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 These materials were prepared for instructional purposes only and should not be considered legal advice on any specific matter. 
Copyright 2009 Pro Bono Partnership.  All rights reserved.  These materials shall not be further used, disseminated, reproduced 
or transmitted in any form or by any means without the express written consent of Pro Bono Partnership.

MODEL CONFLICT OF INTEREST POLICY

1. Definitions:
a. “Interested Party” means a director or officer, or an immediate 

family member of a director or officer.
b. “Related Party” means any party, group or organization to which 

an Interested Party has an allegiance or affiliation.

2. A potential conflict of interest exists when actions, contracts, transactions or 
other dealings between  Blue Hills Civic Association (the “Corporation”) and 
an Interested Party or a Related Party may result in a personal financial gain 
to the Interested Party.  A potential conflict of interest may also exist when an 
Interested Party serves as director, officer, or staff member of an organization 
which competes with the Corporation or when an Interested Party or Related 
Party aids, financially or otherwise, such competing organization.

3. Although it is impossible to list every circumstance, the following activities by 
an Interested Party or a Related Party appear to involve a potential conflict 
and should be disclosed:

a.  Outside Interests

(i) To hold, directly or indirectly, a financial interest or any 
position in any concern with which the Corporation does 
business or that provides services in competition with 
the Corporation.

(ii) To compete, directly or indirectly, with the Corporation 
in the purchase or sale of property or property rights, 
interests or services.

b. Outside Activities

(i) To render services to any outside concern that does 
business with or competes with the Corporation.

c. Gifts, Gratuities, and Entertainment

(i) To accept gifts, entertainment, or other favors from any 
concern that does, or seeks to do, business with the 
Corporation or is a competitor, under circumstances 



that might influence the performance of the individual’s 
duties for the Corporation.

4. It is improper for an Interested Party or a Related Party to disclose or use 
confidential or proprietary information relating to the Corporation for personal 
profit or advantage of the Interested Party or Related Party. 

5. Initial and Annual Disclosure of Relevant Interests.  Immediately upon 
election or appointment as a director or officer, all directors and officers shall 
disclose any relevant interest of an Interested Party or Related Party as they 
relate to such director or officer which may pose a potential conflict of interest. 
Said disclosure statements shall be updated at least annually.

6. Disclosure of potential conflicts of Interest:  If any question may arise in the 
mind of any director or officer of the Corporation as to a potential conflict 
between his or her own individual interest, those of an immediate family 
member, or those of a Related Party and the interest of the Corporation, full 
disclosure of all facts pertaining to such potential conflict shall be made to the 
Board of Directors.  Fact-gathering and subsequent review by the Board of 
Directors will determine whether or not an actual conflict exists or would 
occur.  

7. Procedures for Addressing Potential Conflicts of Interest:  

a. The Board of Directors of the Corporation (or a duly appointed 
Committee of the Board) shall investigate the potential conflict 
of interest. 

b. The director or officer to whom the potential conflict of interest 
relates may offer factual information to the Board or Committee; 
but no such director or officer shall vote on such matter.  The 
Board or Committee may, by majority vote, ask any such 
director or officer not to participate in any discussion relating to 
the conflict, or to leave the room in which such discussion is 
carried on; provided, however, that the interested Director may 
participate in any discussion regarding his or her exclusion. 

c. Directors and officers to whom the potential conflict of interest 
relates shall not attempt to influence other Directors regarding 
such matter.

d. The Board or Committee shall determine by a majority vote of 
the disinterested directors whether the transaction or 
arrangement is in the Corporation’s best interest and for its own 
benefit and whether the transaction is fair and reasonable to the 
Corporation and shall make its decision as to whether the enter 



into or allow the transaction or arrangement in conformity with 
such determination.  

e. The discussion on the potential conflict, and the vote thereon, 
shall be recorded in the minutes of the meeting of the Board or 
Committee.



Acknowledgment & Disclosure Statement:

I understand that as a Director or officer of the Blue Hills Civic Association, Inc. (BHCA), I 
have a responsibility to act in a manner that reflects the highest standard of ethical conduct 
and to avoid any activity or situation where my personal interest could conflict, or 
reasonably appear to conflict, with my responsibility to carry out my fiduciary duties to 
BHCA.

I certify that I have received, read and understand BHCA’s Conflict of Interest Policy.  I 
understand the purpose of this Policy is to protect the integrity of the mission and 
operations of BHCA.  Upon becoming a Director or officer of BHCA, I will sign this form 
indicating that I have received, read and understand the Policy and make a full written 
disclosure of interests, relationships and holdings that could potentially result in a Conflict 
of Interest as that term is defined in the Policy.  I will at least annually update my disclosure 
statement to accurately reflect potential Conflicts of Interest.  I will also disclose any 
Conflict of Interest where I, my immediate family (i.e., spouse, parents, siblings and 
children), and/or companies in which I have a significant interest will receive a benefit, gain, 
or something of value.  After disclosure, I understand I will not be permitted to participate in 
discussions to affect the decision of BHCA or vote on the matter related to the Conflict of 
Interest.  

