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1. PURPOSE 
The Conflicts of Interest Policy for Peace by Youth (PY) serves as a cornerstone of the 
organization’s commitment to maintaining integrity, transparency, and accountability in its 
operations. It aims to safeguard PY’s mission and objectives by preventing and addressing 
situations where personal interests might compromise organizational decision-making or create 
ethical, legal, or reputational risks. 
 

OBJECTIVE OF THE POLICY 
1. SAFEGUARDING ORGANIZATIONAL INTEGRITY 
The policy is designed to protect the integrity of PY when entering into transactions or 
arrangements that may directly or indirectly involve the private interests of its board members, 
management staff, or committee members. It ensures that personal interests do not take 
precedence over the interests of the organization or its stakeholders, particularly the 
communities PY serves. 
Key elements of this objective include: 

• Mitigating Conflicts of Interest: 
o Identifying and addressing conflicts that may arise from financial relationships, 

familial ties, or external affiliations of individuals involved in PY’s operations. 
• Promoting Fairness and Objectivity: 

o Ensuring that decisions related to transactions, partnerships, and resource 
allocation are made impartially and align with PY’s strategic goals. 

• Upholding Ethical Standards: 
o Embedding ethical practices into the organizational culture, emphasizing the 

need for transparency, fairness, and accountability in all activities. 
 
2. PROTECTING DECISION-MAKING PROCESSES 
Conflicts of interest, if unmanaged, can distort decision-making processes and undermine the 
trust of stakeholders. This policy seeks to: 

• Prevent undue influence in decisions related to contracts, partnerships, and resource 
allocation. 

• Encourage board members and staff to prioritize the interests of the organization and its 
beneficiaries. 

• Ensure compliance with legal standards governing non-profit operations and 
accountability. 

 
3. STRENGTHENING ORGANIZATIONAL GOVERNANCE 
The policy supports PY’s broader governance framework by: 

• Establishing clear procedures for disclosing, assessing, and managing potential conflicts. 
• Reinforcing the role of the board and committees in maintaining ethical oversight. 
• Providing a structured mechanism for addressing violations to ensure consistency and 

fairness. 
 

IMPORTANCE OF THE POLICY 
1. MAINTAINING PUBLIC TRUST 
PY operates in diverse communities and relies on the trust and confidence of its stakeholders, 
including beneficiaries, partners, donors, and regulatory bodies. Public trust is foundational to 
PY’s ability to achieve its mission. This policy helps maintain that trust by: 

• Demonstrating PY’s commitment to ethical practices and transparency. 
• Ensuring stakeholders that the organization prioritizes the collective good over personal 

interests. 
• Reinforcing the organization’s credibility and reputation. 

 
2. ENSURING ORGANIZATIONAL ACCOUNTABILITY 



Accountability is a core value of PY, integral to its operations and relationships with stakeholders. 
The policy supports accountability by: 

• Creating a framework for identifying and managing conflicts of interest. 
• Ensuring that all decisions are documented, justified, and align with PY’s mission. 
• Providing a clear pathway for stakeholders to raise concerns about potential conflicts. 

 
3. FULFILLING LEGAL AND REGULATORY REQUIREMENTS 
As a non-profit organization, PY must comply with laws and regulations that govern conflicts of 
interest. Failure to address conflicts can lead to: 

• Legal consequences, such as penalties or loss of tax-exempt status. 
• Reputational damage, which may erode stakeholder confidence and jeopardize future 

opportunities. 
• Operational inefficiencies, as unmanaged conflicts can divert resources from 

organizational priorities. 
This policy ensures compliance by: 

• Aligning PY’s practices with local and international legal frameworks, including non-profit 
governance standards. 

• Providing mechanisms for periodic review and updates to stay abreast of evolving legal 
and regulatory requirements. 

 

KEY PRINCIPLES UNDERPINNING THE POLICY 
1. Transparency 

• All potential conflicts of interest must be disclosed to ensure that decisions are based on 
full and accurate information. 

• Disclosure promotes open communication and reduces the risk of hidden biases or 
ethical breaches. 

 
2. Accountability 

• Individuals with decision-making authority are held accountable for prioritizing the 
interests of the organization and its stakeholders. 

• A clear process for handling violations ensures that accountability is consistently upheld. 
 
3. Impartiality 

• Decisions related to PY’s operations, partnerships, and resource management must be 
made objectively, free from undue influence. 

• The recusal of interested parties during discussions and votes safeguards impartiality. 
 
4. Fairness 

• All parties, including board members, staff, and stakeholders, are treated equitably under 
the policy. 

• Procedures for managing conflicts are applied consistently and without bias. 
 

SCOPE OF THE POLICY’S PURPOSE  
The policy applies to: 

• Board Members: 
o As key decision-makers, board members are expected to disclose any financial, 

familial, or professional interests that could influence their actions. 
• Management Staff: 

o Senior staff with operational authority are required to identify and address 
potential conflicts to maintain organizational integrity. 

• Committee Members: 
o Members of committees with delegated powers, particularly those involved in 

financial or compensation decisions, must adhere to the policy’s guidelines. 
• External Stakeholders: 



o While the policy primarily governs internal stakeholders, it also applies to external 
entities, such as consultants or partners, whose actions could impact PY’s 
interests. 

 

SCENARIOS HIGHLIGHTING THE POLICY’S IMPORTANCE  
1. Contractual Agreements 

• A board member’s family member owns a company that bids for a PY procurement 
contract. Without proper disclosure and management of this conflict, the integrity of the 
selection process may be compromised. 

 
2. Partnership Negotiations 

• A senior staff member has a financial stake in an organization seeking a partnership with 
PY. The policy ensures that the staff member’s interest is disclosed, and alternative 
options are considered. 

 
3. Compensation Committees 

• A committee member receiving compensation from PY may influence decisions about 
their remuneration. The policy prohibits such individuals from voting on matters related 
to their compensation. 

 

ALIGNMENT WITH PY’S VALUES AND MISSION  
The Conflicts of Interest Policy is deeply aligned with PY’s values of participation, empowerment, 
and integrity. It supports the organization’s mission by: 

• Ensuring that all activities are conducted ethically and transparently. 
• Reinforcing stakeholder confidence in PY’s governance and decision-making processes. 
• Protecting the organization from risks that could divert attention or resources from its 

core objectives. 
 
The Purpose section of the Conflicts of Interest Policy establishes a clear and compelling 
framework for safeguarding Peace by Youth’s organizational integrity. By addressing conflicts 
proactively, the policy reinforces PY’s commitment to transparency, accountability, and legal 
compliance, ensuring that its operations remain focused on its mission of empowering 
communities and fostering sustainable development. This purpose serves as the foundation for 
all subsequent elements of the policy, providing a roadmap for ethical and effective governance. 
   

2. SCOPE AND APPLICABILITY 
The Scope and Applicability section of Peace by Youth’s (PY) Conflicts of Interest Policy 
outlines the individuals and situations to which the policy applies. By clearly defining the range 
of its coverage, this section ensures that all stakeholders are aware of their responsibilities and 
obligations in maintaining the integrity and transparency of PY’s operations. 
 

SCOPE OF THE POLICY 
The Conflicts of Interest Policy applies broadly to individuals and scenarios where potential or 
actual conflicts of interest could arise. It ensures that personal, familial, or professional 
interests do not interfere with PY’s mission and decision-making processes. 
 
1. INDIVIDUALS COVERED BY THE POLICY 
The policy applies to key stakeholders involved in PY’s governance, management, and 
operational activities. These include: 

• Board Members: 
o As the organization’s primary decision-makers, board members are expected to 

disclose any personal interests that may impact their objectivity or ability to act 
in the best interests of PY. 



o Board members often oversee transactions and strategic decisions, making 
their adherence to the policy essential for organizational credibility. 

• Management Staff: 
o PY’s management staff, particularly those in leadership roles, are responsible for 

day-to-day operations and resource allocation. 
o Their professional and personal relationships may inadvertently influence 

operational decisions, procurement processes, or staff appointments. 
• Committee Members with Delegated Powers: 

o Members of committees that have been delegated specific powers, such as 
compensation, procurement, or partnership committees, are subject to the 
policy. 

o These committees often make recommendations or decisions that could directly 
or indirectly benefit individuals involved. 

• Volunteers and Consultants (When Applicable): 
o While not primary stakeholders, volunteers or external consultants whose 

actions could materially affect PY’s operations may also be required to comply 
with the policy when relevant. 

 
2. SITUATIONS REQUIRING COMPLIANCE 
The policy is designed to address conflicts of interest in a range of scenarios where personal or 
professional relationships could interfere with PY’s decision-making processes. These include: 

• Direct Financial Interests: 
o Ownership or investment in entities that conduct transactions with PY. 
o Examples: 

▪ A management staff member owning shares in a vendor bidding for a PY 
contract. 

▪ A board member benefiting financially from a consultancy agreement 
with PY. 

• Indirect Financial Interests: 
o Financial benefits derived through family members, business partners, or 

professional affiliations. 
o Examples: 

▪ A spouse of a board member owning a business that supplies goods to 
PY. 

▪ A relative of a management staff member employed by an organization 
seeking a partnership with PY. 

• Professional Associations: 
o Relationships with entities or individuals with whom PY has or is considering a 

transaction or arrangement. 
o Examples: 

▪ A staff member serving on the board of an NGO that is a potential PY 
partner. 

▪ A committee member receiving consulting fees from a company 
negotiating a joint venture with PY. 

• Familial Relationships: 
o Situations where close relatives are involved in transactions or decisions 

affecting PY. 
o Examples: 

▪ A family member of a staff member being hired without proper 
disclosure or competitive hiring processes. 

▪ Nepotism in resource allocation or hiring. 
 

APPLICABILITY ACROSS PY ACTIVITIES 
The Conflicts of Interest Policy applies to all levels of PY’s operations and decision-making 
processes, ensuring that no activity is exempt from ethical oversight. 
1. Governance and Oversight 



• Board members and committees with governance responsibilities must ensure that all 
decisions align with PY’s mission and are free from personal bias. 

• Governance activities covered by the policy include: 
o Strategic planning and goal-setting. 
o Approval of major partnerships, contracts, or initiatives. 
o Oversight of financial management and resource allocation. 

 
2. Operational Decision-Making 

• Management staff responsible for operational activities are required to adhere to the 
policy in decisions related to: 

o Procurement and vendor selection. 
o Recruitment, promotions, and performance evaluations. 
o Project planning, implementation, and evaluation. 

 
3. Partnerships and Collaborations 

• The policy applies to partnerships or collaborations with external organizations, 
ensuring that these relationships are based on merit and alignment with PY’s objectives, 
not personal gain. 

• Covered activities include: 
o Joint ventures or co-funded initiatives. 
o Agreements with private sector entities or government agencies. 

 
4. Compensation Committees 

• Committees responsible for determining staff compensation must operate transparently 
and impartially. 

• Members of compensation committees who receive compensation from PY are 
prohibited from participating in decisions regarding their own remuneration. 

 

OBLIGATIONS OF COVERED INDIVIDUALS 
To ensure the policy’s effectiveness, all individuals covered by the policy have specific 
obligations: 
1. Disclosure Requirements 

• Full Disclosure: 
o Individuals must disclose any financial, familial, or professional interests that 

could give rise to a conflict. 
• Timeliness: 

o Disclosures must be made before discussions or decisions regarding 
transactions or arrangements. 

• Material Facts: 
o Individuals must provide all relevant details about their interests to facilitate 

informed decision-making. 
 
