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Code of Practice for Instructors and Officials
Updated on 2.9.2026

All service coordinators, instructors, staff, ambassadors and interns (hereinafter collectively

referred to as "All staff members'') are requested to read and comply with the following rules

carefully before providing services:

1.

10.

All staff members must use their expertise, maintain a good and positive attitude, and provide
quality services.

All staff members must ensure that their relevant instructor certificates and adult CPR certificates
are valid, and handle their renewals according to the Association’s procedures. The Association
has the right to request staff members to present valid documents to verify their identity before
any activities.

All staff members must strive to complete the services entrusted by the Association and perform
the duties assigned by the Association.

All staff members must maintain good communication and support each other when performing
team services (including service coordinators, ambassadors and interns).

All staff members should assist and properly pack up the Association's event materials after the
event is completed to avoid damage and omissions.

After verification and assignment of services by the Association, all staff members shall not be
absent without reason or ask others to take their place without authorization.

If staff member is unable to perform as scheduled, please notify the Association by email or in
writing at least 5 working days before the event for arrangements.

If staff member is unable to perform the service as scheduled due to an emergency or physical
discomfort, please notify the Association or the event coordinator as soon as possible and provide
the Association with a sick leave certificate (if applicable) afterwards.

Except for individual requirements, all staff members must wear the Association's community
service shirts, sports trousers and sports shoes when performing
community services, and keep a clean appearance.

Except for individual requirements, all staff members must arrive at the ‘ '
event venue 30 minutes before the service to prepare. Without the

permission of the Association or the event coordinator, all staff members

will be subject to disciplinary action if they are late, leave early, end the
service time early, or are absent from the service on the day without

reasonable reasons.
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. After arriving at the event venue, please contact the organizer (applicable to event coordinators

and instructors conducting lectures, workshops and sports training classes). Generally, all staff
members should report and sign in with their respective event coordinators.

. Before starting any activity, please check the safety of the venue equipment and materials, and
familiarize yourself with the location of automated external defibrillator (AED) (if available), as
well as the fire exits and emergency exit routes. If staff members find any equipment or materials
that pose a safety risk, report it immediately to the organizer and the Association or the event
coordinator.

. All staff members must serve according to the work positions assigned by the office or be assigned
by the event coordinator according to actual needs. Please follow the instructions and perform the
relevant work so that the event can proceed smoothly.

. If the event requires support from the Association or borrowing materials for teaching purposes,
please inform the community service staff of the Association at least 5 working days before the
event for arrangement (if applicable).

. Please mute or turn down the volume of your mobile phone during the service
period. Unless it is an emergency, please do not use your mobile phone for a
long time (including playing games) during the service period to avoid
affecting your professional image. Please do not promote your personal
business, distribute business cards and personal contact information during
the event. If necessary, please ask the other party to contact the Association
and the Association will make a referral.

. In order to protect personal information, please do not provide the personal information of the
Association’s staff, workers and participants, such as contact numbers, to anyone.

. Please do not distribute or use the handouts, notes, slides and documents provided by the
Association for activities for commercial purposes without the Association's authorization.

. In case of complaints, please refer the other party to contact the Association's community service
staff, or ask the other party to record the incident and leave contact information via email
(info@hkpfa.org.hk) for the Association to follow up and reply. Please do not handle it privately.

. Please do not be greedy to receive any souvenirs or gifts from any activities.

. During the service, please do not take photos or videos without permission, or upload them to
social networking sites or other applications (including but not limited to Facebook, Twitter,

Instagram, etc.) unless you have obtained permission from the Association, the event coordinator,

P(1&0) 2.9.2026



BRI REAR S

21. Please bring your own water and food for emergencies.

the participants and the organizer.

22. If personnel at all levels face any uncooperative or negative participants, please

remain calm, do not argue or reason with the other party, and seek help from the

service coordinator and the on-duty staff of the Association.

Code of Practice for Fitness Instructors
Instructors of the Association should observe the following Code of Practice in order to
demonstrate their professional conduct when interacting with clients, members of the public,

other fitness practitioners, and healthcare professionals.

Fitness Instructors should:
1) Provide safe and effective instruction to clients
2) Be fair to all clients
3) Continuously learn and update relevant knowledge and skills
4) Hold a valid cardiopulmonary resuscitation (CPR) certificate and master first aid
techniques
5) Comply with all relevant laws, including commercial law, labour law and copyright law
6) Enhance public respect and trust in the fitness industry
7) Respect clients' right to privacy
8) Provide more professional fitness, medical and health referral services to clients in need
9) Respect clients' personal dignity and individuality

10) Maintain good personal conduct and lead by example as a role model for clients

23. If, during the period of service, personnel at all levels are found to have acted in violation of the
above Code of Conduct, the Code of Practice for Fitness Instructors, or the Association's aims, or
to have been absent from duty without permission, or to have engaged in conduct that harms the
Association's image or interests, or to have behaved discourteously, the Association shall have the
right to terminate the services of the person concerned with immediate effect for that day without

compensation, and to impose disciplinary action against the instructor involved.

(In case of any disputes, the Association reserves the right of final decision.)
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