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reliability, and fairness in school management and interactions with students and parents. All staff

members must maintain a high level of integrity when handling school affairs to protect the

interests of the school, parents, and students, and to ensure that personal conduct does not harm the

school's reputation.

This guideline aims to outline the school's policy regarding the acceptance of benefits by staff

members in the course of school duties, as well as the relevant expectations for the conduct of staff

members.

A. Prevention of Bribery Ordinance (POBQO)

1.

According to section 9 of the POBO - any school employee who, without the approval
of the Board of Governors, solicits or accepts benefits in connection with their work
is committing an offense. The term "benefit" as defined in the Ordinance (see
Appendix 1) includes money, gifts, loans, expenses, remuneration, positions,
employment, contracts, services, and privileges.

Our school requires all staff to exercise extreme caution when accepting or soliciting
benefits from individuals who have business dealings with the school. The school
strictly prohibits staff from soliciting or accepting benefits from individuals who
intend to bribe or influence any decisions related to the school. The following
outlines our school's policies regarding the above matters:

B. Acceptance of Benefits

1.

3.

In addition to the provisions in this code, staff members are not allowed to accept or
solicit any benefits from individuals who have business dealings with the school (e.g.,
students, parents, colleagues, suppliers, contractors, textbook publishers, or
booksellers).

The school permits staff members to accept (but not solicit) the following benefits:

a. Gifts from students or parents, provided that the value does not exceed HKD
100;

b.  Gifts from students or parents during graduation ceremonies, with a total value
not exceeding HKD 500 each time;

c. Gifts from parents, colleagues, students, or alumni upon retirement or
resignation, with the value of each gift not exceeding HKD 1,000 per person.

[Note: The numbers in parentheses are the amounts recommended by the Education

Bureau for schools to adopt based on actual circumstances.]

If staff members wish to accept benefits that fall outside the above categories, they
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must obtain written approval from the Supervisor/Principal in advance. The
Supervisor, any Board member, or the Principal must also obtain approval from the
Board of Governors to accept benefits. However, if benefits are accepted in a
personal capacity and are not related to school duties (i.e., the giver has no
connection to the school), then there are no restrictions. If there are any doubts, the
best course of action is to consult the Principal/Supervisor.

Staff members must absolutely not accept any benefits offered by individuals in
relation to the following matters, and the Board of Governors will not grant approval
for such:

The appointment or promotion of school staff members;
The admission or advancement of students (registration fees approved by the
Education Bureau are not considered benefits);

c. The conduct of any tests or examinations (approved formal fees are not
considered benefits);

d. Tutoring for students within the school,

e. Nominating teachers or students for training programs or overseas training,
scholarships, or other academic awards;

f.  Nominating students to enroll in other educational institutions or universities;

g. Donations made to individuals rather than the school;

h.  Discounts, commissions, or gifts given to individuals by suppliers or contractors
instead of the school;

i.  Fees given to individuals rather than the school for the use of school premises or
facilities; and

j. Travel benefits provided to school staff members sponsored by suppliers,

contractors, or other individuals who have business dealings with the school.

C. Conflict of Interest

1.

Staff members should avoid engaging in business, investments, or activities that
conflict with the interests of the school. Appendix 2 lists situations that may
constitute a conflict of interest for reference.

"Conflict of interest" refers to situations where the interests of the school conflict
with the interests of the staff member or the following individuals:

Their family members and other relatives;
Their personal friends; and

Any individuals who have conferred benefits upon the staff member, or to
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whom the staff member has obligations.

When staff members are assigned to handle school affairs, if there is an actual
conflict of interest or a situation that appears to be a conflict of interest, they should
report it in writing to the authorized Principal or IMC members, and avoid handling
the relevant matters or act according to the instructions of the Principal or IMC
members.

D. Outside Employment

1.

If staff members wish to undertake any paid work (including part-time work) outside
of the school, they must obtain written approval from the Supervisor/Principal.
Approval will not be granted if the external work may lead to a conflict of interest.

E. Other Matters That May Involve Benefits

1.

Under no circumstances may staff members disclose any confidential information
(including exam questions) without authorization.

Staff members must not misappropriate school property under any circumstances.

Staff members must not alter documents or submit false accounts, as this may lead to
prosecution under the Prevention of Bribery Ordinance.

Staff members or their immediate relatives must not accept or obtain loans through
individuals or organizations that have business dealings with the school (including
suppliers, contractors, and parents). However, this provision does not apply to
general bank loans.

According to the Prevention of Bribery Ordinance, hospitality is not considered a
benefit. However, to avoid any situation that may appear to be a conflict of interest,
staff members should not accept any extravagant or frequent hospitality from
individuals who have business dealings with the school.

Staff members should avoid engaging in gambling activities with individuals who
have business dealings with the school.

F. Violation of the Code

1.

Staff members who violate the above codes established by the school will face
internal disciplinary action (including dismissal), and in certain cases, may be
prosecuted by the authorities under the Prevention of Bribery Ordinance.

To report any suspected misconduct that violates this code, individuals may contact
the Independent Commission Against Corruption (ICAC). The authorities will handle
the matter fairly and the complaint will be kept confidential.
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Appendix 1
""Benefit™ refers to:

a. a. Any gift, loan, fee, remuneration, or commission in the form of money, any securities, or any
other type of property or property interest;

b.  Any position, consulting work, or contract;

c.  The full or partial payment, waiver, release, or settlement of any loan, obligation, or other legal
liability;

d. Any other service or favor (excluding hospitality), including protection from penalties or
disqualification that have been incurred or are expected to be incurred, or protection from
disciplinary, civil, or criminal actions or proceedings, whether such actions or proceedings
have been initiated or not;

e. The exercise or non-exercise of any right, power, or duty; and

f.  The conditional or unconditional provision, promise, or offer of any benefit as referred to in
paragraphs (a), (b), (c), (d), and (e) above, but excluding donations as referred to in Part V of
the Prevention of Bribery Ordinance (Cap. 288), the details of which are included in the
donation declaration submitted by the candidate under section 29(2A) or corrected under

section 29(7A) of that ordinance. -
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Appendix 2
Examples of Conflicts of Interest:

Staff members participate in the review process of textbooks, reference books, or learning
materials that are written or edited by their spouse, family members, relatives, or close
friends, or where the staff member or their close friends have a financial interest in the
aforementioned publishers.

»  Staff members participate in the evaluation and selection of suppliers/contractors, where
one of the bidding companies is operated by their spouse, family members, relatives, or
close friends, or where the staff member or their relatives have a financial interest in the
aforementioned company. Some common examples include:

Selecting textbook suppliers
Selecting school uniform suppliers
Selecting exercise book suppliers
Selecting computer system suppliers
Selecting renovation contractors
Selecting school bus contractors

Selecting snack bar contractors

»  Staff members accept frequent or extravagant hospitality from suppliers/contractors with
business dealings with the school.

»  Staff members conduct admission interviews or decide on the admission of children of
their relatives or close friends during the enrollment process.

»  Staff members serve on recruitment, position allocation, or promotion committees, where
one of the candidates is a family member, relative, or close friend.

» Staff members nominate or select school personnel to attend training courses or go
overseas for training, where one of the nominees/candidates is a family member, relative,
or close friend.

» Staff members refer students to private tutoring centers that have financial interests
associated with themselves, their family, relatives, or close friends.
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