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Rationale 

In order to ensure that the Haberdashers’ Academies Trust South and its schools are effective, act in the best 

interests of the young people and communities they serve, and command public confidence in so doing, it is 

necessary to avoid any conflicts of interest for staff – especially senior staff or those with significant decision-

making authority –Trustees, Co-opted Committee Members, Governors and Members. 

Conflict of Interest refers to situations in which personal interests (which may include financial interests) and 

conflicts of loyalty may compromise, or have the appearance of, or potential for, compromising professional 

judgement and integrity and, in doing so, the best interests of the Trust. 

Scope 

This is an aligned policy and its intended scope is for the entire Haberdashers’ Academies Trust South (‘the 

Trust’) and all its schools.  

Aims 

The aims of this policy are to: 

• Ensure that the Trust and its staff, trustees, co-opted committee members, governors and members 
manage conflicts of interest properly and in a way which commands public confidence. 

• Ensure that conflicts of interest are managed in accordance with application legislation and regulation, 
including the Charity Commission guidance on conflicts of interest and the Academy Trust Handbook 

• Give guidance to staff, trustees, co-opted committee members, governors and members about how to 
record interests and manage actual, potential and perceived conflicts of interest 
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Implementation 

Individual behaviours 

The best way to handle conflicts of interest is to avoid them entirely and this policy aims to do that to the 
fullest extent possible. It is designed to require and encourage the behaviours described below. For that 
reason, members of staff in material breach of the Trust conflict of interest policy may, in certain 
circumstances, be subject to disciplinary action. 

• Declaring any conflicts of interest (actual, potential or perceived) to disclose the issue and allow the most 
appropriate course of action to be taken. Those with a conflict of interest are expected to recuse 
themselves from (i.e. abstain from) decisions where such a conflict exists. 

• Individuals must avoid placing themselves in a position where there is an actual or potential conflict 
between their personal and/or ‘outside’ interests and their duties to the Trust. 

• The appearance or perception of a conflict of interest must also be avoided. 

Procurement 

The Trust is required to ensure that any procurement exercise or contract management is undertaken in such 
a way that ensures: 

• Transparency – Procurement activities should be fair and open. 

• Objectivity – Key decisions based on documented objective data and criteria. 

• Non-discrimination – Procurement should not discriminate between tenderers. 

In support of the above, the Trust requires that any individual who has an interest (financial or otherwise, 
either directly or through their employing organisation or members of their family or close friends) in the 
outcome of any tendering exercise or who is involved in the management of any existing contract, declares 
such interest. This may result in that individual being excluded from participating in the design and 
development of any specification, evaluation of any Pre-Qualification Questionnaire (PQQ) or Tender 
submissions, presentations by tenderers for exercises involving the interested party or is involved in any 
decision-making process relating to the goods or service itself. 

It is the responsibility of the Trust Executive and all managers to ensure that for their areas of the organisation 
the development of any specification, any tender evaluation process and existing contract management is 
above suspicion of conflict of interest or the perception of bias in the above processes. Any connection with a 
tenderer or incumbent supplier must be disclosed in writing to the Deputy Director of Finance at the earliest 
opportunity. 

Individuals involved in the procurement and contract management process should not accept gifts or 
hospitality from any tenderers or incumbent suppliers. 

The Trust Procurement Policy includes details on managing Connected Parties and Conflicts of Interest as 
part of procurement processes and decisions, and links directly to this policy document and its 
requirements. 

Declaring Interests 

Any possible conflict of interest or issue of bias should be discussed with the Deputy Director of Finance as 
soon as it arises. If individuals are not sure whether an interest should be declared, they should err on the side 
of caution. If individuals fail to declare an interest that is known to others, then these other people should 
report the interest to the Deputy Director of Finance. The Deputy Director of Finance will decide on the 
appropriate course of action to ensure there is no impropriety, distortion of competition or potential for fraud 
and record the outcome accordingly. 
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Who must complete a declaration? 

Some staff and individuals with significant decision-making authority are required to complete a declaration 
of interests annually. All staff are required to complete a declaration if there is any possibility of a conflict of 
interest or the perception of one. 

1. The following groups must complete an Annual Declaration, declaring any interests (which includes a “nil” 
return). 

• All Trustees, Co-opted Committee Members, Governors and Members 

• All senior staff with significant influence over spending decisions, which includes: 
o All Principals and members of the Trust Executive 
o All School Business Managers and senior managers in the central trust team 
o Any other staff with spending authority of £5,000 per year or more. 

