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1 Purpose 

This procedure applies to all Department for Education, Children and Young People (DECYP) 

employees and supports DECYPs Conduct and Behaviour Policy. 

The procedure has been developed to support employees to manage their obligations around 

declaring and managing conflict of interest under the State Service Act 2000 Code of Conduct (the 

Code of Conduct). 

2 Overview 

DECYP promotes a culture of accountability, where the Tasmanian community can expect all 

employees to carry out their duties fairly and consistently with Our Values. 

The Code of Conduct requires employees to avoid any conflict of interest where possible, and 

where they cannot be avoided, declare them. 

This procedure defines the roles and responsibilities of DECYP employees in managing any 

conflict of interest and outlines the steps employees and line managers must follow when they 

arise. 

2.1 Principles 

A conflict of interest occurs when an employee’s private interests interfere, or have the potential to 

interfere, with their duties as a State Service employee.  

Conflicts can be actual, potential or perceived, and may be pecuniary (involving financial gain) or 

non-pecuniary (not involving financial gain).  

The conflict of interest procedure is based on the following key principles: 

A. Avoid Conflict of Interest  

° Above all, employees must take all reasonable steps to avoid any conflict of interest in 

association with their role at DECYP.    

Where a conflict of interest cannot be avoided, employees must: 

B. Disclose and Manage their Conflict of Interest  

° A conflict of interest must be disclosed and managed, with ongoing monitoring for any change 

in the situation and updating the management plan accordingly.  

C. Act with Integrity and Personal Accountability 

° Employees must ensure their decisions are fair, impartial, and aligned with the Code of 

Conduct. All employees must take personal accountability to identify personal conflict of 

interest in their work with DECYP. 

Conflict of interest can arise across: 

• Recruitment activities - Permanent and Fixed-Term Vacancies. 

https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-1060461114-3852
https://www.legislation.tas.gov.au/view/whole/html/inforce/current/act-2000-085
https://tasedu.sharepoint.com/sites/OurValuesandCulture/SitePages/Our-values.aspx
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° This procedure does not cover conflicts of interest in filling advertised permanent or fixed-

term vacancies. Refer to the  Selection Procedures or contact the Recruitment Team for 

guidance on recruitment and conflict of interest.    

° Engaging Casual (relief staff) - before engaging someone you know for relief work from the 

Employment Registers, follow the process set out in this procedure. 

° If a conflict of interest remains after the selection process has concluded, this procedure 

applies. 

• Secondary employment. 

• Personal relationships. 

• External interests or associations. 

• Procurement of goods and services. 

• Selling goods or services in the workplace. 

• Employees engaging as DECYP contractors. 

• Acceptance of gifts, benefits, or hospitality. 

Employees must ensure all decisions made are impartial and consistent with this procedure. 

3 Roles and Responsibilities 

3.1 Executive Management Team 

• Ensure DECYP has clear policies, procedures and guidelines in place to support employees 

to comply with the Code of Conduct. 

• Identify and, if required, declare their own conflict of interest in accordance with the process 

described in this procedure. 

• Comply with the Line Manager roles and responsibilities detailed below when dealing with 

conflicts identified by their direct reports. 

• Comply with the employee roles and responsibilities detailed below in respect of their own 

identified conflict of interest. 

3.2 Line Managers 

• Comply with this procedure and other associated policies and avoid conflicts of interest. 

• Promote awareness of this procedure within their area of responsibility to ensure all 

employees are informed about relevant policies, guidelines, and training related to conflict of 

interest. 

• Ensure the Conflict of Interest Declaration is submitted as soon as possible after the conflict 

has been identified and, where possible, before the situation occurs or advances.  

• Ensure employees declare any conflict of interest in accordance with the process set out in 

this procedure. 

• Seek further advice and support on conflict of interest where required. 

• Develop a comprehensive Conflict of Interest Declaration jointly with the employee, including 

a risk management plan to ensure the conflict is adequately managed. 

https://tasedu.sharepoint.com/sites/HumanResources/SitePages/Selection-Procedures.aspx
mailto:recruitment@decyp.tas.gov.au
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• Monitor and review the conflict and actions agreed in the Conflict of Interest Declaration jointly 

with the employee in accordance with this procedure. 

• Comply with the roles and responsibilities applying to employees, as outlined below, in 

respect of their own conflict of interest. 

• Report any suspected misconduct due to a conflict of interest involving another employee. 

3.3 Employees 

• Comply with this procedure, making every effort to avoid conflict of interest, and where the 

conflict cannot be avoided, discuss the conflict with their Line Manager. 

• Seek further advice and support on conflict of interest where required. 

