Integrity and
Standards Unit (ISU)

ISU CONFLICT OF
INTEREST APPLICATION
User Guide

17 April 2019

J:\OVC\ISU\Operational Management\Procedures\ISU Operations Manual (Complete)\ISU - Ops Manual - Appendix 7.1B - Conflict of Interest System
- User Guide.docx

Table of Contents
INTRODUCTION ......................................................................................................................................... 4
AVOIDANCE VS DISCLOSURE ..................................................................................................................... 4
CONFLICT OF INTEREST TYPES .................................................................................................................. 4
Financial interests .................................................................................................................................. 5
Research ................................................................................................................................................. 5
Close personal relationships between individuals ................................................................................. 6
Close personal relationships between individuals and students ........................................................... 6
Personal views of individuals towards others........................................................................................ 7
Gifts Benefits and Hospitality ................................................................................................................ 7
Sponsorships and other agreements ..................................................................................................... 7
Secondary employment ......................................................................................................................... 8
Use of University facilities and equipment ............................................................................................ 8
Use of official information ..................................................................................................................... 9
Personal beliefs ...................................................................................................................................... 9
Public comment ................................................................................................................................... 10
Multiple Roles / Conflicts of Duty ........................................................................................................ 10
CONFLICTS OF INTEREST (EXCLUDING GIFTS)......................................................................................... 11
FOR DISCLOSERS: HOW TO DISCLOSE A CONFLICT OF INTEREST....................................................... 11
Step One: Login to the Application ................................................................................................ 11
Step Two: Select Disclose ............................................................................................................... 12
Step Three: Select CONFLICT OF INTEREST .................................................................................... 12
Step Four: Decide if your Disclosure should be sent to an Alternative Officer ............................ 13
Step Five: Validate Staff Id ............................................................................................................. 13
Step Six: Select Conflict of Interest Category................................................................................. 14
Step Seven: Describe your conflict of interest in detail ................................................................ 14
Step Eight: Attach supporting documents by selecting the ‘Browse’ option if applicable. ......... 15
Step Nine: Select either CANCEL - SAVE or NEXT........................................................................... 15
Step Ten: Read and tick the Acknowledgement check boxes ....................................................... 17
Step Eleven: Select BACK to edit your disclosure (optional) ......................................................... 17
Step Twelve: Select CONFIRM SUBMIT .......................................................................................... 17
Step Thirteen: Click here if you wish to view your disclosure. ...................................................... 18
FOR RESPONSIBLE OFFICERS: HOW TO ASSESS A CONFLICT OF INTEREST DISCLOSURE .................. 19
Step One: Login to the Application ................................................................................................ 19
Step Two: Select Line Manager Tasks ............................................................................................ 20
1|P a g e

Step Three: Select the appropriate Disclosure Id .......................................................................... 20
Step Four: Undertake your assessment ......................................................................................... 22
Step Five: Read and check each of the Acknowledgement boxes ................................................ 23
Step Six: Select SUBMIT .................................................................................................................. 23
FINAL ASSESSMENT AND CLOSURE – ISU (ONLY) ............................................................................... 24
Step One: Login to the Application ................................................................................................ 24
Step Two: Click on Admin Tab, then Manage Disclosures ............................................................ 25
Step Three: Select Filter option & Search or Download (CSV) ...................................................... 25
Step Four: Add Admin Notes .......................................................................................................... 29
Step Five: Click on Review Completed ........................................................................................... 29
Step Six: Deactivate conflicts that are no longer applicable or are in error ................................. 30
AUDIT HISTORY.................................................................................................................................... 31
WORKFLOWS ....................................................................................................................................... 32
Workflow One: Disclosure made, now pending assessment........................................................... 32
Workflow Two: Disclosure returned to Discloser ............................................................................ 33
Workflow Three: Disclosure amended by Discloser, sent back to the Responsible Officer ............ 33
Workflow Four: Email sent to Discloser after ISU review and signoff ............................................. 33
Workflow Five: Disclosure returned to the Responsible Officer – Additional Information Required
......................................................................................................................................................... 34
GIFTS, BENEFITS AND HOSPITALITY ........................................................................................................ 35
FOR DISCLOSERS: HOW TO DISCLOSE A GIFT ..................................................................................... 36
Step One: Login to the Application ................................................................................................ 36
Step Two: Select Disclose ............................................................................................................... 37
Step Three: Select GIFT, BENEFIT & HOSPITALITY ......................................................................... 37
Step Four: Decide if the acceptance of the gift would create a conflict of interest ..................... 37
Step Five: Complete all remaining data field entries, as requested. ............................................ 38
Step Six: Read and tick each of the Acknowledgement check boxes ........................................... 39
Step Seven: Select CONFIRM SUBMIT ............................................................................................ 39
Step Eight: Click here on the screen to view your completed disclosure ..................................... 39
HOW TO APPROVE A GIFT DISCLOSURE - RESPONSIBLE OFFICERS ................................................... 41
Step One: Login to the Application (from the email link) ............................................................. 41
Step Two: Undertake your assessment ......................................................................................... 43
Step Three: Select SUBMIT ............................................................................................................. 44
FINAL ASSESSMENT AND CLOSURE - ISU ............................................................................................ 44

