[image: ]

Conflicts of interest in recruitment 
Declarations form
All relevant persons involved in recruitment and selection activities (e.g. panel members or hiring managers) are to complete this form to declare:
· knowledge or relationships that are not a conflict (if relevant), and
· conflicts of interest (actual, potential or perceived), or that no conflicts of interest exist.
This form is to be completed:
· for all recruitment and selection processes conducted in accordance with the recruitment and selection directive, including where a chief executive direct appoints or limits advertising to a specific group
· at a minimum, when applications are received and prior to shortlisting commencing and at any other relevant time by notifying the decision maker and seeking guidance on appropriate next steps.
For more information, refer to the fact sheets about Identifying conflicts of interest and Resolution and mitigation strategies available on the Identify and manage a conflict of interest in recruitment page on forgov.qld.gov.au.
[bookmark: _Toc230185267]Privacy
Queensland Government agencies handle personal information in compliance with the Information Privacy Act 2009 (Qld). Personal information is being collected on this form for the purposes of promoting integrity and managing conflicts of interest in recruitment and selection processes in accordance with the Public Sector Act 2022.
For details on how your employer handles personal information, or how you can access or correct personal information held by your employer, please refer to the Queensland Privacy Principles and your agency’s policy.


[bookmark: _Toc230185268]Vacancy details
Position title: Click here to enter position title
Work unit / area / team: Click to enter work unit / area / team
Agency: Click to enter agency
Vacancy reference number: Click to enter vacancy reference number
[bookmark: _Toc230185269]Panel member and decision maker details
▼ Panel member 1: Click to enter panel member 1’s full name
▼ Panel member 2: Click to enter panel member 2’s full name
▼ Panel member 3: Click to enter panel member 3’s full name
▼ Panel member 4: Click to enter panel member 4’s full name
▼ Decision maker’s approval: Click to enter decision maker’s approval
▼ Decision maker’s declaration: Click to enter decision maker’s declaration
[bookmark: _Panel_member_1][bookmark: Panel_member_1][bookmark: _Toc230185270]Panel member 1
[bookmark: P1_Section_A][bookmark: _Toc230185271]Section A: Declare knowledge and relationships with no conflict of interest
This section can be used to declare personal and/or professional knowledge and relationships that do not amount to a conflict of interest. If you do not have any knowledge or relationships to declare, proceed to section B. 
Refer to ‘Section A: More information and examples’ below for further guidance.
Click here to declare knowledge and relationships with no conflict of interest.



[bookmark: P1_Section_B][bookmark: _Toc230185272]Section B: Declare conflicts of interest
Declare any actual, perceived or potential conflicts of interest. 
Refer to ‘Section B: More information and examples’ below for further guidance. 
 No conflicts to declare. 
Click here to declare any actual, perceived or potential conflicts of interest.



[bookmark: P1_Section_C][bookmark: _Toc230185273]Section C: Propose resolution or mitigation strategies
Detail how any conflict of interest listed above will be minimised and managed in the public interest during the recruitment and selection process. 
Refer to ‘Section C: More information and examples’ below for further guidance. 
Click here to detail how any conflict of interest listed above will be minimised and managed in the public interest during the recruitment and selection process.



[bookmark: P1_Section_D][bookmark: _Toc230185274]Section D: Declaration and signing
I, Click to enter full name, Click to enter position title [where applicable] declare that:
   I understand what constitutes a conflict of interest in a recruitment and selection process,
   I have considered and, where relevant, identified any knowledge or relationship/s that do not amount to a conflict of interest
and (select one option below)
   I have identified any actual, perceived or potential conflicts of interest relevant to my involvement with the recruitment and selection process.
OR
   I have no conflict of interest to declare relevant to my involvement with the recruitment and selection process.


Sign above
Click to enter a date
Stop here: Declarations must be approved by the decision maker before continuing with the selection process.


[bookmark: _Panel_member_2][bookmark: Panel_member_2][bookmark: _Toc230185275]Panel member 2
[bookmark: _Panel_member_3][bookmark: P2_Section_A][bookmark: _Toc230185276]Section A: Declare knowledge and relationships with no conflict of interest
This section can be used to declare personal and/or professional knowledge and relationships that do not amount to a conflict of interest. If you do not have any knowledge or relationships to declare, proceed to section B. 
Refer to ‘Section A: More information and examples’ below for further guidance.
Click here to declare knowledge and relationships with no conflict of interest.