• Develop a comprehensive Conflict of Interest Declaration, jointly with their Line Manager, 

which will include a Conflict of Interest Management Plan to ensure the conflict is adequately 

managed. 

• Comply with the actions agreed to in the Conflict of Interest Declaration. 

• Monitor and review the conflict and actions agreed in the Conflict of Interest Declaration jointly 

with the Line Manager in accordance with this procedure. 

• Report any suspected misconduct due to a conflict of interest involving another employee. 

4 Process 

The following process outlines the steps required for identifying, avoiding declaring and managing 

Conflict of Interest at DECYP: 

4.1 Identify 

Employees must advise their Line Manager if they identify an actual, potential, or perceived conflict 

of interest. If they are unsure how to proceed, they should seek advice and support.  

4.2 Avoid 

Employees must take all reasonable steps to avoid any conflict of interest in connection with their 

employment at DECYP.  The employee is to discuss the conflict of interest with their Line Manager 

if the conflict cannot be avoided. 

For guidance on how to avoid conflict of interest refer to the Conflict of Interest Guidelines, and/ or 

contact one of the relevant teams for advice and support. 

Where: 

• the employee has avoided the conflict of interest no further action is required. 

• the employee cannot avoid the conflict, proceed to Step 4.3. Declare and Plan. 

4.3 Declare and Plan 

Where a conflict of interest cannot be avoided, employees are to declare using the relevant 

Conflict of Interest Declaration.  
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The employee and their Line Manager must jointly develop a Conflict of Interest Declaration to 

outline the conflict and identify strategies for effectively managing the conflict. The Conflict of 

Interest Management Plan within the Declaration is to detail how the conflict will be managed, 

including assigning a responsible and accountable person for each agreed action.  

Once both the employee and their Line Manager have completed and signed the Conflict of 

Interest Declaration the Line Manager must submit the form by email to People Policy and 

Projects.  

4.4 Monitor and Review 

Declared conflicts of interest must be monitored by the employee and their Line Manager. 

A final review prior to the end of the 12-month declaration period is required. 

Where there is any change to the employee’s role or the conflict of interest within the declaration 

period, the employee and their Line Manager must revisit the process steps outlined in this 

procedure and resubmit a new conflict of interest plan to address any change to the conflict. 

Where a conflict of interest continues beyond the initial declaration period, a new Conflict of 

Interest Declaration must be submitted. 

5 Reporting suspected misconduct  

If an employee suspects misconduct due to a conflict of interest involving another employee, they 

should initially report the details to their Line Manager or next level manager. 

If the employee cannot address the matter with their Line Manager or next level manager, they can 

contact the Workplace Relations Team for guidance and support. 

6 Breaches of this procedure and the Code of Conduct 

All alleged breaches of this procedure or the State Service Act 2000 Code of Conduct (the Code of 

Conduct).State will be dealt with in accordance with the procedures set out in Employment 

Direction No. 5 - Procedures for Investigation and Determination of whether an employee has 

breached the Code of Conduct. 

7 Related policies 

• Conduct and Behaviour Policy 

• Gifts, Benefits and Hospitality Policy  

8 Related procedures 

• Employment Direction 5 – Procedures for Investigation and Determination of whether an 

employee has breached the Code of Conduct 

• Procurement Procedure 

mailto:people.policy@decyp.tas.gov.au
mailto:people.policy@decyp.tas.gov.au
mailto:Workplace.Relations@decyp.tas.gov.au
https://www.legislation.tas.gov.au/view/whole/html/inforce/current/act-2000-085
https://www.dpac.tas.gov.au/documents/psmo/employment_directions/ED5_Procedures_InvestigationDetermination_BreachOfCodeOfConduct.PDF
https://www.dpac.tas.gov.au/documents/psmo/employment_directions/ED5_Procedures_InvestigationDetermination_BreachOfCodeOfConduct.PDF
https://www.dpac.tas.gov.au/documents/psmo/employment_directions/ED5_Procedures_InvestigationDetermination_BreachOfCodeOfConduct.PDF
https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-1060461114-3852
https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-1060461114-450
https://www.dpac.tas.gov.au/__data/assets/pdf_file/0026/27287/ED5_Procedures_InvestigationDetermination_BreachOfCodeOfConduct.PDF
https://www.dpac.tas.gov.au/__data/assets/pdf_file/0026/27287/ED5_Procedures_InvestigationDetermination_BreachOfCodeOfConduct.PDF
https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-1060461114-3446
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• Selection Procedures 

9 Supporting information/tools 

• Conflict of Interest Intranet Page 

• Conflict of Interest Guideline  

• Conflict of Interest Declaration  

10 Definitions 

Conflict of Interest  

Where an employees’ private interests conflict with their public duties and their responsibility to act 

in the public interest, and can arise as a result of private interests, personal or business 

associations, conflicting duties, and the provision and/or receipt of gifts, benefits or hospitality. A 

conflict of interest creates the risk that an employee cannot separate their decision-making from 

the influence of their private interest. Conflicts of interest can usually be described as one of the 

following types: 

• Actual Conflict: Occurs when an employee’s duties conflict with their private interests.  

