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	1. INTRODUCTION AND OUR COMMITMENT
	1.1 [Full Company name] ACN/ABN [insert] (referred to as “Company” or “[insert in bold font how the Company will refer to themselves in this policy]”) is committed to maintaining a culture of ethical conduct and sound commercial practice. This Conflic...
	1.2 [Optional: insert Company’s values and how it relates to this policy].
	1.3 [Company] has established procedures under this Policy to identify, evaluate, disclose and handle conflicts of interest.
	1.4 The purpose of this Policy is to:
	(a) assist Workers in identifying and determining conflicts of interest;
	(b) establish procedures for disclosing conflicts of interest;
	(c) establish procedures for assessing, avoiding and managing conflicts of interest;
	(d) maintain the integrity and reputation of [Company]; and
	(e) document [Company]’s commitment to maintaining an open working environment.
	1.5 Compliance with this Policy is mandatory.
	1.6 This Policy is not intended to form part of any Worker’s contract of employment or engagement, unless expressly stated otherwise in that contract. Employees must comply with this Policy as a lawful and reasonable direction. Other Workers must comp...

	2. DEFINITIONS AND INTERPRETATION
	2.1 The following terms and expressions used in this Policy are defined below:

	3. WHO IS COVERED UNDER THIS POLICY
	3.1 This Policy applies to all Workers of [Company]. A failure to comply with this Policy may result in disciplinary action, termination of employment, termination of engagement, removal from a role or office, where permitted by law and the Company’s ...
	3.2 [Include if relevant] This Policy applies to the activities of [Company], including its wholly owned subsidiaries or related bodies and organisations [insert names]. All references to [Company] in this Policy should be read to include these relate...
	3.3 Where this Policy applies to a director or officer of [Company], it operates in addition to, and does not limit, any statutory, fiduciary or general law duties by that director or officer to [Company].

	4. DUTY OF LOYALTY
	4.1 Each Worker must act honestly, in good faith and consistently with the duties and obligations applicable to their role when performing work for or on behalf of [Company]. Directors and officers must act in the best interests of the Company where r...
	4.2 Each Worker must take reasonable steps to ensure that their Personal Interest do not conflict, and are not perceived to conflict, with their duties to [Company]. Any Actual Conflict of Interest, Potential Conflict of Interest or Perceived Conflict...
	4.3 A Worker must not make, participate in, influence or seek to influence a decision of [Company] in circumstances where the Worker has an undisclosed conflict of interest in relation to that decision.

	5. WHAT IS A CONFLICT OF INTEREST
	5.1 A conflict of interest may arise where a Worker’s Personal Interests, duties to another person or entity, or external activities conflict, may conflict, or may reasonably be perceived to conflict, with the Worker’s duties to [Company].
	5.2 A conflict of interest may arise from the interests or activities of the Worker, or from the interests or activities of a person with whom the Worker has a Close Personal Relationship.
	5.3 Conflicts may involve personal, financial or political interests. They may be actual, potential or perceived.
	5.4 A reference to ‘conflict of interest’ in this Policy should be read to include:
	(a) actual conflicts of interest;
	(b) potential conflicts of interest; and
	(c) perceived conflict of interest (situations that may give rise to an appearance of a conflict of interest).
	5.5 A conflict of interest must be disclosed even if the Worker believes that they can act impartially, even if no improper conduct has occurred, and even if no actual loss or damage has been suffered by [Company].
	5.6 The existence of a conflict of interest does not necessarily mean that a Worker has acted improperly. However, failure to disclose or appropriately manage a conflict of interest may constitute a breach of this Policy.

