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1. Introduction
This Conflicts of Interest Policy and Procedure sets out the Queensland Building and Construction
Commission’s (QBCC) requirements in relation to identifying, managing and monitoring conflicts of
interest appropriately.
QBCC employees must perform their duties in a fair and unbiased way, and make decisions in the
public interest, that are not affected by self-interest, private affiliations, or the likelihood of personal
gain or loss.

2. Definitions
Conflict of interest

Conflict of Interest
Documentation

Lobbyist

Lobbying activity

Natural Justice
(also known as
‘procedural fairness’)
Non-Pecuniary interest

A conflict between a QBCC employee’s official duties and
responsibilities in serving the public interest, and the employee’s
personal interests (including interests of the QBCC employee, the
employee’s partner, dependents and/or other related parties) which
can arise due to avoiding personal losses as well as gaining personal
advantage, whether financial or otherwise. Any conflict of interest
must be resolved in favour of the public interest.
 An actual conflict of interest exists where a reasonable person,
in possession of the relevant facts, would conclude that there is a
direct conflict between a QBCC employee’s current duties and
responsibilities and existing personal interests.
 A perceived conflict of interest occurs where it may be
perceived by a reasonable person that a QBCC employee’s
personal interests could improperly influence the performance of
their public duties, whether or not this is in fact the case.
 A potential conflict of interest arises when a QBCC employee
has personal interests that could interfere with their official duties
in the future.
Any documentation generated as part of this Policy and Procedure
regarding a conflict of interest, including the ‘Conflict of Interest
Declaration’ (iDeclare), written notification to the employee that a
conflict of interest exists and the management plan, any Variation
Forms, an employee’s request for the matter to be closed, the written
response to a request for a matter to be closed and other
correspondence relating to a conflict of interest between the
manager/supervisor or employee.
A person, either paid or unpaid, who acts for a special interest group
and who tries to influence the voting on legislation or the decisions of
government, as defined in section 41 of the Integrity Act 2009.
Contact with a government representative in an effort to influence
state or local government decision-making, as defined in section 42 of
the Integrity Act 2009.
The principles of natural justice require that a decision-maker is not
biased in any way, gives all parties a fair hearing, ensures all parties
are informed and allowed to comment, and takes into account a
person’s point of view on any matter that adversely affects them.
A non-pecuniary interest does not have a financial component.
 It may arise from personal or family relationships or involvement in
sporting, social/community or cultural activities.
 They include any tendency toward favour or prejudice resulting
from friendship, animosity or other personal involvement that could
4
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Official duties
Official responsibilities

Personal affiliations
Personal interests

Pecuniary interest

Public duty
Public interest

Public interest disclosure
QBCC employees

Secondary employment

bias your judgment or decisions even though there is no financial
benefit to you.
The duties of a position that are required to be undertaken by the
employee in the position from time to time.
The responsibilities of a position that are required to be met by the
employee in the position from time to time, including statutory
obligations under the Public Service Act 2008; ethical obligations
under the Public Sector Ethics Act 1994, conduct obligations under
the Code of Conduct for the Queensland Public Service and
performance obligations extracted from instructions for the task in
hand.
Personal, professional or business interests of others, including
friends, family, rivals and enemies.
Those interests that can bring benefit or disadvantage to us as
individuals, or to others whom we may wish to benefit or disadvantage.
Personal interests include interests of a QBCC employee’s partner,
dependents or other related parties/close associates. Personal
interests may arise from a broad range of factors including personal
relationships, employment outside the public service, membership of
special interests groups and/or ownership of shares, companies, or
property.
A pecuniary interest is one where you could generate a personal
monetary interest from your official duties (or there is a potential to
gain financially from your public position).
 A pecuniary interest might result from owning property (including
shares), having unpaid debts to others or receiving hospitality or
travel, for instance.
 You do not need to directly experience the financial gain or loss to
give rise to a pecuniary conflict of interest in your role as a QBCC
employee.
 It will remain a conflict of interest if a family member, close
associate or other related party, with some proximity to you, has
the pecuniary interest.
All QBCC employees are expected to put the public interest above
their own personal interest when undertaking official duties.
A principle that is central to the concept of a democratic government.
The principle requires employees to act in the public interest by
carrying out official duties for the benefit of the public serviced by the
government, and doing so in a fair and unbiased way. It includes
making decisions which are not influenced by self-interest, personal
affiliation or the likelihood of personal loss or gain.
As defined in sections 12 and 13 of the Public Interest Disclosure Act
2010.
All staff of the QBCC employing office employed under the
Queensland Building and Construction Commission Act 1991,
whether on a full-time, part-time, temporary or casual basis, including
all contractors engaged by the QBCC to perform work ordinarily
performed by QBCC employees.
Any additional paid employment performed by a QBCC employee
(either on-full time, part-time, temporary or casual basis:
 in the Queensland Public Service, public sector or other
government jurisdictions; the private sector as an employee
whether for a private company or business or ownership of, or
directorship of a company, trading trust or partnership;
 working as an independent contractor; or
 Self-employment.
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Transparency