I understand this Policy is intended to supplement good judgment, and I will respect the 
letter and intent of the Policy.  

__________________________________ ________________
Signature          Date

______________________________
Printed Name

I, ______________________,          am not aware of any conflict of interest.

I, ______________________,          have a conflict of interest or potential conflict of interest 
as described below:

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
_______________________________________

______________________________
Signed and Dated
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BHCA HR Best Practices
Code of Conduct Policy

Code of Conduct Policy

Purpose
This policy affirms Blue Hills Civic Association belief in responsible social and ethical behavior from all 
employees. Blue Hills Civic Association expects its employees to maintain a high standard of conduct 
and work performance to make sure the business maintains its excellent reputation with the 
community and its partners. Good personal conduct contributes to a good work environment for all. 

Principles
Our employees contribute to the success of our organization and that of our customers. Blue Hills 
Civic Association fully endorses that all employees are not deprived of their basic human rights. 

Furthermore, our employees have an obligation to the business, our community, partners, customers, 
and themselves to observe high standards of integrity and fair dealing. Unlawful and unethical 
practices undermine employee and customer trust. 

Scope
The code applies to all employees of Blue Hills Civic Association and associated entities, whenever you 
are identified as a representative of Blue Hills Civic Association. In some circumstances, this will 
include times when you are outside your immediate workplace or working hours, for example at work 
functions, out of hours work activities or when you are in the community on behalf of Blue Hills Civic 
Association.

Policy
Our code of conduct policy provides the framework of principles for conducting business, dealing with 
other employers, customers and suppliers. The code of conduct does not replace legislation, and if 
any part of it is in conflict, then legislation takes precedence. This policy is based on the following.

Act and maintain a high standard of integrity and professionalism
Act in Blue Hills Civic Association’s best interest and value the company’s reputation
Be responsible and scrupulous in the proper use of Company information, funds, equipment and 
facilities

Be considerate and respectful of the environment and others
Exercise fairness, equality, courtesy, consideration and sensitivity in dealing with other 
employees, customers, and suppliers



BHCA HR Best Practices
Code of Conduct Policy

2

Maintain a safe workplace and do not conduct yourself in a way that might risk the health and 
safety of yourself or others

Avoid apparent conflict of interests, promptly disclosing to a Blue Hills Civic Association senior 
manager, an interest which may constitute a conflict of interest

Perform duties with skill, honesty, care and diligence
Abide by policies, procedures and lawful directions that relate to your employment with Blue Hills 
Civic Association

Immediately notify your managers if you are aware of a breach of law or Blue Hills Civic 
Association policy and procedure

Any employee who in good faith, raises a complaint or discloses an alleged breach of the Code, 
whilst following correct reporting procedures, will not be disadvantaged or prejudiced. All reports 
will be dealt with in a timely and confidential manner.

Understanding slander is a false oral statement that damages the reputation of another person 
or business, resulting in economic and personal loss, employees will always speak positively and 
professionally about customers, partners, suppliers, colleagues, and the organization.

Compliance
Blue Hills Civic Association expects cooperation from all employees in conducting themselves in a 
professional, ethical and socially acceptable manner of the highest standards. Failure to comply with 
the principles or the spirit of the code or the policy framework will be considered a serious breach of 
Blue Hills Civic Association policy and will be investigated. Breaches of the code or policy framework 
will result in disciplinary action, ranging from a verbal warning through to the termination of your 
employment for serious breaches. 

While the code provides general guidance and minimum expectations regarding your conduct, no 
code or policy can ever cover every conceivable circumstance you may face. In everything you do, you 
are expected to listen to and act upon your conscience and help build and maintain Blue Hills Civic 
Association and your reputation.

Employee Acknowledgement ______________________________     Date ______________________
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BLUE HILLS CIVIC ASSOCIATION (BHCA) Fraud Policy

-----------------------------------------------------------------------------------------------------
---------

BACKGROUND The corporate fraud policy is established to facilitate the development of   
controls that will aid in the detection and prevention of fraud against BLUE 
HILLS CIVIC ASSOCIATION. (BHCA)  It is the intention of the BLUE HILLS 
CIVIC ASSOCIATION (BHCA) to promote consistent organizational behavior by 
providing guidelines and assigning responsibility for the development of controls 
and the conduct of investigations.

