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USA WSWS Conflict of Interest Review Procedure
Review Process -
[bookmark: _Int_4fcvmRu1]The following flow chart is a detailed breakdown of how the Conflict of Interest Forms are sent out to members and then reviewed: 
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Steps as part of the COI Process
1. HQ Staff sends out notification in December with completion date prior to the Annual BOD Meeting.
2. Weekly Chair of Ethics reviews data, if no conflict mark tracking sheet verified.  If COI listed send to Ethics Committee for review, gather data and make decision yes/no of conflict. 
3. If there is a conflict a resolution is required.
4. If a resolution cannot be reached, then the member needs to resign from Committee/BOD.
Notes on Review Process –

1. At a minimum, all disclosures for the Executive Director and all Board Members/Committee Members must be reviewed at the board/committee level.
2. The ethics chair will have a documented process for communicating decisions based on the review of any disclosures. (That process is below) 
3. If an actual, potential, or perceived conflict of interest is identified for a board member, Designated and/or Standing Committee member, a member of a Sport Discipline Committee, or the Executive Director, the designated reviewer/reviewing body must communicate direction on conflict mitigation to the individual in writing.

Communication Process –

1. All disclosed conflicts (actual, potential, or perceived) are reviewed by the Ethics Chair and/or the Ethics Committee.
 
2. These conflict-of-interest items are then distributed to the ethics committee to be reviewed for either process mitigation (actual) or to determine if there is a conflict of interest (potential or perceived).
3. After review, the ethics chair will then start a line of communication to notify the appropriate party that their conflict of interest is being reviewed.
4. After completing the review, the ethics chair will contact the designated party using these sample languages to determine the conflict management process.
a. If there is an actual or confirmed conflict of interest as determined by ethics committee, this sample language is to be used when communicating process mitigation.
b. If there is no conflict of interest based off potential or perceived reports as determined by the ethics committee, then this sample language is to be used to communicate that to the designated party.
5. After starting this line of communication, the Ethics Chair or a member of the ethics committee will keep a documented system of each actual conflict and the status of the conflict.
6. During the process of each conflict, this system should be updated when either a conflict ends, a conflict develops a new conflict within itself, or a separate conflict for the same party arises.
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