2|P a g e

V1.4 17/4/19

3|P a g e

CONFLICTS OF INTEREST / GIFTS, BENEFITS & HOSPITALITY
INTRODUCTION
The Conflict of Interest (COI) Application (the Application) is a centralised electronic application that
provides for the registration, storage and management of conflicts of interest, including gifts, benefits
and hospitality (hereafter referred to as gifts).
This USER GUIDE provides detailed instructions on the use of the Application by:
•
•

Staff (hereafter referred to as Disclosers) to disclose conflicts or gifts; and
Staff (hereafter referred to as Responsible Officers, who are predominantly the Line Manager
of the Discloser) to either review and assign a management strategy for conflict disclosures or
approve gift disclosures.

AVOIDANCE VS DISCLOSURE
The Code of Conduct outlines seven professional standards of behaviour that all parties to the
Code should understand and strive to meet.
One of these standards concerns Conflicts of Interest / Gifts, Benefits and Hospitality:
The University expects that you will take reasonable steps to avoid (and where this is not
possible, then properly disclose) situations where a conflict exists in relation to your primary duty
to act in the best interests of the University.
A key message in the above standard is the need to avoid conflicts of interest in the first place.
Where avoidance is not possible, then disclosure must occur in accordance with the Conflict of Interest
Procedures.
NOTE: Please refer to the guidelines in the Conflict of Interest Procedures Appendix 2 to assist you in
determining if a conflict of interest exists prior to completing a disclosure.

CONFLICT OF INTEREST TYPES
Appendix 1 of the Conflict of Interest procedures describes the thirteen categories of conflict of interest,
in detail.
A brief description of each is provided below:
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Financial interests

Research
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Close personal relationships between individuals

Close personal relationships between individuals and students
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Personal views of individuals towards others

Gifts Benefits and Hospitality
A conflict of interest arises where an individual solicits or accepts gifts, benefits or hospitality for services
they perform in connection with their employment or engagement with the University from any person
or entity that could influence that individual in their official capacity.

Sponsorships and other agreements
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Secondary employment

Use of University facilities and equipment
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Use of official information

Personal beliefs
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Public comment

Multiple Roles / Conflicts of Duty

The instructions below pertain to the two main areas of the Application:
1. Conflicts of Interest disclosures (which cover conflict of interest categories 1-5 and 7-13 above)
2. Gifts, Benefits and Hospitality disclosures (which cover conflict of interest category 6 above)
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CONFLICTS OF INTEREST (EXCLUDING GIFTS)
The Application is located via http://coi.curtin.edu.au.
University officers have a shared responsibility to disclose and manage conflicts of interest that may
arise while in the employment of, contracted to or engaged with the University.
Officers should in the first instance attempt to avoid any situation that an independent observer would
reasonably conclude represents an actual, perceived or potential conflict of interest.
Where avoidance is not possible, officers should take appropriate action in a timely manner to formally
disclose the conflict via the Application in order for it to be assessed and a management strategy
developed (if required).
NOTE: All automated emails issued by the conflicts of interest section of the Application come from a
common email address, which is also the only email address that should be used by staff when
corresponding on conflict of interest (excluding gift) matters: conflictsofinterest@curtin.edu.au