Secondary employment does not include the ownership and
investment in shares in a publicly listed company, or investments in
rental properties or other similar activities.
Proactive and full disclosure of personal interests that could
compromise, or be seen to compromise, the official duties and
responsibilities of a QBCC employee. It includes maintenance of
proper records and appropriately managing conflicts of interest.

3. Who does this Policy and Procedure
apply to?
This Policy and Procedure applies to the Queensland and Building Construction Board (QBC Board),
any QBC committees or panels (such as STC and CLP), the Commissioner, all QBCC employees
(whether fulltime, part time, temporary or casual) and contractors.

4. Principles
It is recognised that QBCC employees may from time to time have personal interests which may
conflict with their official duties. Having a conflict of interest is not a bad thing in and of itself. However,
as stated in the Code of Conduct for the Queensland Public Service (Code of Conduct), “failing to
disclose and manage the conflict appropriately is likely to be wrongdoing”
The perception that a conflict of interest has influenced a decision or outcome can undermine public
confidence in the integrity of the QBCC, the individual, and the Queensland Government as a whole.
Unresolved or badly managed conflicts of interest can lead to corruption or abuse of public office, or
the perception that these exist.
Section 6 of the Public Sector Ethics Act 1994 therefore requires that QBCC employees “acknowledge
the primacy of the public interest and undertake that any conflict of interest issue will be resolved or
appropriately managed in favour of the public interest.”
Clause 1.2 of the Code of Conduct provides:
As public service employees we are committed to demonstrating our impartiality and integrity
in fulfilling our responsibilities and as such we will:
a.

always disclose a personal interest that could, now or in the future, be seen as influencing
the performance of our duties. This will be done in accordance with our agency policies
and procedures

b.

actively participate with our agency in developing and implementing resolution strategies
for any conflict of interest, and

c.

ensure that any conflict of interest is resolved in the public interest.

Accordingly, responsibility for recognising actual, perceived or potential conflicts of interest rests solely
with the QBCC employee concerned.
QBCC employees are also responsible for disclosing the interests of their partner, and/or dependents,
if those interests have a bearing, or may be perceived to have a bearing, on the QBCC employee’s
ability to properly and impartially discharge their official duties.

6
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However, it is a well-established principle that the person who may have the conflict of interest is not
best placed to decide what needs to be done to manage the conflict. Therefore, disclosures must be
made to, and management strategies be approved by, the employee’s manager, with advice from the
Integrity and Complaints Branch.

5. Conflicts of Interest
A conflict of interest occurs when you – as a QBCC employee – are in a position to be influenced, or
appear to be influenced, by your personal interests when doing your job. There are a number of factors
that you need to consider when making a decision about whether your public duty and your personal
interests are in conflict.
These include whether your personal interests have, or may be perceived to have, the potential to
give rise to a conflict of interest, and may include:
•
•
•
•
•
•
•
•
•
•
•
•
•

Contracting in your personal capacity with an entity that the QBCC regulates or procures services
from (including contracting with QBCC-licensed contractors to undertake building work on your
privately-owned property);
Ownership of shares in companies that are licensed by the QBCC;
Employment outside the QBCC (secondary employment);
Family or private businesses, partnerships or directorships of companies (also secondary
employment);
Participating on a selection panel where a partner, relative or close associate is an applicant;
Participating in a procurement process where a partner, relative or close associate is an applicant;
A personal or social relationship with someone who is a client or supplier of a service to the
QBCC, or who works for a supplier of a service to the QBCC;
Receipt of gifts or benefits from persons and businesses associated with the QBCC;
Personal relationships (including the interests of partners, dependents or other close associates)
with persons and businesses associated with the QBCC;
Membership of or affiliation with special interest groups, non-profit organisations, sporting bodies,
clubs and associations that may have dealings with the QBCC;
Enmity towards or competition with another individual or group;
Future employment prospects or plans (e.g. post-separation employment); or
Other interests.

