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Loughborough College 
Conflict of Interest Policy- Staff Development, 

Assessments and Examinations 

 

1. Scope and Purpose 

The purpose of this guidance is to:  

• highlight and illustrate potential situations where conflicts of interest may arise through staff 
undertaking assessments and or examinations whilst employed by the college 

• identify the principles that Loughborough College will adopt in the management of conflicts of interest  

• set out what actions should be taken by individuals who encounter conflicts of interest. This includes 
actions required by JCQ and Awarding Bodies. 

• set out how the college will manage identified conflicts of interest 
 
 

2. Policy/Procedure  

Definition: a situation in which a person is in a position to derive personal benefit from actions or decisions 

made in their official capacity. Conflicts of interest can arise in a variety of circumstances and it is likely that 

people working with or for the college may encounter potential conflicts of interest from time to time.  You 

should take all reasonable steps to avoid conflicts of interest that relates to you.   

Examples include:  

• where someone has a position of authority in one organisation which conflicts with their interests in 
another organisation 

• where someone has personal interests that conflict with their professional position 

• where someone works for the college or carries out work on the college’s behalf, but who may have 
paid or unpaid personal interests in another business which uses the colleges services or is involved in 
a similar area of business, eg Lead SV in another organisation or working for an Awarding Body 

• where someone works for or carries out work on the college’s behalf who has friends or relatives 
taking assessments or examinations in which they have some involvement 

• where there is a conflict between income and regulatory responsibilities 

• where someone is undertaking a qualification at their place of work, where this is the most appropriate 
option 

 

Conflicts of interest can occur in a number of ways and from a variety of situations. For example, if, for any 

reason: 

• One learner is favoured above another 

• Staff members are entered for examination series and/or submitting coursework for marking 

• There is no account taken of the broad needs of the learner/staff as set out in the awarding bodies 
guidance/requirements 
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• An assessor/ verifier works for multiple stakeholders and has difficulty being impartial 

• Centre staff members are assessing, teaching and preparing members of family for examinations 

• A conflict arises between the learner, teacher, assessor, internal quality assurance or awarding body 

Responsibilities  

It is the responsibility of all persons, when involved in the assessment of qualifications, internal quality 

assurance and other associated activities that meet the College’s assessment strategy to:  

 

• conduct their activities so that the aims of the Loughborough College assessment strategy are 
implemented 

• ensure that they make their role clear and separate this from their other functions, as far as is possible 

• monitor their activities, in order to maintain the integrity of the assessment 

• devote enough time and intellectual ability to their specific responsibilities 

• recognise and report any potential or existing conflict and inform the Head of Quality Assurance, 
Senior Exams Officer and Head of Human Resources 

• the possibility of a conflict or potential conflict must be declared to a line manager  

• complete the risk-assessment tool relating to Conflict of Interest 

 

Declare Interest  

An individual or key stakeholder should declare any identified potential or actual conflict of interest, 

immediately to their line manager. 

Procedure to Declare 

The college will trigger the conflict of interest questionnaire at the following times: 

• Annually, after the start of a new academic year, to every employee 

• Upon receipt of a SD1 document 

• A new employee to the college as part of their probationary period 

The Head of Quality Assurance and Senior Exams Officer will access the responses of the risk-assessments and 

will check for any responses that put the college and staff members at risk.   Any evidence found will be shared 

with Human Resources for follow up. 

 

Resolution of Conflict:  

A group discussion should take place. The purpose of the discussion is to reach a decision about how the 

conflict will be managed. Normally, at least three people should be involved at this stage.  The circumstances 

of the disclosure will dictate who is involved in the discussion.  

Generally, the discussion will take place between the individual declaring the conflict of interest, Curriculum 

Manager, Head of Quality Assurance and/or Senior Exams Officer will be invited unless they are involved 

directly in the conflict, or close to the disclosure.   Awarding Bodies will be informed as appropriate of all 

findings. 
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Decision  

Normally it will be sufficient to:  

• gain an undertaking from the individual regarding the nature of their conflict of interest as to how to 
conduct their responsibilities so that the integrity of the college and the qualification is maintained, as 
well as their own integrity  

• reorganise activities and/or key functions so that the conflict is mitigated.   
 

If neither of the above steps is possible, another solution must be agreed by the discussion group. The solution 

should be in proportion to the nature of the conflict; in extreme circumstances, activities may need to be 

monitored or even restricted. The decision about how the conflict is managed is final. 

 

Log Conflict and Resolution  

The risk-assessment is kept electronically on the Learning and Development portal.   A full log of conflict and 

resolution evidence will be kept by Head of Human Resources. 

Monitor and Review Decisions and Actions  

Outcomes will be reviewed from time to time to ensure that actions have been implemented and these will 

be followed through by the normal quality assurance and examination processes.   

 
 

3. Impact Assessments 

3.1. This policy/procedure has been assessed for its impact on equal opportunities and will be informed 

by the aim to eliminate all forms of discrimination in all strands of the equal opportunities 

legislation. 

 

3.2. This policy/procedure has been assessed for potential risk on data subjects due to the processing of 

personally identifiable information.  All processing has been reviewed and is in line with all current 

Data protection laws and appropriate safeguards implemented to ensure that the policy has privacy 

by design as its underlying approach.  

 
(NOTE: The red text may only be displayed once the IAs are completed) 

 
 

4. Location and Access to the Policy/Procedure (delete as appropriate) 
 

SharePoint  

 



 

Document Name: Conflict of Interest Policy  
And Procedure  4 of 4 Document Ref: QU-P049 
Applicable to: Staff Version 2.1 Last review: March 23 
Approved by: Executive  Next review: March 24 
Accessible to: Staff  Owner: Quality and Standards 

This document is the property of Loughborough College. 
Any reproduction, even partial, is prohibited without prior written agreement. 

Document uncontrolled when printed 

5. Persons Responsible for the Policy/Procedure (delete as appropriate) 

Head of Quality Assurance and Senior Examinations Officer 

 
 

6. Linked Policies and Procedures 

Quality Assessment and Internal Verification. 

Non – examination assessment Policy (NEA) 

Recognition of Prior Learning Policy 

 
 

7. Change log 

Date Version Details of change 
Review / Revision by 

Name Title 

13/4/19 1.0 Amendments made as part of EIA 

process (not complete). 

See also appendix below. 

Des G E&D Manager 

02/05/19 1.1 Header and footer amendments. Hayley Dobson Document 

Administrator 

12/3/2021 2.0 Whole policy update Helen Lillie and 

Julie Raynor 

Head of Quality 

Assurance and 

Senior 

Examinations 

Officer 

13/9/2021 2.0 Header only Helen Lillie Head of Quality 

Assurance 

28/09/2021 2.0  Minor header and footer 

changes/amendments. 

Hayley Dobson ISO Administrator 

30/03/2023 2.1 Review  Stacey Adams 

Lewis Hussain  

Head of Quality 

Quality Officer 
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