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 CONFLICT OF INTEREST PRINCIPLES 

 

Conflicts of Interest (CoI) can take many shapes and forms. Conflict of interest is a set of circumstances 

that creates a risk that professional judgement or actions regarding a primary interest will be unduly 

influenced by a secondary interest.  

 

Primary interest refers to the principal goals of the profession or activity, such as the protection of 

clients, the health of patients, the integrity of research, and the duties of public office.  

 

Secondary interest includes personal benefit and is not limited to only financial gain but also to such 

motives as the desire for professional advancement, or the wish to do favours for family and friends. 

These secondary interests are not treated as wrong in and of themselves but become objectionable 

when they are believed to have greater weight than the primary interests.  

 

Conflict of Interest most commonly arises when an individual associated with the project has interests 

which are divergent or incompatible with the project, and/or when an individual seeks to derive personal 

benefit for themselves or related parties as a result of their involvement in the project. The underlying 

risk is that anyone who is putting the interests of themselves or a third party before the interests of the 

project, the client and the implementing agency, takes decisions or actions which may be to their benefit 

and may cause damage to all concerned. 

 

Montrose takes conflict of interest very seriously and has put in place systems and procedures to reduce 

risk of conflict of interest at corporate and project levels, including those related to recruitment, 

subcontracting and procurement. 

 

The following policy document strictly applies to all employees, consultants, sub-contractors and any 

person or company acting for or on behalf of Montrose within all regions, areas and functions.    

 

For the avoidance of doubt, if you are in any way acting for or on behalf of Montrose, all aspects of this 

policy apply to you.  

 

1.1.  Principles for staff, consultants and sub-contractors 

 

Through signing the Code of Conduct Annex in your contracts, you agree to uphold the following 

principles to comply with the HMG Business Appointment Rules: 

 

• Integrity – you must not misuse your position, for example by using information acquired in the 

course of your official duties to further private interests or those of others.  

• Honesty – you must not be influenced by improper pressures from others or the prospect of 

personal gain.  

• Objectivity – You must take decisions on the merits of the case, and if you are in doubt, you 

must seek advice from your manager. 

• Impartiality – You must not act in a way that unjustifiably favours or discriminates against 

particular individuals or interests. 

 

 CONFLICT OF INTEREST: RISKS AND MITIGATION MEASURES 

 

Conflict of Interest can occur in a variety of ways. Below is a list of types of CoI, the risk associated with 

each CoI and the potential mitigating measures to be put in place to prevent an actual CoI from 

occurring. 
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2.1. Financial interest 

 

Risk: Personnel, their family members or their close friends could stand to benefit financially from any 

company practices, subcontracts, procurements or recruitments.  

 

Mitigation measures: Montrose shares the Conflict of Interest Policy with all staff, consultants and sub-

contractors so they are aware of potential CoIs and the procedures for declaring any situation which 

could result in a conflict of interest. Montrose also has a CoI Declaration form (Annex 6.1) which are 

similarly shared with the staff, consultants and sub-contractors, all of which are required to declare any 

potential CoI prior to it occurring and understand the consequences of not declaring any CoI.  

 

For more related to financial conflict of interest, see also the Anti-Bribery & Corruption Policy and the 

Finance Manual. 

 

2.2. Personal relationships 

 

Risk: Personal relationships with Montrose staff, consultants and sub-contractors where a substantial 

amount of interest or influence could occur, which could affect decisions made or actions taken that 

affect the company or programme. 

 

Mitigation measures: All personal relationships are to be reported using the Montrose CoI Declaration 

form (Annex 6.1). All staff, consultants and sub-contractors are required to declare any potential CoI 

relationships with respect to recruitment, procurement, and subcontracting prior to it occurring and 

understand the consequences of not declaring any CoI.  

 

It is recognised that there is a broad spectrum of personal relationships and so you are encouraged to 

declare anything which could even be perceived as a CoI, to show the relationship has been thought 

through. The act of filing a CoI Declaration is often a good step to help you think through your actions 

and avoid any potential risk. 

 

2.3. Political interests 

 

Risk: Political interests of staff, consultants or sub-contractors could affect decisions made or actions 

taken which in turn affect the reputation of the company or the programme. As a result, these could 

cause perceptions of a political bias associated with the company or programme.   