The key test is whether a QBCC employee may be influenced, or appear to be influenced, by a
personal interest in carrying out their public duty. It is not always possible to avoid having a conflict of
interest, particularly in smaller communities or specialist industries. The critical issue is the action you
take, or fail to take, when you become aware of an actual, perceived or potential conflict of interest. It
is always better to disclose and discuss a personal interest that may give rise to a conflict of interest,
rather than conceal the matter.
All conflicts of interest (whether actual, perceived or potential,) must be declared, registered and
resolved in favour of the public interest, to ensure that employees continue to perform their official
duties in a proper and impartial manner. The requirement for QBCC employees to declare an interest
is particularly important for employees involved in decisions affecting contracting, tendering and
regulatory functions. Failure to declare, register and manage a conflict of interest may amount to
misconduct or corrupt conduct, and could result in disciplinary action (including termination of
employment).
All QBCC employees to whom this Policy and Procedure applies are required to:




Declare any secondary employment in accordance with the QBCC’s Secondary Employment
Policy;
Declare any shareholding in a company licensed by the QBCC;
Declare their interests (including the interests of partners and/or dependents) in accordance with
this Policy and Procedure where an actual, perceived or potential conflict of interest may exist;
and
7
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Not take any action in relation to the declared matter unless and until authorised to do so.

Seek advice: When considering whether or not a conflict of interest exists, employees are encouraged
to discuss the matter with their manager/supervisor to identify any issues, concerns or risks involved,
and to establish appropriate strategies to manage the risks. Employees may also seek advice from
the Integrity and Complaints Branch (ICB) via email: integrity@qbcc.qld.gov.au or telephoning a
member of the team for a confidential discussion.

6. Procedure
The procedure for dealing with conflicts of interest involves 8 steps:
Step 1

Identify

Step 2

Declare (using iDeclare)

Overarching Process

Step 3

Assess

Step 4

Choose strategy

Refer to Appendix A for
CCC’s Model DecisionMaking Flowchart

Step 5

Finalise the process

Step 6

Review the management plan

Step 7

Variation of interest

Step 8

Classify as inactive

Identify
Monitor
Declare and Manage

Step 1: Identify
There are three types of conflicts of interests: actual, perceived and potential (see Definitions).
Conflicts of interest can also be classified into categories of pecuniary and non-pecuniary interests,
depending on whether there is a financial advantage involved.
Responsibility for the recognition of a real, perceived or potential conflict of interest rests solely with
the employee concerned. Determining when personal interests and public duties are, or might be in
conflict with one another can be difficult.
In identifying whether a conflict of interest exists and if there is a need to declare it, employees should
refer to Appendix 1 – Checklist for Conflicts of Interest.
The Checklist assists as an objective test to identify if an actual, perceived or potential conflict of
interest exists by determining whether a QBCC employee could be influenced, or appear to be
influenced, by a personal interest whilst undertaking their official duties. The objective test should
focus on the official duties, personal relationships and interests of the person concerned, and whether
a reasonable person would consider that these relationships and interests could conceivably conflict
or appear to conflict with the person’s public duty.
Note:



Interests to be identified and declared include that of the employee, their partner and any
dependents;
Where there is uncertainty as to whether a conflict of interest exists, managers/supervisors should
be consulted and/or advice obtained from ICB; and

8

Conflicts of Interest Policy and Procedure



All employees need to be aware that although a conflict of interest may not be identified initially,
changes in personal interests and/or roles and/or responsibilities may give rise to a conflict of
interest.

Step 2: Declare
Where it is identified that an actual, perceived or potential conflict of interest may exist, the employee
must declare this to their manager/supervisor. Employees must not take any action in relation to a
matter that is, or may be, affected by the conflict unless, and until, authorised.
The employee must declare the interest by completing:
1.

A conflict of interest declaration using iDeclare;
AND

2. May provide any other relevant information about the Conflict of Interest.
The employee must submit a declation and proposed management plan using iDeclare to their direct
line manager/supervisor for endorsement.
Secondary employment:
If an employee proposes to engage in any secondary employment, they must declare the employment
in accordance with the Secondary Employment Policy.
Where there may be an undeclared conflict of interest:
Where an employee believes that a fellow employee has an undeclared conflict of interest, the
employee should contact the manager/supervisor of the employee concerned and convey their
concern. The manager/supervisor may investigate the matter, in accordance with Step 3 of this Policy
and Procedure, where they have reason to believe that an employee has not declared a conflict of
interest. Alternatively the employee may contact the Integrity and Complaints Branch who may ask
the employee’s manager/supervisor to investigate the matter pursuant to Step 3 of this Policy and
Procedure.
Where a manager/supervisor has reason to believe that an employee has not declared a conflict of
interest they must investigate the matter (in consultation with the Integrity and Complaints Branch).
The manager/supervisor must meet with the employee concerned in person as soon as possible after
the manager/supervisor believes that a conflict of interest has not been declared. The
manager/supervisor must:
•
•
•
•
•

Adhere to the principles of natural justice at all times;
Discuss their concerns with the employee;
Discuss the employee’s obligations under this Policy and Procedure to identify and declare a
conflict of interest;
Assist the employee to determine if a conflict of interest exists (as per Step 1), and where a
conflict of interest is identified, advise the employee to make a declaration in accordance with
Step 2; and
Notify the matter and the steps they have taken to the Integrity and Complaints Branch.

