
EMPLOYEE CONFLICT OF INTEREST POLICY 
 

I. Principles 
 

a. Employment by Lutheran Social Services of New York’s family of organizations 
(collectively, “LSSNY”)1 carries with it a responsibility to be constantly aware of the 
importance of ethical conduct. The main purpose of this Employee Conflict of Interest 
Policy (the “Policy”) is for employees (each, an “Employee”) to refrain from taking part 
in, or exerting influence in, any transaction in which their own interests may conflict with 
the best interests of LSSNY, and to encourage and require Employee disclosure of any 
transactions that may potentially create such conflicts. 

 
b. The potential for conflict of interest is best avoided when: 

 
i. Other than receiving a reasonable salary (including related employee benefits), 

the Employee does not benefit financially from his or her relationship with 
LSSNY, and 

 
ii. The Employee’s actions are perceived by the outside public to be consistent with 

the mission statement, vision, and values statement of LSSNY as set forth in 
LSSNY’s employee manual and in other LSSNY policies. 

 
c. Every Employee has a responsibility to discharge his or her duties in a manner that 

promotes and preserves public trust, proper stewardship and confidence in the integrity of 
LSSNY. 

 
d. Not all potential conflicts of interest are in conflict with the best interests of LSSNY. 

Indeed, in many cases, transactions with people or entities that are personally known to 
employees at LSSNY can be beneficial to the organization. 

 
e. All potential conflicts of interests MUST be disclosed in accordance with this policy. 

 
II. Examples of Conflicts 

 

a. Below are examples of actions, transactions and arrangements that may give rise to 
conflicts. This is not a complete list; conflicts (not listed below) may arise in other areas 
and through other relationships. If an Employee believes that he or she is in any of the 
below situations or in any other possible conflict situation, he or she should assume that a 
conflict does exist and disclose it at the earliest possible opportunity. 

 
 
 
 

 

1 The Lutheran Social Services of New York family of organizations includes (without limitation) the 
following: (i) Lutheran Social Services of New York, Inc.; (ii) Lutheran Social Services of Metropolitan New York, 
Inc.; (iii) Lutheran Family and Community Services, Inc.; (iv) Muhlenberg Community Housing Development Fund 
Corporation, Inc.; (v) 332-334 Bergen Street Community Housing Development Fund Corporation, Inc.; (vi) St. 
John’s Community Housing Development Fund Corporation, Inc.; (vii) 355 East 165th Street Housing Development 
Fund Corporation, Inc.; (viii) The New LIFE School; (ix) Center for Urban Education Ministries; and (x) Lutheran 
Disaster Response of New York. 



i. The Employee is simultaneously, independently employed by another agency or 
person that is a contractor, client, or a competitor of LSSNY; 

 
ii. The Employee conducts LSSNY business with a firm in which the Employee or a 

relative of the Employee has an ownership or other economic interest or position 
therein; 

 
iii. The Employee appropriates or exploits any business opportunity learned through 

or related to his or her position at LSSNY; 
 

iv. The Employee accepts or solicits a personal gift or entertainment in such person’s 
capacity as an Employee, including from a client, contractor, or a competitor of 
LSSNY; 

 
v. The Employee supervises or is supervised by a relative at LSSNY; or 

 
vi. The Employee engages in any other transaction or arrangement with LSSNY or 

any other persons that would reasonably cause the appearance of a conflict of 
interest in respect of the Employee’s duties to LSSNY. 

 
III. Procedures 

 

a. In connection with any actual or possible conflict of interest, an Employee must 
immediately disclose in good faith in writing (including by e-mail) to his or her 
supervisor: (i) the existence of such actual or possible conflict of interest and (ii) all 
material facts relating to such actual or possible conflict of interest, including any 
possible consequences of such transaction or arrangement of which such Employee is 
aware). The foregoing duty of immediate disclosure is in addition to the Employee’s 
obligations to annually complete the Employee Conflicts Disclosure Statement. 

 
 

b. Each Employee shall complete the Employee Conflicts Disclosure Statement  at the 
time of employment and once annually, and shall include any possible conflicts and 
consequences of which the Employee is aware. 

 



c. Each Employee has a duty to disclose to his or her supervisor any gift or 
entertainment received in his or her capacity as an Employee, including from a client, 
contractor, or a competitor of LSSNY. 

 
d. Each Employee has a duty to disclose any actual or possible conflict of interest prior to 

the conflict arising or as soon thereafter as possible. 
 
