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Conflict of Interest and Code of Conduct Policy
for Board Members, Employees, and WIOA Contractors/Subcontractors

Policy 11 Revised: 2/2/2026

Issue Date: 7/8/2022

References:

Uniform Code 2 CFR §200.112-.113 Conflict of Interest

Virginia State Code Chapter 13. State and Local Government Conflict of Interest Act
Virginia Workforce Letter (VWL) 25-03 Waiver Application Procedures

Background:
Maintenance of the public trust is critical to the mission and reputation of the Hampton Roads

Workforce Council (Council). The Council is committed to upholding the principles of transparency,
integrity, and accountability. The Council requires its employees, Board members, and WIOA-
funded contractors and subcontractors to interact with business and industry, public and private
organizations, and government agencies in way that support the agency’s missions.

This policy is intended to ensure that all decisions and actions related to the governance,
oversight, and administration of Workforce Innovation and Opportunity Act (WIOA) funds are
made in the public interest and not for personal, organizational, or financial gain.

Conflict of Interest refers to situations in which financial, professional or other personal

considerations may directly or indirectly affect, or have the appearance of affecting, an

individual’s professional judgment in exercising any Council duty or responsibility in any
professional activity.

A Conflict of Commitment refers to a situation in which outside relationships or activities interfere
with, or have the appearance of interfering with, an individual’s commitment to their agency

duties and responsibilities.

Applicability:
This policy applies to:
e All members of the Hampton Roads Workforce Council Local Board

e All Council employees
e All contractors, subrecipients, and subcontractors involved in the administration, oversight,

or delivery of WIOA-funded programs or services

Compliance with this policy is a condition of board service, employment, and contractual
engagement with the Council.
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All Council employees must submit a Conflict-of-Interest Disclosure Form. These forms are
reviewed for possible conflict of interest or commitment.

Board members and contractors subject to this policy shall submit a Conflict of Interest Disclosure
Form upon appointment, contract execution, and annually thereafter, or immediately upon
identification of a real, potential, or apparent conflict of interest.

Definitions:

A person is a member of the immediate family if he/she is related (grandparent, parent, children,
grandchildren, spouse or in-laws) or is any other person residing in the same household of an
employee, Board member, or contractor who is a dependent of the employee, Board member, or
contractor or of whom the employee, Board member, or contractor is a dependent. The term also
applies to any group, entity, or organization in which the employee, Board member, or contractor
or family member has a direct or indirect financial interest or serves as an officer, director,
trustee, employee, consultant, advisor or representative (paid or unpaid).

A person has an “economic interest” if that person’s economic or financial interests (direct or
indirect) may be affected in any material way by the outcome of the transaction. Economic or
financial interests shall include but not limited to equity interests, compensation, fees or stipends,
royalties, loans and other income or participation rights that offer that person the prospect of
financial return.

A person is a “dependent” whether or not related by blood or marriage, who receives from the
employee, Board member, or contractor or provides to the employee, Board member, or
contractor more than one-half of their financial support.

The "Conflict of Interest (COI) Mitigation Plan" is a recommended approach to address and
manage potential conflicts of interest, whether real or perceived. This plan aims to outline the
situation, identify any possible conflicts of interest, and detail strategies for mitigating any
associated risks.

For employees, this plan can be developed collaboratively with the employee’s direct supervisor
and the Director of HR. A simple, straightforward memo can suffice for this documentation.
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For Local Board members or non-employees, the mitigation plan may include, but is not limited to,
recusal, reassignment of duties, establishment of firewalls, contract modification, or termination

of the relationship if mitigation is not feasible.

Conflict of Interest Policy:

1. General:

a.

All employees must submit a Conflict of Interest Disclosure Form during onboarding for
employment and thereafter annually, or immediately when there is a change impacting
the actual or perceived conflicts of interest or commitments. Disclosures shall include
nepotism, outside employment, outside financial interests and other activities
implicating other Council interests to be reviewed for possible conflicts of interest or
commitments.

The Human Resources Department (HR) will review all disclosures and all submitted
documents to determine whether there is an actual or potential conflict, and if so, if
the conflict has previously been managed. If there is an actual or potential conflict that
has not been previously managed, HR will determine if additional information is
required. If additional information is required, the employee must provide the
appropriate documents(s) to HR within the timeframe requested.

In the event that actual or potential conflict of interest or commitment is identified a
HR representative will advise the Conflict of Interest Committee (COIC). The COIC will
then determine if a COl mitigation plan is required. If a management plan is required,
then the HR representative will draft the management plan for review and approval of
the CIOC.

