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Conflict of Interest Management
Procedure

Section 1 - Context
(1) This procedure details the requirements for identifying, declaring, documenting and managing actual, perceived
and potential conflicts of interest and conflicts of duty at RMIT.

(2) For the purpose of this procedure, the term ‘conflict of interest’ is used to refer to actual, perceived or potential
conflicts of interest and conflicts of duty, unless stated otherwise.

Section 2 - Authority
(3) Authority for this document is established by the Conflict of Interest Policy.

Section 3 - Scope
(4) The procedure applies to all staff as defined in the Conflict of Interest Policy.

Section 4 - Procedure
(5) The three steps that staff must follow for managing an actual, perceived or potential conflict of interest are:

identify the actual, perceived or potential conflict of interesta.
discuss the conflict of interest with their line manager and agree to a Management Plan (a document thatb.
details how the conflict of interest will be managed)
document the conflict of interest and Management Plan in a Conflict of Interest Declaration through thec.
Declaration Portal.

Identifying Conflicts of Interest

(6) Staff are responsible for considering actual, perceived or potential conflicts of interest in all areas relevant to their
position at RMIT, including their duties and obligations, and identifying conflicts as they arise.

(7) Staff must discuss with their manager the activities or circumstances that might create an actual, perceived or
potential conflict of interest. They may also seek advice from the People team through People Connect or the relevant
HR Business Partner. The People team may escalate to the Central Compliance team for further advice if needed.

(8) A non-exhaustive list of actual, perceived and potential conflict of interest examples is provided in the Conflict of
Interest Procedure Schedule 1 – Examples of Actual, Perceived and Potential Conflicts of Interest.

(9) Staff must declare an actual, perceived or potential conflict of interest if they participate in any of the following
activities with someone who they have, or have had, a close personal or financial relationship with:
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interview or selection processa.
admission, supervision, assessment or examination of a studentb.
selection, promotion, reclassification, evaluation or grievance process with possible or current staff membersc.
supervision of a Higher Degree by Research (HDR) candidate (RMIT or non-RMIT)d.
co-supervision of a graduate research studente.
nomination and engagement of external examiners for RMIT HDR candidatesf.
any other supervisory, oversight or decision-making responsibility (whether that person is a student or staffg.
member).

(10) The Chief Financial Officer has oversight of the process for managing actual, perceived and potential conflicts of
interest that may occur during the procurement of goods and services.

(11) The Associate Deputy Vice-Chancellor Research Training and Development has oversight of the process for
actual, perceived and potential conflicts that relate to research and the provision of research training.

(12) Staff engaged in research and research training activities must also comply with the Australian Research
Council Conflict of Interest and Confidentiality Policy, and the Australian Council of Graduate Research’s Good Practice
Guidelines for Disclosing and Managing Interests in Graduate Research.

Managing Conflicts of Interest

(13) In managing actual, perceived and potential conflicts of interest:

Managers must consider and respond to identified actual, perceived and potential conflicts of interest arisinga.
from informal disclosures and direct the staff member to submit a Conflict of Interest declaration.
Staff must work with their managers to develop appropriate strategies (known as a ‘Management Plan’) forb.
mitigating identified risks in relation to an actual, perceived or potential conflict of interest.
Staff must refer to requirements under other relevant policies or procedures when considering a Managementc.
Plan for the actual, perceived or potential conflict of interest e.g. Gifts, Benefits and Hospitality Policy, Higher
Degrees by Research Policy and Staff-Student Relationships Procedure.
Staff must document the agreed Management Plan on the Declaration Portal, including details of discussionsd.
with their line manager , HR Business Partner, or the Associate Director, Policy, Compliance and Contract
Management.
An actual, perceived or potential conflict of interest must be referred up the management line if it arisese.
between a manager and their direct report.
Staff and managers may review and renegotiate the Management Plan if circumstances change or existingf.
management strategies are ineffective or no longer apply.

(14) A Management Plan may include:

permitting the activity – in many cases, registering the activity or interest by completing a Conflict of Interesta.
Declaration is enough
restricting the involvement of the relevant organisational unit or staff member in activities which mayb.
constitute an actual, perceived or potential conflict of interest
recruiting an independent third party (e.g. a consultant, disinterested organisational unit, team or staffc.
member) to administer activities which may constitute an actual, perceived or potential conflict of interest
removing the organisational unit or staff member from the process or system at risk on whatever basis isd.
appropriate to mitigate or eliminate the risk
relinquishing or resigning positions or responsibilities, or implementing permanent alternative teaching,e.
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research or working arrangements as is necessary to manage the conflict, where the source of an actual
conflict of interest cannot be removed, such as conflicts of interest triggered by interpersonal relationships.
Where this action is taken as part of the Management Plan, the People and Culture team must be consulted,
who will also escalate to the Central Compliance team.

