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GUIDELINES AND PROCEDURES GRLECTION OF BOARD DIRECTORS AND
APPOINTMENT OF FUNCTIONAL COMMITTEE AND €QPT MEMBERS

REFERENCE MATERIALS

These reference materials contain guidelines and procedures relating to various governance
issues which are recommended best practicesipport the Board of Directors and senior
managementf NSA in applyingthe Codeof Governancelndividual NSA shouldtailor-make
guidelines and procedures that will best suit its own circumstances and specific needs.

11

GUIDELINES AND PROCEDURES ON ELECT ION OF BOARD
DIRECTORS AND APPOINTMENT OF FUNCTIONAL
COMMITTEE AND CO -OPT MEMBERS

Objective: To lay down the basic principles andhouse guidelines for election of Board
Directors and appointment of functional committees andpgtanembers to ensure an open
and transparent governing mechanism.

1. Structure of the Board of Directors

1.1 Due to the diférence in terms of size & scale, type of sport, scope of activities,
resources and funding status, etc., it is understandable that the size of the Board of
Directors of individual NSA varies. Yet, it is common to all that the Board of Directors
should be mperly structured and of appropriate size in order to meet its operational
requirements and execute its function effectively. The number of Board Directors
including both the maximum and minimum number, should be specified. All Board
Directors shall be etted to their positions which shall include a Chairperson, Secretary
and Treasurer.

2. Diversity of the Board Directors

2.1 The Board of Directors should comprise an appropriate balance of Board Directors who
possess the necessary knowledge, skillsandexpereenc et ¢. i n NSAG6s go
at the same time, professionals with a diversity of backgrounds such as financial or
auditing management, skills and experiences relevant to the sports, etc. to take
collective and effective decisions that are conduciietost er i ng NSAGO6s go a
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3.1

4.1

5.1

6.1

Nomination Mechanism

To oversee and arrange all electretated matters, the NSA should establish a
mechanism for the nomination and election of Board Directors, such as:

a) Setting up a Nomination/Election Committee; or

b) Appointing a designated staff from the Secretariat to be responsible for handling
the nomination.

Eligibility for Being Nominated to Election and Re-election

NSA should decide and lay down the requirements and/or conditions whereby members
are eligible forbeing nominated for election and whether Board Directors who
completed their terms are eligible forekection:

a) If a member attempts the election by semination, he/she should be required to
submit his/her personal profile with highlights on theiluént of nomination
criteria; or

b) If a candidate is to be nominated, the number of members required to put forward
a nomination should be specified. Besides, written consent from the nominee
should be obtained in advance.

Eligibility as a Voter

NSA shouldlay down the requirements whereby a member is entitled to vote for a
candidate in the election, such as:

a) Types and validity of membership; or

b) Proxies.

Nomination Procedures

NSA should set up the procedures for the nomination, such as:

a) Members shouldubmit written nominations in a prescribed form as approved by
the Board of Directors to the designated office not less than 14 days or a number
of days as decided by NSA before the time of the holding of the Annual General
Meeting;
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7.1

b) Nomination should statthe post that a candidate will hold. A person may be
nominated for election to more than one office on the condition that if that person
is elected to an office, the nomination of that person to all other offices shall be
void;

c) Nominations received shoule posted on NSAO6s website
and

d) If balloting is required, the ballot lists, which contain the names of candidates, in
alphabetical order, for each vacant office, should be prepared for circulation in
advance.

Election Procedures

Election is to be held at the Annual General Meeting. The election procedures should
be laid down, such as:

a) Eligible member or representative present at the Annual General Meeting shall be
entitled to vote for one of the candidates nominated for eacdnt office by show
of hands or ballot;

b) All cast ballots should be made before the casting deadline after which no further
ballots may be made and all cast ballots should be safeguarded within a double
locked ballot box with keys kept by scrutineer astdff appointed by the NSA
separately;

c) If there is only one nominated candidate to fill a vacant office, the Chairperson of
the Annual General Meeting may declare that candidate is successfully elected to
that vacant office;

d) If there is no nomination tallfa vacant office, the Board of Directors may appoint
any eligible person to fill such vacant office, on the condition that such person
should hold office only until the next following Annual General Meeting;

e) Candidate who receives simple majority ofesin respect of each vacancy should
be elected,

f)  Under balloting, if two or more candidates obtain an equal number of votes for a
position, a second ballot shall take place to see if one of them can obtain the
required number of votes. The Chairperson rdag exercise a casting vote; and

g) Only valid votes cast should be counted towards the calculation of the majority
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7.2  The counting of votes should be conducted in an open manner and immediately after
the balloting deadline. In case this is not practicallehalots should be properly
sealed to prevent tampering. After the counting, the votes should be kept safely for a
reasonable time to facilitate subsequent verification.

8. Scrutineer

8.1 To oversee the entire election process, which incluolgsnot limited o, counting,
handling of invalid ballots, announcement of results, and documentation of any
violations observed during the process, an independent person can be appointed as a
scrutineer.

0. Termination of Appointment as Board Directors

9.1 The appointment of a dard Director may be terminated for the following
circumstances, which includeut not limited to:

a) Becomes bankrupt or makes any arrangeme
creditors generally;

b) Becomes a Mentally Incapacitated Person;

c) Fails to meet theequirement on minimum attendance rate of Board of Directors
meetings without justifiable reasons;

d) Fails to declare his/her interests in a timely manner which results in a significant
loss of the NSA (e.g., reputation, finance, etc.);

e) Involves in activitieghat violate any of the applicable rules, regulations or Codes
of Conduct issued by the NSA, the Sports Federation & Olympic Committee of
Hong Kong, China, and other related organizations; and

f) Is removed from office by an ordinary resolution passed byheesmat a General
Meeting.

10. Company Secretary

10.1 The NSA must appoint a Company Secretary from the date of incorporation in
accordance with Section 474 of the Companies Ordinance (Cap. 622), who can be an
employee of the NSA or an external service provider engaged by the NSA.
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10.2 The Company Secretary is pesisible for supporting the Board of Directors by ensuring
good information flow within the Board and that Board guidelines and procedures are
followed. The Company Secretary is also responsible for advising the Board of
Directors on governance matters afobuld also facilitate induction and professional
development of directors.

11.  Appointment of Functional Committee Member

11.1 All functional committee members should be appointed by the Board of Directors in
the following manner:

a) Board Directors may indicate tinenterests/preferences in serving the functional
committee at a specified number of days before the expiry of previous term of
functi onal commi tteeds member ship;

b) The Board of Directors can also explore and invite any other persons with
appropriate profesonal knowledge/background and/or representatives of
interested parties to serve in the functional committee;

c) A composition pl an wi t h consideration
interest/preference should be drawn up for consideration;

d) The Board of Diretors will review and discuss the composition plan to decide the
appointment/designations of the most suitable persons;

e) Confirmation of the appointment should be recorded;

f) It will be optimal that none of the Committee Members shall be appointed to serve
onmore than one or a specific number of functional committees; and

g) Only members who fulfilled the required attendance rate in the previous term will
be considered for reappointment.

12.  Appointment of Co-opt Members

12.1 Coopt members are appointed for thaepecial skills and knowledge that will
complement the range of skills and expertise of existing Committee Members and assist
with the issues under consideration by the committee. The NSA should lay down the
following information for the cabpt members:

a) Roles and responsibilities
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b) Tenure;

c) Required expertise;

d) Restrictions (e.g., shall not act as the Chairperson of a meeting);

e) Nomination mechanism; and

f)  The proportion of cappt members in a functional committee.
12.2 Co-optmembershallhaveno voting right andshallnot counttowardsthe quorum.
13.  Conflict of Interest

13.1 Board Directors and members of functional committees includiraptanembers shall
declare his/her interest in any matter or issue in which he/she is interested.

Remarks

1 Reviews on the guidelines é@procedures shall be conducted annually and/or updated
upon any change to related rules and regulations.

1 Date of last review and approval given by the Board of Directors should be laid out.

1 The next review date should be laid down.

1 Views orcomments on the guidelines and procedures are welcomed by way of email or
post.




GUIDELINES AND PROCEDURES GBONDUCT OF
BOARD OFDIRECTORS MEETING AND GENERAL MEETING

1.2

GUIDELINES AND PROCEDURESON CONDUCT OF BOARD OF
DIRECTORS MEETING AND GENERAL MEETING

Objective: To lay downthebasicguidelinesandrespectiveproceeding®f Boardof Directors
Meeting and General Marg to ensure an open and transparent governing mechanism.

1.
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2.1

3.1

Board of Directors Meeting

The NSA shall conduct regular Board of Directors Meetings in accordance with
prescribed rules and procedures and as stipulated in the Articles of Association, which
include but not limited to:

a) The Board of Directors should determine the regularity of meeting and whether
specified meeting dates should be set;

b) The Secretary of the meeting should inform all Board Directors of the date, time,
location, and form (e.g., vether virtual attendance is allowed) of the meeting and
call for motions;

c) Motions should be submitted to the Secretary and delivered to the Board of
Directors at a specified number of days before the meeting;

d) The Secretary shall maintain a proper and ateurecord of meeting, decisions
and actions agreed which should be circulated to all attendees for their confirmation;
and

e) Minimum attendance rate required of Board Directors at meetings should be laid
down.

Notice of Board of Directors Meeting

A notice d the meeting together with an agenda should be sent to every Board Director
at a specified number of days before the date of the meeting. In addition, the notice and
agenda of the meeting may al so be posted

Number and Frequency of Boardof Directors Meeting

The Board of Directors should lay down the frequency and/or number of meetings to
be held, e.g., monthly, biannually or as circumstances deem necessary.




GUIDELINES AND PROCEDURES GBONDUCT OF
BOARD OFDIRECTORS MEETING AND GENERAL MEETING

4.1

5.1

6.1

7.1

8.1

9.1

Quorum for Board of Directors Meeting

Thequorumfor Board ofDirectorsmeetingshouldbefixed, i.e., ateastthreeor more
thanhalf of the BoardDirectors,whichevers greaterlf thequorumrequirements not
fulfilled within half an hour after the scheduled meeting time, the meeting should be
cancelled andescheduled by the Chairperson.

Chairperson at Board of Directors Meeting

The Board of Directors Meeting should be chaired by the Chairperson or in his/her
absence by the Vice Chairperson. If none of the above is present within fifteen minutes
after the sheduled meeting time, those who are present may elect a Director among
themselves to chair the meeting.

Voting at the Board of Directors Meeting

Voting on all motions at the Board of Directors Meeting should require a simple
majority of thosepresentindare entitledto vote.All votesshouldbedecidedoy ashow

of handsor ballot. Unlessnoticehasbeengivenprior to the meeting,no motionshould

be discussed without the consent of the Chairperson of the meeting.

Casting Vote of the Chairperson at Board of Directors Meeting

In additionto his/herown vote,the Chairpersorof themeetingshouldhavea secondr
casting vote in case of an equality of votes.

Conflict of Interest

Board Directors should declare his/her interest in any matter in which he/she has
potential/actual conflict of interest. He/she will not vote in respect of any contract or
issues in which he/she has potential/actual conflict of interest or any matteg arisi
thereout.

Annual GeneralMeeting ( A tANGEM O )

The Annual General Meeting should be held at least once in each financial
year/calendar year and the following items will be decided during the meeting:

a) Adoption of the report of the Chairman;

b) Approval and acceptance of the annual
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9.2

10.

10.1

11.

111

12.

12.1

c) Appointment of external auditor;

d) Election of the Board of Directors;

e) Review and amend the Articles of Association and/ctaBy;, etc.; and

f)  Any other applicable matters.

TheMinutesof the AGM shouldbepublishedand madeavailableto the public.
Notice of the AGM

A noticeof themeetingtogethemwith anagenddor themeeting shouldbesentto every
memberat a specifiednumberof daysbeforethe meeting. Thenoticeandagendaf the
meeting can also be posted on NSAG6s websi

a) By hand personally;
b) By hand by leaving it at the registered address of the member;
c) By mail, postage paid, addressed to the member at his/her registered address;

d) By electronic measto the address or number specified by the member to the NSA;
or

e) By any other means authorized in writing by the member concerned
Quorum for the AGM

A quorumfor the AGM shouldbespecified,.e., atleasta specificnumberof members

who areentitledto vote.If therequiredquorumis notfulfilled within half anhourafter

the scheduled meeting time, the meeting will be cancelled and rescheduled by the
Chairperson.

Chairperson at the AGM

The AGM shall be chaired by the Chairperson otis'ther absence by the Vice
Chairperson. If none of the above is present within fifteen minutes after the scheduled
meetingtime, membersvho areentitledto voteshallelectoneof the membergo chair

the meeting.




GUIDELINES AND PROCEDURES GBONDUCT OF
BOARD OFDIRECTORS MEETING AND GENERAL MEETING

13. Extraordinary GeneralMeetings( A tERGEMD

13.1 Ot her than an AGM, an Extraordinary Gen.
whenever it is considered necessary and shall be arranged within a specified number of
days after receiving a written requisition signed by members representing ribatess
a specified percentage of the total voting rights

14. Notice of the EGM

14.1 Similarly,anoticeof themeetingogethemith anagendantheissue(sjo bediscussed,
should besent to every membet aspecified numbeof days before theneeting. The
notice and agenda of the meeting can al so

15.  Quorum for the EGM

15.1 A quorumfor theEGM shouldbespecifiedj.e.,attendancef atleastaspecificnumber
of members who arentitled to vote. Itherequired quorum is ndulfilled within half
anhourafterthescheduledneetingtime, themeetingwill becancellecandrescheduled
by the Chairpersan

16. Chairperson at the EGM

16.1 The EGM shall be chaired by the Chairperson or in his/her absence by the Vice
Chairperson. If none ahe above is present within half an hour after the scheduled
meetingtime, membersvho areentitledto voteshallelectoneof the membergo chair
the meeting

17. Proxies

17.1 A member who is entitled to attend and vote at any General Meeting (including both
the AGM and EGM) may appoint a proxy to attend and vote on his/her behalf. The
appointedoroxy shouldbe aregisterednembemwhoseinformationhasbeenregistered
to theNSA ataspecified numbeof daysbeforethe submissiorof proxy appointment.

17.2 NSA shouldspecifythe numbepf proxiesthata persorcanhold.
17.3 A valid appointmenbf proxyshouldbegivenin writing with thefollowing information:

a) Name and contact information of the member appointing the proxy;

10
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b) Name and ID number of the persappointed to hold a proxy and the meeting in
relation to which that person is appointed; and

c) The notice is signed on behalf of the member appointing the proxy

17.4 The written appointment should be submitted to the Secretariat at a specified number
of days bebre holding the General Meeting.

18.  Verification of Eligibility of Votersin Elections

181 The NSA should verify the eligibility of
membershifstatusagainsthe registerof membersandconductingauthenticitychecks
onappointed proxies before casting of votes

19. Voting at the General Meeting

19.1 A resolutionputto thevoteof the GeneraMeetingshouldbedecidedoy apoll. Unless
notice has been given prior to the General Meeting, no motion should be discussed
without the onsent of the Chairperson of the meeting

20.  CastingVote of the Chairpersonat General Meeting

20.1 In additionto his/herownvote,the Chairpersorof themeetingshouldhavea seconcdr
casting vote in case of an equality of votes.

21. Conflict of Interest

21.1 Board Directors and members of functional committees includingptanembers
shoulddeclarehis/herinterestin anymatterin which he/shenaspotential/actuatonflict
of interest.He/shewill notvotein respecbf anycontractor issuesn which he/shehas
potential/actual conflict of interest or any matter arising thereout.

Remarks

1 Reviews on the guidelines and procedures shall be conducted annually and/or updated
upon any change to related rules and regulations.

1 Date of last review andpproval given by the Board of Directors should be laid out.

T The next review date should be laid down.

11
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T

Views or comments on the guidelines and procedures are welcomed by way of email or
post.

12



CODE OF CONDUCT FOR BOARD DIRECTORS AND COMMITTEE MEMBERS

2.1
CODE OF CONDUCT FOR BOARD DIRECTORS AND
COMMITTEE MEMBERS

This Code of Conduct sets out the basic standard of conduct expected of all Board Directors
and Committee Members the NSA.

1. Introduction

1.1 The NSA s fully committed to the principle of honesty, integrity and fair play in all its
businesses and activities. All Board Directors and Committee Members should ensure
that the businesses of the NSA, which include selecticathdétes, management of
coaches & umpires, administration of membership and general administration such as
procurement, accounting and staff administration, etc., are conducted in an open, fair
and impartial manner. They should bear in mind that the NS&ccountable to all
stakeholders, including the Government, sponsors, and all members.

1.2  Toupholdpublictrustandprotectpublicinterestt is importantfor all BoardDirectors
and Committee Members to familiarize and comply with the standdrehaivioursas
set up in this Code of Conduct. They shall sign the Declaration of Compliance with the
Code of Conductfor Board Directors and CommitteeMembersin Appendix 1 and
submit it to the NSA annually. They should be conversant with the Code airré tail
comply with the Code may result in disciplinary action. In case of suspected corruption
or other criminal offences, a report should be made to the Independent Commission
Against Corruption or the appropriate authorities

1.3  Fordisciplinaryactionsrelatingto misconductpleasereferto Appendix2 Misconduct
and Disciplinary Actions.

2. Provisionsof Prevention of Bribery Ordinance

2.1 Under Section 9 of the Prevention of Bribery Ordinance (POBO, Cap. 201), an agent
who solicitsor acceptsanadvantagén relationto his/herp r i n cbusmes®r@ffairs
without the principal és permission may ¢c
defined in Section 2(1) of POBO and includes almost anything of value, except
entertainmentsuchasmoney gift, commssion,Joan,fee,reward,office, employment,
contract, service or favour as detailedppendix 3

2.2 In this connection, any Board Director and Committee Member commits an offence if
he/shewithoutthepermissiorof theNSA, solicitsor acceptanyadvanageasareward
or inducement for doing any act or showin

13
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3.1

3.2

3.3

Acceptance of Advantages

BoardDirectorsandCommitteeMembersareprohibitedfrom soliciting anyadvantage

from anypersonsr companiefavingbusiness dealingsith the NSA (e.g.,suppliers

and contractors, etc.). Board Directors and Committee Members who wish to accept
any advantage from such persons should, depending on the circumstances of the case,
seek special permission from the Board aEbtors.

Gifts/Souvenirs presented to Board Directors and Committee Members in official
capacity

a) Any gifts/souvenirs offered voluntarily to Board Directors and Committee
Membersn their official capacityareregarded as gifts/souvenisthe NSA. The
NSA should decline the offer if the acceptance would affect the Board Directors
andCommitteeM e mb eobjectivity in conductingtheN S A bBusines®r induce
them to act against the interest of the NSA, or lead to perception or complaints of
bias or impropety;

b) Board Directors and Committee Members should follow the procedures set up in
Appendix 4Afor the disposal of gifts/souvenirs presented to them in their official
capacity and, depending on the circumstances, report the matter to the Board of
Directors and seek instruction by using the formrAppendix 4B and

c) Properrecords of these applications shouldkkeet by theSecretariat showing the
name of the applicant, the occasion of the offer, the nature and estimated value of
the gift/souvenir, and whether permission has been granted for the applicant to
retain the gift/souvenir or other directions have been given tdispesal of the
gift/souvenir.

Sponsorshipsfferedto BoardDirectorsandCommitteeMembersn official capacity

a) Board Directors and Committee Members may be offered sponsorships in their
official capacity by persons/organizations for official purposeh @as attending
local/overseas conferences, conventions and product trial activities, etc. Such
sponsorshipshouldberegardedassponsorshipsfferedto the NSA andshouldbe
referredto the Boardof Directorsfor consideratiorof acceptancegxcept fothose
offered by sports governing bodies (e.g., International Olympic Committee,
OlympicCouncilof Asia,etc.)to theNSA for attendingpfficial meetings/programs.

b) TheBoardof Directorsshouldconsidemwhethertheacceptancef thesponsorship
will benefitthe NSA asawholeandnotbringthe NSA into anydisreputewhether
the NSA will feel obliged to do something in return for the offeror, and whether

14
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theacceptancwill giveriseto anyactualor perceivecconflict of interest(eg.,the
offeroris asupplier/contractobiddingfor theN S A éoatract).If decisionis made

to accept the sponsorship, the NSA should then select a suitable representative to
attend the sponsored activity.