[bookmark: P2_Section_B][bookmark: _Toc230185277]Section B: Declare conflicts of interest
Declare any actual, perceived or potential conflicts of interest. 
Refer to ‘Section B: More information and examples’ below for further guidance.  
   No conflicts to declare. 
Click here to declare any actual, perceived or potential conflicts of interest.



[bookmark: P2_Section_C][bookmark: _Toc230185278]Section C: Propose resolution or mitigation strategies
Detail how any conflict of interest listed above will be minimised and managed in the public interest during the recruitment and selection process. 
Refer to ‘Section C: More information and examples’ below for further guidance. 
Click here to detail how any conflict of interest listed above will be minimised and managed in the public interest during the recruitment and selection process.



[bookmark: P2_Section_D][bookmark: _Toc230185279]Section D: Declaration and signing
I, Click to enter full name, Click to enter position title [where applicable] declare that:
   I understand what constitutes a conflict of interest in a recruitment and selection process,
   I have considered and, where relevant, identified any knowledge or relationship/s that do not amount to a conflict of interest
and (select one option below)
   I have identified any actual, perceived or potential conflicts of interest relevant to my involvement with the recruitment and selection process.
OR
   I have no conflict of interest to declare relevant to my involvement with the recruitment and selection process.


Sign above
Click to enter a date
[bookmark: Panel_member_3][bookmark: _Toc230185280]Stop here: Declarations must be approved by the decision maker before continuing with the selection process.
Panel member 3
[bookmark: _Toc230185281][bookmark: P3_Section_A]Section A: Declare knowledge and relationships with no conflict of interest
This section can be used to declare personal and/or professional knowledge and relationships that do not amount to a conflict of interest. If you do not have any knowledge or relationships to declare, proceed to section B. 
Refer to ‘Section A: More information and examples’ below for further guidance.
Click here to declare knowledge and relationships with no conflict of interest.



[bookmark: P3_Section_B][bookmark: _Toc230185282]Section B: Declare conflicts of interest
Declare any actual, perceived or potential conflicts of interest. 
Refer to ‘Section B: More information and examples’ below for further guidance.  
   No conflicts to declare. 
Click here to declare any actual, perceived or potential conflicts of interest.



[bookmark: P3_Section_C][bookmark: _Toc230185283]Section C: Propose resolution or mitigation strategies
Detail how any conflict of interest listed above will be minimised and managed in the public interest during the recruitment and selection process. 
Refer to ‘Section C: More information and examples’ below for further guidance. 
Click here to detail how any conflict of interest listed above will be minimised and managed in the public interest during the recruitment and selection process.



[bookmark: P3_Section_D][bookmark: _Toc230185284]Section D: Declaration and signing
I, Click to enter full name, Click to enter position title [where applicable] declare that:
   I understand what constitutes a conflict of interest in a recruitment and selection process,
   I have considered and, where relevant, identified any knowledge or relationship/s that do not amount to a conflict of interest
and (select one option below)
   I have identified any actual, perceived or potential conflicts of interest relevant to my involvement with the recruitment and selection process.
OR
   I have no conflict of interest to declare relevant to my involvement with the recruitment and selection process.


Signature above
Click to enter a date
[bookmark: Panel_member_4][bookmark: _Toc230185285]Stop here: Declarations must be approved by the decision maker before continuing with the selection process.

Panel member 4
[bookmark: P4_Section_A][bookmark: _Toc230185286]Section A: Declare knowledge and relationships with no conflict of interest
This section can be used to declare personal and/or professional knowledge and relationships that do not amount to a conflict of interest. If you do not have any knowledge or relationships to declare, proceed to section B. 
Refer to ‘Section A: More information and examples’ below for further guidance.
Click here to declare knowledge and relationships with no conflict of interest.



[bookmark: P4_Section_B][bookmark: _Toc230185287]Section B: Declare conflicts of interest
Declare any actual, perceived or potential conflicts of interest. 
Refer to ‘Section B: More information and examples’ below for further guidance.  
   No conflicts to declare. 
Click here to declare any actual, perceived or potential conflicts of interest.



[bookmark: P4_Section_C][bookmark: _Toc230185288]Section C: Propose resolution or mitigation strategies
Detail how any conflict of interest listed above will be minimised and managed in the public interest during the recruitment and selection process. 
Refer to ‘Section C: More information and examples’ below for further guidance. 
Click here to detail how any conflict of interest listed above will be minimised and managed in the public interest during the recruitment and selection process.



