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Conflict of Interest Policy
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Building foundations and providing opportunities to create confident, 
aspirational, and independent members of our community.
www.thewestminsterschool.co.uk

The Westminster School expects anyone employed, engaged by or working on behalf of the organisation to conduct themselves with or exhibit:
Integrity
Selflessness
Accountability
Openness
Honesty
Objectivity 
Impartiality, and
Leadership. 

Purpose of the Policy 
The purpose of this policy is to provide guidance to staff and any other relevant individuals on handling possible conflicts of interest that may arise because of their roles as teachers, support staff invigilators, and assessment/exam-related administrators. This policy applies to all employees, governors, trustees, volunteers, contractors, invigilators, agency staff and individuals acting on behalf of the school. 
This policy: 
· Defines what is meant by conflict of interest
· Describes the role of conflict of interest in the context of working for the school in an assessment/exam related function
· Sets out which conflicts can be managed and how they should be managed, and those which are considered unmanageable and therefore cannot be allowed. 
· Illustrates potential conflict of interest situations, some of which are not obvious 
The most important feature of the policy is the instruction that staff and relevant individuals should always disclose an activity if there is any doubt about whether it represents a conflict of interest. 
The policy describes how and when such disclosures should be made, that is, as soon as potential or actual conflict is discovered. This should be done by completion of a report at the time (i.e. before activity is carried out). The policy describes the procedures that should be followed and how to handle potential conflicts of interest. 
This policy applies to staff and other individuals who interact or potentially interact with the assessment- related work/examinations of the school. This includes individuals involved with all aspects of devising, setting, marking, administering, invigilating, internally verifying or any other activity connected with the assessment of candidates and associated supporting resources and services. 
The individuals falling within the scope of this policy include full-time, part-time, prorate and support staff of the school and any associate staff including external examiners. The content of the policy cannot cover every potential conflict and must be interpreted in the light of the particular circumstances of each conflict. 
Effective management of conflicts of interest supports safeguarding, promotes public confidence, protects the integrity of qualifications and ensures that assessment decisions remain fair, objective and in the best interests of pupils.
Related Legislation and Guidance
· Keeping Children Safe in Education (KCSIE)
· JCQ General Regulations for Approved Centres
· JCQ Instructions for Conducting Examinations (ICE)
· The Nolan Principles of Public Life
· Teacher Standards
· Data Protection Act 2018 and UK GDPR
· Equality Act 2010
· The School’s Staff Code of Conduct
· Whistleblowing Policy
· Malpractice Policy
· Examinations Policy
Definitions
What is a Conflict of Interest? 
A conflict of interest occurs where an individual’s personal, financial, professional or family interests could compromise, or could reasonably be perceived to compromise, their ability to act impartially and in the best interests of the school, its pupils or awarding organisations. 
· An individual whose personal interests conflict with their professional position. 
· An individual scheduled to assess, invigilate or internally verify the work of friends, relatives. 
Implications of a breach of a conflict of interest could constitute the following:
1) Breach of terms or contract of employment 
2) Breach of Teacher Standards
3) Breach of Professional Standards 
4) Gross misconduct 
Roles, Responsibilities and Associated Procedures to be followed in the Event of an Actual or Perceived Conflict of Interest 
· All relevant staff have a responsibility to be aware of the potential for a conflict of interest. It is possible that staff working in any assessment/exam related role might encounter potential conflicts of interest from time to time. Such situations must be carefully managed to ensure that any conflict of interest does not detrimentally impact on standards of, or public confidence in the school’s educational provision. Staff can find themselves in potential conflicts of interest situations because they are not clear what the correct, auditable processes and procedures are.
· All staff must complete a conflict of interest declaration upon appointment, annually thereafter and immediately where circumstances change.
· The Conflict of Interest policy is a requirement of the induction of all new teachers, invigilators and assessment/examination related support staff and staff asked annually of any potential conflicts of interest (as and when the situation arises, teachers, invigilators and support staff must notify the school of any students that are at the school who are family members, other relatives or close friends). The Head Teacher oversees the induction of all new staff. 