FOR DISCLOSERS: HOW TO DISCLOSE A CONFLICT OF INTEREST
Step One: Login to the Application
https://coi.curtin.edu.au/auth/login

HOME SCREEN
The Home Screen has a side menu which provides four options:

1.
2.
3.
4.

Disclose (Submit a new Disclosure)
My Disclosures (Lists all Disclosures submitted by the Discloser)
Line Manager Tasks (List of outstanding tasks)
Log Out
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Step Two: Select Disclose
Step Three: Select CONFLICT OF INTEREST
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Step Four: Decide if your Disclosure should be sent to an Alternative Officer
In most circumstances, the Responsible Officer will be your Line Manager. However, there are some
situations when an alternative officer should be notified. For example: You are a member of a
recruitment panel and a friend/colleague has told you that they have applied for the position. To avoid
any potential conflict (perceived or real), you should submit a conflict of interest disclosure and identify
the Chair of the selection panel as the ‘Alternative Officer’. Please refer to Category Three – Close
personal relationships between individuals in Appendix 1 for further information.

Step Five: Validate Staff Id
Provide the Alternative Officer’s Staff ID and validate, if you believe the disclosure should be assessed
by someone other than your Line Manager.
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Step Six: Select Conflict of Interest Category
NOTE: A brief description is provided for each of the 12 categories to assist you in selecting the most
appropriate type of conflict e.g.

Step Seven: Describe your conflict of interest in detail
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Step Eight: Attach supporting documents by selecting the ‘Browse’ option if applicable.

Step Nine: Select either CANCEL - SAVE or NEXT

CANCEL:
The CANCEL option will prompt a pop up message:

SAVE:
The disclosure is saved as a DRAFT and can be accessed via ‘My Disclosures’ from the side menu at a
later time.
NEXT:
The Application proceeds to the Preview Page to enable you to view what you have entered and the
name of the Attachments.
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Preview Page:
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Step Ten: Read and tick the Acknowledgement check boxes

Step Eleven: Select BACK to edit your disclosure (optional)

If you want to change or correct any part of your disclosure, you can edit it at any stage PRIOR to
confirming your submission.

Step Twelve: Select CONFIRM SUBMIT

Once you select Confirm Submit, the following screen will appear:
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Step Thirteen: Click here if you wish to view your disclosure.
NOTE: There may be a short delay before your unique COI Id Number is displayed. Please be patient.
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FOR RESPONSIBLE OFFICERS: HOW TO ASSESS A CONFLICT OF INTEREST DISCLOSURE
To assist you in developing a better understanding of your obligations as a responsible officer in relation
to assessing and responding to conflicts of interest / gifts, benefits or hospitality disclosures that have
been directed to you, please refer to the ISU website FAQ’s prior to completing your assessment.
Once a conflict of interest disclosure has been submitted where you have been nominated as the person
responsible for assessing the conflict, an email is automatically generated to you advising of the need
to take action:

Upon receiving the email notification, the first thing you need to do upon logging into the Application is
to determine whether it represents a conflict of interest, as per the Conflict of Interest Procedures. The
guidance provided in Appendix 2 may assist you in the process.
The Application can be accessed via the link provided in the email or alternatively you can login via
http://coi.curtin.edu.au and view ‘Line Manager Tasks’ in the left hand column:

Step One: Login to the Application
https://coi.curtin.edu.au/auth/login
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Step Two: Select Line Manager Tasks

Step Three: Select the appropriate Disclosure Id
‘Line Manager Tasks’ are listed and arranged in descending order by date.