If an employee fails to make the necessary disclosure about a conflict of interest, they may be in
breach of this Policy and Procedure. Breaches will be treated seriously and may lead to disciplinary
action up to and including termination. Refusal to follow a lawful and reasonable direction to resolve
a conflict of interest will also be in breach of this Policy and Procedure and may render the employee
liable to disciplinary action.

Step 3: Assess
Upon receipt of an employee’s Conflict of Interest Declaration via iDeclare, the manager/supervisor
will make a determination within seven (7) days of a matter being referred to them. The
manager/supervisor may consult with the Integrity and Complaints Branch before making his or her
9
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determination.
The manager/supervisor should objectively:
•
•
•
•

Identify whether or not a conflict of interest exists or may be perceived to exist (this may involve
confirming the employee’s own assessment of the conflict of interest);
Assess the situation and surrounding circumstances which may affect decisions or actions
relating to a particular matter;
Determine the type of the conflict of interest i.e. actual, perceived or potential; and
Determine the category of the conflict of interest i.e. pecuniary or non-pecuniary.

In making the determination, the manager/supervisor should consider all relevant information made
by the declarant. Where further clarification is required from an employee, beyond the information
provided in the existing declaration, the manager/supervisor should consult with the employee and/or
seek advice from the Integrity and Complaints Branch.
Where the manager/supervisor determines that there is no conflict of interest (or that there is no longer
a conflict of interest, where an employee has previously had a conflict of interest and has submitted
an amended iDeclare, the matter may be finalised in accordance with Step 8 of this Policy and
Procedure and the manager/supervisor must provide notice of the determination in writing to the
employee (within seven (7) days of the determination). Where a matter reaches this step for the
first time and the manager/supervisor determines that there is no conflict, the iDeclare record will be
kept on file.
Where the manager/supervisor makes any other determination (for example, that there is an actual,
perceived or potential conflict of interest), the manager/supervisor must provide the employee with
notice in writing (within seven (7) days of making the determination) stating the:
•
•
•

Manager’s/supervisor’s determination;
The type of conflict of interest and the category of interest (as determined by the
manager/supervisor); and
The rationale for the determination.

Step 4: Choose strategy
A) Consult:
A conflict of interest can be resolved and managed in a variety of ways. For options available to
manage and resolve a conflict of interest reference should be made to Appendix 1 and Appendix 2.
Each matter will require a detailed examination and careful application of various resolution and
management strategies. A combination of measures may be adopted and the actual strategy used
will depend on the nature of the conflict, complexity of the situation and severity of the case.
The manager/supervisor must consult with the employee within seven (7) days of providing the
employee with written notification of the determination. During consultation, an employee must be
given the opportunity to comment on the likely impact of the implementation of each proposed
management and resolution strategy. A notation relating to discussions as part of consultation should
be made by the manager/supervisor and form part of the Conflict of Interest Documentation.
Ultimately, the Commissioner has discretion to approve which management and resolution strategy
or strategies will be adopted.
B) Write the Management Plan:
Once the appropriate management and resolution strategy or strategies have been identified through
consultation, the plan must be put in writing by the manager/supervisor. The management plan must:
•
•

State the action(s) that will be taken to manage the conflict of interest;
State which review period (three (3), six (6) or twelve (12) monthly basis) will be implemented to
monitor whether the conflict of interest is impacting adversely on the QBCC, or the work unit, and
whether an alteration to the management plan is required (as per Step 6);
10

Conflicts of Interest Policy and Procedure

•
•
•

Specify the review date;
Be signed and dated by the manager/supervisor and the employee;
Send to the relevant Senior Leadership Team member for approval, or if it is concerning an SLT
member, the Commissioner for approval.

