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1 Introduction

1.1 NHS Brent is a publicly funded and accountable body responsible for managing over £500 million of public funds each year.  The PCT is required to have in place a framework of controls to prevent the potential abuse of funds or position by PCT staff, and ensure probity in the use of public funds.  

1.2 An integral part of the corporate governance framework is the PCT Standards of Business Conduct Policy.

2 Purpose

2.1 The PCT is responsible for ensuring that the services provided for the population it is responsible for meet the highest standards and that staff do not abuse their official position for personal gain. 

2.2 This policy sets out to protect the public purse from the potential of staff to make decisions for personal gain. In addition, the policy provides staff with safeguards against allegations of wrongdoing and provides a framework for how they should conduct the PCT’s business.

2.3 In Standards of Business Conduct for NHS Staff (HSG(93)5) it states:


“It is a long established principle that public sector bodies which include the NHS, must be impartial and honest in the conduct of their business, and that their employees should remain beyond suspicion. It is also an offence under the Prevention of Corruption Acts 1906 and 1916 for an employee corruptly to accept any inducement or reward for doing, or refraining from doing, anything in his or her official capacity or corruptly showing favour or disfavour in the handling of contracts.”

3 Scope 
3.1 All staff should read and sign a copy of this policy upon recruitment to the Trust. Failure to comply with the policy may result in disciplinary action.
3.2 It is the responsibility of all staff to ensure that they are not placed in a position of conflict between their private interests and their NHS duties or in a situation which has the risk of conflict arising. This primary responsibility applies to all NHS staff i.e. those who commit NHS resources directly (e.g. by the ordering of goods) or those who do so indirectly (e.g. by prescribing of medicines). It also covers staff who may have an interest in a private nursing home and who are involved with the discharge of patients to residential facilities.

3.3 
A member of staff who is found to have abused his or her official position or knowledge for the purpose of personal gain or for the benefit of family or friends may be subject to disciplinary proceedings.  Such proceedings could lead to dismissal and/or prosecution.  Staff who can demonstrate that their actions have genuinely been in accordance with the Standards of Business Conduct Policy will have a good defence to allegations of wrongdoing.

4 Duties and Responsibilities
4.1 NHS staff are expected to:
· Ensure that the interest of patients remains paramount at all times

· Be impartial and honest in the conduct of their official business, and be seen to be so at all times

· Use the public funds entrusted to them to the best advantage of the service, always ensuring value for money (i.e. economy, efficiency and effectiveness).

4.2 NHS Staff must ensure they do not:

· abuse their official position for personal gain or to benefit their family or friends
· seek to advantage or further private business or other interests, in the course of their official duties
4.3 Seeking Advice
Where you are unsure as to he application of this policy or require advice, you should consult your Director and/or the Head of Corporate Affairs .
5 Offers Of Gifts, Sponsorship and/or Hospitality From Non-NHS Bodies 
5.1 
Employees of the PCT should not accept gifts, sponsorship and/or Hospitality except under certain specific circumstances, which are outlined in the following sections, and in the policy for Brent PCT employees working in partnership with the pharmaceutical industry. Any offers, even if they are refused, should be recorded. A central register will be maintained by the Business Manager to the Chief Executive of all gifts, sponsorship and hospitality offered to / received by employees of the PCT. It is the individual’s responsibility to declare all such offers using Form A attached as Appendix 1, which should be sent to the Board Secretary. 

5.2 The Register of Gifts, Sponsorship, and/or Hospitality from Non-NHS Bodies will be inspected by the Director of Finance & Performance and the Director of Human Resources, who will report any concerns (regarding either providers or recipients) to the Chief Executive. In addition a quarterly report will be provided to EMT and to the Audit Committee of all gifts, sponsorship or hospitality. There will be an Annual report to the Trust Board.
5.3 Reference to the Corruption Acts 1906 and/or 1916
Under the Prevention of Corruption Act 1916, any money, gift or consideration received by an employee in public service from a person or organisation holding or seeking to obtain a contract will be deemed by the courts to have been received corruptly unless the employee proves the contrary.

5.4 
It is an offence under the Prevention of Corruption Acts 1906 and 1916 for employees to accept any gifts or considerations as an inducement or rewards for:

· Doing, or refraining from doing, anything in their official capacity; or

·  Showing favour or disfavour of any person in their official capacity.

