
  

 

 

Conflict of Interest 
 

 

      The University’s Individual Integrity Policy (Conflict of Interest) requires that its employees 

disclose any potential conflict of interest which could influence any decision or action which 

they may take on behalf of the University.  In order to comply with these requirements, would 

you please review the attached statement that further explains the policy and then complete the 

attached questionnaire and return it to the Human Resources Department.  The questionnaire is 

designed to allow you to disclose any situation that could create or be perceived as creating a 

potential conflict of interest between the University and your personal interests or those of your 

family. 

 

We owe our first business allegiance to the University.  This means placing the interests of the 

University before our personal interests.  A conflict of interest arises whenever we allow, or 

appear to be allowing, personal interests or relationships to impair our judgment and ability to 

make decisions with integrity and honesty.  By thinking of ourselves first, we may act in a way 

that is damaging, or potentially damaging, to the University.  We may also harm our personal 

reputation. 

 

Every employee holds a position of trust.  With trust comes responsibility.  It’s up to each of us 

to avoid situations that may lead to an actual or potential conflict of interest.  We must not use 

our position for personal gain, or for the benefit of our family, friends, colleagues or anyone else. 

 

 

Sometimes, it’s not easy to tell if a situation may lead to a conflict of interest.  If you find 

yourself in this position, ask yourself the following questions; 

 

 Am I following proper procedures? 

 Do I stand to gain personally from my actions? 

 Will my actions result in a financial or other advantage for myself, a relative or                  

friend? 

 

 Am I uncomfortable discussing this with my supervisor or fellow employees? 

 Would I act differently if a friend or relative weren’t involved? 

If you ever have any doubts about a possible conflict, raise the matter with your 

supervisor.  Conflicts of interest are a serious matter – obtain the guidance you need. 

 

 

 

 

 



 

 

Student Loan Entities 

There are special practices that employees must follow in relationships with any organization 

that writes, originates or guarantees student loans.  Included are virtually every banking 

institution, state guarantee agency, and many other financial institutions. 

 

Employees must refrain from taking any action for his or her personal benefit from dealings with 

all entities involved in any manner in student financial aid. 

  

Employees must refrain from soliciting or accepting anything other than nominal value from any 

entity (other than in institution of higher education or a government entity such as the U. S. 

Department of Education) involved in the making, holding, consolidation or processing of any 

student loans, including anything of value (including reimbursement of expenses) for serving on 

an advisory body or as part of a training activity of or sponsored by any such entity. 

 

Loans 

We should not accept, whether directly or indirectly, any loan or guarantee of obligations from 

any business or individual who does or seeks to do business with the University.  Employees 

should not seek or accept favorable loans from financial institutions that does or seeks to do 

business with the University. 
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Conflict of Interest, cont. 

Gifts 

We cannot accept gifts, gratuities, or entertainment from business partners, suppliers or others 

who do or seek to do business with the University except within limited expectations.  Problems 

arise because gifts, gratuities and entertainment may compromise – or appear to compromise – 

your ability to make fair, objective, business decisions.  Receiving any gift, gratuity, or 

entertainment might be perceived to unfairly influence a business interaction and involves you in 

a conflict of interest situation. 

 

For this reason we must not accept gifts and gratuities from business partners or potential 

business partners, except for unsolicited hospitality, gifts or mementos of nominal value that are 

customary and business related.  It is always a good idea to review the circumstances with your 

supervisor to see if he or she agrees that the situation falls within this exception.  All other gifts 

must be politely returned.  Accepting gifts having a monetary value are always prohibited – for 

example, gift certificates, cash, services, discounts or loans. 

 

We recognize that building relationships with business partners is an integral part of doing 

business.  Therefore, offering and accepting reasonable hospitality may be appropriate in certain 

cases.  You should consult your supervisor when in doubt about the appropriateness of a 

particular situation. 

 

Entertainment 

Unsolicited business entertainment should be appropriate for the function or services you 

perform for the University and clearly intended to facilitate business goals. If for example, 

tickets to a sporting or cultural event are offered, then the person offering the tickets must plan to 

attend the event as well. 

 

As a general guideline, business entertainment in the form of meals is acceptable, as long as it is 

modest, infrequent, and as far as possible on a reciprocal basis.  If you know that the University 

would not equally reciprocate then consider declining the offer. 

