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. PURPOSE

A conflict of interest exists when a Board Member or employee has a personal
interest that may interfere with his or her ability to make decisions in the best
interests of the Early Learning Coalition of Pinellas County, Inc. (Coalition). As it is
not possible to avoid all conflicts and potential conflicts of interest, conflicts and
potential conflicts of interest must be identified and appropriately managed to
ensure we maintain the highest levels of integrity and public trust.

The purpose of the policy is to provide general direction about what a conflict of
interest is, when and how to disclose potential conflicts, and the process for
handling conflicts of interest properly when they do arise so that the Board
Members and employees can seek further clarification when needed and act in
compliance with the policy.

This policy applies to all the Coalition Board Members and employees.

This policy is separate and apart from the Code of Ethics For Public Officers and
Employees, Chapter 112, Florida Statutes. Board Members and Employees are
subject to and shall comply with Chapter 112, Florida Statutes, in addition to this
Policy.

Il. DEFINITIONS

Conflict of interest means a transaction between the Coalition and one or more of its
Board Members or employees, and another entity in which one or more of the Board
Members or employees is directly or indirectly a party to the transaction and has a
direct or indirect material financial interest or other material interest.

A Board Member or employee is indirectly a party to a transaction if that Board
Member or employee has a material financial interest in or is a director, officer,
member, manager, or partner of a person, other than the Coalition, who is a party to
the transaction.
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An Organizational Conflict of Interest are those that occur because of relationships
with a parent, affiliate or subsidiary organization. Due to interconnected nature of
program operations, processes, and benchmarks, a non-Federal entity like the
Coalition and/or DEL is unable (or may appear to be unable) to operate on an
independent or impartial basis in conducting a procurement action involving a
related organization, such as an ELC or other DEL subrecipient. Note: consideration
of this type of conflict is now required for federally-funded grant programs in
accordance with 2 CFR Part 2000.318(c)(2).

Material financial interest means a financial or other interest in the transaction that
would reasonably be expected to impair the objectivity of the Board Member or
employee's judgment when participating in the action on the authorization of the
transaction.

Indirect material financial interest is when a family member of the Board Member or
employee has a material financial interest in the transaction Board Member.

Other material Interests exist when a Board Member, employee, or any of their family
members may obtain a non-financial benefit or advantage that they would not have
obtained absent their relationship with the Coalition, or when their duty or
responsibility owed to the Coalition conflicts with a duty or responsibility owed to
some other organization or with their personal interests.

Family members include an individual who is related to a Board Member or
employee as father, mother, son, daughter, brother, sister, uncle, aunt, first cousin,
nephew, niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-
in-law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter,
stepbrother, stepsister, half-brother, half-sister, grandparent, great grandparent,
grandchild, great grandchild, step grandparent, step great grandparent, step
grandchild, step great grandchild, person who is engaged to be married to the
Board Member or employee or who otherwise holds himself or herself out as or is
generally known as the person whom the Board Member or employee intends to
marry.

lll. DISCLOSURE OF POTENTIAL CONFLICTS BY EMPLOYEES

Disclosures involving employees should be made to the CEO, who shall determine
whether a conflict exists and is material. If material, the CEO will bring the issue to
the attention of the Audit Committee.

1. Duty to Disclose Procedure:

The Coalition's employees have a duty to disclose any situation that involves
personal, familial, or business relationships that may give rise to a real or perceived
conflict of interest as soon as it is known according to the following procedures:

e The Coalition's employees will complete the Conflict of Interest Disclosure
statement annually, upon hire, and again if their circumstances change.
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e The Coalition's employees should discuss any potential conflicts of interest
with the CEO.

2. Conflict of Interest Disclosure Statement will be submitted and reviewed as
follows:

e The Coalition employees will submit their completed Conflict of Interest
Disclosure statement to the HR department upon initiating their employment
and annually.

e The HR staff will review the forms and will provide any forms with disclosures
to the CEO.

e The CEO will decide whether any disclosures represent actual, perceived, or
potential conflicts of interest that require consideration by the Audit
Committee.

If a potential conflict of interest arises after submitting a Conflict of Interest
Disclosure statement or between submissions, the employee will promptly bring
the situation to the attention of the CEO.

Such disclosures will be reviewed in accordance with the procedures described
above.

3. Resolution of Conflict of Interest involving employees:
The CEO shall be responsible for making all decisions concerning resolutions of

conflicts involving employees, subject to the approval of the Audit Committee.

4. Audit Committee Review Process:

Whenever there is reason to believe that a material conflict of interest exists
between the Coalition and an employee, the Audit Committee will promptly
convene a meeting to determine whether a conflict exists and whether the CEO's
recommended resolution of such conflict is appropriate.

5. Retention procedures:

The Conflict of Interest Disclosure statements will be filed in the Coalition office. The
annual disclosures will be retained for five years.

IV. DISCLOSURE OF POTENTIAL CONFLICTS BY BOARD MEMBERS AND CEO

Disclosure involving Board Members and the CEO should be made to the Audit
Committee.

1. Duty to Disclose Procedure:

The Coalition’'s Board Members and CEO have a duty to disclose any situation that
involves personal, familial, or business relationships that may give rise to a real or
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perceived conflict of interest as soon as it is known according to the following
procedures:

e The Coalition's Board Members should disclose any potential conflicts of
interest to the Audit Committee or the CEO. The CEO will discuss any
potential conflicts disclosed by a Board Member with the Audit Committee.

e The Coalition's Board Members will submit the Conflict of Interest Disclosure
Statement upon initiating their association with the Coalition, any time a
change in their circumstances may result in a potential conflict of interest,
and annually.

e If a voting conflict of interest (as defined by Chapter 112, Florida Statutes)
occurs at a Board of Director's meeting when an item is presented for a vote,
the Board Member shall comply will all requirements of Chapter 112, Florida
Statutes.

o The Board Member must complete Form 8B, Memorandum of Voting
Conflict for County, Municipal, and other Local Public Officers and such
form shall be incorporated in the minutes of the appropriate Board
meeting.

