Supervisor Steps to Managing Conflicts of Interest
1. Once the employee submits a disclosure with a potential conflict, clarify the situation.
· Gather facts and context from all relevant parties.
· Disclosure available by request to SCL Compliance at: sclcompliance@cornell.edu 
· Determine whether the situation constitutes a conflict or just the appearance of one.
· Information available at: https://confluence.cornell.edu/display/SCLIC/Conflict+of+Interest and https://hr.cornell.edu/about/employment-policy-practice/employment-policies/non-research-conflicts-interest-commitment-0 
· Discuss circumstances with the employee.
· Have a direct and confidential conversation.
· Ask clarifying questions and allow the employee to explain the relationship or activity in question.

2. Review Cornell policy with employee, if questions arise about the nature of the conflict.
· Review internal policies, with specific reference to the conflict.
· University Policy 4.14 Non-Research Conflicts of Interest and Commitment
· University Policy 4.19 Personal and Private Activity Using University Property and Facilities
· University Policy 4.6 Standards of Ethical Conduct
· University Policy 6.14 Avoiding Nepotism
3. Document the discussion using one of the following templates:
A. A potential conflict (that was not disclosed) becomes known to the manager: 
Subject: Conflict of Interest Review and Resolution – [Employee Name]
To: [HR Representative / Department File]
From: [Manager Name]
Date: [MM/DD/YYYY]
Summary:
On [Date], a potential conflict of interest involving [Employee Name] was brought to my attention. The concern centered around [briefly describe the nature of the conflict — e.g., a personal relationship with a vendor, outside employment, familial ties, etc.].
Review Process:
· I held a private discussion with [Employee Name] on [Date] to gather relevant details and understand the scope of the relationship/activity.
· Company policies related to conflicts of interest, including [Policy Name], were reviewed.
· I consulted with [HR / Legal] on [Date] to confirm the appropriate course of action.
Findings:
[Employee Name] disclosed that [describe what was confirmed — e.g., their spouse is employed by Vendor X, or they hold a secondary job with a potential competitor, etc.]. Based on the information gathered, this situation presents a [low/moderate/high] risk of a conflict of interest.
Resolution and Mitigation Steps:
To address and mitigate the conflict, the following steps will be implemented:
· [Employee Name] will recuse themselves from any procurement decisions involving Vendor X.
· Any related responsibilities will be reassigned to [Alternative Employee Name].
· A formal disclosure will be filed and reviewed annually.
· [Any additional training, monitoring, or documentation steps.]
Follow-Up:
This resolution was communicated to [Employee Name] on [Date]. I will monitor compliance and revisit the arrangement during the next performance review or earlier if circumstances change.
Signed,
[Manager Name]
[Title]
[Contact Info]
B. The employee reveals a conflict in their disclosure: 
Subject: Conflict of Interest Review and Resolution – [Employee Name]
To: [HR Representative / Department File]
From: [Manager Name]
Date: [MM/DD/YYYY]
Summary:
In the self-disclosure submitted [Date], a potential conflict of interest involving [Employee Name] was brought to my attention. The concern centered around [briefly describe the nature of the conflict — e.g., a personal relationship with a vendor, outside employment, familial ties, etc.].
Review Process:
· I held a private discussion with [Employee Name] on [Date] to gather relevant details and understand the scope of the relationship/activity.
· Company policies related to conflicts of interest, including [Policy Name], were reviewed.
· I consulted with [HR / Legal] on [Date] to confirm the appropriate course of action.
Findings:
[Employee Name] disclosed that [describe what was confirmed — e.g., their spouse is employed by Vendor X, or they hold a secondary job with a potential competitor, etc.]. Based on the information gathered, this situation presents a [low/moderate/high] risk of a conflict of interest.
Resolution and Mitigation Steps:
To address and mitigate the conflict, the following steps will be implemented:
· [Employee Name] will recuse themselves from any procurement decisions involving Vendor X.
· Any related responsibilities will be reassigned to [Alternative Employee Name].
· A formal disclosure will be filed and reviewed annually.
· [Any additional training, monitoring, or documentation steps.]
Follow-Up:
This resolution was communicated to [Employee Name] on [Date]. I will monitor compliance and revisit the arrangement during the next performance review or earlier if circumstances change.
Signed,
[Manager Name]
[Title]
[Contact Info]
4. Escalate if Necessary
· If the issue is complex or may involve legal/regulatory concerns, consult:
· Human Resources
· Legal Counsel
5. Implement Mitigation or Recusal
· Common mitigation steps include:
· Reassignment of duties or reporting lines
· Employee recusal from decision-making
· Disclosure of relationships to all affected parties
6. Communicate the Resolution
· Share the resolution only on a need-to-know basis with stakeholders to maintain trust and transparency.
· Human Resources (who may consult with University Counsel and/or Audit or Ethics Committees.)
· Direct Supervisor or Department Leadership
· Individual(s) at the center of the conflict plus others whose work is impacted.
· Executive Leadership (if high risk or public concern)
· Move disclosure in Box folder from ‘For HR & Unit Review’ to either ‘Reviewed & No Action Needed’ or ‘Reviewed & Resolved’.
7. Monitor the Situation
· Follow up periodically to ensure the conflict hasn’t resurfaced or evolved.
· Document continued compliance if applicable.