3.4 Advantage®fferedto BoardDirectorsandCommitteeMembersn privatecapacity

a) WhereBoardDirectorsandCommitteeMembersareofferedanadvantagen their
private capacities, they may accept it if the acceptance will not affect the
performance of their duties as Bodddectors/Committee Members of the NSA,;
and they will not feel obliged to do something in return in connection with the
NSA6s business for the offeror. Il f Boar
they would be obliged to reciprocate an advantage byniatuto the offeror a
favour connected with any business of the NSA, they should decline the offer.

b) When Board Directors and Committee Members are in doubt as to whether they
shouldacceptanoffer of advantageit is advisablgor themto applythefi s tnines
t e ‘sahdcconsult with the Board of Directors for advice and instruction.

3.5 Luckydrawprizes

a) When Board Directors and Committee Members are invited as guests to events in
his/herofficial capacity theymaytakepartin lucky drawsandacceptaprizeif its
valueis belowthe amount as approved by tR8A. For any prizexceeding such
value, it should be disposed of in one of the ways as listéppEndix 4A

b) If there are leftovers of lucky draw prizes from an NSA event, consideration can
be given to be used as lucky draw prizes internally among staff, athletes, coaches
and umpires with permission from the Board of Directors.

4. Acceptanceof Entertainment

4.1 Asdefinedin Section2of POBO,ient er t ai norfoedotdink pravifledfor s
immediate consumption on the occasion, and any other entertainment provided at the
same time. Although entertainment is an acceptable form of business and social

Note

L In the sunshine test, the person concerned should ask himself/herself if he/she would be happy to openly
discuss with the general public what he/she is doing. If he/she feels uncomfortable about that, what he/she is
doing is probably conflicting with the ethical standard generally expected by society.

15
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5.1

5.2

6.1

6.2

behaviourandis notanfi a d v a nBoaaddpieectgrsandCommitteeMembersshould

not acceptiavishor frequententertainment fronpersons/organizationgith whomthe

NSA has official dealings (e.g., suppliers or contractors, clubs/persons to which the
NSA may allocate resources or job assignments), in order to avoid embarrassment or
lossof objectivity whenconsideringon giving their views on mattersconcerninghese
persons/organizations.

Offer of Advantage

Board Directors and Committee Members are prohibited from offering advantages to
any director, or staff of any company or organizatifon,the purpose of influencing
such person or company in any dealings, or any public official, whether directly or
indirectly through a third party, when conducting the business of the NSA.

Relevant provisions of POBO including the offences of solicitataccceptance and
offering of advantages are Appendix 5

Conflict of Interest

If a Board Director is in any way (directly or indirectly) interested in a transaction,

arrangement or contract with the NSA tha
businessandthRoar d Di r ect or 6 s BoandtD@actersntist dedaremat er

their interest in accordance with Section 536 of the Companies Ordinance (Cap. 622).
Failureto do somaybesubjectto suspensionr terminationandliableto aLevel 6 fine
as defined in accordance with Section 542 of the Companies Ordinance (Cap. 622).

AiPrivate i nterest o i ncludes bot h t he fi

Directors and Committee Members and those of their connections including:

a) family memkersandotherrelations;

b) personafriends;

Cc) companies or business interests which they hold or own (both in part or in whole);
d) clubs and societies to which they belong; and

e) people to whom they owe a favour or are obligated in any way.

16
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6.3

6.4

Registerof BoardDirectorsandCommitteeM e mb dntesesis

a)

b)

Board Directors and Committee Members have extensive powers over policy and
financial matters. To maintain public confidence in their integrity as well as the
impartiality of their decision, it is important thaely disclose their general interests
upon their appointments as Board Directors and Committee Members;

Board Directors and Committee Members shall, when they first take up the
appointment, register in writing all commercial entities, community organization
nonprofit corporations or charitable programs with which they have a relationship
with, which may have potential conflict with the work of the NSA. The term
Arel ationshipo means any relation with
financial, ©ntractual or fiduciary; and

The registration shall be made using a standard form, a sample of which is at
Appendix 6, which also includes a confidentiality statement. The register is
expected to be updated whenever any relevant change of circumstanass occ
Subject to the approval of the Board of Directors on a-bgsmse basis, the
register may be disclosed to the public in connection with the appointment as Board
Directors and Committee Members.

Declarationof Conflict of Interest

a)

b)

Aconflictofi nt erest situation arises when the
or Committee Member competes or conflic
official duties. Board Directors and Committee Members should avoid using their
official position or ay information made available to them in the course of their

duties to benefit themselves, their relatives or any other persons with whom they
have personal or social ties, or business connections. They should avoid putting
themselves in a position that yniead to an actual or perceived conflict of interest.

Failure to avoid or declare such conflict of interest may give rise to criticism of
favouritism, abuse of authority or even allegations of corruption;

In particular, Board Directors and Committee Memsbenvolved in the
procurement process should declare conflict of interest if they are closely related

to, or have, or will likely be perceived to have, beneficial interest in any company

which is considering submission of quotation/tender to the NSA dreisg
considered for selection as AppendixNSAS6sSs s
provides some examples of conflict of interest scenarios which may be encountered

and should be avoided by Board Directors and Committee Members;
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6.5

6.6

7.1

c) When called upon to dewith matters of the NSA for which there is an actual or
perceived conflict of interest, a written declaration should be mafiggendix 8A
in the first instance to the Chairman of the Board of Directors/Committee
concerned, and to abstain from dealinghwhe matter in question, but to follow
the instruction of the Chairman of the Board of Directors/Committee who may (or
may not) reassign the task to other Board Directors and Committee Members; and

d) All Board Directors and Committee Members are requindd! in the Declaration
of Conflict of Interest form inAppendix 8B before a meeting to declare any
existing/potential conflict of interest in matters under consideration by the Board
of Directors/Committee concerneppendix 9summarizes the actiots be taken
by Chairman, ViceChairman and members of the Board of Directors/Committee
for handling possible conflict of interest scenarios at meetings.

Board Directors and Committee Members should timely declare any existing or
potential conflict of integst before:

a) Being appointed as a team manager of the Hong Kong Representative Team; or

b) Being a member who will be involved in the decismmaking process (e.g.,
involved in the athlete selection process).

When a conflict of interest situation arises, BRbBirectors and Committee Members
should timely disclose any potential conflicts of interest and report it to the Board of
Directors. They should refrain from participating in any discussion or making decisions
related to the declared matter.

Misuse of Official Position

Board Directors and Committee Members who misuse their official position for
personal gains or to favour any person/organization or to benefit their business
connections are liable to disciplinary action by the NSA or even prosecution by the
appropriate authorities. Examples of misuse include a Board Director or Committee
Member responsible for the selection of suppliers asking a supplier to provide
products/services for his/her own personal use at a concessionary price not offered to
other eistomers. Other examples include using an official position to reserve tickets for
popular events for relatives and friends without prior permission of the NSA and
without going through the proper ticket allocation procedures, and unfair allocation of
resaurces (e.g., sports venues) to other parties for personal gain.
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8.1

9.1

10.

10.1

11.

111

12.

12.1

Handling of Confidential or Privileged Information

Board Directors and Committee Members are not allowed to disclose any confidential
or privileged information to anybody without priauthorization by the NSA. Board
Directors and Committee Members who have access to or are in control of such
information should at all times provide adequate safeguards to prevent its abuse or
misuse. Examples of misuse include disclosure of informatioaturn for monetary
rewards, or use of information for personal interest or business benefit. It should also
be noted that unauthorized disclosure of any personal data may result in a breach of the
Personal Data (Privacy) Ordinance.

Use of Funds

BoardDiect or s and Committee Members shalll en

i n a prudent and responsi ble manner to sa

approve funds for any project/activity/expenditure item which falls within the ambit of
the funds and can achieve the purpose of the funds. Board Directors and Committee
Members shall particularly ensure that an open, fair and competitive mechanism is
adopted for the procurement of goods/services and recruitment of staff for the NSA.

Property and Other Resources of the NSA

Board Directors and Committee Members given access to any property or other
resources of or acquired by the NSA (such as sports venues) should ensure that they are
properly used sol ely for t he buginesspos e
Misappropriation or unauthorized use of such property or resources, such as for
personal use or personal gain (e.g., resale or unauthorized leasing), is strictly prohibited.

Records, Accounts and Other Documents

Board Directors and Committee Megrk should ensure, to the best of their knowledge,
that any record, receipt, account or other document they submit to the NSA gives a true
representation of the events or transactions reported in the document. Intentional use of
documents containing falseformation to deceive or mislead the NSA may constitute

an offence under the POBO.

Sponsorship

The NSA is accountable to its sponsors for the use of their sponsorship. Board Directors
and Committee Members should ensure that any sponsorship or spotesarisdused
solely for the purpose for which it is provided. Board Directors and Committee
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Members should also ensure adequate transparency on the use of sponsorship to the
sponsors, and ensure that the NSA can account for the use of their sponsorship.

13. Gambling

13.1 Board Directors and Committee Members should not engage in frequent or excessive
gambling with persons who have business dealings with the NSA as well as among
colleagues, particularly with subordinates. If on social occasions where refusal of
gamblng (provided that the activity is legal) is considered unsociable, the amount of

money invol ved shoul d not be significan
government venues, and locations where activities of the NSA take place is strictly
forbidden.

14.  Compliance with Local Laws in Other Jurisdictions

14.1 Board Directors and Committee Members must comply with all local laws and
regul ations when conducting the NSAOGs bus
when conducting business there.

15.  Anti Manipulation o f Competition
15.1 Board Directors and Committee Members should:

a) Reportimmediatelyany manipulationattemptsand/orothersuspiciousehaviours
(suchasmatchfixing, bribery, bettinganduseof insideinformation)to the Board
of Directors and if sucinvolve corruption and other criminal elements, to ICAC
and other law enforcement agencies;

b) Cooperate with any investigations related to manipulation in sports and provide
any information or evidence requested by the appropriate authorities;

c) Participate ireducation programs/seminars related to-aranipulation in order to
be better equipped for identifying and reporting any suspicious behaviour;

d) Take responsibility for his/her actions and do not engage in any behaviour that
could compromise the integriof the sport. He/she should refrain from any actions
that could make him/her vulnerable to manipulation, such as gambling on sports
events;

e) Notinvolve in any type of competition manipulations, including but not limited to
betting, manipulation or corruptin of sports competitions and use of inside
information, etc.; and
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f) Maintain confidentiality and not disclose any information related to any
investigations on manipulation, unless required by law or authorized by the
appropriate authorities.

16. Handling of Social Media
16.1 Board Directors and Committee Members should:

a) Use social media responsibly and will be held personally liable for any commentary
and/or material deemed to be defamatory, offensive or obscene;

b) Strictly refrain from sharing any pobs source or hint of confidential information
such as team strategies, financial information, or personal information of Board
Directors, Committee Members, staff, athletes, coaches and umpires, etc.;

c) Not engage in cyberbullying, derogatory comments, dsan@nt, offensive and
discriminatory opinion about the NSA, Board Directors, Committee Members,
staff, athletes, coaches or umpires in social media; and

d) Be cautious when endorsing products or services on social media. He/she should
disclose any financialrather interests he/she may have in the product or service
and ensure that the endorsement does not incur any conflict of interest with the
NSA6s policies or values.

17. Prevention of Sexual Harassment

17.1 Board Directors and Committee Members should not engagey forms of sexual
harassment under any circumstances. Examples include unwanted physical contact,
sexual advances, or requests for sexual favour. The NSA will not tolerate any comments
or initiatives that are considered as sexual harassment undethedNs di scr et i o

17.2 Board Directors and Committee Members should avoid

a) Misuse of authority of demanding sexual favours in return for access to resources,
promotion, team selection, etc.; and

b) Hostile environment where unwelcome conduct of a sexual naturevialent.
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17.3 Board Directors and Committee Members should:

Reportto theappropriatdoodyof the NSA immediatelywhennoticingor receiving
a report on harassment and show support and exercise due diligence to ensure the

Refrain from making any comments or engaging in any behaviour that can be
considered sexually suggestive, intimidating, or offensive;

Commit to the act of preventing sexual harassment and any retaliation actions
against any person who reports an incidérsiexual harassment;

Not deny an athlete the right to participate in any event/competition based on the
athlete having made, or being subject of, sexual harassment allegations;

Cooperatavith investigatiorproceduresvhenthe NSA requestslnvestigationrand
disciplinary procedures are prioritized over competitions, matches, and any other

Attend educatiorprograms/seminarglatedto preventionof sexualharassmenn
order to be better equipped for identifying the actions considered as sexual
harasment and understand the severe consequences; and

Committo creatinga safeandrespectfulenvironmenfor everyonanvolved.

Prevention of Discrimination and Other Forms of Harassment

Board Directors and Committee Members should not makecanyments and/or
engage in actions that display discrimination and are intimidating, offensive and
coercing on the basis of age, gender, sexual orientation, religion, occupation, status,
geographic location, income level, ethnicity and nationality.

Board Drectors and Committee Members should understand the term discrimination
and work against it. Discrimination is a legal term referring to treating a person less
favour based on above mentioned factors. There are two types of discrimination

a)
wellbeing of the victim;
b)
c)
d)
e)
events;
f)
9)
18.
18.1
18.2
Note:

2 Other forms oharassment include but not limited to discriminatory harassment, physical harassment,
cyberbullying, retaliation harassment etc.
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a)

b)

DirectDiscriminationoccurswhensomeonaes treatedessfavourablythananother
person because of a protected characteristic; and

Indirect Discrimination occurs when a condition or requirement, which is not

justifiable, is applied to everyone but in practice advers#gcts persons who

possess the aforementioned protected characteristic.

18.3 Board Directors and Committee Members should

a)

b)

d)

Remarks

Commit to foster a culture of respect and accountability within the team or NSA
by promoting positive values and behaviours, such as tedmvairness, and
empathy;

Not engage in any form of harassment. Any actions and/or comments that seek to
harm, intimidate, or coerce will be considered as harassments. Using obscene
language and/or gesture is one of the examples;

Understand thathere will be consequences to the action of discrimination and
harassmeni herewill beinvestigatioranddisciplinaryproceduresvhenincidents

are reported. Board Directors and Committee Members will be required to attend
interviews and answer questiardevant to the incidents;

Be aware of the power dynamics and avoid using official position to exert power
over others; and

Report any incidents of other forms of harassment to the appropriate body of the
NSA immediately to show support and exercise dligethce to ensure the well
being of the victim.

1 Reviews on the guidelines and procedures shall be conducted annually and/or updated
upon any change to related rules and regulations.

1 Date of last review and approval given by the BoarDioéctors should be laid out.

1 The next review date should be laid down.

i Views or comments on the guidelines and procedures are welcomed by way of email or
post.
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Appendix 1

Declaration of Compliance with the Code of Conduct for Board Directors and
Committee Members

| agree to abide by the Code of Conduct for Board Directors and Committee Members of the
NSA and acknowledge that the NSA may take disciplinary action which may include
suspension and termination against me for violation of provision of tde.Co

Signature of the Declaring Member:

Full Name of the Declaring Member:

Date:
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Appendix 2
Misconduct and Disciplinary Actions
Level Examples ofMisconduct Disciplinary action
[Minor] [Example: Using foul language] | [Example: Verbal
Advice/Warning, Written
Warning]

[Serious] [Example: Repeated nen [Example: Reprimad, Severe
attendance at meetings without | Reprimand, Termination of
prior notification and/or Tenure]
reasonable justification]
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Appendix 3
Definition of Advantage under Section 2(1) othe
Prevention of Bribery Ordinance (Cap.201)
AAdvant ageod means:

a) any gift, loan, fee, reward or commission consisting of money, ovaluable security or
of other property or interest of property in any description;

b) any office, employment or contract;

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

d) any other servigeor 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 forbearamérom the exercise of any right or any power or duty; and

f) any offer, undertaking or promise, whether conditional or unconditional, of any advantage

within the meaning of any of the preceding paragraphs), c), d) and e),

but does not include an elemi donation within the meaning of the Elections (Corrupt and
lllegal Conduct) Ordinance (Cap54), particulars of which are included in an election return
in accordance with that Ordinance.
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Appendix 4A

Guidelines for Handling Gifts/SouvenirsPresented to

a Board Director and/or Committee Memberin Official Capacity

All gifts and souvenirs received Board Director/Committee Memban official capacity
should be forwarded to tH&oard of Directors for disposal the following manner:

a)

b)

d)

9)

h)

If the gft/souvenins of perishable nature (e.g., food or drink), it may be shared among the
office or during an activity organized by the NSA with approval from [Chairman/Vice
Chairman of the Board of Directors].

If the gift/souvenir is of historical or otherterest, it may be sent to the NSA Archive with
approval from [Chairman/Vie€hairman of the Board of Directors].

If the gift/souvenir is a useful item, it may be retained and used by the NSA, or donated to
another charitable organization with approvalnir¢gChairman/ViceChairman of the
Board of Directors].

If the gift/souvenir is suitable for display (e.g., a painting, vase, etc.), it may be retained
for display at appropriate locations dhe NSA with approval from [Chairman/Vice
Chairman of the Board d@irectors].

If the gift/souvenir has a value beldthe amount as approved by the NSAIt is not
suitable for sharing, archiving or display, it may be retained by the recipient with approval
from [Chairman/ViceChairman of the Board of Directors].

If the gift/souvenir is a personal item having a value of ajtve amount as approved by
the NSA, the Boardf Directorsshall decide whether the ggbuvenirshould be retained
by the recipient or returned to the offeror.

If the gift/souvenir is not a persal item and has a value of abgtlee amount as approved

by the NSA, but is not suitable for sharing, archiving or display, it may be reserved as a
lucky draw prizdan functiorns organized by the NSwith approval from [Chairman/Vice
Chairman of the Boardf Directors].

If the gift/souvenir is of little or nominal value and is distributed to all participants in public
activities, such as a ball pen, file folder or key clasp, etc., it may be retained by the recipient.
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Appendix 4B

Report of Gifts/Souvenirs Received

Part AT To be completed by Receiving Board Director/Committee Member
To: [Chairman of the Board of Directors]

Description of Offeror:

Name and title of Offeror:
Company:
Relationshipbusiness/personal):

Occasion on which the gift/souvel
was/is to be received:

Description of the gifsouvenir

Estimated value of the gift/ ¥ , Yoy
souvenir: I below HKS$[fkX] Il HKS

Suggested Method of Disposal: Remark
() Retain by the Recipient

() Retain for Display as a Souvenir in the Office

()  Share among the Office

() Reserve as Lucky Draw Prize at a Staff Function
() Donate to another Charitable Organization

() Return to Offeror

() Others(please specify) :

Name of Receivinggoard Director/Committee
Member

Title:
Date

Part B1 To be completed by Chairman of the Board of Directors
The recommended method of disposahigproved/not approved.
*The gift/souveni(s) concerned should be disposed of by way of:

Chairman of the Board of Directors
Full Name:
Date:

* Please delete as appropriate
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Appendix 5

Relevant Provisions on offences olicitation, acceptance and offering of advantages
under the Prevention of Bribery Ordinance (Cap.201)

Section 9 Corrupt transaction with agents

1. Any agent who, without lawful authority or reasonable excuse, solicits or accepts any
advantage as an inderment 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 dés affairs or business; or

(b) showing or forbearing to show, or having shown or forborne to skewour or
disfavourt o any per son i n safmilsartbusioess,t o hi s pri-r

shall be guilty of an offence.

2. Any person, who, without lawful authority or reasonable excuse, offers any advantage to
any agent as an inducement to or rieward fo

(a) doing or forbearing to dar 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 sfewour or
disfavourt o any person in relation to his prirt

shall be guilty of an offence.

3. Any agent who, with intent to deceive his principal, uses any receipt, account or other
documeni

(@) in respect of which the principal is interested; and

(b) which contains any statement which is false or erroneous or defecting material
particular; and

(c) 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 subsectiomBither he nor the person who offered the
advantage shall be guilty of an offence under subsection 1 or 2.

For the purposes of subsection 4 permission shall
(a) be given before the advantage is offered, solicited or accepted; or

(b) in any case where an advage 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 givirg such permission, have regard to the circumstances in which it is sought.
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Appendix 6

Confidentiality Statement and Registration of Interests
To: The Board of Directors of NSA
1. Confidentiality Statement

During the time that | serve on the NSA, or anyitsf functional committee or panel
(collectively ACommitteeo), I realize that |
be confidential and/or proprietary. Such information relates to submitted proposals, criteria or
decisions made with regatd the business and activities of the NSA.