 

Mitigation measures: Montrose is a company which is not related to any political parties or political 

ideologies. As a result, Montrose has zero tolerance for any political activities of staff, consultants and 

sub-contractors which could result in the perceptions of a political bias associated with the company or 

programme. All staff, consultants or sub-contractors sign the Code of Conduct form which asks if there 

are any political conflicts of interest. Any CoI must be declared as part of the completed Due Diligence 

form (Annex 6.2 or 6.3) and/or using the Montrose CoI Declaration form (Annex 6.1).  

 

It is acknowledged that staff may have their own political ideologies and that these differ within the 

organisation. As part of our broader business ethos, harassment or bullying of any kind (including on 

the grounds of political belief) will not be tolerated within Montrose. 

 

It is further understood that individuals may wish to be involved in local or national politics outside of 

work. Any such activity should be discussed with your line manager before engaging in the activity, to 

review whether it poses a risk to the company or its employees.   
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2.4. Gifts and hospitality 

 

Risk: Staff, consultants or sub-contractors could receive gifts or hospitality which could in turn influence 

decisions made or actions taken with respect to the company or programme. 

 

Mitigation measures: All staff, consultants and sub-contractors are informed through the Montrose 

contracting process that gifts and hospitality should be avoided except where this is not possible to 

refuse. In this case, gifts and hospitality must be documented and may not exceed an agreed value. It 

is understood that any gifts or hospitality received, is the property of the company and will usually (in 

the case of consumable items) be shared within the team or given to a member of staff through an 

internal raffle.  

 

A Gift and Hospitality Declaration form is in place (Annex 6.4) through which gifts and hospitality should 

be declared and actions taken approved. For more, please refer to the Anti-Bribery and Corruption 

Policy. 

 

 IMPLEMENTING THE CONFLICT OF INTEREST POLICY 

 

All staff, consultants and sub-contractors are sent a pack of Montrose policies when they are first 

contracted which includes this CoI policy. Their contract – which is signed – states that they have read 

all the policies and will adhere to them. 

 

3.1. Procedure for declaring a conflict of interest 

 

Should a potential conflict of interest arise, the following steps are to be taken: 

 

1. The staff member recognising a potential conflict of interest – either in relation to themselves 

another staff member, consultant or sub-contractor – will complete the form in Annex 1.  

2. This form will be submitted to the declarant’s Line Manager or a member of the Senior 

Management Team (SMT). 

3. A meeting will be held between the individual with the CoI, the Line Manager plus a SMT member 

(in the case where they are not the Line Manager) and the person in question to ascertain whether 

there is indeed a CoI. In the event that the CoI was highlighted by another member of staff, see 

section below.  

4. If a CoI is apparent, then mitigating measures will be discussed and agreed upon in the meeting. 

These measures will be documented and the CoI form signed by the person in question and the 

Managing Director. 

5. Any CoI form will be filed with the HR files of the person with the potential CoI. 

6. A log of all CoI declarations will be held by the Director of Finance and Administration, who will 

share the overview with the Board on at least an annual basis. 

 

3.2. Consequences of not declaring a conflict of interest 

 

All staff, consultants and sub-contractors are required to declare a potential CoI before one arises. 

Should a CoI arise and it is not reported the following steps will be taken: 

 

1. The person with the CoI will be called to a meeting with a member of the SMT. 

2. The matter will be thoroughly investigated to decipher if there is indeed a CoI and to understand 

why this was not reported. 
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3. A meeting will be held between the SMT to discuss the matter and agree the measures to be 

taken. 

4. Should it be found that the person in question has knowingly gained somehow as a result of this 

CoI, their contract will be terminated with immediate effect. 

5. However, if the person in question has not gained somehow from a CoI but has just failed to 

declare the CoI, a warning letter will be issued. 

6. Montrose do not condone any failure to report a CoI and as a result, each situation will be dealt 

with appropriately on a case-by-case basis with the appropriate disciplinary measures taken by 

the Managing Director having discussed and agreed with the SMT. 

 

Given the potential implications of not declaring a CoI, we encourage you to think through carefully and 

declare any potential or perceived risk at the earliest moment. The CoI declaration form will always be 

available to you (Annex to this policy) and will be circulated with a reminder to declare potential CoIs 

(or to provide a nil return if no CoIs exist) on a six-monthly basis. 