2. All new staff appointed involved in any procurement and/or contract management activity will make a 
first declaration at the time of initial employment with the Trust or when they are appointed into a new 
role in the Trust (e.g. at the start of a particular procurement project that they are involved in before any 
specifications are issued or tenders issued to potential tenderers). 

3. Any other member of staff who becomes aware of a possible conflict of interest or perceived conflict of 
interest must complete a declaration as soon as they become aware of that. 

4. Any person who has completed a declaration and becomes aware of a new interest, must update their 
declaration as soon as possible. 

The definition of staff in this context includes temporary/interim staff, specialist external contractors and 
individuals from other public sector bodies engaged to support specific procurement projects. 

Completing the declaration 

There are two different declaration forms.  The appropriate form should be submitted to the Deputy Director 
of Finance. 

• Appendix A is the annual declaration form used for all trustees and members, and senior staff with 
significant influence over spending decisions (those listed under point 1 above). Ideally the information 
can be submitted online using this form: Declaration of Interest Form 2025 - 2026 Those completing this 
form are required to record all interests, whether or not they believe there is a conflict. Governors on the 
Local Governing Bodies complete their declarations of interest directly on GovernorHub, both at the point 
of onboarding and then annually each Term 1.  

• Appendix B is a declaration of conflicts of interest form to be used in all other circumstances (those 
described in points 2 and 3 above). 

Communication 

This policy is relevant to staff, especially senior staff, trustees, co-opted committee members, governors and 
members. It is published on Habs Hub and on our website. It is included in full in the governors’ handbook. A 
summary is included in the employee handbook. All staff are required to read and ensure they understand 
this policy and how it impacts their role within the Trust. If further information, clarity or explanation is 
required, staff should seek guidance from their line manager.  

Each year the Governance and/or Finance team will write to all those who must complete an annual 
declaration reminding them to do so. 

https://forms.office.com/Pages/ResponsePage.aspx?id=FV7minOVlk-p7xPnWloQUaAaohl-3lJNuhmnS-i6fV9UMEtGVzkwODBaQU5KVjU0SUE4VUdKVFIyVC4u
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Monitoring and evaluation 
Annual declarations from Trustees, co-opted committee members, governors and members 

• Annual declarations from Trustees, co-opted committee members, governors and members are reported 
to the Audit and Risk Committee at its autumn term meeting to ensure that appropriate actions are taken 
to manage them. 

• Conflicts of interest identified for trustees, co-opted committee members, governors and members are 
published on our web site at https://www.habsfed.org.uk/Conflicts-of-Interest/  so that they are subject 
to public scrutiny 

Annual declarations from other staff are reported to the Trust Executive to ensure that appropriate actions 
are taken to manage them. 

All declarations, whether annual or one-off, will be checked and retained by the Deputy Director of Finance. 

The policy will be reviewed and approved by the Audit and Risk Committee at least every two years. 

Related documents 

The rules regarding conflict of interest that apply to the Trust are set out in 

1. The Trust’s funding agreements with the Secretary of State Trust Articles and Funding     

2. The Charity Commission Guidance on conflicts of interest Charity Commission guidance for trustees 

3. The Academy Trust Handbook Academy Trust Handbook 

Requirements of the 2025 Academy Trust Handbook: 

The trust must keep a register of any relevant business and financial interests, for (as a minimum) 
members, trustees, local governors and senior employees, serving at any point over the past 12 
months.  

The register must include their full names, date of appointment, who appointed them and their term 
of office (for trustees and local governors), date they stepped down (where applicable), and relevant 
business and financial interests including:  
• directorships, partnerships and employments with businesses  
• trusteeships and governorships at other educational institutions and charities  
• for each interest: the name and nature of the business, the nature of the interest and the date 

the interest began.  

The register must identify relevant interests from close family relationships between the academy 
trust’s members, trustees or local governors. It must also identify relevant interests arising from 
close family relationships between those individuals and employees.  

Trusts should consider whether other interests should be registered, and if in doubt should do so. 
Boards of trustees must keep their register of interests up to date at all times. 

https://www.habsfed.org.uk/Conflicts-of-Interest/
https://www.habsfed.org.uk/Articles-and-Funding/
https://www.gov.uk/government/publications/conflicts-of-interest-a-guide-for-charity-trustees-cc29/conflicts-of-interest-a-guide-for-charity-trustees
https://www.gov.uk/government/publications/academy-trust-handbook/academy-trust-handbook-2025-effective-from-1-september-2025#part-2-main-financial-requirements
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Appendix A – declaration of interests for trustees, co-opted 
committee members, governors and members and for staff with 
significant spending control 

Link to form: Declaration of Interest Form 2026-27 

It must be completed annually. In addition, any person who has completed a declaration and becomes 

aware of a new interest, must update their declaration. 

