its staff and its service 
users by ensuring that conflicts of interest are declared early, recorded accurately and 
managed appropriately. The policy supports sound decision-making, safeguards public 
trust, helps prevent fraud or favouritism, and ensures that staff understand what is 
expected of them. 

3. Scope 

This policy applies to all employees, volunteers, agency staff, consultants, contractors, 
governors, trustees or other representatives who work for or on behalf of Willow Tree 
Learning. It applies to decisions about finance, procurement, recruitment, 
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employment, referrals, partnerships, safeguarding, use of resources, confidential 
information and any other activity where a personal, professional or financial interest 
may influence, or appear to influence, a decision. 

4. What Is a Conflict of Interest? 

A conflict of interest arises when a member of staff’s personal interests, relationships, 
loyalties or outside commitments could compromise, or could reasonably be seen to 
compromise, their ability to act impartially and in the best interests of Willow Tree 
Learning. A conflict does not necessarily mean that anyone has acted wrongly; 
however, it must be declared and managed so that decisions remain fair and 
transparent. 

4.1 Types of Conflict 

• Actual conflict: a direct conflict currently exists between a staff member’s 
duties and their personal interests or loyalties. 

• Potential conflict: a situation could develop into a conflict in the future. 
• Perceived conflict: a reasonable person could think that a conflict exists, even 

if the staff member believes they can act impartially. 

5. Examples of Conflicts of Interest 

• A staff member is involved in recruiting, supervising or assessing a relative, 
partner, close friend or someone with whom they have a personal relationship. 

• A staff member or their connected person owns, works for or has a financial 
interest in a supplier, contractor or partner organisation used by Willow Tree 
Learning. 

• A staff member receives gifts, hospitality, discounts or benefits from a parent, 
carer, supplier or external organisation. 

• A staff member uses Willow Tree Learning resources, time, information or 
contacts for private work or personal gain. 

• A staff member has another role, business interest or voluntary commitment 
that could affect their duties, availability or impartiality. 

• A staff member is involved in decisions relating to a child, young person or family 
where there is a personal connection outside work. 

• A staff member has access to confidential information that could benefit them, 
a connected person or another organisation. 

6. Staff Responsibilities 

All staff are responsible for recognising and declaring conflicts of interest promptly. 
Staff must act with selflessness, integrity, objectivity, accountability, openness, 
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honesty and leadership. Staff must not allow personal interests, relationships or 
loyalties to influence their professional judgement or decision-making. 

• Declare any actual, potential or perceived conflict as soon as it is identified. 
• Complete an annual declaration of interests, including a nil return where there 

are no interests to declare. 
• Update their declaration promptly when circumstances change. 
• Seek advice from the Site Lead, Deputy Side Lead or the Designated 

Safeguarding Lead if unsure whether something should be declared. 
• Withdraw from discussions, decisions or access to information where required 

to manage a conflict. 
• Comply with any agreed actions put in place to manage the conflict. 

7. Declaration Process 

Staff must complete a declaration of interests form on appointment, annually 
thereafter, and whenever their circumstances change. Declarations should be 
submitted to the appropriate line manager or nominated policy owner. Where a conflict 
arises during a meeting, recruitment process, procurement decision, safeguarding 
discussion or other decision-making activity, it must be declared immediately and 
recorded in the relevant notes or decision record. 

If staff are unsure whether a matter should be declared, they should declare it. 
Declaring a conflict is a protective measure and does not imply wrongdoing. 

8. Register of Interests 

Willow Tree Learning will maintain a confidential register of staff interests. The register 
will include declared interests, the date of declaration, any agreed management 
actions, review dates and confirmation when an interest no longer applies. Access to 
the register will be limited to those who need it for governance, management, 
safeguarding, audit or compliance purposes. 

9. Managing Conflicts 

Once a conflict has been declared, Willow Tree Learning will consider the nature and 
seriousness of the conflict and decide how it should be managed. The approach will be 
proportionate and will protect impartiality, confidentiality, safeguarding and public 
confidence. 