Since confidential and proprietary information is crucial to the operation of the NSA, and
becausehe NSA in someinstance$asthe obligationto protectsuchinformation, | agree that

| will not use, publish odisclose such information during or subsequentygarticipation on

the NSA and its Committee and that | will preserve the restricted nature of this information
except to the extent that it becomes publicly available, or is otherwise lawfully obtais&teo

the scope of this agreement from ttpedties.

2. Registration of Interests

Additionally, as @oardDirector orCommittee Membeof the NSA, | realize that | have the dual
obligation to disclose my personal interests upon my appointment and taceplict of interest
situations as and when they arise.

Below, | havelistedall commerciakentities,communityorganizationsnonprofit corporations

or charitable programs with which | have a relationship with, which may have potential conflict
withthewor k of the NSA or any Committee(s). The
with a person or organization, whether personal, financial, contractual or fiduciary.

| understand that thaterestd disclose shall b&eptin a register ointerestsand, subject to the
approval of the Board of Directors on a chgecase basis, may be disclosed to the public in
connection with the appointment aBaardDirector or Committedember
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a) Proprietorships, partnerships or directorships of companies public, private
or limited by guarantee

b) Remuneratedemployments, officestrades, professions or vocations (e.g.,
consultant/independentcontractor, etc.)

c) Ownership of (shareholdingsin) companiespublic, private or limited by
guarantee (representingl% or more of the total voting rights of members)

d) Non-remunerated/Volunteer assignments (e.g., committee
membership/honorary posts, etc.)

e) Membership of clubs/societies

f)  Other declarable interests (e.g., a significant donation/sponsorship,

spouse/close relatives/friends holding positions of responsibility the NSA,
etc.)
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Declaration

| hereby certify that | have read, understood and undertaken to obsergenaply with the
terms of the NSAO6s policies as described
information and registration of interests, and that the information given in this statement is
complete and accurate to the best of my knowledgethduundertake that | will immediately
inform the NSA of any relevant change of circumstances.

Signature:

Full Name:

Post held:

Date:
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Appendix 7
Examples of Conflict of Interest Scenarios

a) A Board Directoror Committee Member takes part in the selection of suppliers or
contractors, and one of the bidders under consideration is owned by or under the control
of his/her relative or close personal friend.

b) A Board Directoror Committee Member has a financial intgren a company which is
being considered for selection as the NSAD
supplier.

c) A Board Directoror Committee Member acquires dealership of goods or services on
insider knowledge that such goods or servicesdaing considered for procurement by the
NSA.

d) A Board Directoror Committee Member or his/her relative or close personal friend has
financial interests in a supplier whose goods or services are being selected through an
intermediary (e.g., a publicity agt) appointed by the NSA.

e) A Board Directoror Committee Member selects a venue where his/her relative or close
personal friend has ownership or management responsibility.

f) A Board Directoror Committee Member accepts frequent or lavish entertainment or
exensive gifts from the NSA6s suppliers or

g) A Board Directoror Committee Member hires a relative as staff, or is considering the
promotion of such a person.

h) A Board Directoror Committee Member nominates a relativeCasnmitteeMember.

i) A Board Drector or Committee Member vets applications for program sponsorship
submitted by a Community Club of which he/she is alSommitteeMember.

]) A Board Directoror Committee Member responsible for controlling the allocation of
venue rented by the NSA, atlates prime time slots to a training school or a club operated
by himself/herself or a relative.

k) A Board Directoror Committee Member responsible for selling tickets of a popular
program reserves tickets for his/her relatives or personal friends withronispen.
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Appendix 8A
[Name of the NSA]

Declaration of Conflict of Interest by Board Directors/Committee Members (Outside of
Meetings)

Name of Committee:

Chairman:

Subject:

Part A 7 Declaration (To be completed by Declaring Member)
To: Chairman of the Board of Directé@ommittee

| would like to report the following existing/potential conflict of interest situation(s) arising
during the discharge of my official duties:

Person(s)/organization(s) with whom/which | have officiatlealings and/or private
interest

My relationship with the person(s)/organization(s) (e.g. relative)

My contact with the person(s)brganization(s)

(Please state the frequency of contact and the usual occasions of contact, etc.)

Relationship of the person(syrganization(s) with the NSA (e.g. supplier)
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Brief description of my duties which involved the person(s@frganization(s)

(e.g. handling of tender exercise)

File reference, if any, of the mentioned duties

| confirm that | fully understand that my right to handle the matter as described above and to
access to any information in relation to it may be withheld.

Signature of Declaring Member:

Full Name:

Date:
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Part B 1 Acknowledgement
(To be completed by the Chairmani the Board of Director€Committeg

To: Declaring Member
Acknowledgement of Declaration
Part B(i)i In respect of the declaration in Part A of this form, it has been decided that:

The declaration as described in Part Aaged. You are allowed to continue handling the
work as described in Part A, provided that there is no change in the information declared
above.

You are restricted in the work as described in Part A (e.g. prohibit from handling the
specific part/duty thatyou have conflict, withdraw from discussion on a specific
issue/case).

Details:

You may continue to handle the work as described in Part A, but an independent Member
would be recruited to participate in, oversee or review part or all afebisionmaking
process (e.g. task another Member with the required expertise to provide objective
assessment on the matter).

Details:

You are relieved of your duty as described in Part A, which will be taken up by another
Member throughiedeployment.

Details:
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Others (please specify) (e.g. you should not contact the person(s)/organization(s)
concerned until the conflict situation described in Part A no longer exists):

Details:

Part B(ii)1 The justification(s) for theneasure(s) as described in Part B(i) above is/are: (Factors
of consideration including the materiality of the conflict, link between the conflict and the
matter in question, and any possible negative public perception over the conflict/incident.)

In all cases, please be reminded that you should not disclose any privileged/internal
information of the subject matter to the personfgjnizatiolis) concerned and should further
report if there are changes in circumstances necessitating reporting

Sigmature of Chairman of the Boarc
of DirectorgCommittee

Full Name:

Date:
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Part C 7 Keeping of Records
(To be completed by the Declaring Member)

To: Chairman of the Board of Directé@ommittee
Acknowledgement of Decision

| noted the decision iRart B. The completed form is for your retention please.

Signature of Declaring Member:

Full Name:

Date:
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Appendix 8B

Decl aration of Conflict of |l nterest

Name of Meeting:

Chairman:

Date of Meeting:

Part A - Declaration (To be completed by Declaring Member)
To: Chairman of the Board of Directé@ommittee
With reference to the agenda items for the abmeationed Meeting,

| solemnly declare that | do not have any existing/potential conflict of interasyimatter
to be discussed at the Meeting.

| would like to report the following existing/potential conflict of interest situation(s):

Person(s)/organization(s) with whom/which | have official dealings and/or private
interest

My relationship with the person(s)/organization(s) (e.qg. relative)

My contact with the person(s)/organization(s)

(Please state the frequency of contact and the usual occasions of contact, etc.)

Relationship of the person(s)/organization(s) with the NSA (e.gupplier)
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Brief description of my duties which involved the person(s)/organization(s)

(e.g. handling of tender exercise)

File reference, if any, of the mentioned duties

| confirm that | fully understand that my right to attend the Meetingp&ak and vote thereat,
and to access to any information in relation to the matter as described above may be withheld.

| will avoid any possible conflict of interest at the Meeting to the best of my knowledge.

Signature of Declaring Member:

Full Name:

Date:
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Part B 1 Acknowledgement
(To be completed by the Chairman of the Board of Direct@smmitte¢

To: [Declaring Member]
Acknowledgement of Declaration
Part B(i)i In respect of the declaration in Part A of this form, it has loleerded that:

You may continue to speak and vote on the matter as described in Part A (agenda item no.
), provided that there is no change in the information declared above.

You may continue to speak but should not vote on the matter as described i(dgearda
item no.), provided that there is no change in the information declared above.

Details:

You may remain in the Meeting as an observer on the matter as described in Part A (agenda
item no.), provided that there is no change in the information declared above.

Details:

You should withdraw from the Meeting during the discussion of the matter as described
in Part A (agenda item ng. and immediately return to the secretary any relevant
documents sent to you earlier.

Details:

Others (please specify) (e.g. you should not contact the person(s)/organization(s)
concerned until the conflict situation described in Part A no loaxgets):

Details:
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Part B(ii) i The justification(s) for the measure(s) as described in Part B(i) above is/are:
(Factors of consideration including the materiality of the conflict, link between the conflict and
the matter in question, and apgssible negative public perception over the conflict/incident.)

Signature of Chairman of the Board of
DirectorgCommittee

Full Name:

Date:
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Part C 7 Keeping of Records
(To be completed by the Declaring Member)

To: Chairman of th8oard of Director&ommittee
Acknowledgement of Decision

| noted the decision in Part B. The completed form is for your retention please.

Signature of Declaring Member:

Full Name:

Date:
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Appendix 9

[Name of the NSA]
Handling PossibleConflict of Interest Scenarios at Meetings

If a member (including the Chairman) has any direct personal or pecuntengstin
any matter under consideration by the Board of Directors/Committéshemeust, as
soon as practicable after/Bbehas becomaware of it, disclose it in the declaration
form and send it to thBecretary.

The Secretary will forward the declaration form to the Chairman (or theGheérman

if the Chairman has declared an interest in the matter/or temporary chair in the meeting
if both the Chairman and Vigghairman have declared an interest in the matter) prior

to the discussion of the item.

The Chairman (or the Board of Directors) shall decide whethenémeber disclosing
an interest may speak or vote on the matter, may remé#ie meeting as an observer,
or should withdraw from the meeting.

If the Chairman declares an interest in a matter under consideration, his/her
chairmanship may be temporarily taken over by the dbairman or amember
appointed by a majority of votekthe ViceChairman is not available.

If, during a meeting, anember declares an interest in a matter for which both the
Chairman and the Vie€hairman have declared an interest, the temporary chair shall
decide on how to handle the conflict of interest.

Where a member is in receipt of a paper for discussion whishdienows presents a
direct conflict of interest, eheshould immediately inform the Secretary by means of
the declaration form and refrain from reading the paper until a ruling has been made

All cases of declaration of interests, including the related deliberations and rulings, shall
be recorded in the minutes of meeting.

The table on the following page illustrates some common conflict of interest scenarios
and ways to handle them. In theeavthat conflict of interest scenarios other than those
mentioned are declared, the Chairman (or the-Gkairman) shall decide on how to
handle them at their discretion.
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Conflict of Interest Scenarios

Action to be taken depending on the post of the
Declaring Member

Vice-Chairman or

Chairman Member
Pecuniary interests in a matter un¢ a) Should pass the d) Shouldwithdraw
consideration by the Board ¢ chairmanship to the from the meeting
Directors, held by either thmember Vice-Chairmar e) Should return any
or higherclose relative/friend b) Shouldwithdraw relevant meeting
(e.g, amember 6s rel from the meeting papers
Director of a company bidding fo c) Should return any
theN S Aseryice contract) relevant meeting
papers
Directorship  (whether paid g f) Should pass the 1) May remain in the
unpaid), partnership, advisory chairmanship to the Meeting as an
client relationship, employment ¢ Vice-Chairmari observer on the
other _S|gr.1|f|cant c_onnephon with & g) May remain in the matter
organization, which is connecte Meeting as an i) May speak in the
Wlth,.OI’ thgsubject of, a matter unde observer on the capacity of
Eqn5|derat|on by the Board ¢ matter representative of the
irectors At

. | h) May speak in the organizatioronly*
(e.g., amember provides legal advig capacity of
to an NSA applying for membersh representative of the
upgrade) organizatioronly*
Family relationship / close| k) Should pass the m) May remain in the

friendship with acandidate under
consideration by the Board of
Directors

(e.g., one of thathletesunder
consideration for selectioim a multi-
sports Games thedaughterof a
me mb eclosifsend)

chairmanship to the
Vice-Chairmar

May remain irnthe
Meeting as an
observer on the
matter

Meeting as an
observer on the
matter
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Any interest likely to lead ar
objective observer to believe that t
me mber 6s advice

motivated by personal interest rath
than a duty tgive impartial advice

(e.g,a me mber 0 s recsieD
preferential treatmentrom a sports

associatiorapplyingfor membership
of theNSA)

n) To be determined

by the Vice
Chairman (or
temporary Chair if
the ViceChairman
has also declared at
interest in the
matter)

0) To be determined

by the Vice
Chairman if the
Chairman has
declared an interest
in the matter/or
temporary Chair if
both the Chairman
and ViceChairman
have declared an
interest in the
matter)

# Or a member appointed byrejority of votes if the Vice&Chairman is not available.

* For mattersnvolving theinterestf more than one organization (e.g., allocation of
resources, selection of athletesakepartin aninternationakvent),if amemberis allowed
to speakatthemeetingin the capacityof a representative of an organization, the Board of

Directors/Committee should invite representatives from all organizations concerned to attend

the meeting for that particular agenda item or to make written submissionBioattteof
Directors/Committee before the meeting for considerati@ppropriate.

47



CODE OF CONDUCT FORBSTAFF

22
CODE OF CONDUCT FOR STAFF

This Code of Conduct sets out the basicdaath of conduct expected of all staff irrespective
of their terms of employment, i.e., including all ftilhe, shortterm contract, paitime,
temporary staff and volunteers of the NSA.

1. Introduction

1.1 The NSA is fully committed to the principle of honeshtegrity and fair play in all its
businesses and activities. All staff should ensure that the businesses of the NSA, such
as procurement of sports and office equipment, outsourcing of staff and services for
NSA activities, processing of application andes@on of athletes and allocation of
resources, are conducted in an open, fair and impartial manner. They should bear in
mind that the NSA is accountable to all stakeholders, including the Government,
sponsors, and all members

1.2  All staff are automaticallypound by and required to comply with all rules written under
this Code. Accordingly, they are deemed to have agreed that it is their personal
responsibility to familiarize and comply with all the requirements written, in particular,
what behaviours constite as contraventions/offences under the Code. They should
sign the Declaration of Compliance with the Code of Conduct for Stafppendix 1
and submit it to the NSA annually. They should be conversant with the Code and failure
to comply with the Code may result in disciplinary action. In cases of suspected
corruption or other criminal offences, a report should be made to the Independent
Commssion Against Corruption or the appropriate authorities.

1.3  Fordisciplinaryactionsrelatingto misconductpleasereferto Appendix2 Misconduct
and Disciplinary Actions.

2. Provisionsof Prevention of Bribery Ordinance

2.1  Under Section 9 of thBrevention of Bribery Ordinance (POBO, Cap. 201), an agent
who solicitsor acceptsanadvantagén relationto his/herp r i n cbusmes®r@fiairs
without the principal 6s permission may C (
defined in Section 2(1) of POBO and includes almost anything of value, except
entertainmentsuchasmoney gift, commission|oan,fee,reward,office, employment,
contract, service or favour as detailedppendix 3
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2.2

3.1

3.2

3.3

In this connection, any staff commits an offenthe/she, without the permission of
NSA, solicits or accepts any advantage as a reward or inducement for doing any act or
showing favour in relation to the NSAOGs b

Acceptance of Advantages

All staff are prohibited from soliciting any advantagenh any persons or companies
having business dealings with the NSA (e.g., suppliers, contractors and members, etc.).
Staff who wish to accept any advantage from such persons should, depending on the
circumstances of the case, seek special permission fienddsignated approving
authority of the NSA.

Gifts/Souvenirs presented to staff in official capacity

a) Any gifts/souvenirs offered voluntarily to staff in their official capacity are
regarded as gifts/souvenirs to the NSA. The NSA should decline the fotifier i
acceptance would affect the staffds obj
induce them to act against the interest of the NSA, or lead to perception or
complaints of bias or impropriety;

b) Staff should follow the procedures set upAppendix 4Afor the disposal of
gifts/souvenirs presented to them in their official capacity and, depending on the
circumstances, report the matter to the designated approving authority of the NSA
and seek instruction by using the formAppendix 4B and

c) Proper recads of these applications should be kept by the Secretariat showing the
name of the applicant, the occasion of the offer, the nature and estimated value of
the gift/souvenir, and whether permission has been granted for the applicant to
retain the gift/sousnir or other directions have been given to the disposal of the
gift/souvenir.

Sponsorships offered to staff in official capacity

a) Staff may be offered sponsorships in their official capacity by
persons/organizations for official purposes such as attenidiog/overseas
conferences, conventions and product trial activities, etc. Such sponsorships should
be regarded as sponsorships offered to the NSA and referred to the designated
approving authority for consideration of acceptance, except for those offered
sports governing bodies (e.g., International Olympic Committee, Olympic Council
of Asia, etc.) to the NSA for attending official meetings/programs.
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b) The designated approving authority should consider whether the acceptance of the
sponsorship will benefithe NSA as a whole and not bring the NSA into any
disrepute, whether the NSA will feel obliged to do something in return for the
offeror, and whether the acceptance will give rise to any actual or perceived conflict
of interest (e.g., the offerorisagup i er / contractor bidding f
If decision is made to accept the sponsorship, the NSA should then select a suitable
staff to attend the sponsored activity.

3.4 Advantage®fferedto staffin privatecapacity

a) Where a staff is offered atvantage in his/her private capacity, he/she may accept
it if the acceptance will not affect the performance of his/her duties as a staff; and
he/ she will not feel obliged to do some:
business for the offeror. # staff feels that he/she would be obliged to reciprocate
an advantage by returning to the offeror a favour connected with any business of
the NSA, he/she should decline the offer.

b) Whena staffis in doubt as to whethdre/sheshouldacceptan offer of advantage,
it is advisablefor him/herto applythefi s u n s h i amdeconsuitie designated
approving authorityor advice and instruction

3.5  Luckydrawprizes

a) When a staff is invited as a guest to events in his/her official capacity, he/she may
take pat in lucky draws and accept a prize if its value is below the amount as
approved by the NSA. For any prize exceeding such value, it should be disposed
of in one of the ways as listedAppendix 4A

b) If there are leftovers of lucky draw prizes from [M8A event, consideration can
be given to be used as lucky draw prizes internally among staff, athletes, coaches
and umpires with permission from the designated approving authority

Note

L In the sunshine test, the person concerned should ask himself/herself if he/she would be happy to openly
discuss with the general public what he/she is doing. If he/she feels uncomfortable about that, what he/she is
doing is probably conflicting with the et standard generally expected by society.
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4.1

5.1

5.2

6.1

6.2

Acceptanceof Entertainment

As defined in Section Refoér POBO®O,f dedterta
immediate consumption on the occasion, and any other entertainment provided at the
same time. Although entertainment is an acceptable form of business and social
behaviour and is not a not aceept Vagsh orafrgaeient, t he
entertainment from persons/organizations with whom the NSA has official dealings

(e.g., suppliers or contractors, clubs/persons to which the NSA may allocate resources

or job assignments) to avoid placing themselves in a posifiobligation to the offeror.

Offer of Advantage

Staff are prohibited from offering advantages to any director, or staff of any company
or organization, for the purpose of influencing such person or company in any dealings,
or any public official, wheter directly or indirectly through a third party, when
conducting the business of the NSA.

Relevant provisions of POBO including the offences of solicitation, acceptance and
offering of advantages are Appendix 5

Conflict of Interest

APri vat ecludes bothithe finandial and personal interests of the staff and those
of their connections including

a) family membersandotherrelations;

b) personafriends;

C) companies or business interests which they hold or own (both in part or in whole);
d) clubs andsocieties to which they belong; and

e) people to whom they owe a favour or are obligated in any way.

Declarationof Conflict of Interest

a A conflict of interest situation ari ses
or conflicts with the interestafh e NSA or oneds offici al d
using their position or any information made available to them in the course of their
duties to benefit themselves, their relatives or any other persons with whom they
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6.3

6.4

7.1

have personal or social ties, orsiness connections. They should avoid putting
themselves in a position that may lead to an actual or perceived conflict of interest.
Failure to avoid or declare such conflict of interest may give rise to criticism of
favouritism, abuse of authority or evallegations of corruptign

b) In particular, staff involved in the procurement process should declare conflict of
interest if they are closely related to, or have, or will likely be perceived tq have
beneficial interest in any company which is consideringonsission of
guotation/tender to the NSA or i's bei
supplier of goods or serviceAppendix 6provides some examples of conflict of
interest scenarios which may be encountered and should be avoided by staff; and

c) Whencalled upon to deal with matters of the NSA for which there is an actual or
perceived conflict of interest, a written declaration should be maélppandix 7
in the first instance to the Secretary of Board of Directors/Department Head and to
abstain frondealing with the matter in question, but to follow the instruction of the
Secretary of Board of Directors/Department Head who may (or mayeraslign
the task to other staff

Staff should timely declare any existing or potential conflict of interesireef
a) Being appointed as an official of the Hong Kong Representative Team; or

b) Being a member who will be involved in the decismmaking process (e.g.,
involved in the athlete selection process).