	6. EXAMPLES OF A CONFLICT OF INTEREST
	6.1 A conflict of interest may exist in a wide variety of circumstances, therefore it is not possible to list them all.
	6.2 A non-exhaustive list of situations that may give rise to a conflict of interest includes where a Worker or a person with whom the Worker has a Close Personal Relationship:
	(a) receives or is offered a Gift or Benefit from a supplier, customer, contractor, competitor or other third party;
	(b) is offered a commission, incentive, payment or other benefit to influence a decision or transaction involving [Company];
	(c) participates in a procurement, tender, recruitment, promotion, disciplinary, contracting or payment decision involving a Related Party;
	(d) has outside employment, consultancy, directorship, committee memberships or other external roles that may conflict with duties owed to [Company];

	7. CONFLICT OF INTEREST – ACCEPTING GIFTS AND BENEFITS
	7.1 Conflicts of interest may arise where Workers, while performing their employment duties, are offered gifts, hospitality, favours, contributions, donations, remuneration or any other form of financial or non-financial benefit that may influence the...
	7.2 Workers must not solicit, request, encourage or accept any Gift or Benefit that:
	7.3 A Worker may accept a Token Gift only if:
	(a) it is offered openly and transparently;
	7.4 A Worker must not accept any Gift or Benefit exceeding the Token Gift threshold unless the Worker has obtained prior written approval from [insert role]. The approval, reasons for approval and any conditions must be recorded in the Conflict Regist...
	7.5 If a Worker receives a Gift or Benefit that could not reasonably be declined or returned immediately, the Worker must promptly deliver it to [insert role] and disclose the circumstances. The Company will determine whether the Gift or Benefit must ...
	7.6 [Include if relevant] For more information on accepting gifts and benefits, refer to the Gifts and Benefits Policy.
	7.7 Repeated Gifts or Benefits from the same person or entity must be assessed cumulatively. A series of Token Gifts may constitute a conflict of interest even if each individual Gift or Benefit is below the Token Gift threshold.
	7.8 Where a Worker is offered a prohibited Gift or Benefit, the Worker must politely decline it and promptly report the offer to their direct manager and [insert role].

	8. CONFLICT OF INTEREST – OUTSIDE EMPLOYMENT OR ACTIVITIES
	8.1 A Worker must disclose any outside employment, business activity, directorship, consultancy, advisory role, volunteer role, committee membership or other external activity that may conflict, may potentially conflict, or may reasonably be perceived...
	8.2 Outside employment or activities may include holding a position on the board of other organisations, providing services to other organisations or membership on other committees.
	8.3 Unless otherwise permitted by the Worker’s contract of employment or engagement, a Worker must obtain prior written approval from [insert role] before commencing or continuing any outside employment or activity that:
	8.4 A Worker must disclose any known affiliation, employment, ownership interest, directorship, consultancy or other material connection that the Worker or a person with whom the Worker has a Close Personal Relationship has with a supplier, customer, ...
	8.5 [Company] may approve outside employment or activities subject to conditions, including restrictions on the Worker’s duties, reporting lines, access to information, use of resources, participation in decisions or communications with relevant third...
	8.6 Approval of an outside activity may be reviewed, varied or withdrawn where the circumstances change or the activity adversely affects the Worker’s duties, performance, availability or obligations to the Company.

	9. CONFLICT OF INTEREST – PERSONAL INTEREST IN THIRD PARTIES
	9.1 A conflict of interest may arise where a Worker has a Personal Interest in a third party that has, seeks to have, or may reasonably be expected to have, a business relationship with [Company], or that competes or may compete with [Company].
	9.2 A Worker may have a Personal Interest in a third party where the Worker, or a person with whom the Worker has a Close Personal Relationship:
	(a) is a director, officer, employee, consultant, contractor, adviser, partner, trustee or beneficiary of that third party;
	(b) holds shares, units, options, beneficial interests or other financial interests in that third party, other than a minor interest in a widely held listed entity;
	(c) receives fees, commissions, dividends, distributions, referral payments or other benefits from that third party;
	(d) owes money to, or is owed money by, that third party other than on ordinary commercial terms;
	(e) has a legal, equitable, financial or commercial interest in assets, rights or opportunities being considered by [Company]; or
	(f) has any other relationship with that third party that could reasonably be perceived as influencing the Worker’s duties to [Company].
	9.3 A Worker who has disclosed a Personal Interest in a third party must not participate in any decision, recommendation, negotiation, procurement process, approval, payment, performance review, dispute or other matter involving that third party unles...