 

 CONFLICT OF INTEREST MITIGATION SYSTEMS AND PROCEDURES  

 

The majority of CoI risk occurs in the following areas: recruitment, sub-contracting, procurement and 

the management of gifts or hospitality. The following section provides an overview of the mitigation 

measures in each case. 

 

4.1. Recruitment and management of personnel  

 

4.1.1. Vetting of new staff, consultants and sub-contractors 

 

The following section applies whether Montrose is recruiting a position directly, or through a third party 

HR company1. Montrose will carry out screening of the prospective candidate which includes: 

 

• Independent request and receipt of a minimum of two positive references from previous 

employers; and 

• Due diligence on the proposed candidate using a Due Diligence form (see Annex 6.2 and 6.3). 

 

Candidates are required to disclose any immediate family relationships with public officials, or with 

individuals which may create a conflict or perceived conflict of interest. Where a relationship with a 

public official or a case of potential conflict of interest arises, Montrose will investigate the case and 

determine whether the relationship poses sufficient risk to Montrose or its personnel to warrant 

rejecting the application. In any such case, feedback will be available to the applicant. 

 

We are proud of and value the team dynamic within Montrose, and encourage our teams to circulate 

new employment or consulting opportunities with their networks. Where an applicant is known to 

(friends or family with) a current member of the Montrose team, the Montrose member of staff must 

declare this prior to the sifting or interview process. This will not prevent the candidate’s application 

from progressing as normal, but the existing Montrose team member will need to exclude themselves 

from the recruitment process. 

 

4.1.2. Contracting personnel previously employed by a Montrose client 

 

If the situation arises whereby Montrose has selected to recruit an individual who was employed by a 

Montrose client in the past two years, Montrose will notify the client during the recruitment process to 

 
1 Third party HR hiring is applicable only in some jurisdictions 
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ensure compliance with any policies they may have in place2. This declaration is part of the Consultant 

Due Diligence form (Annex 6.2) which applies to both long and short-term personnel. A CoI discussion 

will form part of the recruitment process to determine how the previous employment would affect their 

performance and ability to operate with Montrose.  

 

4.2. Sub-contracting 

 
4.2.1. Sub-contractor compliance  

 

Montrose will ensure that sub-contractors are aware of and accept to apply Montrose’s policies, systems 

and procedures.  

 

Montrose will endeavour to ensure that sub-contractors adhere to our policies, systems and procedures 

by implementing the following: 

 

1. Montrose will ensure that prior to selection sub-contractors are made aware of the Conflict of 

Interest principles, policies and procedures, and their responsibility to adhere to them.  

2. Where applicable, sub-contractors will be expected to produce their own CoI policies and these 

shall be vetted to ensure they meet the Montrose standards. 

3. Clear standards will be agreed, and monitoring systems will be put in place to assure delivery and 

compliance. 

4. Sub-contractors will be formally requested to disclose any family relationships to public officials 

or anyone who could have an influence on the performance of its obligations under the 

subcontract, and where such a relationship is disclosed Montrose will refer the issue to the SMT 

to discuss whether to proceed with this sub-contractor. 

 

4.2.2. Sub-contractor selection processes 

 

Selection of sub-contractors is carried out transparently and through a competitive bidding process 

when multiple subcontractors offering comparable levels of services exist. Montrose has put in place a 

process for sole source justification where multiple contractors are not available. 

 

Potential sub-contractors will be carefully screened using the Due Diligence form (Annex 6.2 and 6.3) 

prior to selection. This includes careful review of the sub-contractor’s:  

 

• references and track record 

• potential and actual business associates 

• technical abilities, particularly if providing goods or services  

• financial standing  

• HSSE performance  

• ownership and associations 

• ethical and general business reputation.  

 

Montrose and all project representatives will monitor subcontractors’ performance at all stages of their 

delivery. Montrose staff are required to declare a potential CoI if they have any association (of any kind) 

with a potential sub-contractor. 

   

  

 
2 This would include the HMG Business Recruitment rules for instance 
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4.2.3. Contracting suppliers whose personnel were previously employed by a Montrose client 

 

If the situation arises whereby Montrose has selected to recruit a supplier whose employee(s) were 

employed by a Montrose client in the past two years, Montrose will notify the client during the 

recruitment process to ensure compliance with policies such as the HMG Business Appointment Rules. 