• Potential Conflict: Where an employee’s duties could conflict with their private interests. 

Potential conflicts can be anticipated when an employee considers their private interests and 

associations and the possible influence on their duties.  

• Perceived Conflict: Stem from the reasonable view of the public or a third party that a public 

officer’s private interests could improperly influence their decisions or actions, or the actions or 

decisions of their Agency. The perception is that an employee may not be objective in their 

dealings as a result of the conflict. 

• Non-Pecuniary conflict of interest: benefits which are not monetary or financial. Such a benefit 

could be gained by an employee themselves, their family, friends or associates. 

• Pecuniary conflict of interest: monetary transactions or financial losses/benefits. These types of 

conflict of interest could directly lead to a financial advantage for an employee, their family, friends 

or associates. 

Direct Line Manager  

Refers to any employee with assigned responsibility of to ‘supervise’ staff as documented in the 

Statement of Duties relating to their current role. In schools this includes Principals, Assistant 

Principals or other senior leaders with supervisory responsibilities and School Business Managers 

(SBMs).  

Direct Line Managers have a responsibility for supporting their staff in identifying, disclosing, 

managing, and mitigating actual, potential, or perceived conflicts of interest and to ensure that 

appropriate risk treatment actions are implemented and monitored in line with DECYP policies.   

Note: While a Direct Line Manager has a responsibility to support their staff to manage the conflict 

of interest process, they may consult with a more senior manager before signing off on the 

proposed Conflict Management Declaration, particularly if the conflict presents significant risk.  

https://tasedu.sharepoint.com/sites/intranet/_layouts/15/DocIdRedir.aspx?ID=TASED-1060461114-452
https://tasedu.sharepoint.com/sites/HumanResources/SitePages/Conflicts-of-Interest.aspx


DECYP Conflict of Interest Procedure 8 

Employee 

A permanent or fixed term employee or officer within DECYP in accordance with the provisions of 

the State Service Act 2000. 

Line Manager 

The direct manager of an employee. 

Personal Associations 

Can arise from an employee’s associations outside of DECYP, which may compromise, or be 

perceived to compromise, their duties, functions or integrity within DECYP. These can be direct or 

indirect associations with a person, group or organisation. 

Relationship 

Includes, but not limited to, relationships that are family, social, financial or intimate in nature. A 

working relationship with another DECYP employee does not give rise to an actual or perceived 

conflict of interest. 

Risk  

In terms of conflict of interest, risk refers to the potential for bias, unfair influence, or compromised 

decision-making that could arise when personal interests, relationships, or circumstances interfere 

with an employee’s assigned duties within DECYP, affecting impartiality and ethical standards.  

Risk Treatment 

Refers to the actions taken to manage, remove, or eliminate risks arising from a conflict. This may 

include disclosure, delegation, stepping away from a situation, decision-making process or 

responsibility), independent or external oversight, or policy enforcement to ensure fairness, 

transparency, and compliance with ethical standards.  

Responsible Person 

The person responsible for delivering on a specified action within the Conflict of Interest 

Management Plan.  

11 Legislation 

State Service Act 2000 Code of Conduct  

  

https://www.legislation.tas.gov.au/view/html/inforce/current/act-2000-085#GS9@EN
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12 Advice and Support 

Advice and support in relation to conflict of interest is available from the following teams: 

• Regional HR (for school-based employees) 

° Southern Region 

° Northern Region  

• Workplace Relations (for all non-school-based employees and complex cases of conflict of 

interest and misconduct) 

• Procurement (for Conflict of Interest cases relating to purchasing goods and services) 

• Recruitment (for Conflict of Interest relating to the filling of permanent and fixed-term positions) 

• People Policy and Projects (for Conflict of Interest process queries). 

  

mailto:learning.services.s@decyp.tas.gov.au
mailto:learning.services.nr@decyp.tas.gov.au
mailto:Workplace.Relations@decyp.tas.gov.au
mailto:procurement@DECYP.tas.gov.au
mailto:recruitment@DECYP.tas.gov.au
mailto:people.policy@decyp.tas.gov.au
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mailto:HR.Policy@decyp.tas.gov.au