---------------------------------------------------------------------------------------------------------------------------------------------------
-------------

SCOPE OF POLICY This policy applies to any irregularity, or suspected irregularity, involving 
employees, as well as BLUE HILLS CIVIC  ASSOCIATION(BHCA) consultants, 
vendors, contractors, outside agencies, and/or any other parties with a business 
relationship with BLUE HILLS CIVIC ASSOCIATION (BHCA)

Any investigative activity required will be conducted without regard to the 
suspected wrongdoer’s length of service, position/title, or relationship to the 
Company.

---------------------------------------------------------------------------------------------------------------------------------------------------
---------

POLICY Senior Management is responsible for the detection and prevention of fraud, 
misappropriations, and other irregularities.  Fraud is defined as the intentional, 
false representation or concealment of a material fact for the purpose of inducing 
another to act upon it to his injury.  Each member of the Senior Management 
team will be familiar with the types of improprieties that might occur within his 
area of responsibility, and be alert for any indication of irregularity.

Any irregularity that is detected or suspected must be reported immediately to the 
Director of Finance.



---------------------------------------------------------------------------------------------------------------------------------------------------
------

REPORTING An employee who discovers or suspects fraudulent activity will contact the 
__________________Unit immediately.  The employee or other complainant 
may remain anonymous.   All inquiries concerning the activity under investigation 
from the suspected individual, his attorney or representative, or any other inquirer 
should be directed to the Investigations Unit or the Legal Department.  No 
information concerning the status of an investigation will be given out.  The 
proper response to any inquiries is: “I am not at liberty to discuss this matter.”  
Under no circumstances should any reference be made as to ”the allegation,” 
“the crime,” “the fraud,” “the forgery,” “the misappropriation,” or any other specific 
reference.

The reporting individual should be informed of the following:

Do not contact the suspected individual in an effort to determine facts or demand 
restitution.

Do not discuss the case, facts, suspicions, or allegations with anyone unless 
specifically asked to do so by the Legal Department or ______________Unit.

CONFIDENTIALITYAny employee who suspects dishonest or fraudulent activity will notify the 
Director of Finance immediately, and should not attempt to personally conduct 
investigations or interviews/interrogations related to any suspected fraudulent 
act.

---------------------------------------------------------------------------------------------------------------------------------------
-----------

ACTIONS CONSTITUTING FRAUD

• Any dishonest or fraudulent act
• Misappropriation of funds, supplies, or other assets
• Impropriety in the handling or reporting of money of financial transactions
• Disclosing confidential and proprietary information to outside parties
• Accepting or seeking anything of material value from contractors, vendors, or 

persons providing services/materials to the Company.  Exception:  Gifts less 
than $50 in value.

• Destruction, removal, or inappropriate use of records, furniture, fixtures, and 
equipment.



• Any similar or related irregularity

---------------------------------------------------------------------------------------------------------------------------------------
---------

---------------------------------------------------------------------------------------------------------------------------------------------------
--------

ACTING IN GOOD FAITH

Anyone reporting any irregularity that is detected or suspected must be acting in 
good faith and have reasonable grounds for believing the information provided.  
Allegations made maliciously or with knowledge of their falsity will not be 
tolerated.  People making such allegations may be subject to institutional 
disciplinary action and/or legal actions by the individuals accused of fraudulent 
conduct.

WHISTLEBLOWER PROTECTION

Employees of the BLUE HILLS CIVIC ASSOCIATION (BHCA) may not retaliate 
against a whistleblower for reporting an activity which that person believes to be 
fraudulent or dishonest with the intent or effect of adversely affecting the terms or 
conditions of employment (including, but not limited to, threats of physical harm, 
dismissal, transfer to an undesirable job assignment, demotion, suspension, or 
impact on salary or wages)  

A whistleblower is defined as an employer who informs a manager, supervisor, or 
Director about an activity which that person believes to be fraudulent or 
dishonest.

Whistleblowers who believe that they have been retaliated against may file a 
written complaint with the DIRECTOR OF FINANCE.  Any complaint of retaliation 
will be promptly investigated by Human Resources and appropriate remedial 
measures will be taken if allegations of retaliation are proven.  This protection 
from retaliation is not intended to prohibit managers or supervisors from taking 
action, including disciplinary action, in the usual scope of their duties and based 
on valid performance-related factors.

---------------------------------------------------------------------------------------------------------------------------------------------------
-----------

TERMINATION If an investigation results in a recommendation to terminate an individual, the 
recommendation will be reviewed for approval by the designated representatives 
from Human Resources and, if necessary, by outside counsel, before any such 
action is taken.



---------------------------------------------------------------------------------------------------------------------------------------
----------

-----------------------------------------------------------------------------------------------------------------------------

ADMINISTRATION The Director of _____________ is responsible for the administration, revision, 
interpretation, and application of this policy.  The policy will be reviewed annually 
and revised as needed.

______________________________________________________________________________

APPROVAL

______________________________ _________________

CEO/Senior Vice President/Executive Date
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