 

General Guidelines 

We should not: 

 Solicit or encourage gifts, hospitality, entertainment or any other thing for personal 

use. 

 

 Accept any gifts, entertainment or any other thing from business partners that     

would  appear to influence your judgment or create an appearance of a conflict of 

interest. 
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Conflict of Interest, cont. 

There can be no “hard and fast” rules as to what is appropriate in every situation; some factors 

which you and your supervisor should consider in assessing the proper course of action include: 

 Would the gift or entertainment be considered appropriate or customary, taking 

into account the nature of the function or services you perform for the University? 

 

 Would it be perceived as insulting or damaging to the business relationship to return 

the gift or decline the hospitality? 

 Can the gift or hospitality be applied to benefit all team members rather than certain 

individuals? 

 Would the University, under similar circumstances, offer a similar gift or hospitality? 

 Would you feel uncomfortable or embarrassed if the situation were to be reported  

Family and Personal Relationships 

Each of us has a variety of personal relationships involving family and friends – relationships 

that we keep separate from our work.  Sometimes, our work and personal lives intersect, and we 

may find ourselves considering a business relationship with a relative, partner or close friend. 

 

We must disclose this relationship if it compromises, or threatens to compromise, our ability to 

act in the University’s best interest.  We should also be aware that bridging our personal and 

business lives may cause our competitors or business partners – as well as colleagues within the 

University – to believe we are in a conflict of interest. 

 

To avoid a conflict, or prevent a situation from developing into a conflict, we must inform our 

supervisor if, for example: 

 

 A relative or friend is an applicant for a position at the University. 

 A family member or close personal friend works for a business partner or competitor. 

 A relative or person with whom we have a close relationship is an executive with a 

competing institution. 
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Conflicts of Interest, cont. 

Outside Employment, Opportunities and Other Activities 

We all have a right to do what we want during our non-working hours.  However, we must 

ensure that our outside employment or other activities do not conflict, or appear to conflict, with 

he University’s business or with our ability to fulfill our duties as employees: 

 

Therefore without prior written permission: 

 

 you may not work for an organization that competes with the University 

 you may not start up a business that plans to offer products and services that compete 

with those offered by the University 

 you may not use the University’s equipment, time, materials or facilities in paid or 

unpaid work for other organizations 

To avoid a conflict of interest, or even the appearance of such a conflict, you should discuss any 

planned outside business activities with your supervisor. 
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WILMINGTON UNIVERSITY 

DISCLOSURE OF OTHER INTERESTS 

INDIVIDUAL QUESTIONNAIRE 

TO: Human Resources Department 

I, _________________________________, acknowledge that I have read and understand the 

Conflict of Interest policy dated ___________________.  Except as disclosed below, no 

situation in which I am involved could be construed as a conflict of interest as defined in 

your memorandum. 

For each of the following categories, please disclose any relationship between yourself (or 

your family) and the organizations in the category.  For purposes of this questionnaire, your 

family includes your spouse, children, parents or siblings.  Please specify the person involved 

and the nature of the relationship.  Relevant relationships with organizations include:  

employee, officer, director, trustee, consultant, contractor, attorney, agent, or holder of 5% or 

more ownership interest.  (Family ownership should be combined to determine if this 

threshold level is met).  IF YOU DO NOT HAVE ANY SUCH RELATIONSHIP WITHIN 

A CATEGORY, PLEASE INDICATE THE LACK OF RELATIONSHIP WITH THE USE 

OF THE WORD “NONE.” 

 Competitors of the University: 

____________________________________________________________________ 

 

____________________________________________________________________ 

 

 Suppliers of the University: 

____________________________________________________________________ 

 

____________________________________________________________________ 

 

 Other Business with the University: 

____________________________________________________________________ 

 

____________________________________________________________________ 

 

 Student Financial Aid: 

____________________________________________________________________ 

 

____________________________________________________________________ 

I will promptly report to the Chief Human Resources Officer any further situation for which 

a possible conflict of interest might arise.  I acknowledge that to the best of my personal 

knowledge and belief, the information given above is true and complete. 

Date_________________________            Signature___________________________ 
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