If a potential conflict of interest arises after submitting a Conflict of Interest
Disclosure Statement or between submissions, the Board Member will promptly
bring the situation to the attention of the CEO, who will inform the Audit Committee.
If a potential conflict of interest arises involving the CEO, the CEO shall promptly
bring it to the attention of the Audit Committee. Such disclosures will be reviewed in
accordance with the procedures set forth below.

2. Audit Committee Review Process and Procedure:

Whenever there is reason to believe that a potential conflict of interest exists
between the Coalition and a Board Members or CEO, or an Organizational Conflict of
Interest may exist, the Audit Committee will promptly convene a meeting to
determine whether a conflict exists and the appropriate response.

The Audit Committee will take the steps necessary to protect the interests of the
Coalition. Potential options include, but are not limited to:

e Allowing the proposed matter to go forward upon finding that it is in the best
interests of the Coalition.

e Prohibiting the proposed matter.

e Approving mitigating actions (including but not limited to recusal, limitation of
duties, transfer or reassignment, additional supervisory review or other action
considered appropriate by the Board); or

e Recommending an alternative arrangement.

The minutes of the Audit Committee meeting should, whenever possible,
summarize the potential/actual conflict and frame the decision in such a way that it
provides guidance for consideration of future conflict of interest situations.

3. Effect of Audit Committee's Determination:
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When the Audit Committee has determined that a Board Member has a potential
conflict of interest with respect to a proposed Coalition decision, policy, transaction
or arrangement (an “interested party"), such Board Member will not participate in the
deliberations and decision-making vote of the Coalition with respect to such matter.
However, that person will have an opportunity to provide factual information about
the potential conflict.

4. Retention procedures:

The Conflict of Interest Disclosure statements will be filed in the Coalition office. The
annual disclosures will be retained for five years.

V. POLICY VIOLATIONS BY EMPLOYEES

If an employee of the Coalition has reason to believe that any other employee has
failed to disclose an actual or potential conflict of interest, such person has a
responsibility to inform the CEO of the basis for their belief.

If, after affording the Coalition's employee with a potential or actual conflict an
opportunity to disclose all material facts, the CEO decides that such an individual
has in fact failed to disclose a possible conflict of interest, the CEO will determine
the corrective steps to be taken and/or disciplinary action.

VI. POLICY VIOLATIONS BY BOARD MEMBERS OR CEO

If a Board Member of the Coalition has reason to believe that any other Board
Member or the CEO has failed to disclose an actual or potential conflict of interest,
such person has a responsibility to inform the chair of the Audit Committee or the
CEO of the basis for their belief. In such an event, the chair of the Audit Committee
or the CEO will refer the matter to the Board.

The Board will inform the Board Member/CEO of the allegation and will allow the
Board Member/CEO an opportunity to explain the alleged failure to disclose.

If, after affording the Coalition's Board Member or CEO with a potential or actual
conflict an opportunity to disclose all material facts, the Board decides that such an
individual has in fact failed to disclose a possible conflict of interest, the Board will
determine the corrective steps to be taken and/or disciplinary action.
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Conflict of Interest Disclosure Statement

Please complete the form below, indicating any potential conflicts of interest. If you
answer "yes' to any of the questions, provide a written description of the details in
the space allowed. Attach additional sheets as needed. Submit your completed
form to the Coalition CEO by email: lcarson @elcpinellas.org.

1. Has the Coalition proposed to contract or to purchase or lease goods, services, or
property from you or a family member?

2. Are you related to any current or prospective Coalition Board Members or
employees?

3. Are you or a family member in a position to benefit financially from a decision,
policy, transaction or arrangement made by the Coalition?

4. Did you obtain for yourself or any family members preferential treatment,
promotion, recognition, or a non-salaried appointment as a consequence of your
association with the Coalition?

5. Did you make use of confidential information obtained from the Coalition for your
own benefit or for the benefit of any family members?

6. Are you or family members affiliated with any of the vendors on the attached
Coalition vendor list?
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If the answer is yes, list the names of the businesses that you or any family member
is affiliated with; so that it is possible the Coalition will consider future business
dealings.
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Signature:

Name (Please print):
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Affirmation of Compliance

| have received and carefully read the Conflict of Interest Policy for Board
Members and employees of the Coalition and understand the requirements
of the policy as well as its intent.

By signing this affirmation of compliance, | hereby affirm that | have read,
understand, and agree to comply with the Coalition Conflict of Interest Policy.

| further understand that the Coalition is a nonprofit organization and that in
order to maintain its federal tax exemption it must engage primarily in
activities that accomplish one or more of its tax-exempt purposes without
personal benefit, other than by salary.

Except as otherwise indicated in the Conflict of Interest Disclosure Statement,
| hereby state that neither | nor any of my family members have any conflict
of interest, financial or otherwise, that may be seen as competing with the
interests of the Coalition. Also, neither | nor any of my family members
benefit from any action, policy or transaction made by the Coalition in a
manner that has not been previously disclosed.

If any situation should arise in the future that | believe may involve me in a
conflict of interest, | will promptly and fully disclose the circumstances as
appropriate:

e Board Members: Report to the Audit Committee or CEO
e Employees: Report to the CEO

| further certify that the information set forth in the Conflict of Interest
Disclosure Statement is true and correct to the best of my knowledge,
information, and belief.
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