The list presented on screen includes the Disclosure ID, Discloser, Type, Status and Submitted Date.
In this case, select the relevant Disclosure(s) with a status of PendingAssessment.

20 | P a g e

Once selected, the screen displays the following information.
E.g. for ID 20160064:
History more
o Date
o Actioned By
o Status
o Comment
Discloser Details
o Curtin Id
o Name
Responsible Officer (you)
o Name
o Position
Conflict Details
o Disclosure Type
o Category
o Description
Attached Documents
o File
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Step Four: Undertake your assessment
NOTE: There may be occasions where you find that you
have not received enough information to make an
informed decision on the disclosure.
If this occurs, you should provide a reason or explanation
of what additional information you require in the text box
provided and select Return Disclosure.

At this point, an email notification will be sent to the
discloser requesting further action.
Alternatively, determine if there is a conflict. If:
 No Conflict: Check the first radio button and provide
the reason for your decision in the text box if you
believe that there is no actual, perceived, or potential
conflict of interest.
 Conflict Exists: Check the second radio button, then
select one (1) of the five strategies and provide the
reason for your decision in the text box if you believe
that there is an actual, perceived, or potential for a
conflict of interest.
NB: You can attach additional documentation to support
or inform your decision.
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Step Five: Read and check each of the Acknowledgement boxes

Step Six: Select SUBMIT
Completed Management Strategy
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The following screen shot indicates that you have successfully completed your assessment, and it will
now be reviewed by the Integrity and Standards Unit (ISU) before being closed off:

FINAL ASSESSMENT AND CLOSURE – ISU (ONLY)
Conflict of Interest disclosures and management strategies are reviewed and assessed by the ISU
before being signed off in the Application.

Step One: Login to the Application
https://coi.curtin.edu.au/auth/login

24 | P a g e

Step Two: Click on Admin Tab, then Manage Disclosures

Step Three: Select Filter option & Search or Download (CSV)

25 | P a g e

o

Assessed Pending ISU or Pending RO Assignment returns a list of disclosures requiring
assessment.

o

Disclosure ID returns the specific disclosure requiring assessment.
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o

Clicking on the Disclosure ID returns the full disclosure requiring assessment – including
attachments if they have been uploaded.
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o

Clicking on the Custom option allows the user to search via a number of different search
parameters.
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Step Four: Add Admin Notes

Step Five: Click on Review Completed
When the task is completed, the following message appears for the ISU officer:
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NOTE: The ISU may return the disclosure to the Responsible Officer (with appropriate explanatory
comments included) if the Management Strategy presented requires further information before
closure, or if the decision made in relation to whether a conflict exists or not may need further review.
In such cases, the disclosure will not be closed off by the ISU until the Responsible Officer takes
appropriate action. (See Workflow 5)
Once assessed and signed off by the ISU, an automated email is sent to the Discloser advising that their
disclosure has been completed: Disclosures can be printed as a PDF. The Discloser can print the PDF
version by logging into the Application and selecting the disclosure and clicking the Download PDF
option.

Step Six: Deactivate conflicts that are no longer applicable or are in error
o
o

Add Admin Notes – instructions received from Discloser
Select Deactivate Button – Status updated - Deactivated
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AUDIT HISTORY
The Application maintains a full history of all actions taken on the disclosure from submit through to
inactivation.
This history can be viewed by clicking on more:

The history screen can be signed by clicking on less:

The History View includes:
Date:
Actioned By:
Status:
Comment:

Date

Date the Disclosure was created and actioned.
Identifies who completed an action i.e. either the Application or a staff member.
Indicates the progress/actions completed during the lifecycle of the Disclosure.
Describes the action that has been completed.