6 Commercial Sponsorship

6.1 Commercial sponsorship of PCT activity is generally not permitted.  Except as set out in the policy for Brent PCT employees working in partnership with the pharmaceutical industry.  Commercial sponsorship is defined as funding by an external company to meet all or part of the costs of research, training, pharmaceuticals (e.g. free starter packs), provision of meeting rooms, costs associated with meetings, meals, gifts, hospitality, holidays, hotel and transport costs (including trips abroad). 

6.2 
Staff should be aware of the Medicines (Advertising) Regulations 1994 (regulation 21 “Inducements and hospitality” a copy of which is included at Appendix 2). Any person who contravenes regulation 21(1) is guilty of an offence, and liable, on summary conviction to a fine not exceeding £5,000, and on conviction on indictment to a fine, or to imprisonment for a term not exceeding two years, or both. Anyone contravening regulation 21(5) is also guilty of an offence and liable, on summary conviction to a fine not exceeding £5,000. They should also comply with the local policy ‘Policy for Working in Partnership with the Pharmaceutical Industry’.

6.3 Examples (This list is not meant to be exhaustive and if reference is made to one type of company it will equally apply to any company that we may deal with). 

6.3.1 A manufacturer of ostomy equipment offers to sponsor a stoma nurse post in the PCT. The Trust should not accept the sponsorship .
6.3.2 Offer from a pharmaceutical company to pay for training of staff. The PCT should decline the offer unless it is line with the policy for Brent PCT employees working in partnership with the pharmaceutical industry.
6.3.3 A manufacturer of a particular type of Nicotine Replacement Therapy offers to provide their product at a reduced rate. This arrangement is acceptable only in the context of an open procurement consistent with Standing Financial Instructions.
6.3.4 A legal company with whom the PCT does business offers a training session on a general legal subject to staff.  This is acceptable if the training is not associated with any particular product or approach specific to the company, or creates an association that would prejudice a fair procurement process.  Such an event must be recorded on Form A.
7 Gifts

7.1 Staff should not accept gifts unless they are small tokens of appreciation from patients or are of low value as defined in 7.3.

7.2 Gifts from contractors or others should be politely but firmly declined. Acceptance of such gifts may be construed as an inducement to place future orders and could place an individual open to suspicion and investigation.  The completion of Form A is required even when the gift has been refused as protection for the individual concerned.  
7.3 
Articles of low intrinsic value (e.g. gifts of post-it pads, cheap pens, diaries, calendars etc.) need not be refused but staff should not accept such items where there is a risk that the gift may lead to endorsement of products which conflict with PCT policies.  However, gifts should be declared on Form A (Appendix 1) if several small gifts worth a total of over £50 are received from the same or closely related source in a 12 month period. 

7.4 On no account may PCT staff personally receive cash from any service user or contractor. 
7.5 Charitable donations must be deposited in the appropriate charitable fund and recorded by Finance.

8 Hospitality

8.1 Modest hospitality can be accepted provided it is normal and reasonable in the circumstances e.g. lunches in the course of working visits as long as it is similar to the scale of hospitality which the NHS as an employer would be likely to offer. The hospitality received must be secondary to the purpose of the meeting and only involve the staff relevant to the meeting.

8.2 Where meetings are sponsored by industry, that fact must be disclosed in the papers relating to the meeting and in any published proceedings, in addition to the completion of Form A (Appendix 1)
8.3 Staff should decline all other offers of, hospitality or entertainment. If in doubt they should either contact their line manager or the Finance Department for guidance.

9 Interests and Conflicts of Interest

9.1 A ‘conflict of interests’ occurs when a member of staff’s private or personal interests could affect the decision making process in such a way that it could undermine the quality of patient care provided, is in some other way detrimental to the service, and/or profits the individual or their family and friends.

9.2 In order to ensure that this risk is guarded against, the PCT has a Register of both Executive and Non-Executive Directors Interests, in addition to the register of gifts and hospitality. The PCT’s Board Secretary holds this register. All interests where there is any potential for a conflict must be recorded, whether or not there is an actual conflict at that time.
9.3 The member of staff should inform his/her manager of his/her interest, complete Form B giving appropriate details (Appendix 5) and return it to the Board Secretary for entry in the appropriate register of interests.  .

9.4 The PCT register of staff interests will be updated at least annually.  All staff who have entries on the PCT staff register of interests will be asked to confirm their interests by the Board Secretary. If the interests of the member of staff change during the year, it is their responsibility to advise the Board Secretary within 28 days of the change of interests.