Those completing this form are required to record all interests, whether or not they believe there is a 

conflict. 

All parts should be duly completed. All relevant pages should be signed and dated as instructed. If the 

document is completed by hand please ensure that the required information is clearly presented. 

Completing this document acts as an acknowledgement of understanding of the policy and a declaration of 

their specific interests, if any. 

Form for declaration of interests by Trustees / Governor / Senior 
Management of Haberdashers’ Academies Trust South 

Declaration of Interest 

I declare that the interests recorded below include each and every interest, which might be considered to have 

a potential to influence the exercise of impartial judgement by me in my connection with Haberdashers’ 

Academies Trust South. 

Name:……………………………………………………………………………….................................................................... 

(Title, First Name, Surname) 

Signature:………………………………………………………………………………………………………………………………………….. 

Role:………………………………………………………………………………………………………………………………………………….. 

Date:…………………………………………………………………………………………………………………………………………………. 

https://forms.cloud.microsoft/Pages/ResponsePage.aspx?id=FV7minOVlk-p7xPnWloQUahwjvh8ZDJBg_d4WmuYLBRUNjNXTFRZOVZEMzVBTzM4TTRROEFUME1GRi4u
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Please record your interests under the appropriate heading in the table below. 

1 Remuneration 

List the names of any organisations (including your present employer) from which you 
currently draw a salary or other remuneration including honoraria, long-term or 
regular consultancies, and any directors’ fees or other emoluments from private 
companies or PLCs.  Short-term or one-off consultancies need not be included unless 
the organisation concerned is likely – or possibly seeking – to do business with 
Haberdashers’ Academies Trust South.  In no case are you expected to disclose the 
level of salary or other payments. 
 

 

 

 

 

2 Directorships 

List the names or any private companies or PLCs of which you are currently a director, 
or of which you have been a director at some point during the last three years, or of 
which you expect to become a director within the next year (whether paid or unpaid).  
You are not expected to disclose the level of any directors’ fees or other emoluments. 
 

 

 

 

 

3 Significant Shareholdings 

List the names of any companies or businesses – whether private or publicly-quoted – 
in which you hold a significant shareholding.  ‘Business’ should be taken to include 
consultancies, partnerships and the like; you will be deemed to have a ‘significant 
shareholding’ if you own more than 5 per cent or more of the business (normally 5 per 
cent or more of the issued share capital).  You are not expected to disclose the level of 
your financial interest in these companies or businesses. 
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4 Research Income for work over £50,000 of Grant 

 

 

 

 

 

5 Unremunerated Activities pursuing activities related to those of 

Haberdashers’ Academies Trust South 

List the names of any unpaid offices you hold – for example, in a company, higher 
education institution, charity or voluntary or public body – which you consider might 
have a bearing on your role.  You should include any charity trusteeships you hold, or 
any other way in which you participate in the management of a charity. 
 

 

 

 

 

6 Political Pressure Groups or Associations where their objectives are related to 

the activities and objects of Haberdashers’ Academies Trust South 

 

 

 

 

 

7 Family Interests 

List any interests you have through your members of your family having interests which 

might be considered to have a potential to influence the exercise of impartial 

judgement by you in your connection with Haberdashers’ Academies Trust South 
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Appendix B – declaration of conflicts of interest for staff 

Who must complete this declaration? 

Appendix B is a declaration of conflicts of interest form to be used in all other circumstances than Appendix A. 
This includes: 

• All new staff appointed involved in any procurement and/or contract management activity will make a 
first declaration at the time of initial employment with the Trust or when they are appointed into a new 
role in the Trust (e.g. at the start of a particular procurement project that they are involved in before any 
specifications are issued or tenders issued to potential tenderers). 

• Any other member of staff who becomes aware of a possible conflict of interest or perceived conflict of 
interest must complete a declaration as soon as they become aware of that. 

Any person who has completed a declaration and becomes aware of a new interest, must update their 
declaration when required. 

Introduction 

This document comprises three parts: 

1. Declaration regarding any conflict of interest 
2. Confidentiality undertaking 
3. Record of resolution by the Deputy Director of Finance. 

All parts should be duly completed. All relevant pages should be signed and dated as instructed. If the 
document is completed by hand please ensure that the required information is clearly presented. 

Completing this document acts as an acknowledgement of understanding of the policy and a declaration of 
their specific interests, if any. 

Response Instructions 

• Please ensure that your responses are legible and that any declared conflicts are clearly explained. 

• It is important that the above forms are filled in correctly. 