2. Participation Restrictions 

• Individuals with a disclosed interest must recuse themselves from discussions and 
voting on matters related to the conflict. 

• This ensures that decisions are made impartially and in the best interests of PY. 
 
3. Annual Affirmations 

• All covered individuals are required to sign an annual statement affirming: 
o Receipt of the Conflicts of Interest Policy. 
o Understanding and compliance with the policy. 
o Commitment to prioritizing PY’s interests over personal gain. 

 
4. Duty to Report 

• Individuals who become aware of potential conflicts involving others must report these 
to the appropriate authority within PY, such as the board or a designated committee. 



 

KEY SCENARIOS DEMONSTRATING APPLICABILITY 
1. Procurement of Goods and Services 

• A member of PY’s procurement committee owns shares in a supplier bidding for a 
contract. 

• Policy Application: 
o The member must disclose their interest and abstain from discussions and 

decisions regarding the supplier. 
 
2. Partnership with an External Organization 

• A senior staff member serves as a volunteer advisor for an NGO seeking a partnership 
with PY. 

• Policy Application: 
o The staff member must disclose their affiliation to ensure that the partnership 

decision is based on merit. 
 
3. Recruitment and Hiring 

• A board member’s close relative applies for a leadership position at PY. 
• Policy Application: 

o The board member must disclose the relationship and refrain from participating 
in the recruitment process. 

 

COMPLIANCE AND MONITORING 
1. Record-Keeping 

• PY maintains detailed records of all disclosures, discussions, and decisions related to 
conflicts of interest. 

• Meeting minutes document: 
o Names of individuals with disclosed interests. 
o Nature of the interest and related discussions. 
o Final decisions and voting outcomes. 

 
2. Oversight Mechanisms 

• A designated committee or compliance officer oversees adherence to the policy. 
• Regular audits ensure that all disclosures are properly managed and recorded. 

 
3. Enforcement and Disciplinary Action 

• Violations of the policy are addressed promptly through: 
o Investigation of the incident. 
o Appropriate disciplinary measures, such as warnings, suspension, or removal 

from decision-making roles. 
 

ALIGNMENT WITH PY’S VALUES  
The scope and applicability of the Conflicts of Interest Policy reflect PY’s commitment to its 
core values of transparency, integrity, and accountability. By addressing potential conflicts 
proactively, PY ensures that its decisions and actions remain focused on advancing its mission 
and serving its stakeholders effectively. 
 

3. DEFINITIONS 
The Definitions section provides clarity on the key terms and concepts used in Peace by 
Youth’s (PY) Conflicts of Interest Policy. A shared understanding of these definitions ensures 
consistency in policy application and helps stakeholders recognize situations that may give rise 
to conflicts of interest. 
 

1. CONFLICT OF INTEREST 



A Conflict of Interest arises when an individual’s personal interests could interfere with their 
ability to perform organizational duties impartially and in the best interest of PY. Such 
situations can compromise decision-making, undermine organizational trust, and potentially 
harm PY’s reputation or operations. 
 
Key Aspects of a Conflict of Interest: 

1. Personal Interests vs. Organizational Duties: 
o A conflict occurs when an individual prioritizes their private gain over PY’s 

objectives, leading to a potential compromise in decision-making or resource 
allocation. 

o Examples: 
▪ A board member approves a contract with a company they own, risking 

impartiality. 
▪ A staff member hires a relative without adhering to PY’s recruitment 

processes. 
2. Actual, Potential, or Perceived Conflicts: 

o Actual Conflict: A direct conflict where personal interests actively interfere with 
organizational responsibilities. 

o Potential Conflict: A situation where circumstances could lead to a conflict in 
the future. 

o Perceived Conflict: A scenario where stakeholders believe, rightly or wrongly, 
that a conflict exists, even if it does not impact decisions. 

3. Impact of Conflicts: 
o Operational Risks: Poor resource allocation, favoritism, or inefficient decision-

making. 
o Reputational Risks: Loss of stakeholder trust or public confidence in PY. 
o Legal Risks: Breaches of laws or regulations governing non-profit organizations. 

 
Guiding Principles for Addressing Conflicts: 

• Full disclosure of potential or actual conflicts to relevant authorities within PY. 
• Recusal from discussions or decisions involving the conflict. 
• Commitment to PY’s values of transparency, accountability, and fairness. 

 

2. INTERESTED PERSON 
An Interested Person refers to individuals whose roles or relationships may create a potential 
for conflicts of interest within PY’s operations. Identifying and managing these individuals’ 
interests ensures that PY’s decision-making remains impartial and aligned with its mission. 
Categories of Interested Persons: 

1. Board Members: 
o As PY’s governing body, board members have significant influence over 

strategic decisions and resource allocation. Their personal or professional 
interests must be disclosed to prevent undue influence. 

o Example: 
▪ A board member owning shares in a company bidding for a PY 

procurement contract. 
2. Management Staff: 

o PY’s management staff oversees daily operations, project implementation, and 
financial decisions. Their personal interests, if unaddressed, could compromise 
organizational integrity. 

o Example: 
▪ A program manager who has a family member applying for a position in 

their department. 
3. Committee Members with Delegated Powers: 

o Members of committees tasked with specific responsibilities, such as 
procurement or compensation, must disclose potential conflicts arising from 
their roles or financial ties. 



o Example: 
▪ A member of the compensation committee advocating for a salary 

increase while receiving consulting fees from PY. 
4. External Individuals with Organizational Ties: 

o Consultants, advisors, or volunteers involved in decision-making processes may 
also qualify as interested persons if their actions or relationships create 
conflicts of interest. 

o Example: 
▪ An external consultant lobbying for the selection of a vendor they have 

partnered with. 
 
Responsibilities of Interested Persons: 

• Disclose all relevant interests before engaging in discussions or decisions. 
• Refrain from participating in activities where a conflict exists or could be perceived. 
• Sign annual statements affirming their understanding and compliance with the policy. 

 

3. FINANCIAL INTEREST 
A Financial Interest involves an individual’s direct or indirect monetary association with entities 
or individuals that have transactions or arrangements with PY. Recognizing and managing 
financial interests is crucial to maintaining organizational transparency and preventing 
personal gain from influencing decisions. 
Types of Financial Interests: 

1. Direct Financial Interests: 
o Ownership or investment in entities with which PY conducts business. 
o Examples: 

▪ A board member owning shares in a vendor supplying materials to PY. 
▪ A management staff member earning consulting fees from a contractor 

engaged by PY. 
2. Indirect Financial Interests: 

o Financial benefits derived through family members, business associates, or 
external partnerships. 

o Examples: 
▪ A spouse of a staff member employed by an organization partnering with 

PY. 
▪ A close relative of a committee member owning a company negotiating a 

joint venture with PY. 
3. Potential Financial Interests: 

o Interests that may not currently affect decisions but could do so in the future. 
o Examples: 

▪ A staff member in discussions about an investment in a company that 
may later bid for PY contracts. 

▪ A family member planning to establish a business likely to collaborate 
with PY. 

 
Scope of Financial Interests: 

• Financial interests may arise in various transactions, including: 
o Procurement of goods and services. 
o Awarding of grants or funding. 
o Hiring or promotions within PY. 
o Joint ventures or partnerships with external entities. 

 

ILLUSTRATIVE SCENARIOS FOR CLARIFICATION 
Scenario 1: Board Member with Direct Financial Interest 

• A board member owns a catering company that submits a proposal to provide food 
services for a PY event. 

• Policy Application: 



o The board member must disclose their ownership interest and abstain from 
discussions or decisions related to the contract. 

 
Scenario 2: Indirect Financial Interest 

• A program manager’s spouse is employed by a supplier bidding for a PY contract. 
• Policy Application: 

o The program manager must disclose the relationship to ensure transparency 
and allow the board to determine whether a conflict exists. 

 
Scenario 3: Perceived Conflict of Interest 

• A staff member is rumored to have ties to a vendor awarded a PY contract, leading to 
concerns among other stakeholders. 

• Policy Application: 
o PY investigates the claim to address perceptions of bias and reinforce 

stakeholder trust. 
 

PROACTIVE MANAGEMENT OF DEFINITIONS 
1. Disclosure Mechanisms: 

• Interested persons are required to disclose conflicts during onboarding, annually, and as 
circumstances change. 

• Financial interests must be documented, detailing ownership percentages, investment 
amounts, or familial relationships. 

 
2. Training and Awareness: 

• PY conducts training sessions for staff, board members, and committee members to 
explain the definitions of conflicts of interest, interested persons, and financial interests. 

• Real-life examples and case studies are used to enhance understanding. 
 
3. Monitoring and Compliance: 

• Regular audits ensure that disclosures are complete and accurately reflect individuals’ 
interests. 

• Non-disclosure or failure to adhere to the policy results in disciplinary action, up to and 
including removal from roles or termination of agreements. 

 

4. DISCLOSURE OBLIGATIONS 
The Disclosure Obligations section outlines the responsibilities of individuals to identify and 
report potential or actual conflicts of interest. Transparent disclosure ensures that Peace by 
Youth (PY) operates ethically, maintains public trust, and adheres to its commitment to 
accountability and fairness. 
 

DUTY OF INDIVIDUALS TO DISCLOSE 
All individuals covered by PY’s Conflicts of Interest Policy, including board members, 
management staff, and committee members, have an ongoing responsibility to disclose any 
financial interests or material facts that could give rise to conflicts of interest. 
 

1. DISCLOSURE OF FINANCIAL INTERESTS 
Individuals must disclose all financial interests that may intersect with PY’s operations, 
including direct and indirect associations. This ensures that any potential bias or undue 
influence is identified and addressed proactively. 

• Types of Financial Interests to Disclose: 
o Direct Interests: 

▪ Ownership or investment in companies or entities involved in 
transactions or arrangements with PY. 



▪ Example: A board member owning shares in a vendor supplying 
materials for PY projects. 

o Indirect Interests: 
▪ Financial benefits derived through family members, business associates, 

or external affiliations. 
▪ Example: A management staff member whose spouse is employed by a 

contractor negotiating with PY. 
o Potential Interests: 

▪ Financial relationships that may not currently impact PY’s activities but 
could do so in the future. 

▪ Example: A relative planning to establish a business likely to collaborate 
with PY. 

• Specific Scenarios for Disclosure: 
o Procurement Contracts: 

▪ Any financial ties to vendors bidding for PY contracts. 
o Hiring and Promotions: 

▪ Family members applying for positions within PY. 
o Partnerships and Joint Ventures: 

▪ Personal or professional affiliations with external organizations 
negotiating collaborations with PY. 

 

2. DISCLOSURE OF MATERIAL FACTS 
In addition to financial interests, individuals must disclose all material facts that may create, or 
appear to create, a conflict of interest. These disclosures allow the board or committee to make 
informed decisions about potential conflicts. 

• Examples of Material Facts: 
o Relationships with external entities that may compete with PY. 
o Involvement in decisions that could benefit close relatives or associates. 
o Membership in organizations with overlapping interests or competing 

objectives. 
• Timing of Disclosure: 

o Disclosures should be made: 
▪ At the Start of the Relationship: 

▪ During onboarding for board members, staff, or committee 
members. 

▪ Annually: 
▪ As part of an annual disclosure process. 

▪ When Circumstances Change: 
▪ Whenever new relationships or financial interests arise that could 

affect decision-making. 
 

PROCEDURES FOR REPORTING POTENTIAL OR ACTUAL 
CONFLICTS 
PY has established clear procedures for reporting conflicts of interest to ensure they are 
identified, assessed, and managed transparently. These procedures prioritize confidentiality, 
impartiality, and fairness. 
 

