
 

 

Conflict of Interest Briefing Note for Meeting Chairs 

Introduction 

This briefing note has been produced to help chairs of meeting manage any conflicts of 

Interest that may arise within meetings. 

Definition 

“A conflict of interest occurs where an individual’s ability to exercise judgement or act in a 

role, could be, or is seen to be impaired or otherwise influenced by his or her involvement in 

another role or relationship.  In some circumstances, it could be reasonably considered that 

a conflict exists even when there is no actual conflict.  In these cases it is important to still 

manage these perceived conflicts on order to maintain public trust.” 

Meeting Declarations Process for Chairpersons 

1. Request members to declare any interests in agenda items.   

2. Include the nature of the conflict in the declaration 

3. Chair makes a decision as to how to manage each interest which has been declared. 

4. Record this decision including whether/to what extent the individual member should 

continue to participate in the meeting. 

5. Confirm this interest is recorded on the register of interests.  If not Chair must agree 

on a course of action with the individual. 

How to Note Interests Declared During Meetings 

1. Record name of person declaring interest and number of agenda item  

2. Record the conflict individually against the agenda item. 

3. Record how the chair has managed the interest. 

4. Record the action taken and the point during the meeting at which any individuals 

retired from and returned to the meeting, if applicable. 

5. Record action noted if interest is not recorded on the register of interests. 

Visitors in attendance who participate in the meeting must also follow the meeting protocol 

and declare any interests in a timely manner. 

A template to record possible conflicts is attached at appendix A 

 

Ruth Nutbrown 

Assistant Chief Officer 
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Record of Declaration Pecuniary & Non Pecuniary Interests 

 

Name of Meeting: 

Date of Meeting: 

Chairperson:      Secretary: 

 

Name of Person 
Declaring Interest 

Agenda Item Details of Interest Declared Action Taken 

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 
 
 

   

 

Appendix A 


