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Code of Conduct for Employee

Introduction

1.

Integrity, honesty and fairness are the important values of the Physical Fitness
Association of Hong Kong, China (hereinafter referred to as the "Association").
This Code sets out the basic code of conduct that all staff of the Association must
abide by, as well as the policies on accepting benefits and reporting conflicts of

interest that should be followed when handling the affairs of the Association.

Prevention of Bribery

Prevention of Bribery Ordinance

2.

According to the Prevention of Bribery Ordinance (Chapter 201), any employee
who solicits or accepts any advantage as an inducement or reward for any act or
preferential treatment related to the affairs or business of the principal without
the permission of the employer or principal (i.e. the General Association) shall
be guilty of an offence, and the person who provides the advantage shall also be
guilty of an offence.

According to the Prevention of Bribery Ordinance, any employee who uses a
document containing false information with the intention of defrauding his
employer or principal shall also be guilty of an offence.

[The full text of Section 9 of the Prevention of Bribery Ordinance

and the legal interpretation of “advantage” are attached.]

Accepting Benefits

4.

The Association’s policy prohibits staff from soliciting or accepting any benefits in

a personal capacity from any person or company that has business dealings with

the Association (such as service recipients, suppliers, contractors). However, they

may consider accepting (but not soliciting) the following benefits voluntarily

given by the donor:

a. Promotional or promotional gifts or souvenirs of nominal value only; or

b. Gifts given during traditional festivals or special occasions, but the value
must not exceed $500; or

c. Discounts or other benefits given by any person or company, and the terms
and conditions of use must be the same as those for other general
customers; or

d. Gifts or souvenirs given to staff members representing the Association in

their official capacity.
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Except for gifts referred to in paragraph 4(a) and (b), all staff members are
prohibited from accepting any benefits offered by their subordinates in a

personal capacity.

All gifts or souvenirs referred to in paragraph 4 (d) shall be regarded as gifts to
the Association and staff may only retain such gifts after approval. The recipients
shall report the receipt of gifts to the Association and shall consult the approving
officer on how to deal with such gifts in accordance with the relevant procedures.
If staff wish to receive any other benefits not referred to in paragraph 4, they
shall also apply for approval from the Chairperson of the Executive

Committee/his representative in accordance with the procedures.

If accepting a gift would affect the staff’s objective attitude in handling the
affairs of the organization, or cause them to act in a manner that is detrimental
to the interests of the Association, or if they believe that the giver has such
intentions, or if accepting a gift would be considered as inappropriate, they

should refuse the gift.

Provision of Benefits

7. When performing the affairs of the Association, staff shall not directly or
indirectly provide benefits through a third party to any director, employee or
agent of other companies or institutions, or any public official, in order to
influence the decision of that person or company in its business.

Hospitality

8. According to Section 2 of the Prevention of Bribery Ordinance, “hospitality”

means the provision of food or drink to be consumed on the spot, and any other
entertainment associated with or provided at the same time as such provision.
Although entertainment is generally considered an acceptable business and
social activity, staff should refuse to accept overly lavish or frequent
entertainment from persons with whom the Association has business dealings
(such as clients, suppliers or contractors) or subordinates, so as to avoid owing

them favours.

Records, Accounts and Other Documents

9.

Staff should ensure, to the best of their knowledge, that any records, receipts,
accounts or other documents submitted to the Association reflect the events or

business transactions recorded therein. If staff deliberately use documents
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containing false information to deceive or mislead the Association, they may be
in violation of the Prevention of Bribery Ordinance, regardless of whether they

obtain any gain or advantage.

Complying with the Laws of Other Jurisdictions

10. If staff conduct business for the Association in other jurisdictions, they must

comply with the laws of those jurisdictions, including anti-corruption laws.

Conflict of Interest

11.

12.

Staff should try to avoid any conflict of interest (i.e. personal interests conflicting
with the interests of the Association) or any situation that could be perceived as
a conflict of interest. They should not abuse their position or power in the
Association to pursue personal interests. "Private interests" refers to the
financial and personal interests of the staff and those associated with them,
including their family and relatives, personal friends, clubs and societies to which
they belong, and any person to whom they owe a favour or favor. When an
actual or potential conflict of interest arises, staff should report it to the
Chairperson of the Executive Committee/his representative in accordance with
procedures. If they fail to avoid or report a conflict of interest, they may be

accused of partiality, abuse of power, or even corruption.

Conflicts of interest are not exhaustive. Here are some common examples:

a) A staff member involved in procurement has a close relationship with or
financial interest in one of the suppliers being considered.

b) A staff member responsible for handling hiring or promotion matters is a
family member, relative or personal friend of one of the applicants or staff
members being considered for promotion.

c) A staff member accepts excessive or lavish hospitality from the association's
clients, suppliers or contractors.

d) A full-time or part-time staff member works part-time for a contractor that

he is responsible for supervising.

Use of Association Assets

13.