1. REPORTING MECHANISMS 
Individuals must report potential or actual conflicts through the appropriate channels to 
facilitate prompt action. 

• Reporting Channels: 
o Direct Reporting to the Board: 

▪ Board members report conflicts directly to the Chair of the Board. 
o Management Staff and Committees: 



▪ Staff and committee members report to their immediate supervisor or 
the relevant committee chair. 

o Confidential Reporting Options: 
▪ Anonymous disclosures can be made through PY’s whistleblower hotline 

or designated email for sensitive cases. 
• Content of Reports: 

o A complete disclosure should include: 
▪ Nature of the financial interest or material fact. 
▪ Relationships or entities involved. 
▪ Any supporting documentation or context to clarify the potential conflict. 

 

2. ASSESSMENT OF DISCLOSURES 
The relevant board, committee, or designated officer reviews disclosed information to 
determine whether a conflict of interest exists and its significance. 

• Steps in the Assessment Process: 
o Initial Review: 

▪ The board or committee assesses whether the disclosed interest meets 
the criteria for a conflict. 

o Discussion with the Disclosing Party: 
▪ Additional information may be requested to clarify the disclosure. 

o Conflict Determination: 
▪ A formal decision is made regarding the existence and potential impact 

of the conflict. 
• Criteria for Assessment: 

o Relevance: 
▪ Does the disclosed interest relate to a PY transaction, decision, or 

activity? 
o Impact: 

▪ Could the interest affect the individual’s impartiality or PY’s reputation? 
o Perception: 

▪ Might the interest be perceived by stakeholders as a conflict, even if it 
does not directly influence decisions? 

 

3. MANAGEMENT OF DISCLOSED CONFLICTS 
Once a conflict is identified, PY implements measures to manage it effectively and ensure 
transparency in decision-making. 

• Recusal from Discussions and Decisions: 
o The disclosing party must abstain from participating in discussions or votes 

related to the conflict. 
o Example: 

▪ A board member with financial ties to a vendor bidding for a PY contract 
is excluded from procurement discussions. 

• Alternative Arrangements: 
o If the conflict cannot be mitigated through recusal, the board or committee 

explores alternative arrangements to avoid bias. 
o Example: 

▪ Engaging an independent third party to oversee the transaction. 
 

4. DOCUMENTATION OF DISCLOSURES 
PY maintains detailed records of all disclosures and their outcomes to ensure accountability 
and facilitate future audits. 

• Content of Documentation: 
o Names of individuals making disclosures. 
o Nature of the disclosed interest or material fact. 
o Actions taken to assess and address the conflict. 



o Final decisions and any follow-up measures. 
• Storage and Access: 

o Records are securely stored in PY’s compliance database, accessible only to 
authorized personnel. 

 

5. FOLLOW-UP ACTIONS 
PY regularly reviews reported conflicts to ensure they remain effectively managed and that 
individuals adhere to agreed-upon measures. 

• Periodic Monitoring: 
o Disclosures are reassessed annually to account for changes in circumstances or 

relationships. 
• Accountability for Non-Compliance: 

o Failure to disclose conflicts or comply with management measures may result in 
disciplinary action, including removal from roles or termination of employment. 

 

BENEFITS OF PROACTIVE DISCLOSURE 
1. Enhanced Transparency: 

o Proactive disclosure fosters trust among stakeholders, ensuring that PY’s 
actions align with its mission and values. 

2. Risk Mitigation: 
o Identifying conflicts early prevents potential legal, reputational, and operational 

risks. 
3. Informed Decision-Making: 

o Full disclosure ensures that the board and committees have accurate 
information to make unbiased and strategic decisions. 

 

5. IDENTIFICATION OF CONFLICTS 
The Identification of Conflicts section outlines the structured process Peace by Youth (PY) 
follows to determine whether a disclosed interest constitutes a conflict of interest. By 
establishing a transparent framework, PY ensures that potential conflicts are assessed fairly 
and managed appropriately to protect its integrity and operational efficiency. 
 

PROCESS FOR DETERMINING WHETHER A DISCLOSED INTEREST 
CONSTITUTES A CONFLICT 
The process for identifying conflicts begins with the disclosure of potential conflicts by 
interested persons. PY employs a structured approach that includes fact presentation, 
discussion, and decision-making to evaluate the existence and significance of conflicts. 
 

1. PRESENTATION OF FACTS BY THE INTERESTED PERSON 
• Requirement for Disclosure: 

o Interested persons must provide a clear and comprehensive account of their 
financial interests, material facts, or other relationships that may create a 
conflict. 

• Content of the Disclosure: 
o Nature of the disclosed interest. 
o Entities or individuals involved. 
o Potential impact on the decision or transaction under consideration. 
o Any relevant documentation or context to clarify the interest. 

• Procedures for Presentation: 
o The interested person presents their disclosure during a formal board or 

committee meeting. 
o They may provide additional background or respond to questions from board or 

committee members to ensure a thorough understanding of the interest. 



• Recusal During Deliberation: 
o After presenting their facts, the interested person must leave the meeting while 

the remaining members deliberate and decide whether the disclosed interest 
constitutes a conflict. 

 

2. DISCUSSION AND VOTING BY NON-INTERESTED BOARD OR 
COMMITTEE MEMBERS 

• Role of Non-Interested Members: 
o Non-interested members—those with no personal or financial stake in the 

matter—are responsible for evaluating the disclosure impartially and 
transparently. 

• Discussion Process: 
o Non-interested members review the disclosed information to assess: 

▪ The nature and extent of the interest. 
▪ The potential impact of the interest on PY’s objectives and decision-

making. 
▪ Any alternatives that may mitigate the potential conflict. 

o Open and collaborative discussion ensures that all viewpoints are considered 
before a decision is made. 

• Voting Procedure: 
o After discussion, non-interested members vote to determine whether the 

disclosed interest constitutes a conflict. 
o A simple majority vote is typically sufficient to reach a decision, unless 

organizational bylaws specify otherwise. 
• Documentation of Decisions: 

o The meeting minutes must record: 
▪ The names of all members present. 
▪ The disclosed interest and the nature of the discussion. 
▪ The final decision and vote tally. 

 

CRITERIA FOR DETERMINING THE SIGNIFICANCE OF A 
CONFLICT 
The significance of a disclosed interest is determined based on specific criteria that evaluate its 
potential impact on PY’s operations, reputation, and stakeholders. 
 
1. RELEVANCE TO PY’S ACTIVITIES 

• Key Considerations: 
o Does the interest relate directly to a decision, transaction, or activity within PY’s 

operations? 
o Is the interest material to the outcome of the decision or transaction? 

• Examples: 
o A board member’s financial stake in a vendor bidding for a PY contract would be 

considered relevant. 
o A staff member’s casual acquaintance with an applicant for a PY position may 

not be relevant if it does not affect their impartiality. 
 
2. POTENTIAL FOR INFLUENCE 

• Key Considerations: 
o Could the interested person’s relationship or financial interest unduly influence 

the decision-making process? 
o Might the interest compromise the fairness or objectivity of the decision? 

• Examples: 
o A program manager who advocates for hiring a family member may have undue 

influence, creating a significant conflict. 



o A committee member owning a negligible amount of stock in a large publicly 
traded vendor may not have sufficient influence to create a conflict. 

 
3. PERCEIVED CONFLICT 

• Key Considerations: 
o Might stakeholders perceive the interest as a conflict, even if it does not directly 

influence the decision? 
o Would the interest undermine PY’s credibility or trustworthiness in the eyes of 

its beneficiaries, partners, or donors? 
• Examples: 

o A perceived conflict might arise if a senior staff member is seen dining with a 
potential vendor before a contract award, even if no financial relationship exists. 

 
4. FINANCIAL SIGNIFICANCE 

• Key Considerations: 
o Does the financial interest involve substantial amounts that could materially 

affect the decision or transaction? 
o Are there financial gains or losses at stake for the interested person or their 

affiliates? 
• Examples: 

o A board member with a major ownership stake in a vendor represents a 
significant conflict. 

o A minor indirect financial interest, such as a distant relative’s employment with a 
potential partner, may not constitute a significant conflict. 

 
5. POTENTIAL IMPACT ON STAKEHOLDERS 

• Key Considerations: 
o Would the conflict negatively affect PY’s stakeholders, such as beneficiaries, 

donors, or partners? 
o Could the conflict create disparities or inequities in resource allocation or 

service delivery? 
• Examples: 

o Awarding a partnership contract to an entity connected to an interested person 
without proper vetting could harm PY’s reputation among stakeholders. 

 

STEPS TO ADDRESS IDENTIFIED CONFLICTS 
Once a conflict is identified, PY takes measures to manage it effectively. These steps include 
recusal, alternative arrangements, and documentation. 
 
1. RECUSAL OF THE INTERESTED PERSON 

• Interested persons are prohibited from participating in discussions or decisions related 
to the identified conflict. 

• This ensures that decisions are made impartially and without undue influence. 
 
2. EXPLORATION OF ALTERNATIVES 

• The board or committee evaluates whether an alternative arrangement can achieve the 
same outcome without involving the conflict. 

• Example: 
o If a conflict arises in vendor selection, the board may explore other vendors or 

engage a neutral third party to oversee the process. 
 
3. TRANSPARENT DOCUMENTATION 

• All decisions, discussions, and actions related to the identified conflict are documented 
in meeting minutes. 

• This ensures accountability and provides a record for future reference. 
  



6. MANAGEMENT OF CONFLICTS 
The Management of Conflicts section outlines the procedures and strategies that Peace by 
Youth (PY) employs to address and mitigate conflicts of interest effectively. These measures 
are designed to ensure impartiality, transparency, and alignment with PY’s mission, 
safeguarding the organization’s integrity and accountability. 
 

PROCEDURES FOR ADDRESSING CONFLICTS 
A systematic approach to managing conflicts of interest ensures that all disclosed conflicts are 
handled fairly and transparently. PY follows clear steps to evaluate transactions and explore 
alternatives when conflicts arise. 
 
1. STEPS FOR ENSURING FAIR EVALUATION OF TRANSACTIONS 
To ensure fairness in transactions or arrangements where a conflict of interest has been 
disclosed, PY undertakes a structured evaluation process. 

• Disclosure Review: 
o The board or relevant committee reviews the disclosed interest and all related 

material facts. 
o The interested person provides context and supporting information to clarify the 

nature and extent of the conflict. 
• Due Diligence: 

o The board or committee conducts an in-depth review of the transaction or 
arrangement to determine its merit and alignment with PY’s goals. 

o The review includes: 
▪ Assessing whether the transaction supports PY’s mission and 

objectives. 
▪ Ensuring the terms are fair, reasonable, and comparable to similar 

arrangements in the market. 
• Independent Assessment: 

o If necessary, PY engages independent advisors or experts to provide an 
impartial evaluation of the transaction. 

o Example: 
▪ Hiring an external auditor to evaluate procurement contracts involving a 

disclosed conflict. 
• Transparent Decision-Making: 

o Decisions regarding the transaction are made collectively by non-interested 
board or committee members through discussions and voting. 

o All steps, findings, and decisions are documented in meeting minutes to 
maintain accountability. 

 
2. CONSIDERATION OF ALTERNATIVES TO TRANSACTIONS INVOLVING CONFLICTS 
When a potential conflict of interest is identified, PY prioritizes exploring alternatives to ensure 
that decisions are not influenced by personal interests. 