This declaration is part of the Supplier Due Diligence form (Annex 6.3) which applies to both long and 

short-term personnel. 

 

4.3. Procurement 

 

Montrose will purchase commodities and equipment locally when possible. Where local procurement is 

not feasible, international procurement will be arranged. Selection of suppliers will be carried out 

transparently and through a competitive bidding process. The following process applies whether the 

procurement is locally or internationally sourced. 

 

Procurement is carried out in a transparent manner, pre-selecting suppliers after a due diligence 

evaluation.  When tendering locally, procurement opportunities will either be advertised or sent directly 

to potential suppliers, depending on the number available in-country. This aims to ensure impartiality 

and reduce the CoI risk.  

 

Selection of suppliers will be carried out transparently and through a competitive bidding process when 

multiple contractors offering comparable levels of services exist. Montrose has put in place a process 

for sole source justification where multiple contractors are not available.  

 

In case of sole sourcing, a justification memo must be included in the procurement documentation. 

Montrose will keep a record (and will direct its sub-contractors to notify Montrose) where a government 

official has directed or requested that Montrose (or the sub-contractor) use a particular vendor or 

supplier. In the event that such direction or request occurs, the matter will be escalated to the Senior 

Management Team who will discuss, agree upon and document the course of action to be taken. 

 

Suppliers will be carefully screened prior to selection including careful review of their: references and 

track records; potential and actual business associates; technical abilities; financial standing; HSSE 

performance; ownership and associations. 

 

Suppliers are required to disclose any conflicts of interest or family relationships to public officials or 

anyone who could have an influence on the performance of its obligations. The declared CoI will be 

reviewed during the procurement process by the SMT. Any breach of CoI will result in the suppliers’ 

contract being terminated and could result in legal action. 

 

Montrose staff are required to declare a potential CoI if they have any association (of any kind) with a 

potential supplier. 

 

4.4. Gifts and hospitality 

 

Gifts and/or hospitality are sometimes offered to personnel to receive favourable treatment. Gifts and 

hospitality should be avoided except where this is not possible. Where it is not possible, gifts and 

hospitality must be documented and may not exceed an agreed value. 

 
The following rules and procedures will be applied in relation to gifts and hospitality: 
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Rules 

• All staff and any consultants whose contract is still valid to work on the project should avoid being 

offered or given gifts and hospitality wherever possible and if offered these should be politely 

refused or returned. It is recognised however that certain modest and customary giving and 

receipt of gifts or hospitality may take place while carrying out the project, which in each case 

must be declared and approved prior to acceptance. 

• Any gifts or hospitality which cannot be refused is accepted on behalf of Montrose and not the 

individual. 

• A Gift and Hospitality Declaration form has been created for reporting as above (see Annex 6.4). 

 

Procedures 

• All staff and consultants under contract being offered gifts or hospitality will report to the 

Montrose Senior Management Team. 

• The relevant personnel will declare any gift and/or hospitality received using the Gifts and 

Hospitality Declaration form. 

• Any gifts or hospitality declared will be reviewed by the SMT on a regular basis to review any 

ethical risks associated with the gifts and hospitality declared. 

 

 CONSEQUENCES OF BREACHING THIS POLICY 

 

Any breach of this Policy is a serious offence and will be treated as such. Therefore, an employee, 

consultant, sub-contractor or any person or company acting on the behalf of Montrose in breach 

of this policy would face disciplinary action, including dismissal and appropriate legal action.   
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 ANNEXES 

 

6.1. Conflict of interest declaration form 

 

Personnel’s name:  

 

Position:  

 

Manager’s name: 

  

 

Please indicate what category of potential/actual conflict of interest you would like to declare (please 

tick all that apply): 

 

Financial Interest  

 

Personal Relationship 

 

Political Interest 

 

Gifts and Hospitality 

 

 

 

Please describe the nature of the potential/actual personal interest(s) that could impact on your ability 

to carry out, or be seen to carry out, your official duties impartially: 

 

 

 

 

 

 

 

 

 

 

Following a meeting with your Manager, please describe the mitigating measures put in place to prevent 

the occurrence of the Conflict of Interest and/or reduce the impact of the CoI on your carrying out your 

official duties: 
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Declaration 

 

I hereby declare that the information in and accompanying this disclosure is true and complete to the 

best of my knowledge and belief. I declare that I have disclosed all associations required for disclosure 

under the Montrose Conflict of Interest Policy and that, except as declared, once mitigation measures 

are in place I do not consider that any of the associations present an actual conflict of interest occurring.  