9.5 Appendix 3 to this policy provides a brief guide to staff on conflict of interests. Appendix 4 provides examples of potential conflicts of interests. If any member of staff has a doubt about the appropriateness of a business practice or relationship he/she should discuss it with his/her manager immediately and if necessary take advice about the propriety of his/her action.
9.6 Conflicts of interest must be declared in any meeting or other setting as soon as the person is aware, and they must withdraw from the discussion and take no part in decision making.
9.7 If PCT staff are in any doubt about whether to declare an interest or a conflict of interest they must seek advice from their Director or Board Secretary.
10 Interest of Officers in Contracts

10.1 If it comes to the knowledge of any member of staff that they have any financial interest in any contract or Service Level Agreement which the PCT may enter into, they must notify the Chief Executive in writing immediately.  The interest of husbands, wives, partners and children of PCT staff should, for this purpose, be considered the interest of the members of staff.

10.2 This equally applies where there is no financial interest e.g. providing of information to a third party which could place them in an advantageous position when bidding for PCT income. All staff should complete Form B giving appropriate details (Appendix 5) and return it to the Board Secretary.
11 Outside Employment

11.1 NHS staff may not hold other employment, or engage in consultancy and freelance work outside their official employment without the express permission of their employer. Staff must not engage in outside employment which may conflict with their duties or be detrimental to the PCT.  For example:

· Breach of the European Working Time Directive (where an opt-out has not been agreed by the employer and the member of staff)

· Where the member of staff’s performance at work could be affected adversely due to consequent workload pressure.

12 Income for Attendance at Conferences, Seminars etc.

12.1 Employees may be offered payment for speaking at conferences.  This work, and preparation for it, should not be undertaken during PCT paid time..
13 Private Practice 

13.1 Staff who engage in private clinical practice must ensure:

· that their contract of employment allows them to pursue private practice.

· that the amount of private practice work undertaken is allowed by their contract.

· that their private practice work does not take precedence over or detract from their NHS duties.

· that they adhere to the NHS Code of Practice for Private Practice.

13.2 The right of senior medical staff to undertake private practice is enshrined in nationally agreed terms and conditions of service for medical staff, and is subject to the Code of Practice.

14 Clinical Pharmaceutical Trials

14.1 In the case of clinical pharmaceutical trials the special requirements for standards in this area are already dealt with directly by the District Local Research Ethics Committee, which examines all these studies for approval.  The Trust continues to support and endorse the primacy of the Ethics Committee in this area, which includes the necessity to abide by the Association of British Pharmaceutical Industries guidelines.  The Medical Director and the relevant Director should also receive the research protocol prior to an agreement to participate.  They will be jointly responsible for liaison with the Lead Clinician (Medical Lead) as appropriate to ensure that there is no potential for conflict of interest.

15 Canvassing of, and Recommendations by, Directors in relation to appointments.

15.1 Canvassing is defined as an attempt to improperly influence an appointment panel by soliciting or drumming up support through informal channels. Canvassing of directors of the PCT or members of any committee of the PCT directly or indirectly for any employment by the PCT shall disqualify the candidate for such appointment.  A notice to this effect will be brought to the attention of all candidates applying for positions of employment in the Trust.  There is nothing improper with candidates approaching potential line managers to understand a role that is advertised, or managers discussing a post with potential candidates.  
15.2 This does not preclude senior managers from providing a reference regarding a candidate’s ability, experience or character for submission to the PCT. 

16 Relatives of Directors or PCT Staff

16.1 Candidates for any staff appointment shall, when making an application, disclose in writing whether they are related to any member of PCT staff.  Failure to disclose such a relationship shall disqualify a candidate and, if appointed, render him/her liable for instant dismissal.

17 Applicants for Employment in the PCT

17.1 
All applicants to any PCT post are required to indicate any involvement either direct or indirect, as far as the applicant is aware, with any firm, company or organisation, which has a contract with the PCT.  Failure to do so may result in the job application being rejected. If it is discovered after appointment that such information has been withheld, this may lead to dismissal.

18 Co-operation with Product Suppliers

18.1 All requests for co-operation from product suppliers that are received by members of staff should be referred to their senior managers.  There are occasions when it may be beneficial to patients and clients for staff to participate in trials of products and appliances which may be used in the delivery of our services.  Patients or clients may ultimately benefit from the development of new products, for example, incontinence aids, and being involved in such trials ensures our staff are up to date with current product development.