· Any day-to-day concerns identified by an individual should be raised with their line manager in the first instance. This will be the member of staff who is performance managing them (see documentation issued to staff at the beginning of the academic year). 
· Where there is a notified potential conflict of interest for an individual, the individual and line manager must document this carefully, together with those activities that must be avoided to prevent the school being brought into disrepute. A declaration of conflict of interest form should be signed by both the individual and the line manager, brought to the attention of the Head Teacher (Mr Oliver Flowers) where documents will be retained for audit purposes. 
· Any concerns that the individual feels are urgent should be communicated immediately to the Head Teacher and may be done so in confidence. Any safeguarding-related conflicts of interest must also be reported immediately to the Designated Safeguarding Lead. It is an individual’s right to raise concerns relating the conflict of interest directly with the Headteacher. 
· Teaching staff must not use confidential assessment materials, live examination papers or secure awarding organisation materials for teaching or preparation activities prior to authorised release.
· Teachers, invigilators and assessment/exam-related administrators must ensure the security and confidentiality of all assessment materials, examinations papers and candidate information. 
· Staff must immediately report any breach, suspected breach or unauthorised access to confidential examination or assessment materials to the Headteacher and Examinations Officer.
· Learning and teaching materials must not include confidential live assessment materials prior to authorised release. Past papers and authorised materials may be used appropriately.
· A member of staff is asked to assess, invigilate or internally verify the work of a student who is a family member, other relative or close friend. 
· A member of staff makes assessment materials available to individuals, whether or not students of the school, when not specifically tasked with assessing them as part of a timetabled activity.
· The Examinations Office is responsible for maintaining records relating to conflicts of interest affecting examination administration and for escalating concerns to the Headteacher where examination integrity may be affected.
The accreditations that may relate to this are:
· ASDAN Qualifications 
· Princes Trust Qualifications
· NCFE Qualifications (Functional skills)
· Open College Network West Midlands Qualification
· YMCA Awards
Record Keeping and Retention
All conflict of interest declarations, disclosures, investigations and associated actions will be recorded and retained securely in accordance with the school’s Data Protection Policy, Record Retention Schedule and UK GDPR requirements.
Records will be stored confidentially and access will be restricted to appropriate senior leaders and governors where necessary.
Conflict of interest declarations will be reviewed annually and updated immediately where circumstances change.
Governors and Trustees
Governors and Trustees must declare any actual, potential or perceived conflicts of interest relating to strategic decision-making, staffing, contractual arrangements, examinations or qualifications. Such declarations will be recorded in accordance with the school’s governance procedures.
Conflict of Interest Register
The school will maintain a central Conflict of Interest Register recording all declared actual, potential and perceived conflicts of interest. The register will identify the nature of the conflict, actions taken to manage the rick, review dates and the person responsible for oversight. The register will be maintained by the Headteacher and made available for audit, inspection or awarding organisation review where required.
Failure to Declare a Conflict of Interest
Failure to declare an actual, potential or perceived conflict of interest may result in formal action being taken in accordance with the school’s Disciplinary Policy, Staff Code of Conduct or Malpractice Policy.
Any actual or suspected conflict of interest that could affect the integrity, fairness or security or fairness of an assessment, examination or qualification process will be reviewed by the Headteacher and reported to the relevant awarding organisation or regulatory body where required by current regulations. 
In serious cases, failure to disclose a conflict of interest may constitute professional misconduct or gross misconduct.
Monitoring and Review
The Headteacher is responsible for the day-to-day implementation of this policy and ensuring that all staff understand their responsibilities regarding conflicts of interest.
The Governing Body will review this policy at least annually to ensure continued compliance with statutory guidance, safeguarding expectations, awarding organisation requirements and best practice.
The school will monitor declarations, identified conflicts and actions taken to ensure transparency, accountability and the integrity of school processes.
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