Once Approved by SLT Member:
Employee must:





Implement the management plan as soon as practicable after making a COI declaration;
Keep a copy of their management plan for their records and reference as necessary;
Monitor their situation and report any change in circumstance that would affect theit COI
declaration and management plan principles;
Establish a bring up system so they are reminded to review their situation in line with this policy
requirement;

Step 5: Finalise the process
In recording a conflict of interest declaration, Human Resources will:
•
•
•
•

Maintain an up-to-date QBCC Conflict of Interest Declarations Register (the Register);
Keep the original Conflict of Interest documentation including the iDeclare record and
management plan;
Ensure all Conflict of Interest documentation is recorded in ECM with appropriate security and
access controls are in place to ensure confidentiality and privacy protocols are maintained;
Provide appropriate and timely advice, assistance and guidance to employees including the
Commissioner,
Deputy Commissioner,
Assistant
Commissioner,
SLT members,
managers/supervisors where requested; and

Employees should keep a copy of all Conflict of Interest documentation for their records and reference
as necessary.

Step 6: Review the management plan
The management plan is to be monitored and reviewed by the declarant alongside the
manager/supervisor as per the terms set at Step 4.A, to consider whether the conflict of interest is
impacting adversely on the QBCC or the work unit and whether alterations to the management plan
are required.
Where a review (mandated under the management plan or an informal review) has identified that the
conflict of interest is impacting adversely on the QBCC or the work unit, the employee’s
manager/supervisor must provide a written brief to the relevant SLT member outlining the issues of
concern. Consultation between the employee and their manager/supervisor may be required where a
change to the management plan is being considered, as per Step 4.A.
Any alteration to the management plan must be made as an attachment to the original management
plan, and signed and dated by the relevant parties, as per Step 4.B.

Step 7: Variation of interests
Where there is a change in an employee’s interests to the extent that the potential for a conflict of
interest is altered, the employee must submit an amended declaration via iDeclare identifying and
explaining the change in interests as per Step 2 within one (1) month after the relevant facts of the
change in interests come to the knowledge of the employee.
Variation in interests may include:
•
•

Any significant change in the interest about which information is required including acquisition,
investment or an altered relationship to the interest; or
A significant change in the official responsibilities of the employee.

For example:
11
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•
•
•
•

The employee may remain in their current role but no longer have the duties and responsibilities
that gave rise to the conflict of interest originally;
The employee may change roles and no longer have the duties and responsibilities that gave rise
to the conflict of interest originally;
The employee may be given more duties and responsibilities which alter the original conflict of
interest; or
The employee’s partner’s employment arrangements change giving rise to an actual, perceived
or potential conflict of interest.

The employee’s manager/supervisor must review the form and consult with the employee as per Step
4 of this Policy and Procedure.
The employee’s manager/supervisor will consider the previous declaration, in conjunction with the
new iDeclare submission and revisit Step 4 of this Policy and Procedure to ensure that the change of
interests is appropriately managed. In light of the variation in interests, the employee’s
manager/supervisor may determine that:
•
•
•

There is a conflict of interest which needs to be managed (and the management plan may have
to be amended accordingly);
The matter be referred to the relevant SLT member for further consideration/escalation; or
There is no longer a conflict of interest and the matter will no longer require monitoring in
accordance with Step 8 of this Policy and Procedure.

Step 8: Classify as inactive
The Intregity and Complaints Branch may determine that an active declaration by an employee
becomes inactive and no longer requires monitoring and/or active maintenance where:
•
•

There has been a variation to an employee’s interest (Refer Step 7) and it had been determined
that there is no longer a conflict of interest; or
Where an employee is no longer employed with the QBCC (thereby extinguishing the conflict of
interest) (Refer to part within Step 8 titled ‘Where any employee ceases employment with QBCC’).

Where an employee remains employed with the QBCC, if it is determined that a matter should be no
longer monitored, the QBCC will notify the employee in writing within seven (7) days of making the
determination that the matter is in-active. Upon receipt of notification that a conflict of interest matter
is to be classified as inactive, Intregity and Complaints Branch will:
•
•

Record the declaration on the Conflict of Interest Register as inactive; and
Ensure relevant documentation relevant to the declaration is stored securely in the designated
respository in ECM.

New conflict of interest:
Where an employee believes that a conflict of interest may exist (unrelated to any existing conflict of
interest which the employee has already declared) the employee must begin at Step 1 of this Policy
and Procedure and declare the conflict of interest and submit a management plan as necessary.

7. Responsibilities
QBC Board:



Complete a Declarations of Interest at the commencement of a member’s appointment to a
position on the Board and/or if circumstances change during a member’s tenure, in line with the
relevant ‘QBC Board Charter’.
If a member of the QBC Board has an interest in an issue being considered, or about to be
considered, by the Board and the interest conflicts or may conflict with the proper performance
of the member’s duties, in accordance with section 20C of the Queensland Building and
Construction Commission Act 1991, the member must disclose the nature of the interest to a
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Board meeting. Unless the Board otherwise directs, the member must not be present when the
Board considers the issue, or take part in a decision of the Board about the issue.
Any disclosure by a Board member, and any decision or management action in relation to the
interest, must be recorded in the Board’s minutes.