When a conflict of interest situation arises, staff shomietlly disclose any potential
conflicts of interest and report it to the NSA and refrain from participating in any
discussion or making decisions related to the declared matter

Misuse of Official Position

Staff who misuse their official position for persbngains or to favour any
person/organization or to benefit their business connections are liable to disciplinary
action by the NSA or even prosecution by the appropriate authorities. Examples of
misuse include a staff responsible for the selection oflguppasking a supplier to
provide products/services for his/her own personal use at a concessionary price not
offered to other customers. Other examples include using a staff position to reserve
tickets for popular events for relatives and friends witlpoiar permission of the NSA

and without going through the proper ticket allocation procedures, and unfair allocation
of resources (e.g., sports venues) to other parties for personal gain
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8.1

9.1

10.

10.1

11.

111

12.

12.1

Handling of Confidential or Privileged Information

Staff are notllowed to disclose any confidential or privileged information to anybody
without prior authorization by the NSA. Staff who have access to or are in control of
such information should at all times provide adequate safeguards to prevent its abuse
or misuseExamples of misuse include disclosure of information in return for monetary
rewards, or use of information for personal interest or business benefit. It should also
be noted that unauthorized disclosure of any personal data may result in a breach of the
Personal Data (Privacy) Ordinance.

Property and Other Resources of the NSA

Staff given access to any property or other resources of or acquired by the NSA (such

as sports venues) should ensure that they are properly used solely for the purpose of
conducting the NSAG6sSs business. Misappropr
or resources, such as for personal use or personal gain (e.g., resale or unauthorized
leasing), is strictly prohibited

Records, Accounts and Other Documeirst

Staff shouldensure, to the best of their knowledge, that any record, receipt, account or
other document they submit to the NSA gives a true representation of the events or
transactions reported in the document. Intentional use of documents containing false
informationto deceive or mislead the NSA may constitute an offence under the POBO.

Sponsorship

The NSA is accountable to its sponsors for the use of their sponsorship. Staff should
ensure that any sponsorship or sponsored item is used solely for the purposelor whic
it is provided. Staff should also ensure adequate transparency on the use of sponsorship
to the sponsors and ensure that the NSA can account for the use of their sponsorship.

Gambling

Staff should not engage in frequent or excessive gambling with perdandave

business dealings with the NSA as well as among colleagues, particularly with
subordinates. If on social occasions where refusal of gambling (provided that the
activity is legal) is considered unsociable, the amount of money involved shoulel not b
significant. Gambling in the NSAG6s premis
activities of the NSA take place is strictly forbidden.
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13.

13.1

14.

14.1

15.

15.1

Compliance with Local Laws in Other Jurisdictions

Staff must comply with all local laws and regulations when condu ng t he
business, and also those in other jurisdictions, when conducting business there.

Anti Manipulation of Competition

Staff should:

a) Reportimmediatelyany manipulationattemptsand/orothersuspiciousehaviours
(such as matckixing, bribery, betting and use of inside information) to the NSA

andif suchinvolve corruptionandothercriminal elementsto ICAC andotherlaw
enforcement agencies;

b) Cooperate with any investigations related to manipulation in sports and provide

anyinformationor evidenceequestedby the NSA andtheappropriateauthorities;

c) Participatan educatiorprograms/seminarglatedto antrmanipulationin orderto
be better equipped for identifying and reporting any suspicious behaviour;

d) Take responsibilityfor his/her actions and do not engage in any behaviour that

couldcompromisdheintegrity of thesport.He/sheshouldrefrainfrom anyactions

that could make him/her vulnerable to manipulation, such as gambling on sports

events;

e) Notinvolvein anytypeof competitionmanipulationsincludingbut not limited to

betting, manipulation or corruption of sports competitions and use of inside

information, etc.; and

f) Maintain confidentiality and not disclose any information related to any

investigations on manipation, unless required by law or authorized by the
appropriate authorities.

Handling of Social Media

Staff should:

a) Use social media responsibly, and will be held personally liable for any

commentary and/or material deemed to be defamatory, offensivecered

54

NS/



CODE OF CONDUCT FORBSTAFF

16.

16.1

16.2

16.3

b) Strictly refrainfrom sharinganypossiblesourceor hint of confidentialinformation
such as team strategies, financial information, or personal information of Board
Directors, Committee Members, staff, athletes, coaches and umpires, etc.;

c) Not engae in cyberbullying, derogatory comments, harassment, offensive and
discriminatory opinion about the NSA, Board Directors, Committee Members,
staff, athletes, coaches or umpires in social media; and

d) Be cautious when endorsing products or services on sueidik. He/she should
disclose any financial or other interests he/she may have in the product or service
and ensure that the endorsement does not incur any conflict of interest with the
NSA6s policies or values.

Prevention of Sexual Harassment

Staff shoutl not engage in any forms of sexual harassment under any circumstances.
Examples include unwanted physical contact, sexual advances, or requests for sexual
favours. The NSA will not tolerate any comments or initiatives that are considered as
sexual harasseant under the NSAOG6s discretion.

Staff should avoid:

a) Misuse of authority of demanding sexual favours in return for access to resources,
promotion, team selection, etc.; and

b) Hostile environment where unwelcome conduct of a sexual nature is prevalent.
Staff should:

a) Reportto theappropriatdbodyof theNSA immediatelywhennoticingor receiving
a report on harassment and show support and exercise due diligence to ensure the
wellbeing of the victim;

b) Refrain from making any comments or engaging in bagaviour that can be
considered sexually suggestive, intimidating, or offensive;

c) Commit to the act of preventing sexual harassment and any retaliation actions
against any person who reports an incident of sexual harassment;

d) Not deny an athlete the righd participate in any event/competition based on the
athlete having made, or being subject of, sexual harassment allegations;
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e) Cooperatavith investigationproceduresvhenthe NSA requestslnvestigatiorand
disciplinary procedures are prioritized over cotitns, matches, and any other
events;

f) Attendeducatiorprograms/seminarglatedto preventionof sexualharassmernn
order to be better equipped for identifying the actions considered as sexual
harassment and understand the severe consequences; and

g) Commit to creatinga safeandrespectfulenvironmenfor everyonenvolved.
17.  Prevention of Discrimination and Other Forms of Harassment

17.1 Staff should not make any comments and/or engage in actions that display
discrimination and are intimidatingffensive and coercing on the basis of age, gender,
sexual orientation, religion, occupation, status, geographic location, income level,
ethnicity and nationaljt

17.2 Staff should understand the term discrimination and work against it. Discrimination is
a leal term referring to treating a person less favour based on above mentioned factors.
There are two types of discrimination

a) DirectDiscriminationoccurswhensomeonés treatedessfavourablythananother
person because of a protected characteristic; and

b) Indirect Discrimination occurs when a condition or requirement, which is not
justifiable, is applied to everyone but in practice adversely affects persons who
possess the aforementioned protected characteristic.

17.3 Staffshould
a) Commit to foster a culture okspect and accountability within the team or NSA

by promoting positive values and behaviours, such as teamwork, fairness, and
empathy;

Note:
2 Other forms oharassment include but not limited to discriminatory harassment, physical harassment,
cyberbullying, retaliation harassment etc.
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b)

d)

Remarks

Not engage in any form of harassment. Any actions and/or comments that seek to
harm, intimidate, or coerce will be codered as harassments. Using obscene
language and/or gesture is one of the examples;

Understand that there will be consequences to the action of discrimination and
harassmeniherewill beinvestigatioranddisciplinaryproceduresvhenincidents
arereported. Board Directors and Committee Members will be required to attend
interviews and answer questions relevant to the incidents;

Be aware of the power dynamics and avoid using official position to exert power
over others; and

Report anyincidents of other forms of harassment to the appropriate body of the
NSA immediately to show support and exercise due diligence to ensure the well
being of the victim.

Reviews on the guidelines and procedures shall be conducted annually addfedup

upon any change to related rules and regulations.

Date of last review and approval given by the Board of Directors should be laid out.

The next review date should be laid down.

1 Views or comments on the guidelines and procedures are welcomed by evagilodr
post.
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Appendix 1
Declaration of Compliance with the Code of Conduct folStaff

| agree to abide by the Code of Conduct for Staff of the NSA and acknowledge that the NSA
may take disciplinary actions which may include suspension and termiaaomst me for
violation of provision of the Code.

Signature of th&taff:

Full Name of theStaff:

Date:

58



CODE OF CONDUCT FORBSTAFF

Appendix 2
Misconduct and Disciplinary Actions
Type Examples of Misconduct Disciplinary action
[Minor] [Example:Repeated late for work [Example: Verbal Advice/
Unsatisfactory work performancqg Warning, Written Warning]
. [Example: Absenteeism, Habitug [Example: FinaWritten
[Serious] . . -
neglect of duties] Warning, Dismissal]
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Appendix 3
Definition of Advantage under Section 2(1) othe
Prevention of Bribery Ordinance (Cap.201)
AAdvant ag-ed means:

a) any gift, loan, fee, reward or commission consisting of money, of any valuable security or
of otherproperty or interest of property in any description;

b) any office, employment or contract;

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

d) any other service, diavour (other than entésinment), 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 @y or any power or duty; and

f) any offer, undertaking or promise, whether conditional or unconditional, of any advantage
within the meaning of any of the preceding paragraphs), c), d) and e),

but does not include an election donation within the meaafrthe Elections (Corrupt and
lllegal Conduct) Ordinance (Cap54), particulars of which are included in an election return
in accordance with that Ordinance.
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Appendix 4A
Guidelines for Handling Gifts/SouvenirsPresented to
a Staff in Official Capacity

All gifts and souvenirs received by staff in official capacity should be forwarded to the
designated approving authority of the NSA for disposal in the following manner:

a) If the gift/souvenir is of perishable nature (e.g., food or drihk)ay be shared among the
office or during an activity organized by the NSA with approval from the designated
approving authority of NSA.

b) If the gift/souvenir is of historical or other interest, it may be sent to the NSA Archive with
approval from the dégnated approving authority of NSA.

c) Ifthe gift/souvenir is a useful item, it may be retained and used by the NSA, or donated to
another charitable organizatienth approval from the designated approving authority of
NSA.

d) If the gift/souvenir is suitabléor display (e.g., a painting, vase, etc.), it may be retained
for display in the recipientods offwthe or
approval from the designated approving authority of NSA

e) If the gift/souvenir has a value below [then@unt as approved by the NSA] but is not
suitable for sharing, archiving or display, it may be retained by the recipitbrapproval
from the designated approving authority of NSA

f) If the gift/souvenir is a personal item having a value above [the araswamproved by the
NSA], the designated approving authority of the NSA shall decide whether the
gift/souvenir should be retained by the recipient or returned to the offeror.

g) Ifthe gift/souvenir is not a personal item and has a value of above [the aas@pgroved
by the NSA],but is not suitable for sharing, archiving or display, it may be reserved as a
lucky draw prize in functions organized by the N@Ah approval from the designated
approving authority of NSA

h) If the gift/souvenirs of little or rominal value and is distributed to all participants in public
activities, such as a ball pen, file folder or key clasp, etc., it may be retained by the recipient
without the need to seek approval.
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Appendix 4B

Report of Gifts/Souvenirs Received

Part AT To be completed by Receiving Staff
To: * [Secretary of Board of DirectoB3¢partment Head]

Description of Offeror:
Name and title of Offeror:

Company:

Relationship (business/personal):

Occasion on which the gift was/is to leeeived:
Description of the gift:

Estimated value of the gift: I below HKS$[KX] ITT HKS ¢ x ]t
Suggested Method of Disposal: Remark

() Retain by the Recipient

() Retain for Display as a Souvenir in the Office

() Share among th@ffice

() Reserve as Lucky Draw Prize at a Staff Function

() Donate to another Charitable Organization

() Return to Offeror

() Others (please specify) :

Name of Receiving Staff
Title:
Date

Part B 1 To be completed by *theSecretary of Board of DirectorsDepartment Head
The recommended method of disposahigproved/not approved.

*The gift/souveni(s) concerned should be disposed of by way of:

* Secretary of Board of DirectoBépartment Heac
Full Name:
Date:

* Please delete as appropriate
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Appendix 5

Relevant Provisions on offences of solicitation, acceptance and offering of advantages
under the Prevention ofBribery Ordinance (Cap. 201)

Section 9 Corrupt transaction with agents

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

(a) doing or forbearindo 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 sfewour or
disfavourt o any person in relation to his prirt

shall be guilty of an offence.

2. 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 accéuntt hei agent 0s

(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 sfewour or
disfavourto any personinrelatono hi s princi pal 6s affairs

shall be guilty of an offence.

3. Any agent who, with intent to deceive his principal, uses any receipt, account or other
documeni

(@) 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

(c) 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.

For the purposes subsection 4 permission shall
(a) be given before the advantage is offered, solicited or accepted; or

(b) 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 frabr @fcceptance,

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.
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Appendix 6

b)

d)

f)

g9)

h)

)

K)

Examples of Conflict of Interest Scenais

A staff takes part in the selection of suppliers or contractors, and one of the bidders under
consideration is owned by or under the control oheisrelative or close personal friend.

A staff has a financial interest in a company which is being derex for selection as the
NSA6s supplier of goods or services, ofr

A staff acquires dealership of goods or services on insider knowledge that such goods or
services are being considered for procurement by the NSA.

A staff or his/herelative or close personal friend has financial interests in a supplier whose
goods or services are being selected through an intermediary (e.g., a publicity agent)
appointed by the NSA.

A staff selects a venue where /hisr relative or close personalignd has ownership or
management responsibility.

A staff accepts frequent or lavish entertainment or expensive gifts from the NSAs suppliers
or contractors.

A staff hires a relative as staff, or is considering the promotion of such a person.
A staff nominates a relative &mmitteeMember.

A staff vets applications for program sponsorship submitted by a Community Club of
which hésheis also a&CommitteeMember.

A staff responsible for controlling the allocation of venue rented by the NS¥casdls
prime time slots to a training school or a club operated by himself or a relative.

A staff responsible for selling tickets of a popular program reserves tickets floerhis
relatives or personal friends without permission.
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Appendix 7

[Name of theNSA]

Declaration of Conflict of Interest by Staff

Name of Department Head:

Division/ Department:

Subiject:

Part A - Declaration (To be completed by Declaring Staff
To: Secretary of Board of Directors/Department Head

| would like to report thdéollowing existing/potential conflict of interest situation(s) arising
during the discharge of my duties:

Person(s)/organization(s) with whom/which | have official dealings and/or private
interest

My relationship with the person(s)/organization(s) (e.qg. relative)

My contact with the person(s)/organization(s)

(Please state the frequency of contact and the usual occasions of contact, etc.)

Relationship of the person(s)/organization(s) with the NSA (e.gupplier)
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Brief description of my duties which involved the person(s)/organization(s)

(e.g. handling of tender exercise)

File reference, if any, of the mentioned duties

| confirm that | fully understand that my right to handle the matteleasribed above and to
access to any information in relation to it may be withheld.

Signature of Declaring Staff:

Full Name:

Date:
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Part B 1 Acknowledgement
(To be completed bgecretary of Board of DirectorBlepartment Head)

To: DeclaringStaff
Acknowledgement of Declaration
Part B(i)i In respect of the declaration in Part A of this form, it has been decided that:

The declaration as described in Part A is noted. You are allowed to continue handling the
work as described in Part A, providadht there is no change in the information declared
above

You are restricted in the work as described in Part A (e.g. prohibit from handling the specific
part/duty that you have conflict, withdraw from discussion on a specific issue/case).

Details:

You may continue to handle the work as described in Part A, but an independent staff would be
recruited to participate in, oversee or review part or all of the deas&img process (e.g. task
another staff with the required expertise to provide obgessessment on the matter).

Details:

You are relieved of your duty as described in Part A, which will be taken up by another staff
through redeployment.

Details:
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You should relinquish the personal/private interest (e.g. cease to rberder of a
club/association, divest the investments until the conflict situation described in Part A no longer
exists)

Details:

Others (please specify) (e.g. you should not contact the person(s)/organization(s) concerned until
the conflictsituation described in Part A no longer exists):

Details:

Part B(ii) i The justification(s) for the measure(s) as described in Part B(i) above is/are:
(Factors of consideration including the materiality of the conflict, link betweerotiféct and
the matter in question, and any possible negative public perception over the conflict/incident.)

In all cases, please be reminded that you should not disclose any privileged/internal
information of the subject matter to the personfggnizatior{s) concerned and should further
report if there are changes in circumstances necessitating reporting

Signature ofSecretary of Board of
DirectorsDepartment Head:

Full Name:

Date:
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Part C 7 Keeping of Records
(To be completed by theeclaring Staff)

To: Secretary of Board of DirectoBépartment Head
Acknowledgement of Decision

| noted the decision in Part B. The completed form is for your retention please.

Signature of Declaringtaff.

Full Name:

Date:
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23
CODE OF CONDUCT FOR ATHLETES

This Code of Conduct sets out the basic standard of conduct expected of all athletes of the NSA.
1. Introduction

1.1  All athletes are automatically bound by and required to comply with all rules written
under this Code of Conduct. Accordingly, they are deemed to have agreed that it is their
personal responsibility to familiarize and comply with all the requirementsewyiit
particular, what behaviours constitute as contraventions/offences under the Code.

1.2  Failure to comply with the Code may result in disciplinary action. For disciplinary
actions relating to misconduct, please reféppendix 1 Misconduct and Discipiary
Actions

2. Fundamentals
2.1  Athlete should:

a) Compete with fairness, integrity and to always play by the rules. Cheating,
misconduct, or any other form of unfair advantage will not be tolerated;

b) Respect the rights, dignity, and worth of all individuals, reélgass of their race,
gender, religion, osexual orientation, and treat all participants as they would like
to be treated without bias;

c) Maintain professionalism and refrain from using abusive, threatening, and/or
disrespectful language and/or behaviour aodg anyone. Any form of
discrimination, harassment, or bullying will not be tolerated,;

d) Takeresponsibilityof his/herown actionsandbehaviourpothonandoff thefield.
Thisincludesavoidingbehaviouthatcouldbring himself/herselftheteam,and/or
the NSA, into disrepute;

e) Work effectively as part of a team, cooperating with coaches, teammates, and
support staff. He/she is responsible of attending all team meetings and practices,
and giving his/her best effort in competition;
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3.1

3.2

f) Participate in edcation programs/seminars related to -amlinipulation, anti
doping, use of social media, prevention of sexual harassment and child
safeguarding, etc., arranged by the NSA;

g) Prioritize safety at all times, both for himself/herself and for others. Thisdesl
using proper equipment, following all safety protocols and reporting any injuries;

h) Dressappropriatelyin accordancevith thenature requirementsndseriousnesef
the event. This implies that he/she is most likely expected to wear appointed
attireteam uniform in any official events;

i) Understangerformanceindconductareconsideredsoneof thedecidingfactors
for selection to the team;

J) Commitin creatinga safeandrespectfuenvironmentor everyondnvolved;

Ky Compl y wi tghidaree di thee NSA siniil other applicable rules by other
organizations such as the International Olympic Committee (I0C), World Anti
Doping Agency (WADA), and related world and/or regional sports federations;

[) Notinvolvein anytypeof competitionmanipuldions,including but notlimited to
betting or corruption of sports competitions and use of inside information etc.;

m) Keep his/her reputation in good standing and refrain from any conduct that may
harm the standing of the NSA; and

n) Completethe Declarationof Compliancewith the Codeof Conductfor Athletesin
Appendix 2uponregistrationrandrenewalasan athleteof the NSA.

Provisions of Prevention of Bribery Ordinance

Under Section 9 of the Prevention of Bribery Ordinance (POBO, Cap. 201), an agent
who solicits or accepts an advantage in
without the principal és permission may

defined in Section 2(1) of POBO and includes almost anything of value, except

entertainment, such as money, gift, commission, loan, fee, reward, office, employment,
contract, service or favour as detailed\ppendix 3

In this connection, any athlete contsnan offence if he/she, without the permission of
NSA, solicits or accepts any advantage as a reward or inducement for doing any act or
showing favour in relation to the NSAOs
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4.1

4.2

4.3

Acceptanceof Advantages

All athletes are prohibited from solicigrany advantage from any persons or companies
having business dealings with the NSA (e.g., suppliers and contractors, etc.). Athletes
who wish to accept any advantage from such persons should, depending on the
circumstances of the case, seek special psiomsfrom the designated approving
authority of the NSA.

