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Scope:
Applies to all Regular Full-time and Regular Part-time employees and members of the Board of Directors

Purpose:

To establish guidelines for obtaining and controlling Conflict of Interest Disclosure Forms and reporting disclosures to the Board of Directors.
Procedural Requirements:

1)  Employees

For all affected employees the HR Department will have the responsibility of ensuring the Conflict-of-Interest Disclosure Form, HR124.1, is signed during the initial agency orientation for all new-hires.  Each individual employee has the responsibility of completing a new Conflict of Interest Disclosure Form and submitting it at any time there is a potential conflict of interest.   This form will be completed and forwarded to the Human Resources Department for reporting and filing.
If a Conflict is Disclosed the Human Resources Department will present the form to the CEO/President for review. 

If approved:  the CEO/President will sign the form and return it to Human Resources.  The original document will be sent to the Personnel file and a copy will be retained by Human Resources for completion of the annual report.

If disapproved:  The CEO/President will return the form to Human Resources for further action.  The employee will have to withdraw from the disapproved activity or resign his/her employment with CareLink.
If no conflict is Disclosed Human Resources will initial the form and send it to be filed in the Personnel Form
2)  Board Members 
For all Board Members the CEO/President will have the responsibility of ensuring the Conflict of Interest Disclosure Form, HR124.1, is signed during the initial agency orientation for all Board Members.  Each individual Board Member has the responsibility of completing a new Conflict of Interest Disclosure Form and submitting it to the CEO/President at any time there is a potential conflict of interest. 

If a Conflict is Disclosed the CEO/President will confer with the Board Chair for review. 

If approved:  the Board Chair will sign and return it to the CEO/President.  A copy of the completed document will be forwarded to the affected Board Member.  The original document will be sent to Human Resources for completion of the annual report and filing.
If disapproved:  The Board Chair will return the form to the CEO/President for further action.  The original document will be sent to Human Resources for completion of the annual report and filing.  The Board member will have to withdraw from the disapproved activity and complete a new Conflict of Interest Disclosure Form reflecting the change or resign from the CareLink Board.

If no conflict is Disclosed the CEO/President will forward the original document to Human Resources for completion of the annual report and filing.
Annual Report to the Board of Directors

Human Resources will prepare an annual report for the review of the Board of Directors to be presented in the 1st Calendar Quarter of each year.
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