STC and CLP:



Complete a Declarations of Interest at the commencement of a member’s appointment to a
position on the committee or panel and/or if circumstances change during a member’s tenure,
in line with the relevant ‘Committee Booklet’.
If a member of the STC and/or CLP Board has an interest in an issue being considered, or about
to be considered, by the committee or panel and the interest conflicts or may conflict with the
proper performance of the member’s duties, in accordance with section 132 of the Plumbers
and Drainers Act 2018, the member must disclose the nature of the interest to a committee or
panel meeting. Unless the committee or panel otherwise directs, the member must not be
present when the committee or panel considers the issue, or take part in a decision of the
committee or panel about the issue.

Commissioner:
•

•

If the Commissioner has an interest that conflicts or may conflict with the discharge of the
Commissioner’s responsibilities, in accordance with section 20M of the Queensland Building
and Construction Commission Act 1991, the Commissioner must disclose the nature of the
interest and conflict to the QBC Board as soon as practicable after the relevant facts come to
the Commissioner’s knowledge. The Commissioner also must not take action, or further action
concerning the matter unless authorised by the Board.
Declare, via the online reporting tool, iDeclare, all conflict of interests and relevant management
plans.

Senior Leadership Team members and other SES contracted officers:
•
•
•
•
•
•

•

Consider and approve all mitigation strategies for declared conflicts of interest within their Division
(i.e. management plans);
Facilitate the compliance of those they manage/supervise, by raising the awareness of the risks
regarding conflicts of interest, and any policies and procedures relating to conflicts of interest;
Ensure that those they manage/supervise are aware of the QBCC’s expectations of each
employee to identify and declare any conflict of interest (actual, perceived or potential);
Provide timely and appropriate advice to employees in relation to conflicts of interest and suggest
how the conflict should be managed;
Direct, where appropriate, that employees manage or resolve a conflict of interest;
Using the online reporting tool, iDeclare
• Declare any conflict of interests together with the relevant management plan concerning
their own position as necessary, and
• Submit a Declaration of Interests as required annually (applicable to SES officers only);
Report undeclared conflicts of interest about any employee (suspected or otherwise) to the
Integrity and Complaints Branch.

Managers/Supervisors:
•
•
•
•
•
•
•

Declare, via the online reporting tool, iDeclare, all conflict of interests and relevant management
plans concerning their own position;
Facilitate the compliance of those they manage/supervise by making them aware of the risks
regarding conflicts of interest, and any policies and procedures relating to conflicts of interest;
Ensure that those they manage/supervise are aware of the QBCC’s expectation of each employee
to identify and declare any conflict of interest (actual, perceived or potential);
Provide timely and appropriate advice to employees in relation to conflicts of interest;
Direct, where appropriate, that employees manage or resolve a conflict of interest;
Review conflict of interest declarations from employees and suggest how the conflict should be
managed;
If necessary, assist staff who disclose conflicts of interest in preparing management strategies;
and
13
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•

Report undeclared conflicts of interest about any employee (suspected or otherwise) to the
Integrity and Complaints Branch.

QBCC Employees:
•
•
•
•
•
•
•
•

Ensure that any conflict that may arise between personal interests and official duties is resolved
in favour of the public interest;
Perform duties in a fair and impartial manner, ensuring that the public interest is prioritised at all
times;
Observe the conflict of interest requirements when making decisions relating to contracting,
tendering, purchasing and other regulatory functions;
Be conscious of potential conflicts of interest and mindful of the responsibility to clarify concerns
upon recognition of risks;
Take appropriate precautions to prevent any type of conflict of interest arising from the use of
official powers or positions within the QBCC;
Ensure that actions, conduct and behaviour do not raise doubts in relation to willingness and
ability to effectively and appropriately carry out official duties of QBCC employment in the public
interest;
Declare, via the online reporting tool, iDeclare, all conflict of interests and relevant management
plans concerning their own position; and
Act in accordance with this Policy and Procedure.

Integrity and Complaints Branch:
•
•
•
•
•

Provide advice to QBCC employees and management on ethical and integrity issues, including
corrupt conduct, employee misconduct, Public Interest Disclosures (PIDs), and conflict of interest
matters;
Provide advice to employees and managers as to whether particular circumstances give rise to;
a potential, perceived or actual conflict of interest; the risks posed relevant to a declared or
identified conflict of interest; and appropriate management strategies;
Receive, assess and report on alleged failures to declare conflicts of interest and secondary
employment to the Commissioner, and external agencies (e.g. Crime and Corruption Commission
or the Queensland Police Service) where applicable.
Maintain QBBC’s central Conflict of Interest Declarations Register; and
Receive and assess undeclared conflicts of interest and secondary employment (suspected or
otherwise).