• Exploration of Options: 
o The board or committee considers whether PY can achieve the same objectives 

through a different transaction or arrangement that does not involve the conflict. 
o Example: 

▪ If a board member’s company bids for a procurement contract, the 
committee evaluates other vendors to identify alternatives. 

• Competitive Bidding Process: 
o PY conducts open and competitive bidding to ensure that contracts are awarded 

based on merit and value. 
o All bids are evaluated against objective criteria, such as cost, quality, and 

alignment with project goals. 
• Engaging Neutral Parties: 



o In cases where no viable alternative exists, PY may engage a neutral third party 
to oversee the transaction or arrangement. 

o Example: 
▪ A third-party mediator is appointed to manage discussions with a 

conflicted vendor. 
• Documenting Rationale for Decisions: 

o If PY proceeds with a transaction involving a conflict, the rationale for the 
decision, including any benefits to the organization, is documented 
comprehensively. 

 

CONFLICT MITIGATION STRATEGIES 
To minimize bias in decision-making and uphold organizational integrity, PY implements robust 
conflict mitigation strategies. 
 
1. DEVELOPING MEASURES TO MINIMIZE BIAS IN DECISION-MAKING 
Bias can undermine the credibility and fairness of decisions. PY employs several strategies to 
reduce the influence of personal interests in decision-making processes. 

• Structured Decision-Making Framework: 
o Decisions are guided by predefined frameworks that prioritize PY’s mission, 

values, and strategic objectives. 
o Decision-making criteria include: 

▪ Alignment with PY’s goals. 
▪ Fairness and objectivity in resource allocation. 
▪ Compliance with legal and ethical standards. 

• Independent Oversight: 
o PY establishes committees with members who have no personal or financial 

stake in the matter to ensure impartial oversight. 
o Example: 

▪ A procurement committee evaluates vendor proposals without input 
from interested persons. 

• Training and Awareness: 
o Staff, board members, and committee members receive regular training on 

identifying and managing conflicts of interest. 
o Training emphasizes ethical decision-making and the importance of 

transparency. 
• Use of Objective Data: 

o Decisions are supported by quantitative and qualitative data to reduce the 
impact of subjective opinions. 

o Example: 
▪ Financial data, market benchmarks, and performance metrics inform 

decisions about vendor selection. 
 
2. REQUIRING RECUSAL OF INTERESTED PERSONS FROM DISCUSSIONS AND VOTES 
Recusal ensures that individuals with a potential conflict of interest do not participate in 
discussions or decisions related to the conflict. PY has clear policies for implementing recusal 
protocols. 

• When Recusal is Required: 
o Recusal is mandatory for individuals who have: 

▪ A financial interest in the transaction or arrangement under 
consideration. 

▪ A close personal or familial relationship with parties involved in the 
decision. 

▪ Any other interest that may compromise their impartiality. 
• Steps for Recusal: 

o Disclosure: 
▪ The interested person discloses their interest to the board or committee. 



o Exit from Discussions: 
▪ After presenting relevant facts, the interested person leaves the meeting 

to allow non-interested members to deliberate and vote independently. 
o Documentation: 

▪ The meeting minutes record the recusal, including the name of the 
individual, the nature of their interest, and the outcome of the discussion 
and vote. 

• Monitoring Compliance: 
o Recusal protocols are monitored by the board chair or a designated compliance 

officer to ensure adherence. 
o Violations of recusal requirements result in corrective actions, including 

potential removal from the decision-making role. 
 
3. CREATING SAFEGUARDS FOR HIGH-RISK DECISIONS 
Certain decisions, such as awarding large contracts or entering high-value partnerships, require 
additional safeguards to mitigate conflicts of interest. 

• Conflict Review Panels: 
o PY forms temporary panels with independent members to review high-risk 

decisions. 
o The panel’s recommendations are presented to the board for final approval. 

• Enhanced Documentation: 
o Detailed records are maintained for all high-risk decisions, including 

assessments, alternatives considered, and justifications for the final choice. 
• Periodic Audits: 

o External audits are conducted to evaluate the effectiveness of conflict 
management strategies and identify areas for improvement. 

 

EXAMPLES OF CONFLICT MANAGEMENT IN PRACTICE 
Example 1: Vendor Selection 

• Scenario: 
o A board member owns a company bidding for a PY procurement contract. 

• Management Process: 
o The board member discloses their interest and is recused from discussions and 

votes. 
o A competitive bidding process is conducted, and a neutral committee evaluates 

all proposals based on predefined criteria. 
 
Example 2: Recruitment 

• Scenario: 
o A management staff member’s sibling applies for a leadership role within PY. 

• Management Process: 
o The staff member discloses the relationship and abstains from participating in 

the hiring process. 
o The recruitment committee ensures that the candidate undergoes the same 

evaluation as all other applicants. 
 

BENEFITS OF EFFECTIVE CONFLICT MANAGEMENT 
1. Enhanced Organizational Integrity: 

o Transparent conflict management reinforces stakeholder trust and confidence in 
PY’s operations. 

2. Fair and Objective Decision-Making: 
o Mitigation strategies ensure that decisions prioritize PY’s mission over personal 

interests. 
3. Compliance with Legal and Ethical Standards: 

o Adherence to conflict management protocols reduces legal and reputational 
risks. 



 

7. VIOLATIONS AND CONSEQUENCES 
The Violations and Consequences section of Peace by Youth’s (PY) Conflicts of Interest Policy 
outlines the procedures for addressing failures to disclose conflicts of interest and the 
disciplinary actions for non-compliance. This ensures that the policy is implemented effectively, 
and accountability is maintained across the organization. 
 

STEPS FOR HANDLING VIOLATIONS OF THE CONFLICTS OF 
INTEREST POLICY 
When a violation of the policy is suspected, PY follows a structured and transparent process to 
investigate, address, and resolve the issue. This approach prioritizes fairness, impartiality, and 
adherence to organizational values. 
 
1. IDENTIFICATION OF VIOLATIONS 

• Types of Violations: 
o Failure to Disclose: 

▪ An individual does not disclose a financial or personal interest that may 
create a conflict. 

o Non-Compliance with Recusal: 
▪ An interested person participates in discussions or decisions despite a 

known conflict. 
o Willful Misrepresentation: 

▪ Providing false or incomplete information regarding a potential conflict. 
• Reporting Mechanisms: 

o Violations may be reported by: 
▪ Staff members, board members, or committee members. 
▪ External stakeholders, such as partners, donors, or beneficiaries. 

o Reports can be submitted through: 
▪ Direct communication with the compliance officer or board chair. 
▪ Confidential channels, such as whistleblower hotlines or secure email. 

 
2. INVESTIGATION OF ALLEGED VIOLATIONS 
A transparent investigation process ensures that all allegations are thoroughly examined and 
resolved impartially. 

• Initial Review: 
o The compliance officer or designated investigator conducts a preliminary 

assessment to determine the validity of the report. 
o If the allegation lacks sufficient evidence, the case is closed, and the reporting 

party is informed. 
• Formation of an Investigation Committee: 

o For valid allegations, an impartial committee is formed to investigate the matter. 
o The committee may include: 

▪ Non-interested board members. 
▪ Senior management staff not involved in the alleged conflict. 
▪ External advisors or legal counsel, if necessary. 

• Fact-Finding Process: 
o The committee gathers evidence, including: 

▪ Disclosure forms, meeting minutes, and relevant correspondence. 
▪ Interviews with the accused individual, reporting party, and witnesses. 

o All findings are documented to ensure transparency and accountability. 
• Determination of Violation: 

o Based on the evidence, the committee determines whether a violation of the 
policy occurred. 

o A detailed report is prepared, outlining: 



▪ The nature of the violation. 
▪ Findings of the investigation. 
▪ Recommendations for disciplinary action or remedial measures. 

 
3. NOTIFICATION AND RESPONSE 

• Notification of Findings: 
o The accused individual is informed of the investigation’s outcome, including the 

findings and proposed actions. 
• Opportunity to Respond: 

o The individual is given an opportunity to present their perspective or appeal the 
findings before final action is taken. 

 

DISCIPLINARY ACTIONS FOR NON-COMPLIANCE 
When a violation is confirmed, PY imposes appropriate disciplinary actions based on the 
severity of the offense. These actions are designed to uphold accountability, deter future 
violations, and protect the organization’s integrity. 
 
1. PROGRESSIVE DISCIPLINARY MEASURES 
PY employs a progressive approach to disciplinary actions, escalating responses based on the 
seriousness and recurrence of violations. 

• Verbal Warning: 
o Issued for minor or first-time violations, such as inadvertent failure to disclose a 

conflict. 
o Example: 

▪ A staff member forgets to update their disclosure form after acquiring a 
minor financial interest in a vendor. 

• Written Warning: 
o Given for more significant or repeated violations, such as failure to disclose a 

direct financial interest despite previous reminders. 
o Includes: 

▪ A formal record of the violation. 
▪ Specific expectations for corrective action. 
▪ A warning of further consequences for non-compliance. 

• Suspension: 
o Temporary removal from duties or decision-making roles for severe violations, 

such as knowingly participating in discussions despite a disclosed conflict. 
o Example: 

▪ A board member with a financial interest in a vendor is found to have 
influenced a procurement decision. 

• Termination of Roles: 
o Permanent removal from a position for egregious violations, such as willful 

misrepresentation or repeated non-compliance despite prior disciplinary 
actions. 

o Applies to: 
▪ Board members, committee members, or staff. 

 
2. FACTORS INFLUENCING DISCIPLINARY ACTIONS 
The severity of disciplinary measures is determined based on the following factors: 

• Nature of the Violation: 
o Intentional violations are treated more severely than inadvertent errors. 

• Impact on PY: 
o Violations that compromise PY’s reputation, financial stability, or stakeholder 

trust warrant stricter consequences. 
• Recurrence: 

o Repeated violations indicate a pattern of non-compliance and result in escalated 
disciplinary measures. 



• Cooperation During Investigation: 
o Individuals who cooperate fully and take responsibility for their actions may 

receive reduced penalties. 
 
3. CORRECTIVE MEASURES AND REMEDIAL ACTIONS 
In addition to disciplinary actions, PY implements corrective measures to prevent future 
violations and strengthen compliance. 

• Training and Education: 
o Mandatory training sessions on conflicts of interest and ethical governance for 

individuals involved in violations. 
o Example: 

▪ A staff member found guilty of a minor violation attends a workshop on 
disclosure obligations. 

• Policy Adjustments: 
o If systemic issues are identified, PY revises its conflicts of interest policy or 

procedures to address gaps. 
• Monitoring and Follow-Up: 

o Enhanced oversight of individuals or departments with a history of violations to 
ensure compliance with the policy. 

 

DOCUMENTATION AND RECORD-KEEPING 
Accurate documentation of violations, investigations, and disciplinary actions ensures 
transparency and accountability. 

• Content of Records: 
o Details of the violation, including the nature and circumstances. 
o Findings of the investigation and supporting evidence. 
o Disciplinary actions taken and any follow-up measures. 

• Storage and Accessibility: 
o Records are securely stored in PY’s compliance database, accessible only to 

authorized personnel. 
• Periodic Review: 

o PY conducts periodic reviews of violation records to identify trends and improve 
conflict management practices. 

 

EXAMPLES OF VIOLATIONS AND RESPONSES 
1. Minor Violation 

• Scenario: 
o A staff member forgets to update their disclosure form after a close relative 

joins a company partnering with PY. 
• Response: 

o Verbal warning issued. 
o Staff member is required to complete a refresher course on disclosure 

obligations. 
 
