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Outline process for declaration of interests for BSW APC members and sub-committees/groups 

Existing APC 

members 

New APC 

members 

Sub-groups/working 

groups 
Applicants/Presenters 

Declarations will be 

requested annually via 

e-mail at the start of 

each financial year. 

Chairs will also ask 

members to declare 

interests/report any 

changes at meetings for 

formal recording. 

To complete DoI 

upon joining the 

committee and 

then as per 

annual 

cycle/regularly 

via meetings. 

Group chair and lead 

CCG (where 

applicable) will be 

responsible for i.) 

ensuring DoIs are 

completed by 

members and ii.) 

chasing receipt of 

DoI forms where 

they are missing and 

iii.) asking members 

to declare 

interests/report 

changes at meetings 

for formal recording. 

Experts from partner 

APC organisations (e.g. 

clinical) attending the 

meeting will be 

requested to declare 

any interests relating to 

the item for which they 

are attending. 

DoIs will be completed 

via i.) Formulary 

application form (in 

advance of the 

meeting) ii) Attendees 

being invited to verbally 

declare any conflicts at 

the meeting by the 

chair. 

Experts will be asked to 

leave the meeting after 

their presentation 

before panel 

recommendations are 

discussed and agreed. 

N.B: Observers are not 

part of the decision 

making process and will 

not be required to 

declare interests. 

Non-responders a month after request? 

Two follow-up reminders will be sent to non-

responders 1 week apart. Hard copies of DoI form 

will be made available at APC meetings. 

Further non-responders to be followed up 

through Chair’s letter. Hard copies of the DoI 

form will also be provided at meetings and the 

Chair updated on failure to submit. Non-

responders will be excluded from the decision 

making process until their DoI is completed. 

DoIs to be summarised to register of interests. The APC registers will be included 

and noted at each meeting. Updates to the APC DoIs will be noted every meeting 

using a summary form. Attendees will be required to sign the summary to 

confirm that the details held are correct and to update as necessary. 

Group chair/lead CCG 

to share DoIs with the 

APC support team. 