 

e. It is the Employee’s responsibility continually to scrutinize all of his or her transactions 
for potential conflicts of interest and immediately notify his or her supervisor if such a 
potential conflict arises.  The questions below should be considered to determine whether 
a transaction might constitute a conflict of interest: 

 
i. Does the Employee have a financial interest in the transaction? 

 
ii. Is the transaction a type of transaction described in the list at Section II(a)? 

 
iii. Would the transaction be prudent, in good faith, and in the best interests of 

LSSNY? 

iv. Would the transaction affect any decision the Employee will make for LSSNY? 
 

v. How would the transaction look to someone outside of LSSNY, such as a donor, a 
public watchdog group, the state attorney general, the news media or a 
Congressional Committee? 

vi. How would the transaction appear to others inside or outside of LSSNY? Would 
others think it might affect how the Employee does his or her job for LSSNY? 

IV. Determining Whether a Conflict of Interest Exists 
 

a. If an Employee has disclosed a potential conflict to his or her supervisor, then before 
allowing such action, transaction, or arrangement the supervisor must bring the matter to 
the attention of his/her Executive Director. The Executive Director shall present the 
potential conflict to a committee that consists of the LSSNY Cabinet and the Chief 
Executive Officer (hereinafter the “Evaluating Committee”). 

i. a decision on whether a conflict of interest exists shall be made through a majority 
vote of disinterested members of the Evaluating Committee; and 



ii. the Employee who is connected to the actual or possible conflict of interest should 
not be part of any discussions or votes on the matter, except as requested for 
informational purposes by the disinterested members of the Evaluating 
committee. 

b. Notwithstanding  the  foregoing,  with  respect  to  gifts  or  entertainment  received  by 
employees, the following shall apply: 

 
i. No personal cash gifts can be accepted. 

 
ii. A supervisor can disallow any gifts or entertainment received that pose as a 

potential conflict of interest. 

iii. With respect to gifts or entertainment with value less than or equal to $30 per 
individual or entity giving the gift, but, in any event no more than $100, the 
Employee’s supervisor shall determine whether or not such gift or entertainment 
presents an actual or possible conflict of interest and can allow or disallow any 
such gifts. 

iv. If an Employee wants to appeal the supervisor’s decision, the Employee should 
follow the problem resolution/grievance procedure outlined in the Employee 
Handbook. A supervisor’s supervisor can override the determination of the initial 
supervisor. 

v. With respect to gifts or entertainment disclosed pursuant to this Policy with value 
greater than $30 per individual or entity giving the gift, or more than $100, prior 
to allowing the gift, the Employee’s supervisor must bring the matter to the 
Evaluating Committee which shall make a determination whether to allow or 
disallow the gift. 

V. Procedures for Addressing the Conflict of Interest 
 

a. If the Evaluating Committee determines by the vote of its disinterested members that the 
transaction or arrangement in question poses a conflict of interest, after exercising due 
diligence the Evaluating Committee shall determine if a more advantageous transaction 
or arrangement that does not pose a conflict of interest can be obtained, and if so, the 
transaction or arrangement in question shall not be approved. 

 
b. If a more advantageous transaction or arrangement is not reasonably possible without 

causing a conflict of interest, the Evaluating Committee shall determine by a majority 
vote of its disinterested members if the transaction(s) or arrangement(s): 

 
i. is in LSSNY’s (or an entity of LSSNY’s) best interest, for its own benefit; 

 
ii. is fair and reasonable to LSSNY (or an entity of LSSNY); and 



iii. is properly authorized by LSSNY (or an entity of LSSNY). 
 

c. In the case of a conflict of interest that is a business opportunity, the Evaluating 
Committee shall, after due diligence, determine by a majority vote of its disinterested 
members: 

 
i. whether LSSNY should pursue or otherwise utilize such opportunity; and 

 
ii. whether the Employee should be permitted to pursue or otherwise utilize such 

opportunity. 
 
VI. Violations of the Conflicts of Interest Policy 

 

a. Violations of the Policy, including the Employee’s failure to properly disclose potential 
or actual conflicts and the Employee’s failure to comply with final adverse 
determinations in accordance with this policy with respect to a potential or actual 
conflict, can result in disciplinary and corrective action, including without limitation the 
termination of the Employee. 

 
b. Each violation will be assessed on an individual case-by-case basis and the corrective 

action will be tailored to the specifics of that violation. When deciding what action is 
necessary, consideration will be given to the flagrancy of the violation, the harm caused 
by the violation, whether the violation was intentional or unintentional, whether the 
Employee voluntarily disclosed the violation, prior misconduct, the likelihood of future 
misconduct, the general circumstances surrounding the violation, and other 
considerations as appropriate. 

 
c. Notwithstanding anything to the contrary in this Policy, any conflict of interest that has 

been approved by LSSNY prior to the date of the adoption of this Policy shall be deemed 
authorized    by    the    applicable    LSSNY    entity    for    purposes    of    this    Policy. 
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