	10. HOW TO DISCLOSE A CONFLICT OF INTEREST
	10.1 A Worker must disclose any Actual Conflict of Interest, Potential Conflict of Interest or Perceived Conflict of Interest as soon as reasonably practicable after becoming aware of it and, wherever possible, before participating in any relevant dec...
	10.2 A disclosure must be made in writing to the Worker’s direct manager and [insert role], unless the circumstances are urgent, in which case the Worker may make an oral disclosure and must confirm the disclosure in writing as soon as reasonably prac...
	10.3 The disclosure must include:
	(a) the nature of the conflict of interest;
	(b) the persons or entities involved;
	(c) the Worker’s role, duties or decision-making authority in relation to the matter;
	(d) any financial, personal, legal or other interest involved;
	(e) any relevant dates, transactions or decisions;
	(f) any steps already taken by the Worker to avoid or manage the conflict; and
	(g) any other information reasonably required by [Company].
	10.4 Disclosure is an ongoing obligation. A Worker must promptly update their disclosure if the nature, extent or circumstances of the conflict of interest changes.
	10.5 Pending assessment of the disclosure, the Worker must not participate in any relevant decision, discussion, approval, procurement, negotiation or other activity unless authorised in writing by [insert role].

	11. HANDLING A DISCLOSURE OF CONFLICT OF INTEREST
	11.1 Each disclosure will be assessed by [insert role], or where the disclosure concerns that person, by [insert alternative role, e.g. the Chief Executive Officer, Board Chair or Company Secretary].
	11.2 [Insert role] must determine whether a conflict exists, assess its nature and seriousness, and decide whether it can be avoided or appropriately managed.
	11.3 In assessing a disclosed conflict of interest, [Insert role] may consider:
	(a) the nature and seriousness of the conflict;
	(b) whether the conflict is actual, potential or perceived;
	(c) the Worker’s role, seniority and decision-making authority;
	(d) the value, sensitivity or strategic importance of the relevant matter;
	(e) the risk to [Company]’s reputation, legal position, commercial interests and stakeholders;
	(f) whether the conflict can be managed by conditions or whether it requires removal of the Worker from the relevant matter; and
	(g) any applicable legal, contractual, regulatory or governance requirements.
	11.4 [Company] may take any action it considers appropriate to avoid, manage or resolve a conflict of interest, including:
	(a) requiring the Worker to take no further part in the relevant matter;
	(b) removing the Worker from decision-making, approval, procurement, recruitment, supervision, contract management or payment processes;
	(c) restricting the Worker’s access to information, systems, personnel or documents;
	(d) changing reporting lines or responsibilities;
	(e) requiring an independent review, approval or oversight process;
	(f) requiring the Worker to dispose of or cease the relevant interest or activity, where lawful and reasonable;
	(g) imposing conditions on approval of the conflict;
	(h) disclosing the conflict to affected stakeholders where appropriate;
	(i) preparing a Conflict Management Plan; or
	(j) determining that the conflict cannot be adequately managed.
	11.5 The steps taken to respond to the conflict and the outcome must be recorded in the Conflict Register by the [insert role].
	11.6 Any approved Conflict Management Plan must be recorded in the Conflict Register and must specify the approved management steps, responsible person, review date and any conditions imposed on the Worker.
	11.7 A Worker must comply with any direction, condition or Conflict Management Plan issued under this clause 11.
	11.8 The Worker must be notified of the decision, any conditions imposed, the duration of those conditions and the date on which the arrangement will be reviewed.
	11.9 A director must disclose any Material Personal Interest in a matter relating to the affairs of the Company in accordance with the Corporations Act 2001 (Cth), the Company’s constitution and any applicable board charter or governance procedure.
	11.10 The disclosure must be made to the other directors, or through [the Board/Company Secretary/Chair], and must contain sufficient detail about the nature and extent of the interest and its relation to the affairs of the Company.
	11.11 A director must not be present while the matter is being considered, vote on the matter or seek to influence its consideration where prohibited by Corporations Act 2001 (Cth), another applicable law, the Company’s constitution or a direction of ...
	11.12 An officer who is not a director must disclose a conflict of interest in accordance with this Policy and comply with all applicable statutory, fiduciary, contractual and general law duties.
	11.13 A disclosure and the manner in which the conflict was managed must be recorded in the relevant minutes and Conflict Register, subject to applicable law.