Gifts/Souvenirs presented to athkite official capacity

a)

b)

Any gifts/souvenirs offered voluntarily to athletes in their official capacity are
regarded as gifts/souvenirs to the NSA. The NSA shouttingethe offer if the
acceptancwvould affecttheathletesbbjectivityin conductingheN S A Business,
induce them to act against the interest of the NSA, or lead to perception or
complaints of bias or impropriety;

Athletes should follow the procedures set uppendix 4Afor the disposal of
gifts/souvenirs presented to them in their official capacity and, depending on the
circumstanceggportthe matteto the designate@pprovingauthorityof the NSA

and seek istruction by using the form iAppendix 4B and

Properrecords otheseapplications should beept by theSecretariat showing the
name of the applicant, the occasion of the offer, the nature and estimated value of
the gift/souvenir, and whether permissiobas been granted for the applicant to
retain the gift/souvenir or other directions have been given to the disposal of the
gift/souvenir.

Sponsorships offered to athletes in official capacity

a)

b)

Athletes may be offered sponsorships in their official capadiy
persons/organizations for official purposes such as attending local/overseas
conferences;onventionandproducttrial activities,etc.Suchsponsorshipshould

be regarded as sponsorships offered to the NSA and referred to the designated
approving authority for consideration of acceptance, except for those offered by
sportsgoverningbodies(e.g.,InternationalOlympic Committee Olympic Council

of Asia, éc.) to the NSA for attending athlete meetings/programs.

Thedesignate@pprovingauthorityshouldconsidemwhetherthe acceptancef the
sponsorship will benefit the NSA as a whole and not bring the NSA into any
disrepute, whether the NSA will feebliged to do something in return for the
offeror,andwhethertheacceptancwill giveriseto anyactualor perceivectonflict

of interest(e.g.,theofferoris asupplier/contractdbiddingfor theN S A éostract).
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If decisionis madeto accepthesponsorshipthe NSA shouldthenselectasuitable
athlete to attend the sponsored activity.

4.4  Advantages offered to athletes in private capacity

a) Where an athlete is offered an advantage in his/her private capacity, he/she may
accept it if the acceptance Wilot affect the performance of his/her roles as an
athlete; and he/she will not feel obliged to do something in return in connection
with the NSAOs business for the offeror
obligedto reciprocatean advantagby returningto the offeror a favour connected
with any business of the NSA, he/she should decline the offer.

b) When an athlete is in doubt as to whether he/she should accept an offer of
advantageit is advisable for him/her to apply tiies u n s hdt amceonsukt thet
designated approving authority for advice and instruction.

5. Acceptance of Entertainment

51 As defined in Section 2 of POBO, fenterta
immediate consumption on the occasion, and any other entertainmentepravithe
same time. Although entertainment is an acceptable form of business and social
behaviour and is not an fAadvantageo, at h
entertainment from persons/organizations with whom the NSA has official dealings
(e.g., suppliers or contractors, clubs/persons to which the NSA may allocate resources
or job assignments), to avoid placing themselves in a position of obligation to the
offeror.

6. Offer of Advantage

6.1 Athletes are prohibited from offering advantages to angcthr, or staff of any
company or organization, for the purpose of influencing such person or company in any
dealings, or any public official, whether directly or indirectly through a third party,
when conducting the business of the NSA.

Note:
L In the sunshindest,the personconcernedshouldaskhimself/herselif he/shewould be happyto openly

discuss with the general public what he/she is doing. If he/she feels uncomfortable about that, what he/she
is doing is probably conflicting with the ethical standard generally expecteddigty.
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6.2

7.1

8.1

Relevant provisins of POBO including the offences of solicitation, acceptance and
offering of advantages are Appendix 5

Professionalism

Athlete should:

a)

b)

c)

Demonstrate a solid understanding of the rules and their applications and make
efforts on achieving the goduring the events;

Ensurethatsportsmanships well maintainedhroughoutall events;and

Dressup properlyandprofessionallythroughouthe events.

Participation in Overseas and/or Local Competitions

Athlete should:

a)

b)

d)

Maintain good disciplinegconduct, and behave properly in and out of competition
as he/she is representing the image of Hong Kong, China and the NSA,;

Complywith thelocalandnationallawswherethe overseagsompetitionis placed.
It will be personal liability for anyiolation, and the NSA will not bear any cost
regarding the matter;

Attend official functions such as opening, closing and award ceremonies, official
dinners and receptions as arranged by the event organizer;

Keepall original copiesof receiptdor mattesincludingbutnotlimited to air ticket,
boardingpass, accommodatiomeal,supplementsandlong-distancecalls incase

of reimbursement. Alcohol or any illicit substances will not be reimbursed.
Credit/debit card slips will not be accepted unlesssisupported by original
receipts, in accordance with the conditions stipulated by the NSA,;

Lodge the appeal through his/her team manager and coach in accordance with the
competitionrulesin caseof disputeson thejudgingandresultsof the competition;
and

Agree that the NSA reserves the right to remove his/her name from the list of
athletes if a violation of the Code or any illegal or inappropriate behaviour has
occurred. The NSA may take any corrective action deemed appropriate.
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9.1

10.

10.1

Anti -Manipulation of Competition

Athlete should:

a)

b)

d)

9)

Always play by therulesof the sportandto competewith integrity. He/sheshould
not engage in any behaviour that undermines the fairness of the competition;

Report any suspicious behaviour related to manipulation (suamatgiixing,
bribery, betting and use of inside information) to the NSA and appropriate
authorities. This includes any attempts to bribe or offer him/her any incentives to
influence the outcome of a game or competition;

Cooperate with any investigationslated to manipulation in sports and provide
anyinformationor evidencerequestedby the NSA andtheappropriateauthorities;

Participaten educatiorprograms/seminarglatedto antrmanipulationn orderto
be better equipped for identifying and repamy suspicious behaviour

Take responsibility for his/her actions and do not engage in any behaviour that
couldcompromiseheintegrity of thesport.He/sheshouldrefrainfrom anyactions

that could make he/she vulnerable to manipulation, such as gambling on sports
events;

Not involve in anytype of competitionmanipulationsincluding but not limited to
betting, manipulation or corruption of sports competitions and use of inside
information, etc.; and

Maintain confidentiality and not disclose any information on any investigations
related to manipulation, unless required by law or authorized by the appropriate
authorities.

Handling of Social Media

Athlete should:

a)

b)

Use social media responsibly, and will beld personally liable for any
commentary and/or material deemed to be defamatory, offensive or obscene;

Strictly refrainfrom sharinganypossiblesourceor hint of confidentialinformation
such as team strategies, financial information, or personaimafmn of Board
Directors, Committee Members, staff, athletes, coaches and umpires, etc.;
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c) Not engage in cyberbullying, derogatory comments, harassment, offensive and
discriminatory opinion about the NSA, Board Directors, Committee Members,
staff, athletescoaches or umpires, in social media; and

d) Be cautious when endorsing products or services on social media. He/she should
disclose any financial or other interests he/she may have in the product or service
and ensure that the endorsement does not incucamflict of interest with the
NSA6s policies or values.

11. Prevention of Sexual Harassment

11.1 Athlete should not engage in any forms of sexual harassment under any circumstances.
Examples include unwanted physical contact, sexual advances, requests for sexual
favours. The NSA will not tolerate any comments or initiatives that are considered as

sexual har assment under the NSAOGs discret

11.2 Ensure that no action could be misconstrued or experienced as inappropriate while
physical contacts are sometimes necessanngl the event

11.3 Athlete should avoid:

a) Offer sexual favours to any other individual in return for access to resources and
team selection, etc.; and

b) Hostileenvironmentvhereunwelcomeconductof asexualnatureis prevalent.
11.4 Athlete should:

a) Report tathe NSA immediately and showupport to thevictim if he/shenoticeor
receive a report of any incidents of harassment;

b) Refrain from making any comments or engaging in any behaviour that can be
considered sexually suggestive, intimidating, or offensive;

c) Commit to the act of preventing sexual harassment and any retaliation actions
against any person who reports an incident of sexual harassment;

d) Cooperate with investigation procedures when being requested by the NSA.
Investigation and disciplinary procedurese prioritized over competitions,
matches, and any other events;

77



CODE OF CONDUCT FORTHLETES

e) Attendeducatiorprograms/seminarglatedto preventionof sexualharassmerin
order to be better equipped for identifying the actions considered as sexual
harassment and understand theese consequences; and

f) Committo creatinga safeandrespectfulenvironmentor everyonanvolved.
12.  Prevention of Discrimination and Other Forms of Harassmert

12.1 Athlete should not make any comments and/or engage in actions that display
discrimination and are intimidating, offensive and coercing on the basis of age, gender,
sexual orientation, religion, occupation, status, geographic location, income level,
ethnicity and nationality.

12.2 Athlete should understand the term discrimination ankwagainst it. Discrimination
is a legal term referring to treating a person less favour based on above mentioned
factors. There are two types of discrimination

a) DirectDiscriminationoccurswhensomeones treatedessfavourablythananother
person beaase of a protected characteristic; and

b) Indirect Discrimination occurs when a condition or requirement, which is not
justifiable, is applied to everyone but in practice adversely affects persons who
possess the aforementioned protected characteristic.

12.3 Athlete should:

a) Commit to foster a culture of respect and accountability within the team or NSA
by promoting positive values and behaviours, such as teamwork, fairness, and
empathy;

b) Notengagean anyformsof harassmeni#ny actionsand/orcommentghatseekto
harm, intimidate, or coerce will be considered as harassments. Using obscene
language and/or gesture is one of the examples;

c) Understand that there will be consequences to the action of discrimination and
harassmeni herewill beinvestigatioranddisciplinaryproceduresvhenincidents

Note:
2 Other forms of harassmentnclude but not limited to discriminatory harassmentphysical harassment,
cyberbullying, retaliation harassment, etc.
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13.

13.1

d)

are reported. He/she will be required to attend interview and answer questions
relevant to the incidents;

Be respectful towards Board Directors, Commitkéembers, staff, other athletes,
coaches and umpires; and

Repot any incidents of other forms of harassment to a coach, team manager, the
NSA, or other authority figure immediately to show support and exercise due
diligence to ensure the wdilking of the victim.

Anti-doping

Athlete should:

a)

b)

d)

9)

h)

Complywith theantidopingrulesandregulationsof World Anti-Doping Agency
(WADA), Anti-Doping Organization of Hong Kong, China (ADOHK) and the
NSA and be aware of the impact and consequences of doping;

Strictly prohibit the use of any performance enhancement substhicgedrugs,
illegal drugs,or anyothersubstancethatarelistedasbannedoroductsn thelocal,
national, and international sports competitions and associations;

Participate in artdoping education programs/seminars to in order better
understandherisksandconsequenceas dopingin sportsandto bebetterequipped
for making informed decisions with regard to his/her own health and safety;

Reportanysuspiciousehaviourelatedto dopingby otherathleteso theNSA and
the approprite authorities;

Cooperate with any antloping test and investigation when the NSA commands
with full honesty;

Maintain confidentiality and not to disclose any information related to any anti
doping test or investigations, unless required by law or aatdtrby the
appropriate authorities;

Disclose any use of prescribed or otlee-counter medications, supplements, or
treatments to the NSA and the appropriate authorities; and

Take responsibility of his/her actions and not engage in any behaviour that coul
compromise the integrity of the sport. This includes refraining from any actions
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that could make he/she vulnerable to doping such as using supplements or
medications without proper medical advice. Those who fail to comply with anti
doping rules may reaee provision of punishment including sanctions.

14.  Child Safeguarding

14.1 Athlete should report immediately to the NSA when witnessed a suspicious behaviour
which may harm children and provide support to any child who has been affected.

Remarks

1 Reviews on thguidelines and procedures shall be conducted annually and/or updated
upon any change to related rules and regulations.

1 Date of last review and approval given by the Board of Directors should be laid out.

1 The next review date should be laid down.

1 Views or @mments on the guidelines and procedures are welcomed by way of email or
post.
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Appendix 1
Misconduct and Disciplinary Actions
Level Examples of Misconduct Disciplinary action
[Minor] [Example: Using foul language] | [Example: Verbal
Advice/Warning, Written
Warning]
[Serious] [Example: Use of doping] [Example: Suspension to

participate in any sporelated
activities for a period of time,
Disqualification of results in a
particular competition or event,
Forfeiture of medals, points dn
prizes, Fines]
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Appendix 2
Declaration of Compliance with the Code of Conduct for Athletes

| agree to abide by the Code of Conduct for Athletes of the NSA and acknowledge that the
NSA may take disciplinary actions which may include suspension and termination against me
for violation of provision of the Code.

Signature of the Athlete:

Full Name of the Athlete:

Date:

For the athletes under 18 years old:

Signature of the Parent/Guardian/
Authorized Person of the Athlete:

Full Name of the Parent/Guardian/
Authorized Person of the Athlete:

Date:
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Appendix 3
Definition of Advantage under Section2(1) of
the Prevention of Bribery Ordinance (Cap.201)
AAdvant ag-ed means:

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

b) any office,employment or contract;

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

d) any other service, diavour (other than entertainment), including protection from any
penalty or disability inarred 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

f) any offer, undertaking or promisehether conditional or unconditional, of any advantage
within the meaning of any of the preceding paragraphs), c), d) and e),

but does not include an election donation within the meaning of the Elections (Corrupt and
lllegal Conduct) Ordinance (Cap54), particulars of which are included in an election return
in accordance with that Ordinance.
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Appendix 4A
Guidelines for Handling Gifts/SouvenirsPresented to
an Athlete in Official Capacity

All gifts and souvenirs received by an athleteofficial capacity should be forwarded to the
designated approving authority of the N#A disposalin the following manner:

a) If the gift/souvenirs of perishable nature (e.g., food or drink), it may be shared among the
office or during an activity orgarezl by the NSAwith approval from the designated
approving authority of NSA

b) If the gift/souveniris of historical or other interest, it may be sent to the NSA Archive with
approval from the designated approving authority of NSA.

c) If the gift/souvenirs a wseful item, it may be retained and used by the NSA, or donated to
another charitable organizatienth approval from the designated approving authority of
NSA.

d) If the gift/souveniris suitable for display (e.g., a painting, vase, etc.), it may be retained
for display at appropriate locations dhe NSA with approval from the designated
approving authority of NSA

e) If the gift/souvenirhas a value belothe amount as approved by the NSAIt is not
suitable for sharing, archiving or display, it may beinetd by the recipienwith approval
from the designated approving authority of NSA

f) If the gifYsouvenirs a personal item having a value abfthe amount as approved by the
NSA], the designated approving authority of the NSA shall decide whether the
gift/souvenirshould be retained by the recipient or returned to the offeror.

g) Ifthe gift/souvenins not a personal item and has a value of afineamount as approved
by the NSA but is not suitable for sharing, archiving or display, it may be reses/ad a
lucky draw prizein functions organized by the NSA with approval from the designated
approving authority of NSA

h) If the gift/souvenirs of little or nominal value and is distributed to all participants in public
activities, such as a ball pen, file folder or key clasp, etc., it may be retained by the recipient
without the need to seek approval.
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Appendix 4B

Report of Gifts/Souvenirs Received

Part AT To be completed by Receiving Athlete
To: *[Secretary of Board of DirectoBépartment Head]

Description of Offeror:
Name and title of Offeror:

Company:

Relationship (business/personal):

Occasion on which the gift was/is to leeeived:
Description of the gift:

Estimated value of the gift: I below HKS$[KX] ITT HKS ¢ x ]t
Suggested Method of Disposal: Remark

() Retain by the Recipient

() Retain for Display as a Souvenir in the Office

() Share among th@ffice

() Reserve as Lucky Draw Prize at a Staff Function

() Donate to another Charitable Organization

() Return to Offeror

() Others (please specify) :

Name of Receivind\thlete
Title:
Date

Part B 1 To be completed by *theSecretary of Board of DirectorsDepartment Head
The recommended method of disposahigproved/not approved.

*The gift/souveni(s) concerned should be disposed of by way of:

* Secretary of Board of DirectoBépartment Heac
Full Name:
Date:

* Please delete as appropriate
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Appendix 5

Relevant Provisions on offences of solicitation, acceptance and offering of advantages
under the Prevention ofBribery Ordinance (Cap. 201)

Section 9 Corrupt transaction with agents

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

(a) doing or forbearindo 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
di sfavour to any person in relation to hi

shall be guilty of an offence.

2. Any person, who, without lawful authority or reasonable excuse, offers any advantage to
any agent as an inducement to or rieward fo

(a) doing or forbearing to do, or having done ordorne 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
di sfavour to any person in relation to hi

shall be guilty of amffence.

3. Any agent who, with intent to deceive his principal, uses any receipt, account or other
documeni

(@) 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

(c) 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 pgomisf 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 ghall
(a) be given before the adntage is offered, solicited or accepted; or

(b) 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 effiee for the purposes of subsection 4, the principal shall,
before giving such permission, have regard to the circumstances in which it is sought.
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24
CODE OF CONDUCT AND PRACTICE FOR COACHES

This Code of Conduct sets out the basic standard of conduct expected of all coaches under the
NSA.

1. Introduction

1.1  All coaches are automatically bound by and required to comply with all rules written
under this Code of Conduct aRdactice. Accordingly, they are deemed to have agreed
that it is their personal responsibility to familiarize and comply with all the requirements
written, in particular, what behaviours constitutes as contraventions/offences under the
Code.

1.2  Failure to conply with the Code may result in disciplinary action, including suspension
or termination from the NSA. For disciplinary actions relating to misconduct, please
refer toAppendix 1 Misconduct and Disciplinary Actions

2. Fundamentals

2.1  Coachshould:

a) Exercise his/her discretion, position, and power in a way that best demonstrates

respect, fairness and integrity for all individuals, regardless of their race, gender,
religion, or sexual orientation, in particular, when:

1 Screening and selecting athletesthe competition in concern;

1 Training

1 Distributing roles and positions; and

1 Nominating athletes for awards and subventions.

b) Maintain professionalism and refrain from using abusive, threatening, and/or
disrespectful language and/or behaviour towards rmmyoAny form of
discrimination, harassment, or bullying will not be tolerated. He/she is expected to
lead by example and demonstrate the spirit of integrity and professionalism among
the athletes
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d)

g)

h)

)

K)

Takeresponsibilityof his/herown actionsandbehaviourpoth on andoff thefield.
Thisincludesavoidingbehaviouthatcouldbring himself/herselftheteam,and/or
the NSA, into disrepute;

Promotea cultureof teamworkandcooperatioramongthe athletesandensurehat
the athletes attend all teammeetings and practices as far as practicable, and that
they give their best effort in competition;

Upskill himself/herself with the latest coaching techniques and seek continual
improvement;

Always prioritize safetyandcommitto creatinga safeandrespetful environment

for the athletes and those involved. He/she should be completely confident in
preventing safety hazard in the practice and match field. He/she should take
reasonablstepso minimizeharmwhereit is foreseeablandunavoidableHe/she
shouldalsoeducateheathleteson usingproperequipmentyreportinganyinjuries,

and following safety protocols;

Provide services only within the boundaries of his/her competence, based on
his/her qualification, training, and appraie professional experience;

Not overtrain the athletes and commit to promote their enthusiasm towards sport.
The level of training is expected to match the age and fitness level of the athletes;

Ensurethatthe athletesaredressedppropriatelyfor all events;

Comply with coachesd guidance of the NS
organizations such as the International Olympic Committee (I0C), World Anti
Doping Agency (WADA), and related world and/or regional sports federations;

Not involve in anytype of competitionmanipulationsincluding but not limited to
betting or corruption of sports competitions and use of inside information etc.;

Keep his/her reputation in good standing and refrain from any conduct that may
harm the standingf the NSA;

Pledge that there will be no incidents of interest. All conflicts of interest arisen
should be reported to the NSA;

Participate in education programs/seminars related to-camtiption, ant
manipulation, antdoping, use of social media,gvention of sexual harassment
and child safeguarding, etc., arranged by the NSA; and
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3.1

3.2

4.1

4.2

0) Complete the Declaration of Compliance with the Code of Conduct and Practice
for Coaches i\ppendix 2upon registration and renewal as a coach of the NSA.