Actioned By

Status

Comment

23/01/2017

Application

Inactive

Email sent to Kerry.Toop@curtin.edu.au

23/01/2017

Application

Inactive

Disclosure 20160009 Inactive

23/01/2017

Charlie Bertilone Pending Inactivation

Disclosure 20160009 Pending Inactivation

02/12/2016

Application

Completed

Email sent to Kerry.Toop@curtin.edu.au

02/12/2016

Application

Completed

Disclosure 20160009 Completed

02/12/2016

Kerry Toop

ISU Assessment Completed

Disclosure 20160009 ISU Assessment Completed

02/12/2016

Charlie Bertilone Assessed Pending ISU

Disclosure 20160009 Assessed Pending ISU

02/12/2016

Application

Pending Assessment

Email sent to C.Bertilone@curtin.edu.au

02/12/2016

Application

Pending Assessment

Disclosure 20160009 Pending Assessment

02/12/2016

Kerry Toop

Submitted

Disclosure Submitted

02/12/2016

Application

Draft

Email sent to Kerry.Toop@curtin.edu.au
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02/12/2016

Application

Draft

Disclosure 20160009 Draft

02/12/2016

Charlie Bertilone Returned

Needs to be tested

02/12/2016

Application

Pending Assessment

Email sent to C.Bertilone@curtin.edu.au

02/12/2016

Application

Pending Assessment

Disclosure 20160009 Pending Assessment

02/12/2016

Application

Submitted

ID 20160009 created

WORKFLOWS
Workflows are activated at pre-defined stages during the process and AUTOMATED emails are
generated as each action is completed.
The History screen below is shown with the last action in descending order. In this example, the last
action identifies the Status as Completed. At this point, the Application sends an automated email to
the Discloser advising that the disclosure has been assessed and all required actions have been
completed.

Workflow One: Disclosure made, now pending assessment
Application Action: Email sent to the Responsible Officer, disclosure is pending review and action

32 | P a g e

Workflow Two: Disclosure returned to Discloser
Application Action: Email sent to the Discloser, Responsible Officer is unable to process the disclosure

Workflow Three: Disclosure amended by Discloser, sent back to the Responsible Officer
Application Action: Email sent to the Responsible Officer, disclosure is again pending review and action

Workflow Four: Email sent to Discloser after ISU review and signoff
Application Action: Email sent to Discloser after disclosure is reviewed and completed by the ISU
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Workflow Five: Disclosure returned to the Responsible Officer – Additional Information
Required
Application Action: Disclosure returned to the Responsible Officer – Responsible Officer is required to
return the Disclosure to the Discloser – seeking additional information as per ISU instructions

The Responsible Officer selects appropriate Radio Button – Return Disclosure – More information
required, adds sufficient instructions and Selects return Disclosure. The Process starts again.
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GIFTS, BENEFITS AND HOSPITALITY
Gifts, benefits and hospitality (hereafter referred to as gifts) received by or offered to you in the course
of your duties are treated differently under the conflict of interest procedures.
In the first instance, you need to personally make an assessment as to whether it would be appropriate
for you to accept the gift (regardless of its nature, value or who has provided it to you). The question to
ask yourself in performing this assessment is:
Would a reasonable disinterested observer, taking into consideration all relevant facts, conclude that
the gift received or offered creates a conflict for you?
•

If the answer is "Yes" or you are unsure, then you should politely decline, return or repay the gift if
already received (regardless of value). Under such circumstances, it is not necessary to proceed any
further in relation to disclosure via the Application.

•

If the answer is “No”, then proceed as follows. First, determine the value of the gift:
o

If it is valued at less than or equal to $150 and if by accepting the gift, the total value of gifts
received by you from the same individual or organisation would not exceed $300 within a 12
month period, then you may keep the gift and it is not mandatory to make a disclosure via the
Application.
NOTE: under these circumstances, you may still wish to make a disclosure for recordkeeping
purposes and to keep track of gifts received over the 12 month period from the same individual
or organisation. The Responsible Officer will not automatically be notified of these disclosures
by the Application.

o

For all other situations (i.e. regardless of the gift’s value), disclosure is mandatory and your
disclosure will need to be directed to either your Line Manager or Executive Manager (as the
Responsible Officer) for a decision to be made.