2. Significant Violation 

• Scenario: 
o A board member fails to disclose a financial interest in a vendor selected for a 

PY project, leading to perceptions of favoritism. 
• Response: 

o Written warning and temporary suspension from procurement discussions. 
o The vendor selection process is reviewed to ensure fairness. 

 
3. Egregious Violation 

• Scenario: 
o A committee member knowingly provides false information about their financial 

ties to a contractor awarded a major contract. 



• Response: 
o Termination of the committee member’s role. 
o The contract is re-evaluated, and remedial actions are taken to restore 

stakeholder confidence. 
 

BENEFITS OF ENFORCING CONSEQUENCES 
• Reinforces Accountability: 

o Disciplinary actions demonstrate PY’s commitment to ethical governance and 
fair practices. 

• Deters Future Violations: 
o Clear consequences discourage individuals from engaging in conflicts of 

interest or failing to disclose them. 
• Maintains Stakeholder Trust: 

o Transparent handling of violations reassures stakeholders of PY’s integrity and 
dedication to its mission. 

 

8. DOCUMENTATION AND RECORD-
KEEPING 
Effective documentation and record-keeping are critical components of Peace by Youth’s (PY) 
Conflicts of Interest Policy. By maintaining thorough and accurate records, PY ensures 
transparency, accountability, and adherence to legal and ethical standards. This section 
outlines the requirements for documenting proceedings related to conflicts of interest and the 
protocols for maintaining these records as part of PY’s official documentation. 
 

REQUIREMENTS FOR RECORDING PROCEEDINGS RELATED TO 
CONFLICTS 
Accurate and comprehensive documentation of proceedings related to conflicts of interest 
helps ensure that decisions are transparent and defensible. The following elements must be 
recorded for all disclosures and decisions. 
 
1. NAMES OF INDIVIDUALS WITH DISCLOSED CONFLICTS 

• Details to Include: 
o Full name of the individual. 
o Position or role within PY (e.g., board member, committee member, staff). 
o Relationship to the disclosed conflict (e.g., financial interest, familial connection, 

professional affiliation). 
• Purpose: 

o Identifying the individual ensures accountability and enables clear tracking of 
their involvement in discussions and decisions. 

 
2. NATURE OF THE DISCLOSED FINANCIAL INTEREST 

• Details to Include: 
o A description of the financial interest or relationship that gives rise to the 

potential conflict. 
o Type of interest: 

▪ Direct (e.g., ownership, investment). 
▪ Indirect (e.g., familial ties, professional affiliations). 

o Value of the interest, if quantifiable (e.g., percentage ownership, monetary 
investment). 

• Purpose: 
o Documenting the nature of the interest provides context for evaluating the 

potential impact on PY’s operations and decision-making processes. 
 



3. DISCUSSION DETAILS 
• Details to Include: 

o Summary of discussions related to the disclosed conflict: 
▪ Questions raised by non-interested members. 
▪ Explanations or clarifications provided by the interested person. 
▪ Key considerations for determining whether a conflict exists. 

• Purpose: 
o Capturing discussion details ensures that the deliberation process is 

transparent and can be reviewed if needed. 
 
4. ALTERNATIVES CONSIDERED 

• Details to Include: 
o A list of alternatives to the proposed transaction or arrangement, if applicable. 
o Evaluation of each alternative, including: 

▪ Feasibility. 
▪ Advantages and disadvantages. 
▪ Rationale for rejecting or accepting each alternative. 

• Purpose: 
o Documenting alternatives demonstrates that PY conducted due diligence to 

minimize the impact of the conflict. 
 
5. DECISIONS MADE 

• Details to Include: 
o Final determination on whether a conflict exists. 
o Actions taken to address the conflict (e.g., recusal, alternative arrangements, 

termination of the transaction). 
o Voting outcomes, including: 

▪ Names of individuals who voted. 
▪ Tally of votes in favor, against, or abstaining. 

• Purpose: 
o Recording decisions ensures that the resolution of conflicts is clear and 

accountable. 
 

TABLE EXAMPLE: DOCUMENTATION REQUIREMENTS 
Item Details to Record Purpose 
Names of 
Individuals 

Full name, position, relationship to 
the conflict 

Ensures accountability and 
enables tracking of involvement. 

Nature of 
Financial Interest 

Type (direct or indirect), description, 
value 

Provides context for evaluating 
the impact on decision-making. 

Discussion 
Details 

Summary of deliberations, 
questions raised, clarifications 
provided 

Demonstrates transparency in the 
decision-making process. 

Alternatives 
Considered 

List of alternatives, evaluation of 
feasibility, rationale for decision 

Shows due diligence in minimizing 
the conflict’s impact. 

Decisions Made Final determination, actions taken, 
voting outcomes 

Ensures clarity and accountability 
in resolving conflicts. 

 

MAINTENANCE OF MEETING MINUTES AS PART OF PY’S 
OFFICIAL RECORDS 
Meeting minutes serve as the formal record of all proceedings related to conflicts of interest. 
They are integral to ensuring that PY’s governance processes are transparent and compliant 
with legal and organizational standards. 
 
1. CONTENT OF MEETING MINUTES 
The minutes must include the following elements: 



• Meeting Details: 
o Date, time, and location of the meeting. 
o Names of attendees and their roles (e.g., voting members, non-interested 

members, observers). 
• Conflict-Related Discussions: 

o Summary of disclosures made, including names and the nature of the interest. 
o Details of deliberations, including key points raised by members. 

• Actions Taken: 
o Final decisions regarding the conflict, including any corrective measures or 

actions to manage the conflict. 
o Record of votes, including the breakdown of results. 

• Follow-Up Actions: 
o Any additional steps required to monitor or mitigate the conflict. 
o Assignments of responsibility for follow-up actions. 

 
2. STORAGE AND ACCESSIBILITY 

• Storage Protocols: 
o Meeting minutes and related documentation are stored securely in PY’s 

compliance database. 
o Both digital and physical copies are maintained to ensure redundancy and 

accessibility. 
• Access Controls: 

o Access to conflict-related records is restricted to authorized personnel, such as: 
▪ Compliance officers. 
▪ Board members. 
▪ Designated auditors or legal advisors. 

• Retention Period: 
o Records are retained for a minimum of seven years or as required by applicable 

laws and regulations. 
 
3. PERIODIC REVIEW OF RECORDS 

• Internal Reviews: 
o PY’s compliance team conducts regular reviews of conflict-related records to 

ensure completeness and accuracy. 
o Any discrepancies or missing information are addressed promptly. 

• External Audits: 
o Independent audits are conducted periodically to verify adherence to record-

keeping protocols and evaluate the effectiveness of conflict management 
practices. 

 
4. REPORTING AND TRANSPARENCY 

• Annual Reports: 
o A summary of conflict-related disclosures and resolutions is included in PY’s 

annual governance report. 
o The report highlights trends, lessons learned, and improvements to conflict 

management processes. 
• Stakeholder Communication: 

o Key findings from conflict-related records are shared with stakeholders, 
including donors and partners, to reinforce trust and accountability. 

 

EXAMPLE OF MEETING MINUTES 
Below is an example of how meeting minutes documenting a conflict of interest disclosure 
might appear: 
 
Meeting Minutes: Conflict of Interest Resolution 



Date: June 15, 2024 
Time: 10:00 AM 
Location: PY Headquarters 
Attendees: 

• Chairperson: Jane Doe 
• Board Members: John Smith, Sarah Lee, Michael Brown (recused) 
• Compliance Officer: Emma White 

Agenda Item: Evaluation of Procurement Contract for Vendor ABC 
1. Disclosure: 

• Interested Person: Michael Brown 
• Nature of Conflict: Michael Brown owns a 25% stake in Vendor ABC, which is bidding for 

a procurement contract with PY. 
2. Discussion: 

• Summary: 
o John Smith raised concerns about perceived bias in awarding the contract. 
o Sarah Lee inquired whether alternative vendors had been considered. 
o Michael Brown provided details of his ownership stake and left the meeting 

during deliberations. 
3. Alternatives Considered: 

• Vendor XYZ: Proposal reviewed; pricing higher than Vendor ABC but with comparable 
quality. 

• Vendor LMN: Proposal rejected due to non-compliance with technical requirements. 
4. Decision: 

• The board voted to proceed with Vendor ABC, citing cost-effectiveness and quality. 
• Vote Results: 

o In Favor: 2 (John Smith, Sarah Lee) 
o Against: 0 
o Abstain: 0 

5. Follow-Up Actions: 
• Compliance Officer to monitor contract execution for adherence to terms. 
• Summary of decision to be included in annual report. 

 

BENEFITS OF COMPREHENSIVE DOCUMENTATION 
1. Enhanced Transparency: 

o Detailed records build stakeholder trust by demonstrating that conflicts are 
managed ethically and transparently. 

2. Accountability: 
o Documentation ensures that all decisions are traceable, protecting PY from 

potential legal or reputational risks. 
3. Continuous Improvement: 

o Regular reviews of records enable PY to refine its conflict management 
practices and address recurring issues. 

 

9. SPECIAL PROVISIONS FOR 
COMPENSATION 
The Special Provisions for Compensation section ensures that Peace by Youth (PY) maintains 
fairness, transparency, and accountability in its compensation decisions. These policies 
safeguard the integrity of the organization by addressing potential conflicts of interest within 
compensation committees and ensuring that compensation decisions are impartial, reasonable, 
and aligned with PY’s mission. 
 

POLICIES GOVERNING MEMBERS OF COMPENSATION 
COMMITTEES 



To prevent conflicts of interest, members of compensation committees who have financial ties 
to PY are subject to specific restrictions and responsibilities. 
 
1. RESTRICTIONS ON VOTING BY INDIVIDUALS RECEIVING COMPENSATION 
Members of compensation committees who receive compensation from PY are prohibited from 
participating in decisions related to their own remuneration or benefits. This measure is 
essential to ensure impartiality and prevent undue influence. 

• Scope of the Restriction: 
o Applies to any individual who receives direct or indirect compensation from PY, 

including: 
▪ Salaries or wages. 
▪ Honoraria or consulting fees. 
▪ Performance bonuses or incentives. 

o Covers all decisions related to: 
▪ Salary adjustments. 
▪ Benefits packages. 
▪ Bonuses or incentive programs. 

• Implementation of Restrictions: 
o Mandatory Disclosure: 

▪ Committee members must disclose their compensation arrangements 
with PY before participating in any discussions or decisions. 

o Recusal Protocol: 
▪ Members with a financial interest in the outcome are required to recuse 

themselves from: 
▪ Discussions related to their compensation. 
▪ Voting on matters directly affecting their remuneration. 

▪ Example: 
▪ A committee member employed by PY as a consultant must 

abstain from discussions about consultancy rates. 
• Documenting Recusal: 

o The meeting minutes must record the recusal, including: 
▪ The name of the individual recused. 
▪ The nature of their financial interest. 
▪ Confirmation that the individual did not participate in discussions or 

voting. 
• Enforcement: 

o Non-compliance with recusal requirements is treated as a violation of PY’s 
Conflicts of Interest Policy and subject to disciplinary action. 

 
2. TRANSPARENCY IN COMMITTEE COMPOSITION 

• Selection Criteria: 
o Members of compensation committees are selected based on: 

▪ Their expertise in human resources, finance, or organizational 
management. 

▪ Their independence from potential conflicts of interest. 
o Priority is given to individuals who do not receive direct compensation from PY. 