Provisions of Revention of Bribery Ordinance

Under Section 9 of the Prevention of Bribery Ordinance (POBO, Cap. 201), an agent
who solicits or accepts an advantage in r
without the principal 6s permi ssion may C (
defined in Section 2(1) of POBO and includes almost anything of value, except
entertainment, such as money, gift, commission, loan, fee, reward, office, employment,
contract, service or favour as detailedppendix 3

In this connection, any coach comsnén offence if he/she, without the permission of
NSA, solicits or accepts any advantage as a reward or inducement for doing any act or
showing favour in relation to the NSAO6s b

Acceptanceof Advantages

Coaches are prohibited from soliciting ardvantage from any persons or companies
having business dealings with the NSA (e.g., suppliers, contractors and members, etc.).
Coaches who wish to accept any advantage from such persons should, depending on
the circumstances of the case, seek special pgioni from the designated approving
authority of the NSA.

Gifts/Souvenirs presented ¢oachesn official capacity

a) Any gifts/souvenirs offered voluntarily to coaches in their official capacity are
regarded as gifts/souvenirs to the NSA. The NSA shoultingethe offer if the
acceptancevould affectthecoachesbbjectivityin conductingheN S A Business,
induce them to act against the interest of the NSA, or lead to perception or
complaints of bias or impropriety;

b) Coaches should follow the procedures g in Appendix 4Afor the disposal of
gifts/souvenirs presented to them in their official capacity and, depending on the
circumstanceggeportthe matteto the designate@pprovingauthorityof the NSA
and seek instruction by using the formAippendix 4B and

c) Properrecords oftheseapplications should bieept by theSecretariat showing the
name of the applicant, the occasion of the offer, the nature and estimated value of
the gift/souvenir, and whieer permission has been granted for the applicant to
retain the gift/souvenir or other directions have been given to the disposal of the
gift/souvenir.
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4.3 Sponsorships offered tackesin official capacity

a) Coaches may be offered sponsorships in their iafficcapacity by
persons/organizations for official purposes such as attending local/overseas
conferences, conventions and product trial activities, etc. Such sponsorships should
be regarded as sponsorships offered to the NSA and referred to the designated
approving authority for consideration of acceptance, except for those offered by
sports governing bodies (e.g., International Olympic Committee, Olympic Council
of Asia, etc.) to the NSA for attending coach meetings/programs.

b) The designatedpproving authority should consider whether the acceptance of the
sponsorship will benefit the NSA as a whole and not bring the NSA into any
disrepute, whether the NSA will feel obliged to do something in return for the
offeror, and whether the acceptamah give rise to any actual or perceived conflict
of interest (e.g., the offeror is a sup|j
If decision is made to accept the sponsorship, the NSA should then select a suitable
coach to attend the sponsoretivty.

4.4  Advantages offered tooachesn private capacity

a) Where a coach is offered an advantage in his/her private capacity, he/she may
accept it if the acceptance will not affect the performance of his/her duties as a
coach; and he/she will not feel ajpid to do something in return in connection with
the NSAOGs business for the offeror. |If
reciprocate an advantage by returning to the offeror a favour connected with any
business of the NSA, he/she should dectime offer.

b) When a coach is in doubt as to whether he/she should accept an offer of advantage,
it is advisable for hiladdlconsulttheaesgmated y t h
approving authority for advice and instruction.

5. Acceptance ofEntertainment

517 As defined in Section 2 of POBO, fenterta
immediate consumption on the occasion, and any other entertainment provided at the

Note:
Yin thesunshindest,the personconcernedshouldaskhimself/herselif he/shevouldbehappyto openly

discuss withhegeneralpublicwhathe/shds doing.If hefeelsuncomfortableboutthat, whathe/shds doingis
probably conflicting with the ethical standard generally expected by society.
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6.1

6.2

7.1

8.1

same time. Although entertainment is an acceptable form of businessoeat s
behaviour and i scoacheshouddmot dcaeptvaxishtoa frequent
entertainment from persons/organizations with whom the NSA has official dealings
(e.g., suppliers or contractors, clubs/persons to which the NSA may allocate resources
or job assignments), to avoid placing themselves in a position of obligation to the
offeror.

Offer of Advantage

Coaches are prohibited from offering advantages to any director, or staff of any
company or organization, for the purpose of influencing sudopeor company in any
dealings, or any public official, whether directly or indirectly through a third party,
when conducting the business of the NSA.

Relevant provisions of POBO including the offences of solicitation, acceptance and
offering of advantags are aAppendix 5

Professionalism
Coachshould:
a) Demonstrate a solid understanding of the rules and their applications;

b) Make decisions with consistency and professionalism in all aspects during trainings
and events;

c) Ensure thasportsmanship is well maintained throughout all events;

d) Respect the rights, dignity and worth of all participants regardless of their gender,
ethnic origin or religion and treat all participants as they would like to be treated
without bias; and

e) Dress up poperly and professionally throughout trainings and events.
Providing Coaching Services (Code of Practice when Coaching)
Coachshould:

a) Maintain a high standard in the use of proper language, manner and presentation
during coaching. He/she is encouragedatiively collect feedback from the
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8.2

b)

d)

9)

h)

)

participants after the coaching/training courses and consider the suggestions
carefully;

Never smoke or drink alcohol while coaching. He/she should also forbid
participants to smoke, drink alcohol, speak foul languageo#imel misconduct
during coaching/training courses;

Always attend the coaching/training course on time. He/she should not be absent,
arrive late or leave early without proper authorization or a valid reason;

Not cancel or change tlmaching/training courses without permission from the
NSA unless in exceptional circumstances;

Not developanyinappropriataelationshipwith the participants;

Avoid unnecessary physical contact with participants/athletes unless to assist in
their skill development, for safety and medical reasons. Such physical contacts
should be kept to a minimum;

Notinvolvein introducingor recruitingparticipantgo join in anyprivatecoaching
or activities or merchandise promotion;

Not solicit or accept any benefifncluding money, gifts or discounts) from
participants;

Keepvigilant on his/herpersonalfinancial,social,institutional,political andother
status to avoid any undue influence on others; and

Consult and/or report to the NSA when he/she suspectsiscovérs any
unprofessionabehaviour®f othercoachesctingagainsthe Codeof Conductand
Practice for Coaches.

If he/she cannot attend the coaching/training courses:

a)

For personal reasons, he/she should notify the NSA as soon as possible and seek
approval. Absence without prior notification or justifiable reason will be treated as
misconduct and the NSA has the right to recover all related damages. For
disciplinary actons relating to misconduct, please refeAppendix 1 Misconduct

and Disciplinary Actions
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8.3

8.4

b)

For ilinesses or physical problems, he/she should notify the NSA immediately and
submit the doctords certificate within
If not, it will be treated as misconduct and the NSA has the right to recover all
relaed damages. For disciplinary actions relating to misconduct, please refer to
Appendix 1 Misconduct and Disciplinary Actionsind

The NSA should arrange another coach to substitute the coaching/training courses
where appropriate

Before the start of the coling/training courses, coach should:

a)

b)

Plan the coaching/training courses to ensure that the courses are progressive and
appropriate that meet the needs of the participants;

Make sure his/her first aid certificate is valid. If necessary, he/she may peepare
first aid kit; and

Check and ensure all training equipment is in good condition to ensure a safe
training environment.

During the coaching/training courses, coach should:

a)
b)

c)

d)

9)

Not leavewithout proper authorizatioor avalid reason;
Avoid excessiveiseof smartphoneor otherelectronicdeviceexceptfor emergency;

Remind participants not to carry expensive personal belongings to the Mehee.
participants carry expensive personal belongings, he/she should remind the
participants to keep them in a saface;

Check the attendance of the participants and sign on the attendance form. He/she
shall not sign the attendance record on behalf of the participants;

Not allow unregisteregbersongo participatein the coaching/trainingourses;

Be aware of the physal condition of the participants especially that of children
and teenagers to ensure the training loads and intensities are appropriate;

Be awareof the progressof participantsand maintaira properrecord;
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8.5

8.6

h)

)

Maintain the discipline of the courses and imnparticipants to accord safety at
the highest priority;

Explaintheevaluatiormethod=f anyprogressiompportunitiego the participants

to avoid any misunderstanding. He/she should assess participants in an open, fair
andimpartialmannerTheassesmentresultsshouldbe supportedy adequatand

valid justifications. He/she should not divulge the results in private; and

Contact their parents/guardians/family members and the venue staff immediately
to seek assistance and make appropaa@ngements if there are any unexpected
incidentsincludinginjuries/accidentsf participantsHe/sheshouldalsosubmitan
incident report to the NSA as soon as possible after the occurrence of the incident
for proper record keeping.

After the coachingvaining courses, coach should:

a)

b)

Submitapplicationform with classattendanceheetor applyingthe coachingee;
and

Try to contacttheabsenteeser their guardiango find outthereasonsandreportto
the NSA as soon as practicable.

For thepersonal data of participants, coach should:

a)

b)

d)

Collect, record and confirm the contact informatiompaifticipants including their
guardiandor childrenunderl8in thefirst coaching/trainingourse He/sheshould
ensure personal informationhsndled in accordance with provisions of Personal
Data (Privacy) Ordinance;

Only usethe personal dataf participants provided by tHeSA for the purposeof
coaching/training courses and other authorized events by the NSA,;

Reportto the NSA immediatelyif thereis anyleakingor suspicioudeakingof the
personal data of participants; and

Deletethecontactinformationof participantdrom his/herpersonatlevicesjf any,
upon the completion of the course and also return all records of personal data to th
NSA.
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8.7

9.1

Coach should follow the stipulations laid down by the NSA for inclement weather. In
addition, coach should:

a) Contactthe NSA two hours before the start of courses and check whether the course
continues:

1 Notify the participants if the NS&onfirm the cancellation of course; and

1 Notify the participants and arrive the venue on time if the NSA confirm the
continuation of course.

b) Contact the NSA and report the weather conditions to confirm whether the course
should continue if the course hasecaldy started:

1 Notify the participants and assist them to leave safely if the NSA confirm the
cancellation of course. He/she should leave the venue after all participants have
left safely; ad

1 Continue the course and pay attention to any changes of weatitktion if the
NSA confirm the continuation of course. If he/she considers necessary to cancel
the courses, he/she should contact and report to the NSA immediately.

Participation in Overseas and/or Local Competitiors
Coachshould:

a) Maintain gooddiscipline, conduct, and behave properly as he/she is representing
the image of Hong Kong, China and the NSA;

b) Complywith thelocalandnationallawswherethe overseagsompetitionis placed.
It will be personal liability for any violation, and the NSMll not bear any cost
regarding the matter;

c) Attend official functions such as opening, closing and award ceremonies, official
dinners and receptions as arranged by the event organizer;

d) Keepall original copiesof receiptsor matterancludingbutnotlimitedto air ticket,
boardingpass, accommodatiomeal,supplementsandlong-distancecalls incase
of reimbursement. Alcohol or any illicit substances will not be reimbursed.
Credit/debit card slips will not be accepted unless it is supported by original
receipts, in accordance with the conditions stipulated by the NSA;
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10.

10.1

11.

Help the athlete to lodge an appeal through his/her team manager in accordance
with the competition rules in case of disputes on the judging and results of the
competition; and

Agree thatthe NSA reserves the right to remove his/her name from the list of
coaches if a violation of the Code or any illegal or inappropriate behaviour has
occurred. The NSA may take any corrective action deemed appropriate including
suspension or termination otaach from the NSA.

Anti Manipulation of Competition

Coachshould:

a)

b)

d)

g)

Always train the athletes to play by the rules of the sport and to compete with
integrity. He/she should not engage in any behaviour that undermines the fairness
of the competition;

Reportany suspicious behaviour related to manipulation (such as +eatul,
bribery, betting and use of inside information) to the NSA and appropriate
authorities. This includes any attempts to bribe or offer him/her any incentives to
influence the outcome @f game or competition;

Cooperate with any investigations related to manipulation in sports and provide
anyinformationor evidencerequestedby the NSA andtheappropriateauthorities;

Participateén educatiorprograms/seminarglatedto antr-manipulationn orderto
be better equipped for identifying and reporting any suspicious behaviour;

Take responsibility for his/her actions and do not engage in any behaviour that
couldcompromiseheintegrity of thesport.He/sheshouldrefrainfrom anyactions

that could make he/she vulnerable to manipulation, such as gambling on sports
events;

Not involve in anytype of competitionmanipulationsincludingbut not limited to
betting, manipulation or corruption of sports competitions and use aleinsi
information, etc.; and

Maintain confidentiality and not disclose any information related to any
investigations on manipulation, unless required by law or authorized by the
appropriate authorities.

Handling of Social Media
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11.1 Coach should:

a) Use socialmedia responsibly, and will be held personally liable for any
commentary and/or material deemed to be defamatory, offensive or obscene;

b) Strictly refrainfrom sharinganypossiblesourceor hint of confidentialinformation
such as team strategies, finangrdbrmation, or personal information of Board
Directors, Committee Members, staff, athletes, coaches and umpires, etc.;

c) Not engage in cyberbullying, derogatory comments, harassment, offensive and
discriminatory opinion about the NSA, Board Directors, Cottea Members,
staff, athletes, coaches or umpires in social media; and

d) Be cautious when endorsing products or services on social media. He/she should
disclose any financial or other interests he/she may have in the product or service
and ensure that then@orsement does not incur any conflict of interest with the
NSAOGs policies or values.

12. Prevention of Sexual Harassment

12.1 Coach should not engage in any forms of sexual harassment under any circumstances.
Examples include unwanted physical contact, sexual e requests for sexual
favours. The NSA will not tolerate any comments or initiatives that are considered as
sexual harassment under the NSAOGs discret

12.2 Ensure that no action could be misconstrued or experienced as inappropriate while
physical contastare sometimes necessary during the coaching process.

12.3 Coaches should avaid

a) Misuse of authority of demanding sexual favours in return for access to resources,
promotion, team selection, etand

b) Hostile environment where unwelcome conduct of a sexuafen&t prevalent.
12.4 Coach should:

a) Report to theNSA immediately and shosupport to theictim if he/shenoticesor
receives a report of any incidents of harassment;
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Refrain from making any comments or engaging in any behaviour that can be
considered sexually suggestive, intimidating, or offensive;

Commit to the act of preventing sexual harassment and any retaliation actions
against any person who reports an incident of sexual harassment;

Not deny an athlete the right to participate in angné/competition based on the
athlete having made, or being subject of, sexual harassment allegations;

Cooperate with investigation procedures when being requested by the NSA.
Investigation and disciplinary procedures are prioritized over competitions,
mathes, and any other events;

Attend educatiorprograms/seminarglatedto preventionof sexualharassmenn
order to be better equipped for identifying the actions considered as sexual
harassment and understand the severe consequandes

Commitin creatng a safeandrespectfulenvironmentor everyondanvolved.

Prevention of Discrimination and Other Forms of Harassmernt

Coach should not make any comments and/or engage in actions that displays
discrimination and are intimidating, offensive aimkrcing on the basis of age, gender,
sexual orientation, religion, occupation, status, geographic location, income level,

Coach should understand the term discrimination and work against it. Discrimination is
a legal ternreferring to treating a person less favour based on above mentioned factors.
There are two types of discrimination

a) DirectDiscriminationoccurswhensomeoneés treatedessfavourablythananother

person because of a protected characteristic; and

b)
c)
d)
e)
f)
9)

13.

13.1
ethnicity and nationality.

13.2

Note:

2 Other forms of harassmeninclude but not limited to discriminatory harassmentphysical harassment,

cyberbullying, retaliation harassment, etc
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13.3

14.

14.1

b)

Indirect Discrimination occurs when a condition or requirement, which is not
justifiable, is applied to everyone but in practice adversely affects persons who
possess the aforementioned protected characteristic.

Coach should:

a)

b)

d)

Commit to foster a culture of respextd accountability within the team or NSA
by promoting positive values and behaviours, such as teamwork, fairness, and
empathy;

Not engage in any forms of harassment. Any actions and/or comments that seek to
harm, intimidate, or coerce will be consideresl llmrassments. Using obscene
language and/or gesture is one of the examples;

Understand that there will be consequences to the action of discrimination and
harassment. There will be investigation and disciplinary procedures when incidents
are reported. TheNSA will require he/she to attend interviews and answer
guestions relevant to the incidents;

Be respectful towards Board Directors, Committee Members, staff, athletes, other
coaches and umpires. He/she should be aware of the power dynamics and avoid
usinghis/her position as a coach to exert power over others;

Report any incidents of other forms of harassment to the appropriate body of the
NSA immediately to show support and exercise due diligence to ensure the well
being of the victim; and

Never engage iany form of sexually related conduct, including but not limited to
sexual innuendo, inappropriate gestures and terms or even sexually related contact
with any participant.

Anti-doping

Coach should:

a)

Educate the athletes on the importance of always congplyith the antidoping
rules and regulations of World Arfioping Agency (WADA), AntiDoping
Organization of Hong Kong, China (ADOHK) and the NSA, and the impact and
consequence of doping;
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b) Strictly prohibit the use of any performance enhancement subsitioitejrugs,
illegal drugs,or anyothersubstancethatarelistedasbannedroductsn thelocal,
national,andinternationakportscompetitionsandassociationsamongtheathletes;

c) Ensure himself/herself and the athletes participatingritrdoping education
programs/seminars in order to better understand the risks and consequences of
doping in sports and to be better equipped for making informed decisions with
regard to athletesd own health and safe

d) Report any suspicious behaviourateld to doping by athletes to the NSA and the
appropriate authorities;

e) Cooperatavith investigationavhenthe NSA commandsvith full honesty;

f) Maintain confidentiality and not disclose any information related to any anti
doping test or investigations oretlathletes, unless required by law or authorized
by the appropriate authorities;

g) Disclose any use of prescribed or ctlee-counter medications, supplements, or
treatments of the athletes to the NSA and the appropriate authorities;

h) Take responsibility of is/her actions and not engage in any behaviour that could
compromise the integrity of the sport. This includes refraining from any actions
that help athletes to doping such as using supplements or medications without
proper medical advice. Those who fadl tomply with antidoping rules may
receive provision of punishment including sanctions; and

1) Actively scan the amntiloping list issued by the WADA or other relevant
organi zations and keep close monitori ng
avoid dopingssues.

15.  Child Safeguarding
15.1 Coach should:

a) Have a duty of care to safeguard all children (person below 18) during the

coaching/trainingoursesindertheNSA. Childrenwith disabilitiesandotherswho

may be particularly vulnerable must also be takém account;

b) Take all reasonable steps to provide children with appropriate psychological and
physical safety and protection which in the care of the NSA,;
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c) Attend child safeguarding training programs/seminars arranged by the NSA or
other relevant bodies;

d) Be subject for screening of Sexual Conviction Record Check before
coaching/training courses;

e) Reportimmediatelyto theNSA whenwitnessed suspiciouvehaviouwhichmay
harm children and provide support to any child who has been affected; and

f) Discuss withand inform parents/guardians on the requirements of the sport and
potential impact of the training on the children before the training session.

16. Conflict of Interest

161 APrivate interesto includes both the fina
those of their connections including

a) family membersandotherrelations;
b) personafriends;
c) companie®r businessnterestavhichtheyhold or own (bothin partor in whole);
d) clubsandsocietiego whichtheybelong;and
e) peopleto whom theyoweafavouror areobligatedin anyway.
16.2 Declaration of Conflict of Interest

a) A conflict of i nterest situation ari se
compete®r conflictswith theinterestof theNSA oro n eoffigal duties.Coaches
shouldavoid usingtheir positionor anyinformationmadeavailableto them inthe
courseof theirdutiesto benefitthemselvesheirrelativesor anyotherpersonsith
whomtheyhavepersonabr socialties,or businesgonnectionsTheyshouldavoid
puttingthemselvesn a position thatay lead to an actual perceived conflict of
interest. Failure to avoid or declare such conflict of interest may give rise to
criticism of favouritism, abuse of authority or even allegations of corruption;

b) In particular, coahes involved in the procurement process should declare conflict
of interestf theyarecloselyrelatedto, or have,or will likely beperceivedo have,
beneficial interest in any company which is considering submission of
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guotation/tender to the NSA or i's bein
supplier of goods or serviceAppendix 6provides some examples of conflict of

interest scenarios w¢hh may be encountered and should be avoided by coaches;

and

c) When called upon to deal with matters of the NSA for which there is an actual or
perceived conflict of interest, a written declaration should be maélppandix 7
in thefirst instanceo the Secetaryof Boardof Directors/Departmertieadandto
abstain from dealing with the matter in question, but to follow the instruction of the
Secretary of Board of Directors/Department Head who may (or may raskign
the task to other coaches.