• Recording the declaration and deciding that no further action is required. 
• Requiring the staff member to withdraw from discussion, decision-making, 

assessment, recruitment, procurement or supervision activity. 
• Restricting access to confidential information or records. 
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• Appointing an alternative decision-maker or supervisor. 
• Seeking additional approval from senior leadership or the governing/trustee 

body where appropriate. 
• Ending or changing an arrangement where the conflict cannot be managed 

appropriately. 
• Seeking external advice where the conflict is complex, sensitive or high risk. 

10. Procurement, Finance and Use of Resources 

Staff involved in purchasing, commissioning, contract management, ordering goods or 
services, authorising payments or recommending suppliers must declare any relevant 
interests before taking part in the process. Decisions must be based on need, quality, 
value for money, fairness and compliance with Willow Tree Learning’s financial 
procedures. Staff must not use Willow Tree Learning funds, property, equipment, 
systems, premises, information or working time for personal gain or for the benefit of a 
connected person or organisation. 

11. Recruitment, Employment and Supervision 

Staff must not take part in recruitment, appointment, appraisal, pay, promotion, 
disciplinary, grievance, capability, supervision or line-management decisions involving 
a relative, partner, close friend or other connected person unless the conflict has been 
declared and a senior leader has agreed appropriate safeguards. Recruitment and 
employment decisions must be fair, evidence-based and free from preferential 
treatment. 

12. Safeguarding and Confidentiality 

Where a conflict relates to safeguarding, child protection, family support, behaviour, 
attendance, complaints or sensitive personal information, staff must declare the 
matter immediately to the Designated Safeguarding Lead or an appropriate senior 
leader. Staff must not access, share or use confidential information unless there is a 
legitimate professional reason to do so. Any safeguarding concern must be managed in 
line with Willow Tree Learning’s safeguarding procedures. 

13. Gifts, Hospitality and Benefits 

Staff must not accept gifts, hospitality, discounts, payments, favours or other benefits 
that could influence, or appear to influence, their judgement or actions. Modest tokens 
of thanks may be accepted where permitted by Willow Tree Learning’s procedures, but 
anything of more than nominal value, any repeated gifts, and any offer from a supplier 
or contractor must be declared. Cash or cash-equivalent gifts must not be accepted. 
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14. Outside Work and Personal Interests 

Staff must declare any outside employment, private tutoring, consultancy, business 
activity, voluntary role, governance role or other commitment that could affect their 
duties, availability, impartiality, confidentiality or the reputation of Willow Tree 
Learning. Staff must not undertake private work that conflicts with their role, uses 
Willow Tree Learning resources without permission, or creates inappropriate 
relationships with children, young people, families or suppliers connected to Willow 
Tree Learning. 

15. Breaches of This Policy 

Failure to declare a conflict of interest, failure to comply with agreed management 
actions, misuse of information or resources, or accepting improper benefits may be 
treated as a disciplinary matter. Serious breaches may be considered misconduct or 
gross misconduct and may also be referred to external agencies where required by law, 
regulation, safeguarding procedures or funding requirements. 

16. Raising Concerns 

Staff who are concerned that a conflict of interest has not been declared or is not being 
managed appropriately should raise the matter with their line manager, a senior leader 
or through Willow Tree Learning’s whistleblowing procedure. Concerns will be handled 
sensitively and in line with relevant policies. 

17. Monitoring and Review 

This policy will be reviewed at least every two years, or sooner if there are changes in 
legislation, statutory guidance, governance arrangements or organisational practice. 
The Senior Leadership Team will monitor declarations, review management actions and 
ensure that staff receive appropriate guidance on identifying and managing conflicts of 
interest. 

Appendix 1: Staff Declaration of Interests Form 

Name  
 

Role/position  
Date of declaration  
I have no interests to declare Yes / No 
Details of actual, potential or 
perceived conflict 

 

Connected person or organisation, if 
applicable 

 

Proposed or agreed management 
action 
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Reviewed by  
Review date  
Staff signature  

 


