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1. Purpose
The Bearspaw Community Association (“BCA”) is committed to making decisions in the best interests of BCA. This policy ensures that all employees, Board members, volunteers, contractors and representatives of BCA understand what constitutes a real, potential or perceived Conflict of Interest (as defined and described below) which may arise during their service of or representation of BCA, and the appropriate procedures to be followed when a conflict is identified, declared or perceived. This policy ensures that all decisions are made free from personal bias, undue influence, or personal gain.
It is fundamentally important that all decisions made by the Board of Directors (“the Board”) and anyone else who represents or makes decisions on behalf of BCA are fairly and impartially determined. High standards of ethical conduct shall be maintained by any person designated to make decisions on behalf of BCA to promote and maintain public trust and confidence in BCA. BCA expects all Representatives to honour their duty of good faith, fidelity, and to perform their duties in a manner which fulfills the interests of BCA.
2. Scope
This policy applies to all employees, Board members, volunteers, and contractors acting on behalf of BCA (“Representatives”). 
3. Definition of Conflict of Interest
A Conflict of Interest occurs where a reasonable person would consider a Representative’s personal or financial interests to influence or potentially influence the Representative’s decisions in the performance of their duties with BCA and their ability to act in good faith and in the best interests of BCA.
The following are examples of a Conflict of Interest but not intended as a comprehensive statement of all Conflicts of Interest:
a) membership in an interest group seeking to influence BCA’s strategies, operations, policies or procedures;
b) participation in decision making about an issue when the Representative has a direct financial interest in the outcome;
c) ownership of property or shares in a company, partnership or other organization which will profit from outcomes of decision making or tender award;
d) participation in decision-making about an issue affecting the employment, remuneration or profit of a spouse, family member, close relative or friend;
e) acceptance of cash, gifts, accommodation, equipment or travel from a company which has or seeks to establish a close working relationship with a Representative;
f) use or release of confidential information for personal interests, benefit or gain; or
g) use of Association property, equipment or resources for personal interests or profit.

4. Disclosure Requirements for Board Members

a) A Board Member must immediately disclose any Conflict of Interest to the Board Chair.  In the event the Board Chair has a Conflict of Interest, the disclosure should be provided to the Vice-Chair or Treasurer. The onus for Disclosure is on the Board Member with the real, possible or perceived Conflict of Interest.
b) When a Board Member perceives that another Board Member or employee has a Conflict of Interest which has not been subject to Disclosure by the affected Board Member, the concerned Board Member may request the Board Chair (or the Vice- Chair or Treasurer in the event the President or Chair has a Conflict of Interest) to rule on the Conflict of Interest (the Request for Ruling).
c) The Board Chair (or the Vice-Chair or Treasurer in the event the Board Chair has a Conflict of Interest) shall investigate and review the Disclosure or Request for Ruling to determine whether a Conflict of Interest exists. This may include interview, document review or other investigations as the Board Chair deems necessary. Following a fair and appropriate investigation, the Board Chair shall rule on the Disclosure or Request for Ruling and determine whether a Conflict of Interest exists (the Ruling). 
d) If the Board Chair rules that a Conflict of Interest exists arising from a Disclosure or Request for Ruling, the Director or Committee Member shall not engage in discussion or vote in respect of the subject of the Conflict of Interest and shall be required to withdraw from the meeting for the duration of debate on such matters. 
e) A Disclosure, a Request for Ruling, and the Ruling shall be noted in the minutes of the meeting immediately following the Disclosure or Request for Ruling by the Board Chair. In addition, the minutes of the meeting shall note the withdrawal of the Board Member from the meeting during the discussion, debate or vote on the subject of the Conflict of Interest, as noted above.

5. Disclosure Requirements for Employees, Volunteers and Contractors

a) An employee, volunteer or contractor (“non-Board Members”) must immediately disclose any Conflict of Interest to the General Manager.  In the event the General Manager has a Conflict of Interest, the disclosure should be provided to the Board Chair. The onus for Disclosure is on the employee, volunteer or contractor with the real, possible or perceived Conflict of Interest.
b) When a non-Board Member perceives that another non-Board Member has a Conflict of Interest which has not been disclosed by the affected non-Board Member, the concerned party may request the General Manager (or Board Chair in the event the General Manager has a Conflict of Interest) to rule on the Conflict of Interest (the Request for Ruling).
c) The General Manager (or Board Chair in the event the General Manager has a Conflict of Interest) shall investigate and review the Disclosure or Request for Ruling to determine whether a Conflict of Interest exists. This may include interview, document review or other investigations as the General Manager deems necessary. Following a fair and appropriate investigation, the General Manager shall rule on the Disclosure or Request for Ruling and determine whether a Conflict of Interest exists (the Ruling). 
d) If the General Manager rules that a Conflict of Interest exists arising from a Disclosure or Request for Ruling, the non-Board Member shall not engage in discussion or partake in respect of the subject of the Conflict of Interest. 
e) A Disclosure, a Request for Ruling, and the Ruling shall be documented and filed appropriately. 
All Representatives are required to disclose any actual, potential, or perceived conflict of interest as soon as it arises. All individuals must update disclosures if circumstances change.
Annual Acknowledgment: Each Representative must annually review and sign the Conflict of Interest Declaration Form and return the signed acknowledgement to the General Manager. The General Manager shall retain on file the documents signifying such review and commitment. 
6. Managing Conflicts
When a conflict is identified, the following steps must be followed: 
a. The individual must disclose the conflict to the General Manager or Board Chair (or designate), as outlined above
b. The conflict must be recorded (e.g., in meeting minutes or in the form of documentation, where applicable) 
c. The individual must refrain from participating in discussions related to the conflict, recuse themselves from any decision making and not influence decision making, and abstain from voting on the matter.
d. If you are not sure if a conflict exists, please ask the General Manager or Board Chair, as is appropriate. 
7. Gifts and Benefits
Individuals must not accept gifts, benefits, or hospitality that could influence, or appear to influence, their decision-making.  Nominal or customary items of low value (under $25) may be accepted where appropriate and not in conflict with this policy.
8. Confidentiality
Conflicts of interest often involve sensitive information. All disclosures will be handled respectfully and with appropriate confidentiality.
9. Policy Compliance
Failure to comply with this policy may result in corrective action appropriate to the individual’s role, including: 
· Education or coaching  
· Removal of responsibilities  
· Board action (e.g., discipline or removal from the Board)
· Disciplinary action, up to and including termination (for employees, volunteers and contractors) 
· Other corrective action as determined by the Board  
10. Review of Policy
This policy will be reviewed periodically and updated as required to reflect changes in operations, risks, or legislation.


Approvals and Reviews
This policy has been reviewed and approved by the Board of Directors of the Bearspaw Community Association.

Board Chair: _______________________________ 

Secretary: _______________________________

Date Adopted: ___________________________

Date Updated: ___________________________
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