(15) If the declared actual, perceived or potential conflict of interest gives rise to a significant risk to RMIT or
potentially contravenes the Code of Conduct, the manager must refer the matter up the management line for approval
of any Management Plan, and consult the Vice President, People and Culture, University Secretary and Academic
Registrar, or their delegates.

(16) For research and research training activities, managers may liaise with Research Services and Research Training
Services for advice on the Management Plan and requirements specific to research and research training.

(17) Common activities for staff engaged in research and research training that need to be declared and are generally
permissible include:

participation on boards or committees of other public and private organisations that does not interfere with ora.
present any inconsistency with their obligations to RMIT
participation in scientific or professional association activities, including publication or editorial responsibilitiesb.
service as a consultant or advisor to outside organisations, providing it does not interfere with RMIT obligationsc.
duties that are required as part of a staff member’s engagement profile or position descriptiond.
acceptance of honoraria for commissioned papers and occasional lectures which comply with the Gifts, Benefitse.
and Hospitality Policy

(18) Managers may liaise with the People team for advice at any time. The People team may escalate matters to the
Central Compliance team for further advice.

Declaring Conflicts of Interest

(19) New staff must be provided the opportunity to declare actual, perceived and potential conflicts of interest during
their onboarding process.

(20) All staff have an ongoing obligation to review and declare actual, perceived and potential conflicts of interest
during annual performance appraisals, or as and when conflicts arise, or when circumstances change.

(21) Staff must complete a Conflict of Interest Declaration (Declaration) through the Declaration Portal, documenting
the conflict type and nature, as soon as practicable after a conflict of interest is identified. The Portal forwards the
Declaration to the relevant manager for their review and action.

(22) Staff should also notify any key decision makers of the actual, perceived or potential conflict of interest, where
relevant to the exercise of their duties to RMIT.

(23) Staff must review any Conflict of interest Declaration made at least every 12 months and disclose to their
manager any changes to the activity or interest including whether the conflict of interest no longer exists.

(24) As soon as practicable after there is a change in line management, staff are required to disclose to their new
manager any existing Conflict of Interest Declarations. They may be directed to re-submit a Conflict of Interest
Declaration to their new manager.

(25) Managers may, at their discretion, instruct staff involved in specified activities to complete a Declaration where
the manager identifies there is an actual, perceived or potential conflict of interest.

(26) The Chief Financial Officer manages Conflict of interest Declarations from all staff or external parties participating
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in procurement activities.

(27) The Associate Deputy Vice-Chancellor Research Training and Development manages Conflict of interest
Declarations regarding the provision of research training.

(28) Managers must ensure all declared actual, perceived and potential conflicts of interest are treated with sensitivity
and in accordance with the Staff Privacy Statement.

(29) Staff who want to prescribe or recommend a self-authored learning resource must, in addition to submitting a
Conflict of interest Declaration, make a submission to their School Learning and Teaching Committee for endorsement.
Submissions will be further considered by the College Associate Deputy Vice-Chancellor Learning and Teaching, and
the Deputy Vice-Chancellor Education or delegate for endorsement and approval. The submission must address the
matters set out within the Self-Authored Learning Resources: Conflict of Interest Disclosure Guidance Materials.

Handling Breaches

(30) Where a manager becomes aware of an actual, perceived or potential conflict of interest of a direct report that
has not been, disclosed and addressed through a Management Plan, they must contact the People team as soon as
practicable.

(31) The People team will manage responses to breaches of this procedure in accordance with relevant policies. Any
breaches will also be escalated to the Central Compliance team.

Whistleblower reports

(32) The General Counsel investigates actual, perceived and potential conflicts of interest matters linked to
whistleblower reports as the authorised Whistleblower Protection Coordinator in accordance with the Whistleblower
Procedure.

Section 5 - Schedules
(33) The following documents which are established in accordance with this Procedure:

Conflict of Interest Procedure Schedule 1 - Actual, Perceived and Potential Conflict of Interest Examples.a.

Section 6 - Definitions

Financial interest
Any right, claim, title or legal share in something having a monetary or equivalent value.
Examples of financial interest include, but are not limited to, shares, share plan, and the right to
receive remunerations such as salary, consulting fees, allowances, discounts and the like.

Relational interest Non-financial interests related to pre-existing personal or professional relationships that can
cause influence or affect the way staff interact with internal and external stakeholders. 

Specified activity An activity or process such as projects, grants or scholarships that may create a new relationship
or change the way staff interact with internal or external stakeholders.

Self-authored learning
resource Any learning resource or part thereof (such as chapters) that is authored by a staff member.
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