• Regular Rotation: 
o To minimize the risk of entrenched biases, PY adopts a policy of periodic 

rotation for compensation committee members. 
o Example: 

▪ Committee members serve for a fixed term of two years, after which they 
may be replaced or reassigned. 

 
3. INDEPENDENT OVERSIGHT 

• External Advisors: 



o PY engages external advisors, such as compensation consultants or legal 
counsel, to provide impartial guidance on compensation matters. 

o Advisors ensure that compensation structures are competitive, equitable, and 
compliant with legal standards. 

• Board Review: 
o The board of directors reviews compensation committee decisions to ensure 

alignment with PY’s values and objectives. 
 

PROCEDURES FOR ENSURING COMPENSATION DECISIONS ARE 
IMPARTIAL AND REASONABLE 
Impartial and reasonable compensation decisions are critical to maintaining stakeholder trust 
and organizational sustainability. PY implements robust procedures to achieve these 
objectives. 
 
1. ESTABLISHING COMPENSATION POLICIES 
PY’s compensation policies provide a framework for determining salaries, benefits, and other 
forms of remuneration. These policies are designed to promote fairness, transparency, and 
competitiveness. 

• Key Principles: 
o Equity: 

▪ Compensation is based on objective criteria, such as qualifications, 
experience, and performance. 

▪ Equal pay for equal work is ensured across all roles. 
o Competitiveness: 

▪ Salaries and benefits are benchmarked against industry standards and 
adjusted to attract and retain talent. 

o Sustainability: 
▪ Compensation structures are aligned with PY’s financial capacity and 

long-term goals. 
• Components of the Policy: 

o Salary Bands: 
▪ PY establishes salary bands for each position, based on: 

▪ Market research. 
▪ Internal job evaluations. 

▪ Example: 
▪ Entry-level staff positions fall within a defined salary range, 

ensuring consistency across the organization. 
o Performance-Based Rewards: 

▪ Bonuses or incentives are tied to measurable performance indicators. 
▪ Example: 

▪ Program managers achieving specific project milestones may 
receive performance bonuses. 

o Benefits Packages: 
▪ Standardized benefits, such as health insurance and retirement plans, 

are offered to all eligible employees. 
 
2. CONDUCTING BENCHMARK STUDIES 
Benchmark studies ensure that PY’s compensation practices remain competitive and 
reasonable. 

• Market Analysis: 
o Compensation committee members conduct periodic market analyses to 

compare PY’s salary and benefit structures with: 
▪ Similar non-profit organizations. 
▪ Private sector benchmarks for comparable roles. 

o External consultants may be engaged to provide detailed market reports. 
• Cost-of-Living Adjustments: 



o Salaries are reviewed annually to account for inflation or changes in the cost of 
living. 

 
3. EVALUATION OF COMPENSATION REQUESTS 
Compensation requests, such as salary adjustments or new benefit programs, are evaluated 
systematically to ensure fairness and feasibility. 

• Request Submission: 
o Requests are submitted in writing to the compensation committee, detailing: 

▪ The rationale for the adjustment. 
▪ Supporting documentation, such as performance reviews or market 

comparisons. 
• Review Process: 

o The compensation committee assesses the request based on: 
▪ Alignment with PY’s compensation policies. 
▪ Budgetary implications. 
▪ Feedback from external advisors, if applicable. 

• Approval Criteria: 
o Adjustments are approved only if they: 

▪ Align with PY’s compensation principles. 
▪ Do not create financial strain on the organization. 
▪ Do not result in inequities within the workforce. 

 
4. ENSURING IMPARTIALITY IN DECISION-MAKING 
To eliminate bias, PY employs multiple safeguards during the decision-making process. 

• Committee Deliberations: 
o Discussions are guided by pre-established evaluation criteria to minimize 

subjective judgments. 
o Example: 

▪ Criteria include job responsibilities, market benchmarks, and 
organizational priorities. 

• Voting Protocols: 
o Decisions are made through majority voting by non-conflicted committee 

members. 
o Votes are documented, including: 

▪ Names of members who voted. 
▪ Results of the vote (e.g., for, against, abstained). 

• External Validation: 
o Major compensation decisions are reviewed by external advisors to ensure 

compliance with best practices. 
 
5. DOCUMENTATION AND TRANSPARENCY 
PY maintains detailed records of all compensation-related decisions to ensure accountability 
and facilitate audits. 

• Content of Records: 
o Names of individuals involved in the decision-making process. 
o Details of compensation proposals, including: 

▪ Requested adjustments. 
▪ Supporting evidence. 
▪ Final decisions and justifications. 

o Voting outcomes, including recusal of conflicted members. 
• Accessibility: 

o Records are stored securely in PY’s compliance database and accessible only to 
authorized personnel. 

 
6. PERIODIC REVIEW OF COMPENSATION PRACTICES 



Regular reviews ensure that PY’s compensation practices remain fair, competitive, and aligned 
with organizational goals. 

• Internal Reviews: 
o Compensation committee members conduct annual reviews of salary and 

benefit structures. 
• External Audits: 

o Independent auditors evaluate the fairness and transparency of compensation 
decisions. 

 
Table Example: Compensation Decision Process 

Step Action Responsible Party Outcome 
Request 
Submission 

Submit written request 
with supporting 
documents 

Employee or 
Manager 

Committee receives 
request for review. 

Initial Review Assess alignment with 
policies and budgetary 
feasibility 

Compensation 
Committee 

Determine whether the 
request warrants further 
evaluation. 

Benchmark 
Analysis 

Compare proposed 
adjustments with 
market standards 

Committee & 
External Advisors 

Ensure compensation 
remains competitive and 
reasonable. 

Decision-
Making 

Vote on the proposal, 
ensuring recusal of 
conflicted members 

Non-Conflicted 
Committee 
Members 

Approve or reject the 
proposal based on 
established criteria. 

Documentation Record decision, 
rationale, and voting 
outcomes 

Committee 
Secretary 

Maintain records in 
compliance database. 

Implementation Implement approved 
adjustments 

HR Department Ensure timely application 
of new salaries or 
benefits. 

 

10. ANNUAL AFFIRMATIONS 
The Annual Affirmations section outlines the requirement for Peace by Youth’s (PY) directors 
and management staff to annually affirm their understanding and compliance with the Conflicts 
of Interest Policy. This practice reinforces accountability, ensures alignment with PY’s ethical 
standards, and safeguards the organization’s mission and non-profit status. 
 

PURPOSE OF ANNUAL AFFIRMATIONS 
Annual affirmations serve as a proactive measure to: 

• Reinforce Ethical Accountability: 
o By reaffirming their understanding of the policy, directors and management staff 

commit to upholding PY’s values of integrity and transparency. 
• Prevent Conflicts of Interest: 

o The annual process ensures that all potential or actual conflicts are disclosed 
and addressed promptly. 

• Ensure Compliance: 
o Directors and management staff demonstrate their agreement to adhere to 

organizational policies and legal requirements. 
• Highlight Organizational Objectives: 

o The affirmation process emphasizes PY’s mission, goals, and commitment to 
serving communities as a non-profit entity. 

 

MANDATORY ANNUAL SIGNING OF STATEMENTS 



Each year, directors and management staff are required to sign a statement affirming their 
receipt, understanding, and agreement to comply with the Conflicts of Interest Policy. This 
ensures that all relevant individuals are fully aware of their responsibilities. 
 
1. COMPONENTS OF THE ANNUAL AFFIRMATION 
The annual affirmation statement includes the following elements: 

• Acknowledgment of Policy Receipt: 
o Individuals confirm that they have received a copy of PY’s Conflicts of Interest 

Policy. 
o The statement specifies the version or date of the policy to ensure alignment 

with the most recent updates. 
• Understanding of the Policy: 

o Affirmation of having read and understood the policy, including: 
▪ Definitions of conflicts of interest. 
▪ Disclosure obligations. 
▪ Procedures for managing conflicts. 

• Commitment to Compliance: 
o Agreement to comply with the policy’s provisions and to disclose any actual or 

potential conflicts promptly. 
o Commitment to recusal from discussions or decisions where conflicts exist. 

• Awareness of PY’s Non-Profit Status: 
o Recognition that PY operates as a non-profit organization and is bound by 

ethical, legal, and financial accountability standards. 
o Affirmation that personal interests will not interfere with PY’s mission or non-

profit objectives. 
 
EXAMPLE OF AN ANNUAL AFFIRMATION STATEMENT: 
 
Annual Affirmation Statement: Conflicts of Interest Policy 
I, [Full Name], as a [Role/Title] of Peace by Youth (PY), hereby affirm the following: 

1. I have received and read the most recent version of PY’s Conflicts of Interest Policy, 
dated [Policy Date]. 

2. I understand the policy and its requirements, including the definitions of conflicts of 
interest, disclosure obligations, and management procedures. 

3. I agree to comply with the policy and commit to promptly disclosing any actual or 
potential conflicts of interest as they arise. 

4. I acknowledge PY’s non-profit status and commit to supporting its mission, ensuring 
that my actions align with its organizational objectives. 

5. I understand that failure to adhere to the policy may result in disciplinary action, 
including removal from my position or role. 

Signed: ___________________________ 
Date: ___________________________ 
 
2. FREQUENCY AND TIMING 

• Annual Submission: 
o Affirmation statements are signed and submitted annually during the first 

quarter of the calendar year or at the start of the fiscal year. 
• Onboarding Requirement: 

o New directors or management staff are required to sign the statement as part of 
their onboarding process, ensuring immediate compliance with the policy. 

 
3. STORAGE AND MAINTENANCE OF RECORDS 
All signed statements are securely stored as part of PY’s official records. 

• Centralized Repository: 
o Affirmations are maintained in a compliance database accessible to authorized 

personnel, such as the compliance officer and board secretary. 



• Retention Period: 
o Affirmation records are retained for a minimum of seven years to facilitate 

audits and reviews. 
 

RESPONSIBILITIES OF RELEVANT INDIVIDUALS 
1. Directors: 

• Role in Governance: 
o As key decision-makers, directors are expected to uphold the highest ethical 

standards. 
• Annual Obligations: 

o Ensure timely submission of their affirmation statements. 
o Review the policy annually to stay informed about updates or amendments. 

2. Management Staff: 
• Operational Responsibility: 

o Management staff must ensure that their actions align with PY’s policy and 
mission in day-to-day operations. 

• Leadership Role: 
o Act as role models by adhering to the policy and encouraging compliance 

among staff. 
 

MONITORING AND ENFORCEMENT 
To ensure compliance with the annual affirmation requirement, PY implements the following 
measures: 
1. Monitoring and Tracking 

• Compliance Officer: 
o The compliance officer is responsible for distributing the policy and tracking the 

submission of signed statements. 
• Digital Tracking System: 

o A digital system records submission dates, ensuring that reminders are sent to 
individuals who have not submitted their statements by the deadline. 

2. Follow-Up for Non-Compliance 
• Reminders: 

o Individuals who fail to submit their affirmations receive written reminders, 
followed by verbal communication if necessary. 

• Escalation: 
o Persistent non-compliance is escalated to the board chair or executive director 

for further action. 
 

BENEFITS OF ANNUAL AFFIRMATIONS 
1. Reinforces Policy Awareness: 

• Annual affirmations serve as a reminder of the importance of the policy and ensure that 
directors and management staff remain vigilant about potential conflicts. 

2. Promotes Organizational Integrity: 
• By affirming their commitment to compliance, individuals contribute to a culture of 

transparency and accountability. 
3. Facilitates Legal and Ethical Compliance: 

• Maintaining a record of signed affirmations demonstrates PY’s adherence to 
governance standards, reducing the risk of legal or reputational issues. 