16.3 Coach shoul timely declare any existing or potential conflict of interest before:

a) Beingappointedasateamcoach or

b) Being a memberwho will be involved in the decisionmaking process(e.g.,
involvedin theathleteselectionprocess).

16.4 When a conflict ofnterest situation arises, coaches should timely disclose any potential
conflicts of interest and report it to the NSA and refrain from participating any
discussion or making decisions related to the declared matter.

Remarks

1 Reviews on the guidelines antbpedures shall be conducted annually and/or updated
upon any change to related rules and regulations.

1 Date of last review and approval given by the Board of Directors should be laid out.

1 The next review date should be laid down.

1 Views or comments otie guidelines and procedures are welcomed by way of email or
post.
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Appendix 1
Misconduct and Disciplinary Actions

Level Examples of Misconduct Disciplinary action

[Minor] [Example: Use of foul languagg [Example: Verbal
neglect of duty] Advice/Warnng, Written

Warning]

[Serious] [Example: Repeated absence | [Example: Suspension to
without prior notification and/or| participate in any sporelated
reasonable justification] activities for a period of time,

Forfeiture of Salary, Fines]
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Appendix 2
Declaration of Compliance with the Code of Conduct and Practice for Coaches

| agree to abide by the Code of Conduct and Practice for Coaches of the NSA and acknowledge
that the NSA may take disciplinary actions which may include suspensiotermnitiation
against me for violation of provision of the Code.

Signature of the Coach:

Full Name of the Coach:

Date:
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Appendix 3
Definition of Advantage under Section 2(1) of
the Prevention of Bribery Ordinance (Cap.201)
AAdvant ag-ed means:

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

b) any office, emplgment or contract;

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

d) any other service, diavour (other than entertainment), including protection from any
penalty or disability incurredr 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

f) any offer, undertaking or promise, whatleenditional or unconditional, of any advantage
within the meaning of any of the preceding paragraphs), c), d) and e),

but does not include an election donation within the meaning of the Elections (Corrupt and
lllegal Conduct) Ordinance (Cap. 55¢grticulars of which are included in an election return
in accordance with that Ordinance.
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Appendix 4A
Guidelines for Handling Gifts/SouvenirsPresented toa Coach in Official Capacity

All gifts and souvenirs received by coaches in official capacity should be forwarded to the
designated approving authority of the N#A disposalin the following manner:

a) If the gift/souvenirs of perishable nature (e.g., food or drink), it may be shearezhg the
office or during an activity organized by the N$#th approval from the designated
approving authority of NSA

b) If the gift/souveniris of historical or other interest, it may be sent to the NSA Archive with
approval from the designated apprayiuthority of NSA.

c) If the gift/souveniris a useful item, it may be retained and used by the NSA, or donated to
another charitable organizatienth approval from the designated approving authority of
NSA.

d) If the gift/souveniris suitable for display (e.g., a painting, vase, etc.), it may be retained
for display in the recipientds of fwthe or
approval from the designated approving authority of NSA

e) If the gift/souvenirhas a valudelow the amount as approved by the NSA but is not
suitable for sharing, archiving or display, it may be retained by the recipitbrapproval
from the designated approving authority of NSA

f) If the gift/souveniris a personal item having a value abdwe amount as approved by the
NSA, the designated approving authority of the NSA shall decide whether thewgiénir
should be retained by the recipient or returned to the offeror.

g) If the gift/souvenirs not a personal item and has a value of abovarttwaint as approved
by the NSA but is not suitable for sharing, archiving or display, it may be reserved as a
lucky draw prizein functions organized by the NSA with approval from the designated
approving authority of NSA

h) If the gift/souvenins of little or nominal value and is distributed to all participants in public
activities, such as a ball pen, file folder or key clasp, etc., it may be retained by the recipient
without the need to seek approval.
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Appendix 4B
Report of Gifts/SouvenirsReceived

Part AT To be completed by Receiving Coach
To: *[Secretary of Board of DirectoBépartment Head]

Description of Offeror:
Name and title of Offeror:

Company:

Relationship (business/personal):

Occasion on which the gift was/is to leeeived:
Description of the gift:
Estimated value of the gift: I below HKS$[KX] ITT HKS ¢ x ]t

Suggested Method of Disposal: Remark
() Retain by the Recipient

() Retain for Display as a Souvenir in the Office
() Share among th@ffice
() Reserve as Lucky Draw Prize at an Internal Funct

() Donate to another Charitable Organization
() Return to Offeror
() Others (please specify) :
Name of Receivin@oach
Title:
Date

Part B 1 To be completed by *theSecretary of Board of DirectorsDepartment Head
The recommended method of disposahigproved/not approved.

*The gift/souveni(s) concerned should be disposed of by way of:

* Secretary of Board of DirectoBépartment Heac
Full Name:
Date:

* Please delete as appropriate
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Appendix 5

Relevant Provisions on offences of solicitation, acceptance and offering of advantages
under the Prevention ofBribery Ordinance (Cap. 201)

Section 9 Corrupt transaction with agents

1. 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) doingor forbearingto do, or having done or forborne to do, any act in relation to his
principal 6s affairs or business; or

(b) showing or forbearing to show, or having shown or forborne to show, favour or
di sfavour to any person in rglation to hi

shall be guilty of an offence.

2. Any person, who, without lawful authority or reasonable excuse, offers any advantage to
any agent as an inducement to or rieward fo

(a) doing or forbearing to do, or having done ortforne 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
di sfavour to any person in relation to hi

shall be guilty of amffence.

3. Any agent who, with intent to deceive his principal, uses any receipt, account or other
documeni

(a) 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

(c) 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 pgomisf 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 ghall
(a) be given before the adntage is offered, solicited or accepted; or

(b) 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 effiee for the purposes of subsection 4, the principal shall,
before giving such permission, have regard to the circumstances in which it is sought.
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Appendix 6

b)

d)

f)

g9)

h)

)

K)

Examples of Conflict of Interest Scenarios

A coach takes part in the selection of suppliersonitractors, and one of the bidders under
consideration is owned by or under the control of his/her relative or close personal friend.

A coach has a financial interest in a company which is being considered for selection as
the NSAOsS s upgeiviceg orisarf exigingsupier.o r

A coach acquires dealership of goods or services on insider knowledge that such goods o
services are being considered for procurement by the NSA.

A coach or his/her relative or close personal friend has financiakstsein a supplier

r

whose goods or services are being selected through an intermediary (e.g., a publicity agent)

appointed by the NSA.

A coach selects a venue where his/her relative or close personal friend has ownership o
management responsibility.

A coach accepts frequent or lavish entertainment or expensive gifts from the NSAs
suppliers or contractors.

A coach assesses a relativebs coaching
such a person.

A coach nominates a relative @smmitteeMember.

A coach vets applications for program sponsorship submitted by a Community Club of
which hésheis also aCommitteeMember.

A coach responsible for controlling the allocation of venue rented by the NSAatais
prime time slots to a training school or a club operated by hifheedtlfor a relative.

A coach responsible for selling tickets of a popular program reserves tickets/li@r his
relatives or personal friends without permission.

111

r

quz



CODE OF CONDUCTAND PRACTICE FOR COACHES

Appendix 7
[Name of the NSA]

Declaration of Conflict of Interest by Coach

Name of Department Head:

Division/ Department:

Subiject:

Part A - Declaration (To be completed by Declaring Coach
To: Secretary of Board of DirectoBépartment Head

| would like to report the following existing/potential conflict of interest situation(s) arising
during the discharge of my duties:

Person(s)/organization(s) with whom/which | have official dealings andf private
interest

My relationship with the person(s)/organization(s) (e.g. relative)

My contact with the person(s)/organization(s)

(Please state the frequency of contact and the usual occasions of contact, etc.)

Relationship of theperson(s)/organization(s) with the NSA (e.g. supplier)
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Brief description of my duties which involved the person(s)/organization(s)

(e.g. handling of tender exercise)

File reference, if any, of the mentioned duties

| confirm that | fullyunderstand that my right to handle the matter as described above and to
access to any information in relation to it may be withheld.

Signature of DeclarinGoach

Full Name:

Date:
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Part B 1 Acknowledgement
(To be completed bgecretary of Board oDirectorsDepartment Head)

To: Declaring Coach
Acknowledgement of Declaration
Part B(i)i In respect of the declaration in Part A of this form, it has been decided that:

The declaration as described in Part A is noted. You are allowed to continue hémelling
work as described in Part A, provided that there is no change in the information declared
above

You are restricted in the work as described in Part A (e.g. prohibit from handling the specific
part/duty that you have conflict, withdraw from discussiom specific issue/case).

Details:

You may continue to handle the work as described in Part A, but an indeprsaéntould be
recruited to participate in, oversee or review part or all of the deas&img process (e.g. task
anothercoachwith the required expertise to provide objective assessment on the matter).

Details:

You are relieved of your duty as described in Part A, which will be taken up by acasbkr
through redeployment.

Details:
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You should relinquish the personal/private interest (e.g. cease to be a member of a
club/association, divest tievestments until the conflict situation described in Part A no longer
exists)

Details:

Others (please specify) (e.g. you should not contact the person(s)/organization(s) concerned until
the conflict situation described in Part A no longsts):

Details:

Part B(ii) i The justification(s) for the measure(s) as described in Part B(i) above is/are:
(Factors of consideration including the materiality of the conflict, link between the conflict and
the matter in question, and apgssible negative public perception over the conflict/incident.)

In all cases, please be reminded that you should not disclose any privileged/internal information
of the subject matter to the person(s)/organization(s) concerned and should fuxhteif rep
there are changes in circumstances necessitating reporting.

Signature ofSecretary of Board of
DirectorsDepartment Head:

Full Name:

Date:
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Part C 7 Keeping of Records
(To be completed by the Declaring Coach)

To: Secretary of Board ddirectorsDepartment Head
Acknowledgement of Decision

| noted the decision in Part B. The completed form is for your retention please.

Signature of DeclarinGoach

Full Name:

Date:
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25
CODE OF CONDUCT FOR UMPIRES

This Code of Conduct sets out the basic standard of conduct expected of all umpires under the
NSA.

1. Introduction

1.1  All umpires are automatically bound by and required to comjitlly all rules written
under this Code of Conduct. Accordingly, they are deemed to have agreed that it is their
personal responsibility to familiarize and comply with all the requirements written, in
particular, what behaviours constitute as contraventfiences under the Code.

1.2  Failure to comply with the Code may result in disciplinary action, including suspension
or termination from the NSA. For disciplinary actions relating to misconduct, please
refer toAppendix 1 Misconduct and Disciplinary Actions

2. Fundamentals
2.1  Umpiresshould:

a) Maintain impartiality and integrity for all decisions and actions delivered in the
event, and uphold the rules and regulations of the sport. He/she should not tolerate
cheating, misconduct, or any other form of unfair advantamd should take
appropriate action if such instances ogcur

b) Exercise his/her discretion, position, and power in a way that best demonstrates
respect for all individuals, regardless of their race, gender, religion, or sexual
orientation;

c) Maintain profes®nalism and refrain from using abusive, threatening, and/or
disrespectful language and/or behaviour towards anyone. Any form of
discrimination, harassment, or bullying will not be tolerated. He/she is expected to
lead by example and demonstrate the spiriitegrity and professionalism among
the athletes;

d) Demonstratentegrity andprofessionalismvhenumpiringtheeventno matterhow
the players, coaches and spectators react and respect decisions made by other
umpires;
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3.1

e) Takeresponsibilityof his/herown actionsandbehaviourpothonandoff thefield.
This includes avoiding behaviour that could bring himself/herself, the teams,
ard/or the NSA into disrepute;

f) Be punctual, and ensure effective communications between players, coaches and
otherumpires.He/sheshouldneverumpireany eventundertheinfluenceof drugs
or alcohol;

g) Participate in education programs/seminars related to-carruption, ant
manipulation, antdoping, use of social media, prevention of sexual harassment
and child safeguarding, etc., arranged by the NSA

h) Beawareof anysafetyconcernsandtakeappropriateactionto ensurghatthegame
is playedsafely.He/sheshouldalsomaintaina safeand fairplayingenvironment,
which includes taking action to prevent and discourage violence on or off the
court/field;

1) Committo creatinga safeandrespectfuenvironmentor everyondnvolved;

) Comply withumpi resd guidance of the NSA, and
organization such as the International Olympic Committee (IOC), World Anti
Doping Agency (WADA) and related world and/or regional sports federations;

k) Notinvolvein anytypeof competitionmanipulationsincluding but notlimited to
betting or corruption of sports competitions and use of inside information etc.;

[) Keep his/her reputation in good standing and refrain from any conduct that may
harm the standing of the NSA;

m) Pledge that there wilbe no incidents of interest. All conflicts of interest arisen
should be reported to the NSA; and

n) Completethe Declarationof Compliancewith the Codeof Conductfor Umpiresin
Appendix 2uponregistrationrandrenewalasanumpireof the NSA.

Provisions of Prevention of Bribery Ordinance

Under Section 9 of the Prevention of Bribery Ordinance (POBO, Cap. 201), an agent
who solicits or accepts an advantage in r
without the priagi pamimst panmio$éieonsem The
defined in Section 2(1) of POBO and includes almost anything of value, except
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3.2

4.1

4.2

4.3

entertainment, such as money, gift, commission, loan, fee, reward, office, employment,
contract, service or favour as detailedppendix 3

In this connection, any umpire commits an offence if he/she, without the permission of
NSA, solicits or accepts any advantage as a reward or inducement for doing any act or
showing favour in relation to the NSAOSs

Acceptanceof Advantages

Umpires are prohibited from soliciting any advantage from any persons or companies
having business dealings with the NSA (e.g., suppliers, contractors and members, etc.).
Umpires who wish to accept any advantage from such persons should, depending on
the dgrcumstances of the case, seek special permission from the designated approving
authority of the NSA.

Gifts/Souvenirs presented eimnpiresin official capacity

a) Any gifts/souvenirs offered voluntarily to umpires in their official capacity are
regarded asifis/souvenirs to the NSA. The NSA should decline the offer if the
acceptanceouldaffecttheu mp i abjecsivityin conductingheN S A Business,
induce them to act against the interest of the NSA, or lead to perception or
complaints of bias or improjety;

b) Umpires should follow the procedures set uf\ppendix 4Afor the disposal of
gifts/souvenirs presented to them in their official capacity and, depending on the
circumstanceggportthe matteto the designatecgpprovingauthorityof the NSA
and sek instruction by using the form fppendix 4B and

c) Properrecords ottheseapplications should bieept by theSecretariat showing the
name of the applicant, the occasion of the offer, the nature and estimated value of
the gift/souvenir, and whether permission has been granted for the applicant to
retain the gift/souvenir or other directions have been given tdigposal of the
gift/souvenir.

Sponsorships offered tompiresin official capacity

a) Umpires may be offered sponsorships in their official capacity by
persons/organizations for official purpose such as attending local/overseas
conferences;onventionsandproducttrial activities,etc. Suchsponsorshipshould
be regarded as sponsorships offered to the NSA and referred to the designated
approving authority foconsideration ofcceptance, excepar those offered by
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4.4

5.1

sportsgoverningbodies(e.g.,Internatioral Olympic Committee Olympic Council
of Asia, etc.) to the NSA for attending umpire meetings/programs.

b) Thedesignate@pprovingauthorityshouldconsidemwhethertheacceptancef the
sponsorship will benefit the NSA as a whole and not bring the M&Aany
disrepute, whether the NSA will feel obliged to do something in return for the
offeror,andwhethertheacceptancwill giveriseto anyactualor perceivectonflict
of interest(e.g.,theofferoris asupplier/contractdbiddingfor theN S A éostract).

If decisionis madeto accepthesponsorshipthe NSA shouldthenselectasuitable
umpire to attend the sponsored activity.

Advantages offered tompiresin private capacity

a) Where an umpire is offered an advantage in his/her privateitgp@e/she may
accept it if the acceptance will not affect the performance of his/her duties as an
umpire; and he/she will not feel obliged to do something in return in connection
with the NSAO6s business for thedbefferor
obliged to reciprocate an advantage by returning to the offeror a favour connected
with any business of the NSA, he/she should decline the offer.

b) When an umpire is in doubt as to whether he/she should accept an offer of
advantage, it is advisablerfo hi m/ her t o a p pandconsuitthe isuns
designated approving authority for advice and instruction.

Acceptance of Entertainment

As defined in Section 2 of POBO, fdenterta
immediate consumption on the occasion, and any other entertainment provided at the
same time. Although entertainment is an acceptable form of business and social
behaviom and i s n ot umaimresshbEddnotaaccepa lgvesioqr frequent
entertainment from persons/organizations with whom the NSA has official dealings

(e.g., suppliers or contractors, clubs/persons to which the NSA may allocate resources

Note:

L In the sunshindest,the personconcernedshouldaskhimself/herselif he/shewould be happyto openly
discuss witlthegeneralpublicwhathe/shas doing.If hefeelsuncomfortabl@boutthat,whathe/shes doing
is probably conflicting with the ethical standard generally expected by society.

120



CODE OF CONDUCTFOR UMPIRES

6.1

6.2

7.2

8.1

or job assignrants), to avoid placing themselves in a position of obligation to the
offeror.

Offer of Advantage

Umpires are prohibited from offering advantages to any director, or staff of any
company or organization, for the purpose of influencing such person or comgary
dealings, or any public official, whether directly or indirectly through a third party,
when conducting the business of the NSA

Relevant provisions of POBO including the offences of solicitation, acceptance and
offering of advantages are Appendix 5.

Professionalism
Umpireshould:

a) Maintain a solid and comprehensive understanding of the rules and regulations
related to the roles, and to apply them fairly and consistently during games;

b) Make his/her decisions with consistency and professionalisatl aspects during
events;

c) Ensurethatsportsmanships well maintainedhroughoutall events;

d) Respect the rights, dignity and worth of all participants regardleg®infgender,
ethnic origin or religion and treat all participants as they wtkélto be treated
without bias; and

e) Dressup properlyandprofessionallythroughouthe events.
Umpiring Overseas and/or Local Competitions
Umpireshould:

a) Maintain good discipline, conduct, and behave properly in and out of competition
as he/she is repressting the image of Hong Kong, China and the NSA,;

b) Complywith thelocal andnationallawswherethe overseasompetitionis placed.
It will be personal liability for any violation, and the NSA will not bear any cost
regarding the matter;

121



CODE OF CONDUCTFOR UMPIRES

9.1

d)

Keepall original copiesof receiptdor mattersancludingbutnotlimited to air ticket,
boardingpass, accommodatiomeal,supplementsandlong-distancecalls incase
of reimbursementAlcohol or any illicit substanceswill not be reimbursed.
Credit/debitcard slips will not be acceptedunlessit is supportedby original

receipts, in accordance with the conditions stipulated by the NSA;

Handle the appeal properly in accordance with the competition rules in case of
disputes on the judging and results of the cditipe; and

Agree that the NSA reserves the right to remove his/her name from the list of
umpires if a violation of the Code or any illegal or inappropriate behaviour has
occurred. The NSA may take any corrective action deemed appropriate including
suspeni®n or termination of an umpire from the NSA.

Anti -Manipulation of Competition

Umpireshould:

a)

b)

d)

Always umpire the event by the rules of the sport and to compete with integrity.
He/she should not engage in any behaviour that undermines the fairness of the
conpetition;

Report any suspicious behaviour related to manipulation (such as-fixaigh
bribery, betting and use of inside information) to the NSA and appropriate
authorities. This includes any attempts to bribe or offer him/her any incentives to
influence the outcome of a game or competition;

Cooperate with any investigations related to manipulation in sports and provide
anyinformationor evidenceequestedby the NSA andtheappropriateauthorities;

Participaten educatiorprograms/seminarglatedto ant-manipulationn orderto
be better equipped for identifying and report any suspicious behaviour;

Take responsibility for his/her actions and do not engage in any behaviour that
couldcompromiseheintegrity of thesport.He/sheshouldrefrainfrom anyactions

that could make him/her vulnerable to manipulation, such as gambling on sports
events;

Not involve in anytype of competitionmanipulationsincluding but not limited to
betting, manipulation or corruption aports competitions and use of inside
information, etc.; and
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g) Maintain confidentiality and not disclose any information related to any
investigations on manipulation, unless required by law or authorized by the
appropriate authorities.