Individuals covered under this policy shall not participate in any discussion, decision,
vote, procurement action, funding recommendation, contract award, monitoring
activity, or oversight function in which they have a real, potential, or apparent conflict
of interest.

2. Disclosure of Service of Inmediate Family Members:

d.

All employees shall report any relationships with an immediate family member to HR

when immediate family members:
i. Are hired by the Council,
ii. Hold supervisory positions where actual or perceived conflicts of interest may

exist.

b. Employees shall not participate in agency decisions involving personnel actions-
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including appointments/hiring, terminations/layoffs, promotions/demotions,
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performance appraisals, grievance and/or disciplinary procedures for immediate family
members.

c. All Council employees must notify management if they are aware that an immediate
family member is applying for Council program/services and are prohibited from any
involvement in the case management or services being provided.

d. If Council employees are accessing Council program/services for themselves, they must
notify the senior leadership of the program being accessed as well as the senior
leadership of their home department.

e. These provisions apply equally to Local Board members, contractors, and
subcontractors when participating in governance, procurement, or programmatic
decisions involving WIOA-funded activities.

3. Disclosure of Professional Association, Nonprofit, or Business Service Board: All employees
shall disclose, utilizing the disclosure form, all: outside professional association, nonprofit or
business service boards; and board memberships or serving as an officer of an organization
that conducts business with the Council, at the time of appointment or joining the association

in question.

4. Disclosure of Other Interests Related to the Council: All employees shall disclose, through the
disclosure form, in good faith, any other outside interest or activity that may give rise to a
perceived conflict of interest or commitment, regardless of any dollar amount associated with

the activity.

5. Gifts, Gratuities, and Favors: Individuals covered by this policy shall not solicit or accept gifts,
favors, services, entertainment, loans, or anything of monetary value from contractors,
subrecipients, participants, vendors, or other parties that:

a. Seek to do business with the Council
b. Are currently doing business with the Council
c. Are regulated or monitored by the Council
Employees are expressly prohibited from accepting any gifts, gratuities, or favors.

6. Confidential Information: No individual covered by this policy shall use, disclose, or permit the

use of confidential, proprietary, or nonpublic information obtained through their role with the
Council for personal gain or for the benefit of any other person or organization.
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7. Multiple Roles and Firewalls: Individuals shall not simultaneously serve in roles that create an
actual or apparent conflict between governance, oversight, and service delivery functions
without an approved mitigation plan. Where permitted, appropriate firewalls shall be
established to ensure separation of duties, decision-making authority, and access to
information.

Conflict of Interest Mitigation Plans:
1. Conflict of Interest Committee
a. The Conflict of Interest Committee (COIC) shall be comprised of two or more Senior
Leadership members who are not in the direct supervisory role for the employee in
review.

2. The COIC shall review all conflict mitigation plans received by HR to determine whether the
conflict of interest mitigation plan sufficiently addresses a conflict and communicates the plan
to all individuals with a role in the oversight.

3. The COIC shall have the final approval authority over all conflict of interest mitigation plans it
receives.

4. Should there not be a consensus between the COIC regarding whether or not there is a conflict,
the matter shall be directed to and reviewed by the appropriate executive team member for
final determination.

5. For Local Board members, recusals and mitigation actions shall be documented in meeting
minutes and maintained in accordance with record retention requirements.

Consequences:
1. Failure to disclose a conflict of interest, actual or perceived, may result in disciplinary action up

to but not limited to termination of employment.

2. Failure to comply with COl management plans may result in immediate termination of
employment.

3. For Local Board members, contractors, or subcontractors, violations of this policy may result in
removal from the Board, termination of contracts, repayment of disallowed costs, or other
remedies permitted under federal, state, or local law.
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Appeals:
1. An employee may appeal the decision that a perceived or actual conflict of interest exists

and/or the implementation of an approved COl management plan to their appropriate
Supervisor in writing and within seven (7) business days.

2. Appeals involving Local Board members or non-employees shall be directed to the Board Chair
or appropriate governing authority, consistent with applicable bylaws or contractual provisions.

Training and Resources:

HR shall act as the main contact for training and resources related to this policy for employees. The
Council shall ensure that Board members and covered contractors receive the conflict of interest
policy applicable to WIOA governance and administration at the beginning of their service or
contractual obligations and annually thereafter.

Attachment: Conflict of Interest Disclosure Form
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