	12. BREACH OF THIS POLICY
	12.1 A breach of this Policy may result in disciplinary or other action, including counselling, training, written warning, change of duties, withdrawal of delegated authority, termination of employment, termination of engagement, removal from a role o...
	12.2 Before taking disciplinary action, [Company] will assess the circumstances of the alleged breach and provide the Worker with a reasonable opportunity to respond, except where [Company] determines that immediate action is necessary to protect its ...
	12.3  A breach of this Policy may include:
	(a) failing to disclose a conflict of interest;
	(b) providing false, incomplete or misleading information about a conflict of interest;
	(c) failing to comply with a direction or Conflict Management Plan;
	(d) accepting a prohibited Gift or Benefit;
	(e) participating in a decision despite having an unmanaged conflict of interest; or
	(f) victimising or retaliating against a person who reports a concern under this Policy.

	13. REPORT A BREACH OF THIS POLICY
	13.1 A Worker who reasonably suspects a breach of this Policy must promptly report the matter to their direct manager, [insert role], [insert department] or any other reporting channel approved by [Company].
	13.2 A Worker may make an anonymous report through [insert approved anonymous reporting channel]. The Company cannot guarantee anonymity where the reporting method identifies the reporting person.
	13.3 A report may be made orally or in writing and should include all information reasonably available to the reporting person, including a description of the events and the relevant dates, locations, persons, entities, decisions and witnesses.
	13.4 [Company] will take reasonable steps to maintain confidentiality in relation to reports made under this clause. Information may be disclosed where necessary for the purpose of assessing, investigating, managing or responding to the report, where ...
	13.5 A Worker must not victimise, disadvantage, dismiss, discipline, harass, intimidate, threaten or otherwise retaliate against any person because that person has made, proposes to make, or is suspected of making a disclosure or report under this Pol...
	13.6 Nothing in this Policy limits any rights or protections available to a person under applicable whistleblower laws or under [Company]’s Whistleblower Policy. Where a report may constitute a protected disclosure, it must be handled in accordance wi...

	14. VARIATIONS TO THIS POLICY
	14.1 The Company may amend, replace or withdraw this Policy from time to time, subject to applicable law.
	14.2 A request for an exception must be submitted in writing to the Approved Policy Owner, identify the relevant circumstances and risks, and be approved by [insert authorised role]. An exception must not authorise conduct that contravenes applicable ...
	14.3 Any amendment, replacement or withdrawal of this Policy does not affect any obligation, disclosure, approval, direction, Conflict Management Plan, investigation or breach arising before the date of variation, replacement or termination.

	15. AVAILABILITY OF THIS POLICY AND FURTHER INFORMATION
	15.1 This Policy is made available to all Workers of [Company] at [insert details, such as the intranet, website or physical locations].
	15.2 Workers may speak to [insert role and contact details] for further guidance and information on this Policy.
	15.3 [Company] may require Workers to complete training, provide annual conflict of interest declarations, or confirm that they have read and understood this Policy.

	16. REVIEW OF THIS POLICY
	16.1 [Company] will review this Policy at least annually and otherwise as required, including following any material legal, regulatory, operational or governance change, significant breach, investigation, audit finding or change to [Company]’s busines...

	17. DOCUMENT CONTROL
	SCHEDULE 1