18.2 Any financial incentives offered to staff to participate in such trials must be declined.

18.3 There are occasions where suppliers of products and appliances may sponsor conferences, training programmes and other events, which give staff opportunities to engage in continuing professional development.  This is acceptable if the training is not associated with any particular product or approach specific to the company, or creates an association that would prejudice a fair procurement process.  All such events must be recorded on Form A.
19 Dissemination and Implementation

19.1 The author of this policy is responsible for contacting the communications team who will upload the master copy onto the PCT intranet website, publicise it on the team brief, communication bulletin and intranet front page.

19.2 Managers are responsible for making paper copies available to all areas that do not have access to the PCT website.

20 Monitoring of compliance and effectiveness

20.1 This policy will be reviewed annually to ensure that is remains in line with current employment law and NHS guidance. In addition to this, its effectiveness will be monitored against the audit tool in Appendix 9.

APPENDIX 1 – Form A





                  

PLEASE COMPLETE TO REGISTER OFFERS OF GIFTS, SPONSORSHIP 

AND / OR HOSPITALITY

Date of offer: …………………………….
Date Registered:………………..……

Name of proposed recipient:…………………………………………………
Name of Company making offer & other relevant details: …………………………………………………………………………………………
…………………………………………………………………………………...……
…………………………………………………………………………………………
Sponsorship - all additional costs incurred by a company running a course/conference (This includes meals/promotional items/travel costs) 

       ( SP

Clinical Hospitality – items of a medical nature offered free of 

charge or at a reduced rate





       ( CH

Non Clinical Hospitality – all other items offered free of charge



or at a reduced rate (including gifts)




       ( NH

Description – type of offer: …………………………………………………………………………………………
…………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………………………………………
Value of offer (where known):
………………………………………………………………………………………….
Offer accepted:        YES/NO  

Comments: ………………………………………………………………………………………….
………………………………………………………………………………………….
………………………………………………………………………………………….………………………………………………………………………………………….
Signed by staff member: ……………………………………………………………

Dept: ………………………………………………………………………………….
To be Returned to Head of Corporate Affairs 

APPENDIX 2 - Extract from The Medicines (Advertising) Regulations 1994
Inducements and hospitality

Paragraph 21 


(1) 
Subject to paragraphs (2) and (4), where relevant medicinal products are being promoted to persons qualified to prescribe or supply relevant medicinal products, no person shall supply, offer or promise to such persons any gift, pecuniary advantage or benefit in kind, unless it is inexpensive and relevant to the practice of medicine or pharmacy.

(2) 
The provisions of paragraph (1) shall not prevent any person offering hospitality (including the payment of travelling or accommodation expenses) at events for purely professional or scientific purposes to persons qualified to prescribe or supply relevant medicinal products, provided that –

(a) such hospitality is at a reasonable level,

(b) it is subordinate to the main scientific objective of the meeting, and

(c) it is offered only to health professionals.

(3) 
Subject to paragraph (4), no person shall offer hospitality (including the payment of travelling or accommodation expenses) at a meeting or event held for the promotion of relevant medicinal products unless -

(a) such hospitality is reasonable in level,

(b) it is subordinate to the main purpose of the meeting or event, and

(c) the person to whom it is offered is a health professional.

(4) 
Nothing in this regulation shall affect measures or trade practices relating to prices, margins or discounts which were in existence on 1st January 1993.

(5) No person qualified to prescribe or supply relevant medicinal products shall solicit or accept any gift, pecuniary advantage , benefit in kind, hospitality or sponsorship

APPENDIX 3 - Short Guide for Staff on ‘Conflicts of Interest’

DO:

· Make sure you understand the guidelines on Standards of Business Conduct, and consult your line manager if you are not sure.

· Make sure you are not in a position where your private interests and NHS duties may conflict.

· Declare to your employer any relevant interest.  If in doubt, ask yourself:

(i)
am I, or might I be, in a position where I (or my family/friends) could gain from the connection between my private interests and my employment?
(ii)
do I have access to information which could influence a purchasing decision?

(iii)
could my outside interest in any way be, or be seen to be, detrimental to the NHS or to patients’ interest?

(iv)
do I have any other reason to think I may be risking a conflict of interests?

