
Conflicts of Interest Policy 
UNIQUE SIXTH FORM 

Purpose 

To ensure that examinations and assessments are managed fairly and transparently by 
identifying and addressing any conflicts of interest. 

Definition 

A conflict of interest exists where: 

• Staff members have personal interests that could compromise their professional 
judgment 

• Family relationships exist between staff and candidates 
• Staff members are taking qualifications at the centre 
• Staff have access to confidential assessment materials involving relatives 

Required Declarations 

Staff must declare if they: 

1. Are teaching/preparing family members for examinations 
2. Are taking qualifications at the centre 
3. Have family members taking examinations at the centre 
4. Have any other potential conflicts 

Procedures 

Declaration Process 
1. All staff must notify the Exams Officer or Head of Centre where they believe that a 

conflict of interest is possible. 
2. Staff must notify the Exams Officer or Head of Centre as soon as possible. 
3. These declarations will be recorded in a conflict-of-interest register and will be 

regularly reviewed. 
4. Exams Officer/Assistant reviews all declarations (reviewing staff member). 
5. Where a reviewing staff member has a conflict of interest, this will be reviewed by 

the Head of Centre. 

Managing Conflicts 

For teaching staff: 

• Alternative marker assigned for assessments 
• Additional moderation of marking 



• External verification where necessary 

For exams office staff: 

• Restricted access to relevant materials 
• Alternative staff member handles administration 
• Additional supervision during exam periods 

Examination Arrangements 

Where staff are taking qualifications: 

• Must be registered as private candidates 
• Cannot have access to exam materials 
• Alternative rooms/invigilators arranged 
• Separate secure storage arrangements 

Record Keeping 

Records maintained of: 

• All declared conflicts 
• Measures implemented 
• Outcomes of monitoring 
• Any incidents/breaches 

Review 

Policy reviewed annually or when: 

• New conflicts identified 
• Regulatory requirements change 
• Incidents occur 

 
 
 

Date of last review: 2/11/2025 Next review due: 27/10/2025 

Approved by: Nazir Ahmed Position: Head of Centre Date: 28/10/2024 
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