Staff members who are authorized to manage or use the assets of the
Association (including funds, property, information and intellectual property, etc.)
may only use the assets for the purpose of carrying out the business of the
Association. The Association strictly prohibits staff members from using the

assets of the Association for unauthorized purposes in order to seek personal
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Information Confidentiality

14. All staff members are prohibited from disclosing any confidential information of
the Association to any other person without authorization or misusing any
information of the Association. Staff members who are authorized to access or
manage such information must always take confidentiality measures to prevent
such information from being misused or disclosed without authorization. When
using any personal data, special care must be taken to ensure compliance with
the provisions of the Personal Data (Privacy) Ordinance (Chapter 486) and the

Association's Personal Data Privacy Policy.

Part-time Job Outside

15. Full-time employees who wish to take up part-time work outside the Association,
whether it is a permanent position or a consultancy, must apply for written
approval in advance. The approving officer should consider whether the work
will constitute a conflict of interest with the applicant's position in the
Association. Details shall be handled in accordance with the relevant policies of

the Association.

Relationships with Suppliers, Contractors and Service Recipients

Gambling activities

16. Employees should avoid frequent gambling activities (such as playing mahjong)
with people with whom they have business dealings. If you participate in
gambling games with service objects, suppliers or business partners in social
occasions, you should first determine whether it is appropriate. If the stakes are

too high, you should withdraw.

Loans

17. Employees may not accept loans from, or be assisted in obtaining loans by, any
person or organization that has business dealings with the Association. However,
there are no restrictions on borrowing from licensed banks or financial

institutions.

Code of Conduct
18. All staff of the Association, whether in Hong Kong or elsewhere, are responsible
for understanding and abiding by the contents of the Code of Conduct.

19. Any staff member who violates the Code of Conduct will be subject to
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disciplinary action, and in serious cases, may be terminated from his/her
position. If the Federation suspects that the violation involves corruption or

other criminal offenses, it will report to the Independent Commission Against

Corruption or relevant law enforcement agencies.

20. If you have any questions about this Code, you should consult the Chairperson.

{1

2)

E]]

Appendix

Any agent who, without lawful authority or reasonable excuse, solicits or accepts
any advantage as an inducement to or reward for or otherwise on account of his -

(a} doing or forbearing to do, or having done or forborne to do, any act in
relation to his principal’s affairs or business; or

(b} showing or forbearing to show, or having shown or forborne to show, favour
or disfavour to any person in relation to his principal's affairs or business,

shall be guilty of an offence.
Any person who, without lawful authority or reasonable excuse, offers any

advantage to any agent as an inducement to or reward for or otherwise on account
of the agent’s —

fa) doing or forbearing to do, or having done or forborne to do, any act in
relation to his principal's affairs or business; or

ib) showing or forbearing to show, or having shown or forborne to show, favour
or disfavour to any person in relation to his principal's affairs or business,

shall be guilty of an offence.

Any agent who, with intent to deceive his principal, uses any receipt, account or
other document -

fa} in respect of which the principal is interested; and

(b} which contains any statement which is false or erroneous or defective in any
material particular; and

ich which to his knowledge is intended to mislead the principal,

shall be guilty of an offence.
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(4} If an agent solicits or accepts an advantage with the permission of his principal,
being permission which complies with subsection (5}, neither he nor the person
who offered the advantage shall be guilty of an offence under subsection (1) or (2).

{5}  For the purposes of subsection (4) permission shall -
ia}  be given before the advantage is offered, solicited or accepted; or

Ibj in any case where an advantage has been offered or accepted without prior
permission, be applied for and given as soon as reasonably possible after
such offer or acceptance,

and for such permission to be effective for the purposes of subsection (4), the
principal shall, before giving such permission, have regard to the circumstances in
which it is sought.

Definition of an Advantage (Section 2)
“Advantage” means :

{al  any gift, loan, fee, reward or commission consisting of money or of any valuable
security or of other property or interest in property of any description;

(b} any office, employment or contract;

{cl any payment, release, discharge or liquidation of any loan, obligation or other
liability, whether in whole or in part;

{d}  any other service, or favour (other than entertainment], including protection
from any penalty or disability incurred or apprehended or from any action or
proceedings of a disciplinary, civil or criminal nature, whether or not already
instituted:

(e}  the exercise or forbearance from the exercise of any right or any power or duty;
and

ft  any offer, undertaking or promise, whether conditional or unconditional, of any
advantage within the meaning of any of the preceding paragraphs (al, (b}, (c), (d)
and (e).

but does not include an election donation within the meaning of the Elections
(Corrupt and Illegal Conduct) Ordinance (Cap 554), particulars of which are
included in an election return in accordance with that Ordinance.

Definition of Entertainment (Seclion 2)

The provision of foed or drink, for consumption on the occasion when it is provided,
and of any other entertainment connected with, or provided at the same time as, such
provisions.

Section 19 - Custom not to be a defence
In-any proceedings for an offence under the Ordinance, it shall not be a defence to

show that any such advantage as is mentioned in the Ordinance is customary in any
profession, trade, vocation or calling.
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