If still unsure – Declare it!

· Adhere to the ethical code of the Institute of Purchasing and Supply if you are involved in any way with the acquisition of goods and services;

· Seek your employer’s permission before taking on outside work;

· Obtain your employer’s permission before accepting any commercial sponsorship.

DO NOT:

· Abuse your past or present official position to obtain preferential rates for private deals;

· Unfairly advantage one competitor over another or show favouritism in awarding contracts.

· Misuse or make available official “commercial in confidence” information.

IF OFFERED GIFTS OR HOSPITALITY – Ask yourself:

(i)
are the gifts offered of low intrinsic value (worth less than £5)?

(ii)
could I justify this hospitality in public or would I be embarrassed if it became public knowledge? Is it appropriate for public servant to receive? 

If it cannot be justified by the conditions set out in the policy, the gift, or hospitality must be politely, but firmly refused.

APPENDIX 4 - Examples of situations where a conflict of interest may arise
Some examples where the employee should declare an interest are outlined below.  The list is for illustrative purposes only and should not detract from the principles of the policy which are about personal conduct in a public service.  .

Examples:

-
Member of PCT Commissioning Team is a shareholder in a private hospital competing for PCT contracts.

-
PCT Senior Manager has a brother or close friend who manages an independent psychology service competing for a PCT contract.

-
PCT Manager is owner/shareholder of a private nursing home or treatment clinic to which the PCT’s patients are sometimes referred.

-
NHS Consultant solicits GPs to refer patients preferentially to his private practice.

-
PCT manager accepts hospitality such as expensive lunches, travel or trips away from a company seeking to do business with the PCT.

-
PCT manager has a close relative or friend who is an architect or surveyor/builder tendering for a PCT contract, or who is a director/shareholder of a company tendering for a PCT contract.

Examples of where a conflict of interest would not exist include:

-
A member of staff advising a patient and his/her family about the choice of a nursing home where the staff member or his/her close family would not benefit by the outcome of the choice.

-
A member of staff recommended a range of products which, from his/her experience, would be helpful to support the care of a particular patient.

-
A member of staff offers a full list of alternative private providers – e.g. state registered private podiatry practitioners in Brent – when the patient does not meet the NHS referral criteria.

APPENDIX 5 - Form B                     





BRENT  PRIMARY CARE TRUST
REGISTER OF INTEREST REGISTER

Name of member of staff:
___________________________________________________

Post Title:


___________________________________________________

Nature of Interest:


Signature of member of staff:____________________________________
Date:
___________________________________
Declaration by manager of above member of staff:

Signature:
________________________________________________________
Full Name:
________________________________________________________
(in block capitals)

Position:
________________________________________________________
Date:

________________________________________________________

To be Returned to Head of Corporate Affairs 

APPENDIX 6 - Equality Impact Assessment Tool Complete at start process
	DOCUMENT AUTHOR: Mark Easton
	DIRECTORATE: CEO’s Officce

	NAME OF DOCUMENT/POLICY/STRATEGY/PROCEDURE

Standard of Business Conduct Policy


	NEW                      

EXISTING X

ASSOCIATED POLICIES, STRATEGIES OR PROCEDURES Code of Conduct for NHS Managers,Standing Orders & Standing Financial Instruction Brent PCT May 2008
NHS Counter Fraud & Corruption Manual (3rd Edition

	DATE
	


Aim/Status

	[a] What is the aim/purpose of the policy/strategy/procedure?

This policy sets out to protect the public purse from the potential of staff to make decisions for personal gain. In addition, the policy provides staff with safeguards against allegations of wrongdoing and provides a framework for how they should conduct the PCT’s business

	[b] Who is intended to benefit from this policy/strategy/procedure and in what way?

All staff in NHS Brent

	[c] How have they been involved in the development of this policy/strategy/procedure?
Policy reviewed at the GEMT – comments received and incorporated within the policy



	[d] How does it fit into the broader corporate aims?

The policy ties in with the corporate objectives of the Trust in ensuring transparency and a clear Business conduct process

	[e] What outcomes are intended from this policy/strategy/procedure?
Good standard of Business conduct by all staff

	[f] What resource implications are linked to this policy/strategy/procedure?

None


Impacts

	[a] what is the likely impact [whether intended or unintended, positive or negative] of the 

    initiative on individual users or on the public at large?