[bookmark: P4_Section_D][bookmark: _Toc230185289]Section D: Declaration and signing
I, Click to enter full name, Click to enter position title [where applicable] declare that:
   I understand what constitutes a conflict of interest in a recruitment and selection process,
   I have considered and, where relevant, identified any knowledge or relationship/s that do not amount to a conflict of interest
and (select one option below)
   I have identified any actual, perceived or potential conflicts of interest relevant to my involvement with the recruitment and selection process.
OR
   I have no conflict of interest to declare relevant to my involvement with the recruitment and selection process.


Sign above
Click to enter a date
Stop here: Declarations must be approved by the decision maker before continuing with the selection process.

[bookmark: _Decision_maker_approval][bookmark: Decision_maker_approval][bookmark: _Toc230185290]Decision maker approval
The Conflicts of interest in recruitment declarations form must be signed by the appropriate decision maker to confirm how the conflict of interest will be managed, or that no conflict of interest exists.
Reminder: Decision makers are required to declare whether they have any conflicts of interest. It is recommended that this occurs after advertising closes and before shortlisting commences, consistent with the requirements for panel members. Refer to the relevant form below and consider completion prior to approving panel members’ declarations. 
I, Click to enter full name, Click to enter position title [where applicable] declare that:
   I have authority or delegated authority to manage a conflict of interest declaration in the public interest, and
   I have considered all the information provided to me and have determined that a conflict of interest
  does					  does not exist for this process
In cases where a conflict of interest does exist, 
  I am satisfied 			  I am not satisfied
that the resolution and mitigation strategies identified are an appropriate course of action to maintain the integrity of the recruitment process in the public interest, and I have communicated this information to the panel chair or relevant person.  
Additional comments and/or instructions to the panel or relevant person
Click here to add any additional comments and/or instructions to the panel or relevant person.





Sign above
Click to enter a date
Note: please return approved form back to panel chair or relevant person to action comments and to include with selection documentation at the finalisation of the recruitment process. 

[bookmark: _Recruitment_declarations,_including][bookmark: Recruitment_declarations][bookmark: _Toc230185291]Conflicts of interest in recruitment 
Decision maker’s declaration form
This form may be used by a decision maker in a recruitment and selection process to declare knowledge or relationships that is not a conflict (if relevant), conflicts of interest (actual, potential or perceived) or confirm there are no conflicts of interest. 
A declaration must be completed by decision makers:
· for all recruitment and selection processes conducted in accordance with the recruitment and selection directive, including where a chief executive decides to direct appoint or limits advertising to a specific group
· at any relevant time in the recruitment and selection process, but at a minimum, at the time of reviewing and approving the selection documentation. It is recommended that decision makers also complete their declaration at the time applications are received, but prior to shortlisting commencing. 
For more information, refer to the fact sheets about Identifying conflicts of interest, Resolution and mitigation strategies and Decision maker responsibilities available on the Identify and manage a conflict of interest in recruitment page on forgov.qld.gov.au.
[bookmark: Recruitment_declarations_section_A][bookmark: _Toc230185292]Section A: Declare knowledge and relationships with no conflict of interest
This section can be used to declare personal and/or professional knowledge and relationships that do not amount to a conflict of interest. If you do not have any knowledge or relationships to declare, proceed to section B. 
Refer to ‘Section A: More information and examples’ below for further guidance. 
Click here to declare any personal and/or professional knowledge and relationships that do not amount to a conflict of interest.



[bookmark: Recruitment_declarations_section_B][bookmark: _Toc230185293]Section B: Declare conflicts of interest
Declare any actual, perceived or potential conflicts of interest. 
Refer to ‘Section B: More information and examples’ below for further guidance.  
   No conflicts to declare. 
Click here to declare any actual, perceived or potential conflicts of interest.


[bookmark: Recruitment_declarations_section_C][bookmark: _Toc230185294]Section C: Propose resolution or mitigation strategies
Detail how any conflict of interest listed above will be minimised and managed in the public interest during the recruitment and selection process. 
Refer to ‘Section C: More information and examples’ below for further guidance. 
Click here to detail how any conflict of interest listed above will be minimised and managed in the public interest during the recruitment and selection process.