• Do not forget to include your contact details so that you may be sent the Decision regarding any 
declared Conflict of Interest. 

Completed Declarations and Confidentiality Undertakings should be sent either by email (as a scanned image 
with your signature) or by post to: Deputy Director of Finance, Haberdashers Academies Trust South, 
Haberdashers’ Hatcham College, Jerningham Road, New Cross, London, SE14 5NY. 

 



9 

Part 1: DECLARATION REGARDING ANY CONFLICT OF INTEREST 

Examples of conflicts of interest include: 

• having a financial interest (e.g. holding shares or options) in a potential tenderer or any entity involved 
in any tendering consortium, or an existing supplier to the Trust 

• having a financial or any other personal interest in the outcome of the evaluation of any tender 
evaluation process or the success of any existing supplier relationship  

• being employed by (as staff member or volunteer) or providing services to any potential tenderer or 
existing supplier 

• being a member of a potential tenderer’s or supplier’s management / executive board 

• receiving any kind of monetary payment or non-monetary give or incentive (including hospitality) from 
any tenderer or existing supplier or its representatives 

• Canvassing, or negotiating with, any person with a view to entering into any of the arrangements 
outlined above; 

• having a close member of your family (which term includes unmarried partners) or personal friends who 
falls into any of the categories outlined above and 

• having any other close relationship (current or historical) with a potential tenderer. 

The above is a non-exhaustive list of examples, and it is your responsibility to ensure that any and all 
potential conflict, whether or not of the type listed out above, are disclosed to the Trust in writing prior to 
you being involved in any drafting of contract, specification, evaluation of any PQQ or tender. 

Any disclosure will be assessed by the Trust on a case-by case basis. Individuals will be excluded from the 
procurement process or on-going contract management where the identified conflict is in the Trust’s opinion 
material and cannot be mitigated. 

I have read this document and understand fully what I am undertaking and if appropriate declare regarding 
conflict of interest. 

 

………………………………………………………………………. 
(Title) (Name) (Surname) 

 

………………………………………………………………………… 
(Job title) (Department) 

 

………………………………………………………………………… 
(Email address) (Contact phone number) 
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Part 2: CONFIDENTIALITY UNDERTAKING 

I, 

………………………………………………………………………………. 
(Title) (Name) (Surname) 

 

……………………………………………………………………………….. 
(Job title) (Department) 

 

……………………………………………………………………………….. 
(Email address) (Contact phone number) 

 

In view of the following definitions: 

“Procurement process” or “Contract management” encompasses any formal and informal meetings, 
associated discussions, meeting preparation and follow up or any other related activity. 

“Information” means all information, facts, data and other matters of which I acquire knowledge, either 
directly or indirectly, as a result of my activities as an evaluator of any supplier Pre- Qualification 
Questionnaire or Tender submissions or as a contract manager or administrator. 

“Documents” means all draft, preparatory information, documents and any other material in either paper or 
electronic form, together with any information contained therein, to which I have access, either directly or 
indirectly, as a result of my participation in any procurement process or contract management. Furthermore, 
any records or notes made by me relating to information or documents shall be treated as Confidential 
Documents 

I understand that I may be invited to participate either directly or indirectly in the procurement process or 
contract management and agree: 

1. To treat all information and documents under conditions of strict confidentiality; 
2. Not to disclose, make copies of, or discuss any received information with any person who is not directly 

involved in the procurement process or contract management; 
3. Not to use (or authorise any other person to use) information and documents other than for the 

purpose of my work in connection with the procurement process or contract management. 
4. To dispose of documents as confidential material as soon as I have no further use of them. 

This undertaking applies until the time when the tendering process is complete and a contract signed with 
the chosen tenderer or any existing contract I manage has expired. This undertaking shall not apply to any 
document or information that becomes public knowledge otherwise than as a result of a breach of any of 
the above undertakings. 

 

Signature:………………………………………………………………… 

Date:………………………………………………………………………… 
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Part 3: DECISION RECORD BY THE DEPUTY DIRECTOR OF FINANCE 

With respect to the above declaration of a potential Conflict of Interest, the Deputy Director of Finance 
made the following decision: 

 

 

………………………………………………………………………………………………………….. 

(name of person making the declaration) should refrain from performing or getting involved in performing 
the work/duty, as described in the above declaration, which may give rise to a conflict. 

 

 

…………………………………………………………………………………………………………….. 

(name of person making the declaration) may continue to handle the work/duty as described in the above 
declaration, provided that there is no change in the information declared above. 

 

Signature:………………………………………………………………… 

Deputy Director of Finance 

Date:………………………………………………………………………… 

 

 


