
 

 

 
Financial Aid Employee Standards of Conduct and Conflict of Interest Certification 

 
Instructions:  All Financial Aid (FA) employees are to complete this certification, which supplements University Policy C-8, 
Employee Standards of Conduct, annually by August 31st.   New FA employees are to complete within 30 days of employment.  
Distribution: Original to employee’s personnel file.  Copy to employee.  Copy to Financial Aid Director. 
 
 
As a University of Houston-Victoria (UHV)  financial aid employee,  I am expected to always maintain exemplary standards of 
professional conduct in all aspects of carrying out my responsibilities, specifically including all dealings with any entities involved in 
any manner in student financial aid, regardless of whether such entities are involved in a government sponsored, subsidized, or 
regulated activity.  In doing so, I understand I will:  
 

1. Refrain from taking any action for personal benefit. 
2. Refrain from taking any action I believe is contrary to law, regulation, or the best interests of the students and parents I serve. 
3. Ensure that the information I provide is accurate, unbiased, and does not reflect any preference arising from actual or 

potential personal gain. 
4. Be objective in making decisions and advising the Financial Aid Director regarding relationships with any entity involved in 

any aspect of student financial aid. 
5. Refrain from soliciting or accepting anything of other than nominal value, (retail value of not more than $10) from any entity, 

other than an institution of higher education or a governmental entity such as the U.S. Dept of Education, involved in the 
making, holding, consolidating or processing of any student loans, including anything of value (including reimbursement of 
expenses) for serving on an advisory body or as part of a training activity of or sponsored by any such entity. 

6. Avoid all actual or perceived conflicts of interest, promptly disclosing to the university, in such manner as UHV prescribes, 
any involvement with or interest in any entity, including any family1 members attending UHV, UHSCR, or UHSSL involved 
in any aspect of student financial aid. 

 
I further understand that: 
 

1. I cannot award and disburse the same transaction. 
2. I cannot participate in the selection, award, or administration of any scholarship, grant or loan award supported or funded by 

Federal, State or University funds if a real or apparent conflict of interest exists.  I understand that a conflict of interest arises 
when I, my immediate family, partner, or other organization which employs or is about to employ any of these parties, has a 
financial or other interest in my decision.   

3. I cannot manipulate the dates of award of any scholarship, grant or loan that may be perceived as favorable to myself or any 
family member.  

 
Acknowledgement and Certification: 
I understand my responsibilities as stated above and that I have a responsibility to promptly report any real or apparent conflict of 
interest, violations of laws or regulations, fraud, theft or other irregularities to the Director of Financial Aid.  

To my knowledge, there are no actual or potential conflicts of interest where an independent observer might reasonably question my 
actions or decisions were determined or motivated by considerations of personal gain.  I further understand that I may be subject to 
civil fines and disciplinary action up to and including termination and/or prosecution in the event of intentional fraud or other serious 
violation of these standards.  

 
________________________________________ _____________             ________________________________________  
Employee Signature    Date             Financial Aid Director Signature    
 
________________________________________ 
Printed Name 
 
Notes:  

1 Family is defined as the employee’s spouse,  the employee’s or the spouse’s natural and adopted children, grandchildren, and 
great-grandchildren; parents, grandparents, and great-grandparents; brothers, sisters, half brothers, and half sisters; aunts, 
uncles, nieces, nephews, first cousins, and second cousins; and persons married to them  