 

Should there be any change to the above information and declaration, I will promptly notify Montrose 

and complete a new declaration of interest form that describes the changes. This includes any change 

that occurs before or during my work with Montrose and through the period of my engagement up to 

finalisation or completion of the contract.  

 

I understand that information about my interests will be held by Montrose for a period of 10 years after 

the end of the contract, after which the information will be destroyed.  

 

I understand that these forms will be considered confidential and will be reviewed in accordance with 

the CoI Policy. I hereby declare that I will comply with the Montrose CoI Policy and the mitigating 

measures described above throughout the duration of my contract.  

 

 

Name:  

 

 

Signature:  

 

 

Date: 

 

 

Action by Manager 

 

The above potential CoI and mitigating measures have been discussed with the personnel in question 

and are appropriate to resolve the real or potential conflict of interest disclosed above. 

 

 

Name:  

 

 

Signature of Manager:  

 

 

Date:  
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6.2. Consultant due diligence form 

 

Consultant information 

 

Full name of consultant:  

Contact details (address, phone 

number, e-mail etc.): 

 

 

 

 

Prior Conduct 

 
Have you ever been accused or convicted of any of the following offences (if yes, please give details): 

 

Bribery (including offences under 

the UK Bribery Act 2010): 

☐ Yes                

☐ No 

Fraud: ☐ Yes                

☐ No 

Corruption:  

 

☐ Yes                

☐ No 

Sexual offences: ☐ Yes                

☐ No 

Breaches of employment law 

including in relation to 

discrimination, equal 

opportunities, or child labour: 

☐ Yes                

☐ No 

Participation in a criminal 

organisation: 

☐ Yes                

☐ No 

Offences under the UK Counter-

Terrorism Act 2008: 

☐ Yes                

☐ No 

Breaches of the UK Official Secrets 

Act 1911 to 1989:  

☐ Yes                

☐ No 

Breaches of the Data Protection 

Act: 

☐ Yes                

☐ No 

Offences related to non-payment 

of tax or social security 

contributions: 

☐ Yes                

☐ No 

Offences related to distortion of 

competition, or collusion: 

☐ Yes                

☐ No 

 

Do you have any international 

sanctions against you? 

☐ Yes                

☐ No 

Have you ever been dismissed 

from a professional position as a 

result of gross negligence or 

misconduct? 

☐ Yes                

☐ No 

 

 

  



Montrose Conflict of Interest Policy January 2021 

12 
Document number: P&P006 

Version number: 3 

Conflict of Interest 

 

Are you a close relative of a public 

official in the country of 

assignment: 

☐ Yes                

☐ No 

If ‘Yes’, please provide details   

 

Have you been involved in the 

preparation of the procurement 

procedure for the project in 

question? 

☐ Yes                

☐ No 

If ‘Yes’, please provide details  

 

Have you worked for FCDO, the 

Crown or any other Montrose client 

in the past 2 years? 

☐ Yes                

☐ No 

If ‘Yes’, please provide details  

Please disclose details of any business, financial, personal or professional activities or connections which 

might be considered to have a potential to give rise to a conflict of interest with you in connection with 

Montrose and/or this contractual agreement. 

If there is a potential conflict of interest, please state how this conflict of interest could be avoided. 

 
 
 
 

 
References 

 

Please provide two professional references from roles performed in the last two years that are relevant to the 

assignment.  

Reference name:  

Position:  

Contact details: 

 

 

 

 

 
 
 
 

Reference name:  

Position:  

Contact details: 
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Declaration 

 

I declare that to the best of my knowledge the answers submitted in this questionnaire are correct.  

 

I understand that the information will be used to assess my suitability to be engaged as a consultant by 

Montrose.  

 

I accept that, to verify the information provided in this form, Montrose may request further supporting evidence 

from me or may engage a third party to verify the information provided, within the scope of relevant laws and 

regulations including those related to data protection.  

 

I understand that failure to answer all relevant questions fully or to provide false/misleading information may 

result in Montrose withdrawing their partnership with me. 