The policy aims at fair and transparent processes and high ethical conduct.  It therefore is consistent with our attempts to promote equality and equality of opportunity.

	[b] Is there likely to be differential impact on any group? If yes, please state if this impact 

     may be adverse and give further details [e.g. which specific groups are affected, in 

     what way, and why you believe this to be the case]

 No

	If the policy is unlawfully discriminatory it must go to a full impact assessment (please 

Contact the Equality, Diversity & Human Rights Advisor – Human Resources Directorate)


	Persons conducting EqIA


	Bridget Pratt

	Signed


	Date: 3rd July 2009


APPENDIX 7 – Document Review Checklist

	
	Title of document being reviewed:

Brent Standards of Business Conduct Policy
	Yes/No/
Unsure
	Comments

	1.
	Title
	
	

	
	Is the title clear and unambiguous?
	Yes
	

	
	Is it clear whether the document is a guideline, policy, protocol or standard?
	Yes
	

	2.
	Rationale
	
	

	
	Are reasons for development of the document stated?
	Yes
	

	3.
	Development Process
	
	

	
	Is the method described in brief?
	Yes
	

	
	Are people involved in the development identified?
	Yes
	

	
	Do you feel a reasonable attempt has been made to ensure relevant expertise has been used?
	Yes
	

	
	Is there evidence of consultation with stakeholders and users?
	Yes
	

	4.
	Content
	
	

	
	Is the objective of the document clear?
	Yes
	

	
	Is the target population clear and unambiguous?
	Yes
	

	
	Are the intended outcomes described? 
	Yes
	

	
	Are the statements clear and unambiguous?
	Yes
	

	
	Are style, font type and size etc correct?
	Yes
	

	5.
	Evidence Base
	
	

	
	Is the type of evidence to support the document identified explicitly?
	Yes
	

	
	Are key references cited?
	Yes
	

	
	Are the references cited in full?
	Yes
	

	
	Are supporting documents referenced?
	Yes
	

	6.
	Approval
	
	

	
	Does the document identify which committee/group will approve it? 
	Yes
	

	
	If appropriate have the joint Human Resources/staff side committee (or equivalent) approved the document?


	Yes
	

	7.
	Dissemination and Implementation
	
	

	
	Is there an outline/plan to identify how this will be done?
	Yes
	

	
	Does the plan include the necessary training/support to ensure compliance?
	Yes
	

	8.
	Document Control
	
	

	
	Does the document identify where it will be held?
	Yes
	

	
	Have archiving arrangements for superseded documents been addressed?
	Yes
	

	9.
	Process to Monitor Compliance and Effectiveness
	
	

	
	Are there measurable standards or KPIs to support the monitoring of compliance with and effectiveness of the document?
	Yes
	

	
	Is there a plan to review or audit compliance with the document?
	Yes
	

	10
	Review Date
	
	

	
	Is the review date identified?
	Yes
	

	
	Is the frequency of review identified?  If so is it acceptable?
	Yes
	

	11
	Overall Responsibility for the Document
	
	

	
	Is it clear who will be responsible for co-ordinating the dissemination, implementation and review of the document?
	Yes
	


Acknowledgement: Cambridgeshire and Peterborough Mental Health Partnership NHS Trust

APPENDIX 8 - Document Publication Flowchart

Draft Policy

↓

Policy agreed by JNCC

↓

Policy ratified by the Board

↓

Policy uploaded to the intranet

↓

Publicity of Policy

Send to Communications Department for Communication Bulletin and team brief / Policy discussed at meetings e.g. Senior Directorate Meetings

↓

Present at staff forums / meetings e.g. Senior Directorate Meetings

↓

Policy to be monitored through the use of key performance indicators

APPENDIX 9 – Audit tool

The following are five questions to assess your understanding and implementation of this policy.

Score yourself – Yes / No

Do you understand who this policy applies to?



Yes / No

Do you understand your responsibilities as members of staff?
Yes / No

Do you understand your responsibilities as a manager?

Yes / No

Do you understand the concept of a ‘conflict of interest’?

Yes / No
Do you know where to find more information?



Yes / No

If you score yourself No for any of the questions, please re-read the relevant section of the policy. If you are still unclear, please contact the HR department for clarification.

A copy of this should be kept in your personal file and may be used as part of a continuous professional development folder.

Signed ……………………………………

Role ……………………………………

Date ………………………………………
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