[bookmark: Recruitment_declarations_section_D][bookmark: _Toc230185295]Section D: Declaration and signing
I, Click to enter full name, Click to enter position title [where applicable] declare that:
   I understand what constitutes a conflict of interest in a recruitment and selection process,
   I have considered and, where relevant, identified any knowledge or relationship/s that do not amount to a conflict of interest
and (select one option below)
   I have identified any actual, perceived or potential conflicts of interest relevant to my involvement with the recruitment and selection process.
OR
   I have no conflict of interest to declare relevant to my involvement with the recruitment and selection process.


Sign above
Click to enter a date
Notes: 
ensure this declaration is included in the approved selection documentation for the recruitment and selection process. 
where a decision maker has identified a conflict of interest, this should be escalated to the appropriate authority to determine the required action, including whether another decision maker is required for the process. 
[bookmark: _More_information_and][bookmark: Section_A_More_information][bookmark: _Toc230185296]Section A: More information and examples
[bookmark: _Toc230185297]More information
Declaring these types of relationships, even when it does not amount to a conflict of interest supports transparent and fair recruitment processes by ensuring all knowledge and connections are appropriately considered. Examples include, but are not limited to: 
professional relationships or interactions, such as those with work colleagues, supervisors, including where you are an applicant’s referee or individuals met through networking events or collaborative projects, where there is no factor in the relationship that could amount to an actual or perceived conflict 
a neighbour that resides in the same street and there is minimal interaction
Note: if you have prior knowledge of an applicant, consider how that knowledge will be disclosed and used (or not used) in the assessment of that applicant. Document this clearly, for example, in the selection report. 
[bookmark: _Toc230185298]Refer to the Identifying conflicts of interest fact sheet available on the Identify and manage a conflict of interest in recruitment page on forgov.qld.gov.au.
Examples 
I have worked with [applicant’s name] since [insert year] within the same department and I am currently their supervisor. Although we have a courteous professional relationship, we do not socialise outside of the workplace. 
I have professional knowledge of [applicant’s name] as we collaborated together on a cross-agency project between January 2024 and September 2024. We have not had contact since the project ended. 
I have knowledge of [applicant’s name] as they are my neighbour. While we reside on the same street, our interactions are minimal and do not extend beyond a casual greeting.
[bookmark: _More_information_and_1][bookmark: Section_B_More_information][bookmark: _Toc230185299]Section B: More information and examples
[bookmark: _Toc230185300]More information
List the full details of relationships or connections that could influence or could be perceived by others to influence your ability to make an unbiased recruitment decision. Examples may include:
direct and indirect family members (parent, sibling, uncle, cousin) 
personal relationships, including a friend or partner
working relationships (e.g. a colleague or supervisor) where there is a factor in the relationship that could amount to an actual or perceived conflict, such as a friendship or socialisation outside of the work context 
Refer to the Identifying conflicts of interest fact sheet available on the Identify and manage a conflict of interest in recruitment page on forgov.qld.gov.au.
[bookmark: _Toc230185301]Examples
I have an actual conflict of interest as [applicant name] is my daughter. 
I have a perceived conflict of interest as [applicant name] is a current work colleague whom I regularly have 1-1 lunch with at work. 
I have a [actual/perceived] conflict of interest as [applicant name] was subject to a performance improvement plan and I was the manager involved in the process.
I have a [actual/perceived] conflict of interest as I was the delegate in a disciplinary process involving [applicant name] as the subject officer. 


[bookmark: _More_information_–][bookmark: Section_C_More_information][bookmark: _Toc230185302]Section C: More information and examples
[bookmark: _Toc230185303]More information
[bookmark: _Toc230185304]For relevant persons (e.g. panel member or hiring manager)
List proposed resolution or mitigation strategies for the decision maker’s consideration, which may include, but are not limited to:
add an independent person to the selection panel
remove the panel member from the selection panel
applicant anonymity in initial stages (e.g. de-identifying applications prior to shortlisting)
provide assessment of relevant applicant/s last during panel deliberations to provide a balanced discussion for perceived conflicts of interest 
[bookmark: _Toc230185305]Refer to Resolution and mitigation strategies fact sheet available on the Identify and manage a conflict of interest in recruitment page on forgov.qld.gov.au.
For decision makers
Where a conflict of interest exists, it is recommended that consideration is given to whether an alternative decision maker may be more appropriate for the recruitment and selection process. Refer to Resolution and mitigation strategies and Decision maker responsibilities fact sheets available on the Identify and manage a conflict of interest in recruitment page on forgov.qld.gov.au.
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