8. Storage and access of information
Conflict of Interest Declaration documents may be the subject of applications for access under the
Right to Information Act 2009 and/or the Information Privacy Act 2009. Each application for access
would be considered on a case by case basis before a decision is made on whether it is in the public
interest to release the document. In the event of receipt of an application for access to a conflict of
interest declaration document, the QBCC will consult the relevant employee about their views on the
application prior to any decision being made to release the document.
Storage of all relevant document relating to conflict of interest declarations, via the on line reporting
tool, iDeclare, will be securely stored in the QBCC’s records management system, ECM. Appropriate
security and access controls are in place within ECM to ensure confidentiality and privacy protocols
are maintained.

9. Complaints Resolution
If an employee holds a reasonable apprehension that, decisions concerning their declared conflict of
interest and management plan, are adversely affected them and have not been managed in
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accordance with this Policy and Procedure, they are able to escalate their concerns in accordance
with the QBCC ‘Employee Complaint Policy and Procedure’.

10. References
Information Privacy Act 2009
Integrity Act 2009
Public Interest Disclosure Act 2010 (Qld)
Public Records Act 2002
Public Sector Ethics Act 1994
Public Service Act 2008
Right to Information Act 2009
Code of Conduct for the Queensland Public Service
Queensland Government Sponsorship Policy
Public Service Commission Directive 03/10 Declaration of Interests - Public Service Employees
(Other than chief executives)
Public Service Commission Directive 01/15 Declaration of Interests – Chief Executives
QBCC’s Secondary Employment Policy
QBCC’s Managing Employee Complaints Policy and Procedure
Declaration of Interests Record (QBC Board, STC and CLP)
Conflict of Interest Declaration iDeclare (employees, including senior executive officers)
Application for Approval for Secondary Employment form
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APPENDIX 1 - Checklist for Conflicts of Interest
The purpose of this document is to provide a checklist to use if you are faced with a situation in which
you may have an actual, perceived or potential conflict of interest.
First steps
1. Describe the matter or issue being considered and the situation in which you are involved.

2.

What is your private interest that might conflict with your public service duties?

3. What is it about your job that makes your private interests a perceived/potential/actual
conflict?

Making an assessment
In assessing whether you have an actual, perceived, or potential conflict of interest, it may be helpful
to ask yourself the following questions. The test when assessing these situations is to ask yourself,
‘could this conflict with my professional duties?’
What is the situation?
YES

NO

Would I or anyone associated with me benefit from or be detrimentally affected by my
proposed decision or action?

☐

☐

Could there be benefits for me in the future that could cast doubt on my objectivity?

☐

☐

Do I have a current or previous personal, professional or financial relationship or
association of any significance with an interested party?
Would my reputation or that of a relative, friend or associate stand to be enhanced or
damaged because of the proposed decision or action?
Do I or a relative, friend or associate of theirs stand to gain or lose financially in some
covert or unexpected way?
Do I hold any personal or professional views or biases that may lead others to
reasonably conclude that I am not an appropriate person to deal with the matter?
Have I contributed in a private capacity in any way to the matter that the QBCC is
dealing with?
Have I made any promises or commitments in relation to the matter?
Have I received a benefit or hospitality from someone who stands to gain or lose from
my proposed decision or action?
Am I a member of an association, club or professional organisation or do I have
particular ties and affiliations with organisations or individuals who stand to gain or
lose by my proposed decision or action?
Could this situation have an influence on any future employment opportunities outside
my current official duties?
Could there be any other benefits or factors that could cast doubts on my objectivity?

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐

☐
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☐

☐

☐

☐

☐

☐

☐

☐

YES

NO

Could a fair minded member of the public form a negative view of the matter?

☐

☐

Could my involvement in this matter cast doubt on my integrity or on the QBCC’s
integrity?
If I saw someone else doing this, would I suspect that they might have a conflict of
interest?
If I did participate in this action or decision, would I be happy if my colleagues and the
public became aware of my involvement and any association or connection?
Would I feel embarrassed if my actions were highlighted in the media?

☐

☐

☐

☐

☐

☐

☐

☐

Is the matter or issue one of great public interest or controversy where my proposed
decision or action could attract greater scrutiny by others?