 

Name of signatory:  

Signature:  

Date:  
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6.3. Supplier due diligence form 

 

Supplier Information 

 

Full Name of Company:  

Registered Company Contact 

Details (address, phone number, e-

mail etc.): 

 

 

Company Registration Number:  

 

Prior Conduct 

 

Has the Company or any of the individuals working for or governing the Company, ever been accused or 

convicted of any of the following offences (if yes, please give details): 

Bribery (including offences under 

the UK Bribery Act 2010): 

☐ Yes                

☐ No 

Fraud: ☐ Yes                

☐ No 

Corruption:  

 

☐ Yes                

☐ No 

Sexual offences: ☐ Yes                

☐ No 

Breaches of employment law 

including in relation to 

discrimination, equal 

opportunities, or child labour: 

☐ Yes                

☐ No 

Participation in a criminal 

organisation: 

☐ Yes                

☐ No 

Offences under the UK Counter-

Terrorism Act 2008: 

☐ Yes                

☐ No 

Breaches of the UK Official Secrets 

Act 1911 to 1989:  

☐ Yes                

☐ No 

Breaches of the Data Protection 

Act: 

☐ Yes                

☐ No 

Offences related to non-payment 

of tax or social security 

contributions: 

☐ Yes                

☐ No 

Offences related to distortion of 

competition, or collusion: 

☐ Yes                

☐ No 

Are there any international 

sanctions against the Company? 

☐ Yes                

☐ No 

Has the company had a contract 

cancelled as a result of gross 

negligence or misconduct? 

☐ Yes                

☐ No 
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Conflict of Interest 

 

Is anyone working for or governing 

the company a close relative of a 

public official in the country of 

assignment: 

☐ Yes                

☐ No 

If ‘Yes’, please provide details   

 

Has anyone working for or 

governing the company been 

involved in the preparation of the 

procurement procedure for the 

project in question? 

☐ Yes                

☐ No 

If ‘Yes’, please provide details  

 

Has anyone who works for or 

governs the company worked for 

FCDO, the Crown or any other 

Montrose client in the past 2 years? 

☐ Yes                

☐ No 

If ‘Yes’, please provide details  

 

Please disclose details of any business, financial, personal or professional activities or connections which 

might be considered to have a potential to give rise to a Conflict of Interest with your company, or anyone 

working/governing the company, in connection with Montrose and/or this contractual agreement. 

If there is a potential conflict of interest, please state how this conflict of interest could be avoided. 

 

 

 

 

 

References 

 

Please provide two professional references from work completed in the last two years that are relevant to the 

assignment.  

Reference name:  

Position:  

Contact details: 

 

 

 

 

 

Reference name:  

Position:  

Contact details: 
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Declaration 

 

I declare that to the best of my knowledge the answers submitted in this questionnaire are correct.  

 

I understand that the information will be used to assess the Company’s suitability to be engaged as a supplier 

by Montrose.  

 

I accept that, to verify the information provided in this form, Montrose may request further supporting evidence 

from the Company or may engage a third party to verify the information provided, within the scope of relevant 

laws and regulations including those related to data protection.  

 

I understand that failure to answer all relevant questions fully or to provide false/misleading information may 

result in Montrose withdrawing their partnership with the Company. 

 

Name of signatory:  

Signature:  

Position in the Company:  

Date:  
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6.4. Gifts and hospitality declaration form 

 

Declaration 

 

I confirm that I have been offered hospitality/gift(s)/other benefit as follows: 

 

Details of hospitality/gift/other benefit  
 

Date offered hospitality/gift/other benefit  

Estimated value (USD)  

Organisation/person offering 

hospitality/gift/other benefit 
 

Relationship of organisation/individual with 

Montrose and/or the programme 
 

Was the hospitality/gift/other benefit accepted?  
 

If the hospitality/gift/other benefit was accepted, 

please justify why it could not be declined 

 

If the hospitality/gift/other benefit was accepted, 

was this approved by your Manager prior to 

acceptance? If not, why not? 

 

 

Name:  

 

 

Signature:        Date: 

 

 

To be completed by the Manager 

 

The above hospitality/gift/other benefit has been discussed with the personnel in question and the 

course of action taken was/was not [delete as applicable] appropriate. 

 

Name:  

 

 

Signature of Manager:      Date: 

 

 