4. Enhances Stakeholder Confidence: 
• Annual affirmations reassure stakeholders, including donors and beneficiaries, that PY 

operates with integrity and prioritizes its mission over personal interests. 
 

ALIGNMENT WITH PY’S MISSION AND OBJECTIVES  
Annual affirmations emphasize PY’s commitment to maintaining its non-profit status and 
advancing its mission to empower communities. By requiring directors and management staff 



to explicitly acknowledge this commitment, the organization ensures that its leadership 
remains focused on its strategic goals. 
 

11. PERIODIC REVIEW AND POLICY 
EVALUATION 
The Periodic Review and Policy Evaluation section ensures that Peace by Youth (PY) regularly 
assesses the effectiveness and relevance of its Conflicts of Interest Policy. Through structured 
and consistent reviews, PY ensures compliance, enhances governance, and identifies potential 
risks to the organization’s integrity and mission. These periodic evaluations reinforce PY’s 
commitment to transparency, accountability, and continuous improvement. 
 

PERIODIC REVIEW PROCESS 
A well-defined review process enables PY to systematically evaluate its Conflicts of Interest 
Policy, transactions, and partnerships, ensuring adherence to ethical and financial standards. 
 
1. REGULAR ASSESSMENTS TO ENSURE COMPLIANCE 
To maintain organizational integrity, PY conducts regular assessments of compliance with its 
Conflicts of Interest Policy. 

• Frequency of Reviews: 
o Annual Review: 

▪ The Conflicts of Interest Policy is evaluated annually to ensure alignment 
with evolving organizational priorities and legal requirements. 

o Situational Reviews: 
▪ Additional reviews are conducted in response to significant events, such 

as changes in regulatory standards or governance structures. 
• Scope of Assessments: 

o Policy Compliance: 
▪ Evaluate whether individuals covered by the policy have adhered to 

disclosure obligations and recusal protocols. 
o Record Accuracy: 

▪ Ensure that documentation of conflicts, disclosures, and resolutions is 
complete and up to date. 

o Effectiveness of Procedures: 
▪ Assess whether the procedures for managing conflicts are achieving 

their intended outcomes. 
• Key Activities: 

o Audit of Disclosure Records: 
▪ Review disclosure forms and meeting minutes to identify patterns, gaps, 

or discrepancies. 
o Feedback Collection: 

▪ Gather feedback from directors, staff, and committee members on the 
policy’s clarity and implementation. 

o Training Evaluation: 
▪ Assess the effectiveness of training sessions on conflict management 

and ethical governance. 
 
2. REVIEWS OF TRANSACTIONS, JOINT VENTURES, AND PARTNERSHIPS 
To ensure that PY’s operations align with its ethical and financial standards, transactions, joint 
ventures, and partnerships are subject to detailed reviews. 

• Transactions: 
o Examine procurement contracts, vendor relationships, and service agreements 

to confirm: 
▪ Fair and competitive selection processes. 
▪ Absence of undue influence from interested parties. 



• Joint Ventures: 
o Evaluate collaborative initiatives with external organizations to ensure they: 

▪ Contribute to PY’s mission. 
▪ Adhere to ethical and financial guidelines. 
▪ Do not result in conflicts of interest. 

• Partnerships: 
o Assess partnerships with civil society organizations, government agencies, and 

private entities to: 
▪ Verify alignment with PY’s values and objectives. 
▪ Ensure that benefits are equitably distributed and free from private 

inurement. 
• Documentation and Outcomes: 

o Record findings, decisions, and corrective actions to maintain transparency and 
accountability. 

o Example: 
▪ If a conflict is identified in a vendor relationship, the review team 

recommends alternatives and monitors implementation. 
 

REVIEW METRICS 
PY uses specific metrics to evaluate the alignment of its activities with the organization’s 
mission and to identify risks associated with private benefits or inurement. 
 
1. ALIGNMENT OF ACTIVITIES WITH PY’S STATED MISSION 
Ensuring that all activities align with PY’s mission is a cornerstone of periodic reviews. 

• Key Metrics: 
o Relevance to Mission: 

▪ Evaluate whether transactions, partnerships, or other activities directly 
support PY’s goals, such as youth empowerment, capacity building, and 
community development. 

o Resource Allocation: 
▪ Assess whether resources are allocated equitably and effectively to 

advance the organization’s objectives. 
o Stakeholder Impact: 

▪ Measure the positive outcomes of activities on beneficiaries and 
communities. 

• Example: 
o A partnership with a technology provider is reviewed to confirm that it enhances 

PY’s digital inclusion programs without diverting resources from core initiatives. 
 
2. IDENTIFICATION AND ELIMINATION OF RISKS ASSOCIATED WITH PRIVATE BENEFITS OR 
INUREMENT 
Private benefits or inurement can jeopardize PY’s non-profit status and reputation. Reviews 
focus on identifying and addressing these risks. 

• Key Metrics: 
o Avoidance of Private Benefits: 

▪ Determine whether any individual or entity has received undue financial 
or material benefits from PY’s activities. 

▪ Example: 
▪ A board member profiting from an exclusive vendor contract 

would be flagged for review. 
o Compliance with Legal Standards: 

▪ Verify that all financial transactions comply with national and 
international non-profit regulations. 

o Risk Mitigation: 
▪ Identify systemic issues that may lead to conflicts of interest or 

reputational risks. 



• Corrective Measures: 
o Implement safeguards, such as revising procurement policies or strengthening 

conflict management training. 
o Monitor the impact of corrective actions through follow-up reviews. 

 

STEPS IN THE PERIODIC REVIEW PROCESS 
A structured approach ensures that periodic reviews are comprehensive, transparent, and 
actionable. 
 
1. PLANNING THE REVIEW 

• Review Team Formation: 
o Designate a team of non-interested members, including board representatives, 

compliance officers, and external advisors. 
• Defining Objectives: 

o Set clear objectives for the review, such as assessing compliance levels or 
identifying policy gaps. 

• Scope and Timeline: 
o Determine the scope of the review (e.g., specific transactions or the entire 

policy) and establish a timeline for completion. 
 
2. CONDUCTING THE REVIEW 

• Data Collection: 
o Gather relevant records, including disclosure forms, meeting minutes, and 

transaction documents. 
• Stakeholder Interviews: 

o Conduct interviews with individuals involved in disclosed conflicts or key 
decision-making processes. 

• Policy Analysis: 
o Compare PY’s policy with industry standards and legal requirements to identify 

areas for improvement. 
 
3. REPORTING FINDINGS 

• Documentation: 
o Prepare a comprehensive report detailing the findings, including: 

▪ Instances of compliance and non-compliance. 
▪ Risks identified and their potential impact. 
▪ Recommendations for corrective actions. 

• Presentation: 
o Share the report with the board of directors and relevant committees for review 

and approval. 
 
4. IMPLEMENTING RECOMMENDATIONS 

• Action Plans: 
o Develop and implement action plans to address identified issues, such as 

revising policies or enhancing training programs. 
• Monitoring Progress: 

o Track the implementation of recommendations through follow-up reviews and 
performance metrics. 

 

BENEFITS OF PERIODIC REVIEWS 
Periodic reviews provide several benefits that enhance PY’s governance and operational 
integrity: 

1. Strengthened Compliance: 
o Regular assessments ensure adherence to ethical, financial, and legal 

standards. 
2. Proactive Risk Management: 



o Early identification of conflicts or gaps prevents potential crises and 
reputational damage. 

3. Enhanced Accountability: 
o Reviews reinforce PY’s commitment to transparency and responsible 

governance. 
4. Continuous Improvement: 

o Feedback from reviews informs policy updates, ensuring that PY’s conflict 
management practices remain relevant and effective. 

 

ALIGNMENT WITH PY’S VALUES  
Periodic reviews and policy evaluations reflect PY’s dedication to its core values of 
transparency, accountability, and ethical governance. By regularly assessing its practices and 
addressing emerging risks, PY ensures that it remains focused on its mission and serves its 
stakeholders with integrity. 
 

12. COMMUNICATION AND TRAINING 
The Communication and Training section of Peace by Youth’s (PY) Conflicts of Interest Policy 
outlines the organization’s commitment to equipping board members and staff with the 
knowledge and tools needed to uphold the policy effectively. By developing comprehensive 
educational sessions and ensuring the timely dissemination of policy updates, PY fosters a 
culture of accountability, transparency, and ethical governance. 
 

DEVELOPMENT OF EDUCATIONAL SESSIONS FOR BOARD 
MEMBERS AND STAFF 
Educational sessions are integral to ensuring that board members and staff understand the 
importance of the Conflicts of Interest Policy and are equipped to apply it in their roles. 
 
1. IMPORTANCE OF CONFLICTS OF INTEREST POLICIES 
Training sessions emphasize why conflicts of interest policies are crucial to PY’s mission and 
operations. 

• Key Learning Objectives: 
o Understanding Organizational Impact: 

▪ Participants learn how conflicts of interest can undermine PY’s mission, 
compromise decision-making, and erode stakeholder trust. 

▪ Example: 
▪ A procurement contract awarded to a vendor with undisclosed 

ties to a board member could result in reputational damage and 
financial inefficiencies. 

o Legal and Ethical Compliance: 
▪ Highlighting the regulatory and legal frameworks governing conflicts of 

interest for non-profit organizations. 
▪ Example: 

▪ Violations of conflict policies could jeopardize PY’s tax-exempt 
status or lead to legal penalties. 

o Reinforcing Organizational Values: 
▪ Emphasizing PY’s commitment to transparency, accountability, and 

ethical governance as foundational to its operations. 
• Session Format: 

o Case Studies: 
▪ Real-world examples illustrate the consequences of unmanaged 

conflicts of interest and best practices for resolution. 
o Interactive Discussions: 

▪ Participants engage in open discussions about potential conflicts they 
may encounter in their roles. 



o Expert Presentations: 
▪ External legal or ethics consultants provide insights into industry 

standards and regulatory requirements. 
 
2. PRACTICAL GUIDANCE FOR IDENTIFYING AND MANAGING CONFLICTS 
Educational sessions also provide actionable strategies for identifying and managing conflicts 
effectively. 

• Key Training Topics: 
o Recognizing Conflicts of Interest: 

▪ Participants are trained to identify conflicts in various scenarios, such 
as: 

▪ Financial interests in vendors or partners. 
▪ Familial relationships influencing hiring or resource allocation. 

o Disclosure Obligations: 
▪ Step-by-step guidance on disclosing potential conflicts, including: 

▪ Completing disclosure forms accurately. 
▪ Reporting new conflicts as they arise. 

o Recusal and Mitigation: 
▪ Instructions on recusal from discussions or decisions involving conflicts 

of interest. 
▪ Techniques for mitigating the impact of conflicts through alternative 

arrangements or third-party oversight. 
o Role-Specific Guidance: 

▪ Tailored content addresses the unique responsibilities of board 
members, management staff, and committee members in managing 
conflicts. 

• Tools and Resources: 
o Checklists: 

▪ Simplified checklists help participants evaluate whether a situation 
constitutes a conflict. 

o Templates: 
▪ Standardized templates for disclosure forms and recusal statements. 

o FAQs: 
▪ A repository of frequently asked questions provides quick answers to 

common concerns. 
• Session Format: 

o Simulations and Role-Playing: 
▪ Participants practice managing hypothetical conflict scenarios in a 

controlled environment. 
▪ Example: 

▪ Role-playing a board meeting where a member must disclose 
and recuse themselves due to a conflict. 

o Workshops: 
▪ Small-group workshops encourage collaborative problem-solving and 

peer learning. 
 