NOTE: There are some types of gifts that should never be accepted - see commentary in section 6 of the
Appendix 1 guidelines for more information on conflicts of interest arising from gifts, benefits and
hospitality.
If you believe someone is trying to induce favoured treatment from you by providing you with the gift,
then please notify the ISU immediately. If you are unsure about disclosing a gift, seek advice from your
Line Manager or the ISU.
NOTE: All automated emails issued by the gifts section of the Application come from a common email
address, which is also the only email address that should be used by staff when corresponding on gift
matters: giftdisclosures@curtin.edu.au
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FOR DISCLOSERS: HOW TO DISCLOSE A GIFT
Step One: Login to the Application
https://coi.curtin.edu.au/auth/login

HOME SCREEN
The Home Screen has a side menu which provides four options:

1.
2.
3.
4.

Disclose (Submit a new Disclosure)
My Disclosures (Lists all Disclosures submitted by the Discloser)
Line Manager Tasks (List of outstanding tasks)
Log Out
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Step Two: Select Disclose
Step Three: Select GIFT, BENEFIT & HOSPITALITY

Step Four: Decide if the acceptance of the gift would create a conflict of interest
If the answer is “Yes”, then you cannot proceed any further and you should logout from the
Application.
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If the answer is “No”, then provide an estimate of the gift’s value and describe it in the text box.

Step Five: Complete all remaining data field entries, as requested.
Depending on the value of the gift you have input and your responses to a series of other questions,
you will be automatically guided to a point where either you are informed that you may keep the gift,
or you will need to seek approval from a Responsible Officer, who may be either your Line Manager or
an Executive Manager (depending on the value of the gift).
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Step Six: Read and tick each of the Acknowledgement check boxes

Step Seven: Select CONFIRM SUBMIT
Once you select Confirm Submit, the following screen will appear:

Step Eight: Click here on the screen to view your completed disclosure

39 | P a g e

The Application maintains a full audit history of each action undertaken on the disclosure. As a
Discloser, you can view the history of each of your disclosures.
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HOW TO APPROVE A GIFT DISCLOSURE - RESPONSIBLE OFFICERS
An automated email is sent to the Responsible Officer which contains the details of the new Gift
Disclosure and a link to the Application.

Step One: Login to the Application (from the email link)

Alternatively, you can view outstanding TASKS by clicking on Line Manager Tasks once you are logged
in.
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LINE MANAGER TASKS provides a full list of tasks that have been delegated to the Responsible Officer
(an Executive Manager, Line Manager or Alternative Officer) in descending order by date.
Each Disclosure is listed with:
•
•
•
•
•

ID Number
Discloser’s NAME
TYPE of Disclosure
STATUS of the Disclosure
SUBMITTED DATE of the Disclosure.

Clicking on the ID number will present you with the full Disclosure:
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Step Two: Undertake your assessment
NOTE: There may be occasions where you find that you have not received enough information to make
an informed decision on the disclosure.
If this occurs, you should provide a reason or explanation of what additional information you require
in the text box provided, and then select:

At this point, your assessment is complete and an email notification will be sent to the discloser
requesting further action.
Alternatively:
 Click on the relevant radio button for the appropriate strategy
 Provide a reason for your decision.
 Check the Acknowledgements Box.
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Step Three: Select SUBMIT
Successful completion of the approval task associated with the Disclosure will result in the Pending
Review by Integrity and Standards Unit message being displayed on screen.

FINAL ASSESSMENT AND CLOSURE - ISU
Gift disclosures and gift strategies are reviewed and assessed by the ISU before being signed off in the
Application.
Once this task is completed, the following message appears for the ISU officer:
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NOTE: The ISU may return the disclosure to the Responsible Officer (with appropriate explanatory
comments included) if the Gift Strategy presented requires further information before closure, or if the
decision made in relation to how the gift is to be treated may need further review. In such cases, the
disclosure will not be signed off by the ISU until the Responsible Officer takes appropriate action.
Once assessed and signed off by the ISU, an automated email is sent to the Discloser advising of the
completed disclosure.

---------------------------------------------

45 | P a g e

