
 
Policy Manual 

Effective Date: 7/1/2025 

Procedure #: 3600.07.01 

Procedure Title: Faculty Conflict of Interest or Commitment Procedure  

Prepared By: Provost 

Page 1 of 4 
 

  

I. Scope:  

These standards apply to all University faculty. 

 
II. Purpose:  

 
These procedures provide a guide to help faculty avoid real or perceived conflict of interest or commitment 
specific to those situations named in the Faculty Conflict of Interest or Commitment Policy. Furthermore, 
procedures guide supervisors and the Human Resources Department to vary the approach to suit different 
situations.  
 
Consideration of conflict of interest or commitment is guided by the following principles: 

• Faculty must understand what constitutes a conflict of interest or commitment related to their role 
• Perceptions of conflict of interest can be as damaging as actual conflict of interest 
• Openness and frankness about potential conflicts is essential good practice and demonstrates 

integrity 
• Transparency reduces the likelihood of harm stemming from conflict of interest or commitment 
• When in doubt, consult with a supervisor and/ or the HR department 

 
III. Procedures: 

 

Additional Duties within the University Procedure 

Whenever faculty members are considering additional duties, such as committee membership or 
university-wide or community projects, the faculty member must request and receive approval from their 
supervisor. Approval for these additional assignments can be retracted at any time if it is determined that 
they are interfering with the duties of the faculty member’s primary position. 
 
Faculty members are encouraged to develop an annual teaching, scholarship and university service plan 
and have it approved by their supervisor prior to undertaking teaching assignments outside compensation. 
 

Gifts and Entertainment Procedure 

Faculty members are required to consult with their supervisor regarding any potential apparent or real 
conflict of interest related to giving or receiving gifts with students, alumni or others who do business with 
the University. If a faculty member receives a gift that may have more than nominal value, they should 
advise their director and contact the Human Resources Department for guidance on what to do with the 
gift. 
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Personal Relationships in Hiring and Employment Procedure 

Faculty are required to apprise their supervisor and the Human Resources Department of potential conflicts 
of interest for an evaluation of the situation and to identify measures to mitigate the conflict. Measures 
might include the institution of additional oversight, re-assigning supervision and evaluation, or other 
practical alternatives. 
 
Faculty members must report any change in working relationship status (to an intimate personal 
relationship) with anyone employed by the University to the HR Department, which will work to devise a 
working solution to avoid nepotism problems. Faculty / employees who are in intimate personal 
relationships may not remain in any reporting relationship. The faculty/ employee will choose who will 
remain in the previous role and who will modify their role as necessary to comply with this policy. 
  

Personal or Dual Relationships with Students Procedure: 

The University requires faculty to promptly disclose any personal relationships with students to a direct 
supervisor and the Human Resources Department. Personal relationships include where a faculty member 
and a student are, or become: 

• Family members or sharing a common relative 
• Involved in an intimate personal relationship 
• Involved in a relationship related to the faculty’s business or paid service 

 
The Program Director and Human Resources Department may seek to mitigate the risks inherent in conflict 
of interest by appointing additional oversight. For example, arrangements for a student who becomes a 
family member of the instructor might attend a course where there is no other option, but the grading of 
that student would be performed by another qualified instructor. 
 
Dual relationships with students that are not intimate personal relationships or family relationship as 
defined by this policy (ex. business partner, social, friendship, client) must be reported to a direct 
supervisor. Faculty should refrain from entering into a dual relationship with students. Where a dual 
relationship exists prior to the teacher-student relationship, the supervisor will consult with Human 
Resources to mitigate risk to the student and the reputation of the University. In some cases dual 
relationships may not be problematic and disclosure and transparency are sufficient to mitigate harm. 
 
Where the dual relationship is guided by professional obligation to maintain privacy, such as where a 
student is a current or former (within five years) counselling client of an instructor, the instructor will 
carefully seek to negotiate with the student an agreement to disclose the presence of a dual relationship to 
the director for the purposes of arranging an alternate to grade the student’s anonymized work or 
alternatively if the student prefers the program director will arrange for the student to take the class with a 
different instructor. With agreement of the student, the instructor will notify the director only that there is 
a dual relationship of a professional nature. If the student is not in agreement with the limited disclosure 
for this purpose, the instructor will inform the director of the presence of a conflict of interest without 
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identifying the student and a different instructor will be appointed to teach the course. It is recommended 
that counselling programs brief all incoming students on this procedure during the orientation process. 
  

Insider Information Conflicts Procedure 

Faculty are required to apprise their supervisor and the Human Resources Department of potential conflicts 
of interest for an evaluation of the situation and to identify measures to mitigate the conflict.  
 
CONFLICT OF COMMITMENT 
  
Outside Employment Procedure: 
Although outside employment is not discouraged and, in fact may be encouraged, faculty members should 
first discuss and disclose these activities in writing with their supervisor and the Human Resources 
Department prior to engaging in them.  
 
All full-time employees must receive approval in writing from their supervisor prior to engaging in any full-
time outside employment. 
 
Considerations for approving outside employment: 

• Alignment of the outside role with the mission of the University 
• Potential for enhancement to the faculty member’s teaching or administrative role at the 

University 
• Evidence that the faculty member consistently meets all requirements of their University position 
• Reasonable expectation that the outside employment will not detract from the ability of the faculty 

member to meet the responsibilities of their University position 
 
Approvals are time-limited and must be renewed annually or more frequently as determined by the 
supervisor and Human Resources Department. 
  
Board Memberships Conflict Procedure 
 
Faculty members may serve on Boards as a part of their professional role and/or as service to the 
community. Prior to accepting a position with the University or to serve on a board of directors for an 
organization that does business with the University, or an organization in a similar market or industry, 
faculty members must disclose this information to the Office of the President in writing. 
 
The potential for conflict of interest or commitment will be evaluated by the Office of the President. 

PROTECTION FROM RETALIATION 

It is contrary to this Policy for anyone to retaliate, engage in reprisals or threaten to retaliate against a 
person making a Report, a witness or other individual for:  

• having pursued options/rights under this Policy or any other relevant Provincial or Federal 
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legislation; 

• having participated or co-operated in any resolution process under this Policy; or

• having been associated with someone who has pursued rights under this Policy. Anyone engaged in
such conduct may be subject to sanctions including suspension and termination.

REPORTING VIOLATIONS 

Violations of the Faculty Conflict of Interest or Commitment Policy are considered serious breaches and 
must be reported immediately to any of the following: 

• Direct supervisors or any other supervisory personnel
• The Human Resources Department: AskHR@CityU.edu
• EthicsPoint: (855) 582-3769 or www.nu.ethicspoint.com

IV. Responsibility: The Provost will oversee future review and, if necessary, revision of this procedure.

Unit Head Signature: 

President’s Signature: 

Related Policies & Procedures 
CityU Policy Number 3600.07 Faculty Conflict of Interest or 

Commitment Policy 
4300.12 Code of Ethics Policy 

CityU Procedure Number 4300.12.01 Code of Ethics Procedure 
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