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CONFLICT OF INTEREST – NON-AGENCY OFFICERS 

 

POLICY: 

It is the policy of The Arc of Monroe County to conduct its business in compliance with 

applicable federal, state and local laws and regulations, and to adhere to the highest ethical 

standards. 

 

STANDARD 

The Arc expects that when staff are at work, they act in the best interest of the agency. They 

cannot use their job or anything about if for their own benefit. For example, they cannot use their 

Arc job to recruit customers for a personal business they run. Another example would be that a 

husband could not supervise his spouse. 

 

For certain agency jobs, a formal conflict of interest form needs to be filled out every year or as 

things come up. For the most part, this is directors and above. Other roles that are included are: 

 Facilities’ project manager 

 HR managers 

 Finance assistant directors and above 

 

Agency officers have their own policy, so this one does not apply to them. 

 

 

PROCEDURE: 

1) Staff should try to avoid things that could create a conflict between their personal lives and 

their job here. 

 

2) Staff who need to complete a conflict of interest form will do so when they are hired and 

every year after that. 

 

3) The compliance officer will review every form. If something is reported, the compliance 

officer will decide if it’s a real conflict or not. He will figure out what should be done to deal 

with the conflict. He will write all of this on the form. 

 

4) Original forms will go to HR. The compliance officer will keep a copy. A copy will also be 

sent to the person’s supervisor. 

 

5) A summary will be provided to the President/CEO. 

 

6) If it looks like someone has not followed the policy, the compliance officer will look into the 

situation. If it’s proven that someone did not follow the policy, the person will be disciplined. 

 

7) HR consistently asks people being hired as supervisors if they have any family members 

working at The Arc and where. This is to make sure that they don’t end up being hired as a 

supervisor to a family member. 

 

8) For this policy, family member means: 
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a) Spouse 

b) Domestic partner 

c) Parent 

d) Step-parent 

e) Sibling (whole or half) 

f) Child 

g) Step-child 

 

9) Programs can handle conflicts of interest for other staff on their own. They can consult with 

HR or corporate compliance if they need to. 

 

 

Effective date: 10/06   
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CONFLICT OF INTEREST FOR BOARD MEMBERS, OFFICERS AND KEY 

EMPLOYEES 
 

Policy: 

It is The Arc’s policy that board members, officers and key employees share anything that might 

look like a conflict of interest. Actual conflicts must be shared as well. This will be done when 

people first join The Arc and then every year after that. We have a standard form that we will ask 

people to fill out. These forms will be given to the Audit committee. They are responsible for 

managing these conflicts of interest. 

 

Conflicts of interest include: 

 When someone could use their Arc position to make money or help out another company 

they work for. 

 When things outside The Arc might change the way they do their Arc job. These would 

be things that benefit them personally like money or more business for another company 

they work for. 

 When someone’s outside interests might hurt The Arc’s reputation, success, people we 

support, or staff. 

 

For example: 

 A board member or their family owns or controls a company that The Arc uses a lot. 

 A company that a board member’s family owns is bidding on a contract with The Arc. 

 A board member tries to get other board members to hire a company that they own.  

 A board member tries to get other board members to hire a company that their family 

owns. 

 A board member takes money or gifts from a company to make sure the board hires 

them. 

 

Board members, officers and key staff cannot help to discuss things that have to do with the 

conflict of interest. They can’t be a part of the meetings. They can’t help make the final decision. 

They also can’t try to make other people think or vote a certain way. 

 

 

Related party transactions: 

These are agreements or arrangements where a board member, officer or key staff person has 

some money at stake. They have to tell the board or committee in charge about the conflict. They 

cannot have anything to do with official discussions about the transaction. 

 

When talking about party related transactions:  

 The board must try to find other ways to meet the need without the related party 

transaction; 

 A majority of the people present at the meeting have to approve the transaction; and 

 The board has to write down why they approved the transaction. They have to include 

their discussion about other options they looked at. 
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The board has the power to void a related party transaction if this process was not followed. 

 

 

Procedure: 

1. When people first join The Arc, they will fill out a conflict of interest form and give it to 

the board’s audit committee.  

2. A new form will be filled out every year. 

3. If things come up that might be a conflict, a new form needs to be filled out too. 

4. It’s the audit committee’s job to make sure that people disclose things they should. 

5. The audit committee will review each form. They will decide if it’s: 

a. Approved; 

b. Approved with mitigation. Mitigation means things they are done to get rid of the 

conflict. What these are need to be written down; or 

c. Not approved 

6. It’s the audit committee’s job to make sure that people don’t have anything to do with 

official discussions about the conflict. They also need to make sure people don’t try to 

influence the decision that is made. This includes related party transactions. 

7. The board will discipline people who don’t follow this policy. This could include being 

terminated. 

 

 

Approved by the board: 9/14 

 

Revised: 4/27/17 
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