☐

☐

☐
☐

☐
☐

☐

☐

☐
☐

☐
☐

☐

☐

Would I or anyone associated with me benefit from or be detrimentally affected by my
proposed decision or action?
Could there be benefits for me in the future that could cast doubt on my objectivity?
Do I have a current or previous personal, professional or financial relationship or
association of any significance with an interested party?
Would my reputation or that of a relative, friend or associate stand to be enhanced or
damaged because of the proposed decision or action?
What perceptions could others have?

Should I seek help?
Am I confident of my ability to act impartially and in the public interest?
Do I feel a need to seek advice or discuss the matter with an objective party?
Does this person know more about these things than I do?
Is all the relevant information available to ensure a proper assessment?
Do I know what the Code of Conduct for the Queensland Public Service requires in
relation to a conflict of interest?
Do I understand the possible disciplinary action that may be taken if I proceed with an
action or decision with an unresolved conflict of interest?
Can I now make a decision?
Have I assessed whether I need to obtain appropriate independent legal and other
☐
impartial advice?
Am I comfortable with my decision to seek or not seek advice, and with the advice that
☐
I have been given?
If I disagree with any advice given, am I able to state a defensible case to those who
☐
made the assessment?
Can I determine what is the best option to ensure impartiality, fairness and protect the
☐
public interest?
Does this option ensure openness and transparency in my proposed decision or
☐
action?
Have I identified and documented the facts and circumstances governing my
☐
evaluation of, and decision on, how I should handle the situation?
Does my decision allow me to act and be seen to act in a fair, impartial and objective
☐
manner?
If you have checked any highlighted boxes, you may have a potential conflict of interest
should seek advice and/or assistance from your manager/supervisor or the Integrity
Complaints Branch at: integrity@qbcc.qld.gov.au.

☐
☐
☐
☐
☐
☐
☐
and
and
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APPENDIX 2 - Options to exercise in managing a Conflict of Interest
Each conflict of interest will require detailed examination and careful application of various
management and resolution strategies. A combination of strategies is usually the best approach.
Below are seven (7) options which may be utilised to manage a conflict of interest. The examples
provided are not exhaustive and will not be applicable to all conflicts of interest. The examples have
been developed to assist in selecting appropriate strategies to manage the conflict of interest
efficiently.
Strategy to manage the
conflict of interest

When most suitable

 For a very low-risk conflict of
Register / Identify*
interest and potential conflict of
You formally register details
interest.
of the existence of a possible  Where the act of transparency
or potential conflict of
through recording the conflict
interest.
of interest is sufficient.

You
can
be
effectively
Restrict
separated from parts of the
Restrictions are placed on
activity or process.
your involvement in the
 The conflict of interest is not
matter.
likely to arise frequently.
 It is not feasible or desirable for
Recruit
you to remove yourself from
Recruit a disinterested third
the decision-making process.
party to oversee part or all of
 In
small
or
isolated
the process that deals with
communities
where
your
the matter.
particular
expertise
is
necessary and genuinely not
easily replaced.
 For ongoing serious conflicts of
Remove
interest, where restriction or
You choose to remove
recruitment of others is not
yourself completely from the
appropriate.
matter.

Relinquish
You relinquish the private
interest that is creating the
conflict.
Resign
You resign from your
position with QBBC.

 Where your commitment to
public duty outweighs your
attachment to your private
interest.

When least suitable
 The conflict of interest is more
significant or of higher risk. The
potential or perceived effects of a
conflict of interest on the proper
performance of your duties require
more proactive management.
 The conflict is likely to arise more
frequently.
 You are constantly unable to
perform a number of your regular
duties due to the conflict of interest.
 The conflict is serious and ongoing,
rendering ad hoc recruitment of
others as inappropriate.
 Recruitment of a third party is not
appropriate for handling the matter;
 A suitable third party is unable to be
sourced.
 The conflict of interest and its
perceived or potential effects are of
low risk or low significance.
 You are prepared to relinquish your
personal interest rather than
radically changing your work
responsibilities or environment.
 You are unable or unwilling, for
various reasons, to relinquish the
relevant personal interest.

 No other options are workable.
 When another option to manage the
conflict of interest is able to be
 Where you cannot or will not
used.
relinquish your private interest.
 Where you prefer this course
as a matter of personal
principle.
 You will not relinquish your
 The conflict of interest and its
Employer action
personal
interest,
where
potential or perceived effects are of
Where the options listed
changes
to
your
work
low risk or low significance.
above are not appropriate
responsibilities or environment
 Other options exist that are
the employer may choose to
not feasible. The QBCC
workable for the employee and the
undertake management or
chooses
to
undertake
QBCC.
disciplinary action
management or disciplinary
action
*All conflicts of interest should be registered, regardless of what additional management strategies are
adopted.
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