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DocuSign Envelope ID: 07477AD1-9B0C-459C-8669-87E4558FD876 

Conflict of Interest Policy, Continued

Review of 
Potential 
Conflict 

Request by 
Staff to Review 
for Conflict of 
Interest 

COM0911 

The DBH Compliance reviews all Conflict of Interest Disclosure Statements 
to determine if a conflict exists, and will contact the employee if additional 
information is needed to evaluate each circumstance. 

Conflict Status 

Does not exist 

Does exist 

Action 

• Compliance sends a letter to the employee to
confirm that a conflict of interest does not
presently exist.

o The memo serves as a waiver, which is placed
in employee's HR personnel file and
Compliance records.

• Each letter may outline conditions the employee
must adhere to.

• Compliance staff consults the Chief Compliance
Officer and consultation with Department Human
Resource Business Partner may also be required.

• Compliance sends a letter to employee advising
that a conflict exists and outlines action(s) which
must be taken to rectify the conflict.

• Employee has 30 days from the receipt of the
letter to comply and respond with resolution of
identified conflict.

• A copy of the letter is placed in employee's HR
personnel file and Compliance records.

Note: Regardless of determination, supervisors are to place a copy of 
all signed forms in employee file and send originals or scanned version to 
DBH Compliance and Payroll at DBH-required-acknowledgements-
disclosures@dbh.sbcounty.gov and DBH-AnnualForms@dbh.sbcounty.gov.

DBH staff are encouraged to consult Compliance if they are considering 
external employment or outside activities, so that Compliance may assess 
the circumstance and provide guidance. This may be done by emailing 
Compliance_ Questions@dbh.sbcounty.gov. 

If staff decide not to consult with Compliance prior to accepting outside 
employment, a Conflict of Interest Disclosure Statement must be completed 
within ten (10) working days of accepting the outside employment or private 
practice so a determination can be made if a conflict, actual or perceived, 
exists. 

Continued on next page 
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https://wp.sbcounty.gov/dbh/forms/
https://www.sbcounty.gov/uploads/hr/Documents/Compliance&Ethics/HR_04-19-16_Personnel-Rules.pdf