DISSEMINATION OF UPDATES TO THE POLICY 
Ensuring that all stakeholders are informed of updates to the Conflicts of Interest Policy is vital 
to maintaining compliance and alignment with organizational objectives. 
 
1. PROCESS FOR DISSEMINATION 
PY adopts a structured approach to communicating policy updates to all relevant individuals. 

• Notification Protocols: 
o Email Announcements: 

▪ Policy updates are shared through organization-wide email 
communications, summarizing key changes and their implications. 



o Dedicated Policy Portal: 
▪ Updates are uploaded to PY’s internal compliance portal, accessible to 

all staff and board members. 
o Hard Copies: 

▪ Updated policies are distributed as printed handbooks or manuals for 
staff and board members without digital access. 

• Target Audiences: 
o Board Members: 

▪ Updates are shared during board meetings or governance retreats. 
o Management Staff: 

▪ Policy changes are integrated into operational planning sessions. 
o Committee Members: 

▪ Committees receive tailored updates relevant to their specific roles and 
responsibilities. 

 
2. TRAINING ON POLICY UPDATES 
To ensure that stakeholders fully understand the changes, PY incorporates training on updated 
policies into its educational programs. 

• Key Elements of Training: 
o Explanation of Changes: 

▪ Sessions detail what has changed in the policy and why the updates are 
necessary. 

o Implementation Guidance: 
▪ Practical steps for incorporating updates into daily operations and 

decision-making. 
o Compliance Implications: 

▪ Clarifying how the updates affect disclosure, recusal, or other 
compliance requirements. 

• Training Methods: 
o Webinars: 

▪ Live or recorded webinars provide accessible training for staff and board 
members across multiple locations. 

o In-Person Sessions: 
▪ Workshops and presentations during staff meetings or board retreats 

ensure direct engagement with participants. 
 
3. FEEDBACK MECHANISMS 
PY actively seeks feedback from stakeholders to refine the dissemination process and enhance 
understanding of the policy. 

• Surveys: 
o Post-training surveys gauge participants’ comprehension of updates and 

identify areas for additional clarification. 
• Open Forums: 

o Virtual or in-person forums provide opportunities for stakeholders to ask 
questions and discuss the implications of policy updates. 

• Policy Review Committees: 
o Committees review feedback and recommend adjustments to future 

dissemination and training strategies. 
 

BENEFITS OF COMMUNICATION AND TRAINING 
The proactive communication and training strategies outlined in this section provide several 
benefits: 

1. Enhanced Awareness: 
o Regular educational sessions ensure that board members and staff remain 

informed about the importance of the policy and their responsibilities. 
2. Improved Compliance: 



o Practical guidance equips stakeholders to identify and manage conflicts 
effectively, reducing the risk of non-compliance. 

3. Adaptability to Changes: 
o Timely dissemination of updates ensures that PY adapts to evolving regulatory 

requirements and organizational needs. 
4. Strengthened Organizational Culture: 

o Emphasizing transparency and accountability fosters a culture of ethical 
governance and mutual trust. 

 

13. APPROVAL AND AMENDMENTS 
The Approval and Amendments section outlines the procedures for revising Peace by Youth’s 
(PY) Conflicts of Interest Policy to ensure its relevance and effectiveness. By involving 
stakeholders and establishing a transparent approval process, PY maintains accountability and 
alignment with best practices and regulatory requirements. 
 

PROCESS FOR REVISING AND APPROVING UPDATES 
Policy revisions are necessary to address emerging challenges, incorporate stakeholder 
feedback, and adapt to changes in legal or regulatory frameworks. PY employs a structured 
process to ensure that updates to the Conflicts of Interest Policy are comprehensive and 
transparent. 
1. INITIATION OF REVISIONS 

• Triggering Factors: 
o Changes in legal or regulatory standards affecting non-profit governance. 
o Feedback from periodic reviews or audits identifying gaps or ambiguities in the 

policy. 
o Input from stakeholders regarding practical challenges in policy implementation. 
o Organizational changes, such as new programs or expanded operations, 

requiring policy adjustments. 
• Proposal for Amendments: 

o Policy changes are proposed by: 
▪ The compliance officer. 
▪ Board members. 
▪ Management staff or committees responsible for implementing the 

policy. 
 
2. DRAFTING REVISIONS 

• Policy Drafting Team: 
o A dedicated team, including the compliance officer, legal advisors, and 

representatives from relevant committees, prepares draft revisions. 
o The team ensures that changes align with PY’s mission, values, and operational 

requirements. 
• Consultation with Experts: 

o External legal or ethics consultants may be engaged to review the proposed 
amendments for compliance with industry standards and regulatory 
requirements. 

 
3. INTERNAL REVIEW AND APPROVAL 

• Board Approval: 
o The draft policy is submitted to the board of directors for review and discussion. 
o A majority vote is required to approve the amendments. 
o Documentation of board deliberations and decisions is maintained in the 

meeting minutes. 
• Committee Endorsements: 

o Relevant committees, such as the governance or audit committee, may be 
tasked with reviewing specific aspects of the revisions before final approval. 



 
4. IMPLEMENTATION OF UPDATES 

• Dissemination: 
o Approved updates are communicated to all stakeholders, including board 

members, staff, and external partners, through email, policy portals, and training 
sessions. 

• Integration into Training: 
o Changes are incorporated into educational sessions and workshops to ensure 

understanding and compliance. 
 

STAKEHOLDER INVOLVEMENT IN POLICY AMENDMENTS 
PY recognizes that stakeholder involvement enhances the relevance and acceptance of policy 
amendments. Stakeholders are engaged throughout the revision process to ensure their 
perspectives are considered. 
1. ENGAGING KEY STAKEHOLDERS 

• Internal Stakeholders: 
o Board members, management staff, and committee members are consulted to 

identify practical challenges and areas for improvement. 
• External Stakeholders: 

o Donors, partners, and beneficiaries may provide insights into how the policy 
affects their interactions with PY. 

 
2. CONSULTATION METHODS 

• Surveys and Feedback Forms: 
o Stakeholders are invited to provide written feedback on the proposed changes, 

focusing on clarity, feasibility, and alignment with organizational objectives. 
• Focus Group Discussions: 

o Interactive sessions are held with diverse stakeholder groups to gather detailed 
input and address concerns. 

• Policy Workshops: 
o Workshops allow stakeholders to collaboratively review and refine draft 

revisions. 
 
3. INCORPORATING FEEDBACK 

• Stakeholder input is systematically reviewed and incorporated into the final draft of the 
policy. 

• A summary of stakeholder contributions is documented and shared during the approval 
process. 

 

14. COMPLIANCE MONITORING 
The Compliance Monitoring section establishes mechanisms to track adherence to the 
Conflicts of Interest Policy. By conducting regular audits, engaging external reviewers, and 
providing whistleblower reporting channels, PY ensures that its policy is implemented 
effectively and consistently. 
 

MECHANISMS FOR TRACKING ADHERENCE 
1. REGULAR INTERNAL AUDITS 
Internal audits play a critical role in monitoring compliance with the Conflicts of Interest Policy 
and identifying areas for improvement. 

• Scope of Audits: 
o Disclosure Compliance: 

▪ Verify that all directors, management staff, and committee members 
have submitted accurate and up-to-date disclosure forms. 

o Meeting Minutes: 



▪ Review documentation of board and committee meetings to ensure 
proper recording of disclosures, recusals, and decisions. 

o Policy Implementation: 
▪ Assess whether conflicts of interest are being managed according to 

established procedures. 
• Frequency of Audits: 

o Internal audits are conducted semi-annually, with additional audits triggered by 
significant incidents or stakeholder complaints. 

• Audit Team Composition: 
o The internal audit team includes members of the compliance department, with 

oversight from the board’s audit committee. 
• Reporting and Follow-Up: 

o Audit findings are documented in a detailed report, highlighting: 
▪ Instances of non-compliance. 
▪ Recommendations for corrective actions. 
▪ Deadlines for implementing improvements. 

o Follow-up audits are conducted to ensure that recommended actions have been 
implemented. 

 
2. EXTERNAL REVIEWS OF ORGANIZATIONAL PRACTICES 
External reviews provide an objective assessment of PY’s adherence to its Conflicts of Interest 
Policy and governance standards. 

• Engagement of External Auditors: 
o Independent auditors or ethics consultants are engaged to review PY’s 

compliance practices. 
o Example: 

▪ An external firm evaluates whether vendor selection processes align with 
PY’s policy and ethical guidelines. 

• Scope of External Reviews: 
o Evaluate the effectiveness of conflict management procedures. 
o Identify systemic risks or gaps that may not be apparent during internal audits. 
o Ensure compliance with national and international regulatory requirements. 

• Frequency: 
o External reviews are conducted annually or as required by donors or regulatory 

bodies. 
• Reporting and Recommendations: 

o External reviewers provide a comprehensive report with findings and actionable 
recommendations. 

o The board of directors reviews the report and oversees the implementation of 
recommended changes. 

 

REPORTING MECHANISMS FOR WHISTLEBLOWERS 
Whistleblower channels enable individuals to report potential conflicts of interest or violations 
of the policy confidentially and without fear of retaliation. 
1. ESTABLISHING WHISTLEBLOWER CHANNELS 

• Reporting Options: 
o Anonymous Reporting: 

▪ Secure online portals and physical drop boxes allow individuals to report 
concerns anonymously. 

o Confidential Hotlines: 
▪ A dedicated telephone line is available for whistleblowers to report 

potential conflicts or violations directly to the compliance officer. 
o Direct Reporting: 

▪ Individuals can submit written or verbal reports to designated personnel, 
such as the compliance officer or board chair. 

• Scope of Reports: 



o Reports may include: 
▪ Undisclosed conflicts of interest. 
▪ Non-compliance with recusal requirements. 
▪ Potential ethical breaches in transactions or partnerships. 

 
2. PROTECTING WHISTLEBLOWERS 

• Non-Retaliation Policy: 
o PY strictly prohibits retaliation against individuals who report concerns in good 

faith. 
o Example: 

▪ A whistleblower reporting a director’s undisclosed financial interest is 
protected from dismissal or harassment. 

• Confidentiality: 
o Whistleblower identities are kept confidential unless disclosure is required by 

law. 
 
3. INVESTIGATION OF REPORTS 

• Initial Assessment: 
o The compliance officer conducts a preliminary review to determine the validity 

of the report and the need for further investigation. 
• Formal Investigation: 

o A designated investigation team, including impartial members, gathers evidence 
and interviews relevant parties. 

• Resolution and Follow-Up: 
o If a violation is confirmed, appropriate corrective actions are taken, such as: 

▪ Revising procedures to address systemic issues. 
▪ Imposing disciplinary measures on individuals involved. 

 

BENEFITS OF COMPLIANCE MONITORING 
1. Enhanced Accountability: 

o Regular audits and external reviews ensure that individuals adhere to the policy 
and that conflicts are managed transparently. 

2. Proactive Risk Management: 
o Monitoring mechanisms help identify and address risks before they escalate. 

3. Stakeholder Confidence: 
o Transparent compliance practices reinforce stakeholder trust in PY’s 

governance and ethical standards. 
4. Continuous Improvement: 

o Insights from audits and whistleblower reports inform policy updates and 
training programs. 

 
 
 
 

------ End ------ 