10. Handling of Social Media
10.1 Umpireshould:

a) Use social media responsibly, and will be held personally liable for any
commentary and/or material deemed to be defamatory, offensive or obscene;

b) Strictly refrainfrom sharinganypossiblesourceor hint of confidentialinformation
such as team strategies, financial information, or personal information of Board
Directors, Committee Members, staff, athletes, coaches and umpires, etc.;

c) Not engage in cyberbullying, derogatory comments, harassment, offensive and
discriminatoy opinion about the NSA, Board Directors, Committee Members,
staff, athletes, coaches, or umpires in social media; and

d) Be cautious when endorsing products or services on social media. He/she should
disclose any financial or other interests he/she may imathe product or service
and ensure that the endorsement does not incur any conflict of interest with the
NSA6s policies or values.

11. Prevention of Sexual Harassment

11.1 Umpires should not engage in any forms of sexual harassment under any circumstances.
Exampeks include unwanted physical contact, sexual advances, requests for sexual
favours. The NSA will not tolerate any comments or initiatives that are considered as
sexual harassment under the NSAOG6s discret

11.2 Ensure that no action could be misconstruedxpesenced as inappropriate while
physical contacts are sometimes necessary during the umpire process.

11.3 Umpire should avoid:

a) Misuse of authority of demanding sexual favours in return for access to resources,
promotion, judgement on event resetc; and

b) Hostile environment where unwelcome conduct of a sexual nature is prevalent.
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11.4 Umpireshould:

12.

12.1

a)

b)

d)

)

Report to theNSA immediately and showupport to thevictim if he/shenotices or
receives a report of any incidents of harassment;

Refrain from making any comments or engaging in any behaviour that can be
considered sexually suggestive, intimidating, or offensive;

Commit to the act of preventing sexual harassment and any retaliation actions
against any person who reports an incident of sexual harassment;

Not deny an athlete the right to participate in any event/competition based on the
athlete having made, or being subject of, sexual harassment allegations;

Cooperate with investigation procedar when being requested by the NSA.
Investigation and disciplinary procedures are prioritized over competitions,
matches, and any other events; and

Attend educatiorprograms/seminarglatedto preventionof sexualharassmenn
order to be better equippddr identifying the actions considered as sexual
harassment and understand the severe consequences.

Commitin creatinga safeandrespectfulenvironmenfor everyonanvolved.

Prevention of Discrimination and Other Forms of Harassment

Umpire should notmake any comments and/or engage in actions that display
discrimination and are intimidating, offensive and coercing on the basis of age, gender,
sexual orientation, religion, occupation, status, geographic location, income level,
ethnicity and nationality.

Note:

2 Other forms of harassmeninclude but not limited to discriminatory harassmentphysical harassment,

cyberbullying, retaliation harassment, etc.
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12.2 Umpire should understand the term discrimination and work against it. Discrimination
is a legal term referring to treating a person less favour based on above mentioned
factors. There are two types of discrimination

12.3

a)

b)

Direct Discrimination occurs when seane is treated less favourably than another
person because of a protected characteristic; and

Indirect Discrimination occurs when a condition or requirement, which is not
justifiable, is applied to everyone but in practice adversely affects persons who
possess the aforementioned protected characteristic

Umpireshould:

a)

b)

d)

Commit to foster a culture of respect and accountability within the team or NSA
by promoting positive values and behaviours, such as teamwork, fairness, and
empathy;

Not engagan anyforms of harassmen#ny actionsand/orcommentghatseekto
harm, intimidate, or coerce will be considered as harassments. Using obscene
language and/or gesture is one of the examples;

Understand that there will be consequences to the action of discrimirzeteb
harassmenilherewill beinvestigatioranddisciplinaryproceduresvhenincidents

are reported. The NSA will require he/she to attend interviews and answer
guestions relevant to the incidents;

Be respectful towards Board Directors, Committee Membsiaff, athletes,
coaches, and other umpires. He/she should be aware of the power dynamics and
avoid using his/her position as an umpire to exert power over others;

Report any incidents of other forms of harassment to the appropriate body of the
NSA immediately to show support and exercise due diligence to ensure the well
being of the victim; and

Neverengagen anyform of sexuallyrelatedconduct,includingbut notlimited to
sexualinnuendojnappropriategestureandtermsor evensexuallyrelatedcontact
with any participating athletes.
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13.

13.1

14.

14.1

Anti-doping

Umpire should:

a)

b)

)

Educateheathleteontheimportanceof complyingwith theantirdopingrulesand
regulationsof World Anti-DopingAgency(WADA), Anti-DopingOrganizatiorof
Hong Kong, Giina (ADOHK) and the NSA, and the impact and consequence of
doping;

Strictly prohibit the use of any performance enhancement substance, illicit drugs,
illegal drugs,or anyothersubstancethatarelistedasbannedroductsn thelocal,
national,andinternationakportscompetitionsandassociationamongtheathletes;

Report any suspicious behaviour related to doping by athletes to the NSA and the
appropriate authorities;

Cooperatavith investigationavhenthe NSA commandsith full honesty;

Maintain confidentiality and not disclose any information related to any anti
doping test or investigations on the athletes, unless required by law or authorized
by the appropriate authorities;

Disclose any noticed use of prescribed or dhercounter medications,
supplements, or treatments of the athletes to the NSA and the appropriate
authorities; and

Take responsibility of his/her actions and not engage in any behaviour that could
compromise the integrity of the sport. This includes refrainioghfany actions

that help athletes to doping such as using supplements or medications without
proper medical advice. Those who fail to comply with -@iafping rules may
receive provision of punishment including sanctions.

Child Safeguarding

Umpireshould:

a)

Have a duty of care to safeguard all children (person below 18) during the event.
Childrenwith disabilitiesandotherswho maybe particularlyvulnerablemustalso
be taken into account;
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b) Take all reasonable steps to provide children ajpropriate psychological and
physical safety and protection during the event;

c) Attend child safeguarding training programs/seminars arranged by the NSA or
other relevant bodies; and

d) Reportimmediatelyto theNSA whenwitnessed suspiciouvehaviouwhichmay
harm children and provide support to any child who has been affected.

15. Conflict of Interest

151 APrivate interesto includes both the fina
those of their connections including:

a) family membersandotherrelations;
b) personafriends;
c) companie®r businessnterestavhichtheyhold or own (bothin partor in whole);
d) clubsandsocietiego whichtheybelong;and
e) peopleto whom theyoweafavouror areobligatedin anyway.
15.2 Declaration of Conflict ofnterest

a) A conflict of interest situation arise
compete®r conflictswith theinterestof theNSA oro n eoffigal duties.Umpires
shouldavoid usingtheir positionor anyinformationmadeavailableto themin the
courseof theirdutiesto benefitthemselvegheirrelativesor anyotherpersonswith
whomtheyhavepersonabr socialties,or businesgonnectionsTheyshouldavoid
puttingthemselvesn a positionthatmaylead toanactual orperceivedcconflict of
interest. Failure to avoid or declare such conflict of interest may give rise to
criticism of favouritism, abuse of authority or even allegations of corruption;

b) In particular,umpiresinvolvedin the procurement proceshoulddeclareconflict
of interestf theyarecloselyrelatedto, or have,or will likely beperceivedo have,
beneficial interest in any company which is considering submission of
guotation/tender to the NSA or i's bein
supplier of goods or serviceAppendix 6provides some examples of conflict of
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interest scenarios wtth may be encountered and should be avoided by umpires;
and

c) When called upon to deal with matters of the NSA for which there is an actual or
perceived conflict of interest, a written declaration should be maélppandix 7
in thefirst instanceo the Secetaryof Boardof Directors/Departmertieadandto
abstain from dealing with the matter in question, but to follow the instruction of the
Secretary of Board of Directors/Department Head who may (or may nagsign
the task to other umpires.

15.3 Umpire shald timely declare any existing or potential conflict of interest before
a) Beingappointedasaneventumpireor;

b) Being a memberwho will be involved in the decisionmaking process(e.g.
involved in the athlete selection process).

15.4 When a conflict ointerest situation arises, umpires should timely disclose any potential
conflicts of interest and report it to the NSA and refrain from participating any
discussion or making decisions related to the declared matter.

Remarks

1 Reviews on thguidelines and procedures shall be conducted annually and/or updated
upon any change to related rules and regulations.

1 Date of last review and approval given by the Board of Directors should be laid out.

1 The next review date should be laid down.

1 Views or @mments on the guidelines and procedures are welcomed by way of email or
post.
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Appendix 1
Misconduct and Disciplinary Actions
Level Examples of Misconduct Disciplinary action
[Minor] [Example: Use of foul languagg [Example:Verbal
neglect of duty] Advice/Warning, Written
Warning]
[Serious] [Example: Repeated absence | [Example: Suspension to

without prior notification and/or
reasonable justification]

participate in any sporelated
activities for a period of time,
Forfeiture of Salary, Fines]
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Appendix 2
Declaration of Compliance with the Code of Conduct for Umpires

| agree toabide by the Code of Conduct for Umpires of the N8@ acknowledge that the
NSA may take disciplinary actions which may include suspension and termination against me
for violation of provision of the Code.

Signature of the Umpire:

Full Name of the Umpire:

Date:
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Appendix 3
Definition of Advantage under theSection 2(1) of
Prevention of Bribery Ordinance (Cap.201)
AAdvant ag-ed means:

a) any gift, loan, fee, reward or commission consisting of money, of any vakehlety or
of other property or interest of property in any description;

b) any office, employment or contract;

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

d) any other service, diavour (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 frone xercise of any right or any power or duty; and

f) any offer, undertaking or promise, whether conditional or unconditional, of any advantage
within the meaning of any of the preceding paragraphs), c), d) and e),

but does not include an election daoatwithin the meaning of the Elections (Corrupt and
lllegal Conduct) Ordinance (Cap. 554), particulars of which are included in an election return
in accordance with that Ordinance.
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Appendix 4A

Guidelines for Handling Gifts/SouvenirsPresented toan Umpire in Official Capacity

All gifts and souvenirs received by umpires in official capacity should be forwarded to the

designated approving authority of the N#A disposalin the following manner:

a)

b)

d)

f)

9)

h)

If the gift/souvenins of perishable nature (e.g., food or drink), it may be shared among the

office or during an activity organized by the N$#th approval from the designated

approving authority of NSA

If the gift/'souvenirs of historical or other interest, it may b&st the NSA Archive with
approval from the designated approving authority of NSA.

If the gift/souveniris a useful item, it may be retained and used by the NSA, or donated to
another charitable organizatianth approval from the designated approvinghauity of

NSA.

If the gift/souveniris suitable for display (e.g., a painting, vase, etc.), it may be retained

for display 1in

t he

recipientaos

approval from the designated approving authority of NSA

of fwitb e

or

If the gift/souvenirhas a value below the amount as approved by the NSA but is not
suitable for sharing, archiving or display, it may be retained by the recipitbrapproval
from the designated approving authority of NSA

If the gift/'souveniris apersonal item having a value above the amount as approved by the
NSA, the designated approving authority of the NSA shall decide whether thewgiénir
should be retained by the recipient or returned to the offeror.

If the gift/souvenins not a persodem and has a value of above the amount as approved
by the NSAbut is not suitable for sharing, archiving or display, it may be reserved as a

lucky draw prizein functions organized by the NSA with approval from the designated

approving authority of NSA

If the gift/souvenirs of little or nominal value and is distributed to all participants in public

activities, such as a ball pen, file folder or key clasp, etc., it may be retained by the recipient

without the need to seek approval.
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Appendix 4B
Repat of Gifts/SouvenirsReceived

Part AT To be completed by Receiving Umpire
To: * [Secretary of Board of DirectoB3¢partment Head]

Description of Offeror:
Name and title of Offeror:

Company:

Relationship (business/personal):

Occasion onwhich the gift wasl/is to be received:
Description of the gift:
Estimated value of the gift: I below HKS$[KX] ITT HKS ¢ x ]t

Suggested Method of Disposal: Remark
() Retain by the Recipient

() Retain for Display as a Souvenir in {Oéice
() Share among the Office
() Reserve as Lucky Draw Prize at an Internal Funct

() Donate to another Charitable Organization
() Return to Offeror
() Others (please specify) :
Name of Receivingympire
Title:
Date

Part B 1 To be completed by *theSecretary of Board of DirectorsDepartment Head
The recommended method of disposahigproved/not approved.

*The gift/souveni(s) concerned should be disposed of by way of:

* Secretary of Board of DirectoBépartment Heac
Full Name:
Date:

* Please delete as appropriate
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Appendix 5

Relevant Provisions on offences of solicitation, acceptance and offering of advantages
under the Prevention ofBribery Ordinance (Cap. 201)

Section 9 Corrupt transaction with agents

1. 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 forbearindo do, or having done or forborne to do, any act in relation to his
principal 6s affairs or business; or

(b) showing or forbearing to show, or having shown or forborne to show, favour or
di sfavour to any person in rglation to hi

shall be guilty of an offence.

2. Any person, who, without lawful authority or reasonable excuse, offers any advantage to
any agent as an inducement to or rieward fo

(a) doingor forbearing to do, or having done orliorne 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
di sfavour to any person in relation to hi

shall be guilty of amffence.

3. Any agent who, with intent to deceive his principal, uses any receipt, account or other
documeni

(a) 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

(c) 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 pgomisf 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 ghall
(a) be given before the adntage is offered, solicited or accepted; or

(b) 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 effiee for the purposes of subsection 4, the principal shall,
before giving such permission, have regard to the circumstances in which it is sought
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Appendix 6

b)

d)

f)

g9)

h)

)

K)

Examples of Conflict of Interest Scenarios

An umpire takes part in the selection of supplersontractors, and one of the bidders
under consideration is owned by or under the control dhdriselative or close personal
friend.

Anumpire has a financial interest in a company which is being considered for selection as
t he NSAGs s uqugelvices, orisar exigtimgsupglier.

An umpire acquires dealership of goods or services on insider knowledge that such goods
or services are being considered for procurement by the NSA.

An umpire or his/her relative or close personal friend has financial interests in a supplier
whose goods or services are being selected through an intermediary (e.qg., a publicity agent)
appointed by the NSA.

Anumpire selects a venue where/hesrelative o close personal friend hasvnership or
management responsibility.

An umpire accepts frequent or lavish entertainment or expensive gifts from the NSAs
suppliers or contractors.

An umpire assesses a relatvempiring qualification, or isonsidering the promotion of
such a person.

An umpire nominates a relative @mmitteeMember.

An umpire vets applications for program sponsorship submitted by a Community Club of
which hésheis also a&CommitteeMember.

Anumpire responsible for controll the allocation of venue rented by the NSA, allocates
prime time slots to a training school or a club operated by hifheedtlfor a relative.

An umpire responsible for selling tickets of a popular program reserves tickets/ff@r his
relatives or pesonal friends without permission
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Appendix 7
[Name of the NSA]

Declaration of Conflict of Interest by Umpire

Name of Department Head:

Division/ Department:

Subiject:

Part A - Declaration (To be completed by Declaring Umpjre
To: Secretary oBoard of Directorddepartment Head

| would like to report the following existing/potential conflict of interest situation(s) arising
during the discharge of my duties:

Person(s)/organization(s) with whom/which | have official dealings and/or private
interest

My relationship with the person(s)/organization(s) (e.g. relative)

My contact with the person(s)/organization(s)

(Please state the frequency of contact and the usual occasions of contact, etc.)

Relationship of theperson(s)/organization(s) with the NSA (e.g. supplier)
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Brief description of my duties which involved the person(s)/organization(s)

(e.g. handling of tender exercise)

File reference, if any, of the mentioned duties

| confirm that | fullyunderstand that my right to handle the matter as described above and to
access to any information in relation to it may be withheld.

Signature of Declaringgmpire

Full Name:

Date:
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Part B 1 Acknowledgement
(To be completed bgecretary oBoard of DirectorsDepartment Head)

To: Declaring Umpire
Acknowledgement of Declaration
Part B(i)i In respect of the declaration in Part A of this form, it has been decided that:

The declaration as described in Part A is noted. You are allowed to aoh@indling the
work as described in Part A, provided that there is no change in the information declared
above

You are restricted in the work as described in Part A (e.g. prohibit from handling the specific
part/duty that you have conflict, withdraw fratiscussion on a specific issue/case).

Details:

You may continue to handle the work as described in Part A, but an indepengeatvould
be recruited to participate in, oversee or review part or all of the deaisking process (e.g.
task anothemmpirewith the required expertise to provide objective assessment on the matter).

Details:

You are relieved of your duty as described in Part A, which will be taken up by anuotbies
through redeployment.

Details:
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You should relinquish the personal/private interest (e.g. cease to be a member of a
club/association, divest tievestments until the conflict situation described in Part A no longer
exists)

Details:

Others (please specify) (e.g. you should not contact the person(s)/organization(s) concerned until
the conflict situation described in Part A no longsts):

Details:

Part B(ii) i The justification(s) for the measure(s) as described in Part B(i) above is/are:
(Factors of consideration including the materiality of the conflict, link between the conflict and
the matter in question, and any possit#gative public perception over the conflict/incident.)

In all cases, please be reminded that you should not disclose any privileged/internal information
of the subject matter to the person(s)/organization(s) concerned and should further report if
there are changes in circumstances necessitating reporting.

Signature ofSecretary of Board of
DirectorsDepartment Head:

Full Name:

Date:
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Part C 7 Keeping of Records
(To be completed by the Declaring Umpire)

To: Secretary of Board ddirectorsDepartment Head
Acknowledgement of Decision

| noted the decision in Part B. The completed form is for your retention please.

Signature of Declaringgmpire

Full Name:

Date:
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3.1

GUIDELINES AND PROCEDURES ON ATHLETE SELECTION

Objective: These guidelines and procedures relate to the selection of athletes whichbghould
applied from time to time to ensure fairness aadsparency.

1.

11

2.1

Fundamental Principles

In devising the mechanism for selection of athletes, NSA should include the following
principles by making a statement of commitment to:

a)

b)

d)

Promulgate the core values of equal opportunities and fair competition in athlete
selection;

Allow athletedair andfull opportunityto displaytheirworthinesdor selectiorand
to fulfill the aims of the NSA at the competition;

Ensureransparencyn respecof informationaboutthe selectionandtheselection
process, and timeliness in the dissemination oirtfeemation;

Uphold the principle of impartiality in the selection process, including the
formulation of a mechanism for declaring conflict of interest, actual or perceived,
and the guidelines for taking appropriate actions following the declaration; and

Adhere to ethical practices in athlete selection and compliance with the
fundamental principles in athlete selection.

Overview of the Selection

Information relating to the selection should include, but not limited to the following:

a)

b)

d)

Objectives (e.g., obtaing medals, top eight achievement, preparation for other
Games, etc;)

Detailsof theevent/tean{e.g.,name dateandlocation,etc.);
Numberof athletego be selectedhcludingreserveand

Selection/applicatiotimeline.
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3.1

3.2

3.3

Athlete Registration

The NSAshall establish and publish the guidelines on the registration and renewal of
athletes, in order to facilitate the verification of their eligibility for participating in any

event or competition organized by the NSA. The guidelines on registration anglene
of athletes shall be publicized to promote fairness and transparency of the NSA.

When the NSA formulate the guidelines on registration and renewal of athletes, the

following should be considered:

a)

b)

c)

d)

)

h)

)

k)

The NSA should require the applicant to declare the veracity and accuracy of all the

Eligibility criteria;
Registratiorrequirementandnecessargocuments;
Renewalkonditionsandnecessargocuments;

Registrationand renewal workflow (e.g., conduct and documentationof the
authenticity checks on applicantso

Registratiorapprovingauthoritiese.g, for approvalof renewal waiving of fees);
Undertakingby applicantdo abideby N S A Galeof Conductfor Athletes;
Registratiorandrenewalperiod;

Validity duration;

Feesandfee-waiverarrangement;

Time pledgefor processingpplications;

Suspensiomndterminationof registrationstatus;and

Appealmechanism.

c |

information and documents provided to the NSA. The submission of the documents
implies the applicant's consent to further verification by the NSA as necessary. Any
fabrication of documents may result in the revocation of registration and the prohibition
from enrolling any athlete selection procedure.
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4.1

41.1

4.2

42.1

Selection Mechanism

NSA should considethe formation of an Athlete Selection Committee. If the NSA
decide not to formulate an Athlete Selection Committee, the NSA should assign an
independent staff/focus group to perform a supervisory check on the selection result.
Individual who is involvedn the selection process is also subject to the same probity
requirements for members of Athlete Selection Committee (e.g. Code of Conduct for
Board Directors and Committee Members). The eligibility requirements should be
clearly listed out, such as:

Eligibility Criteria

In order to be eligible for selection, athletes should, at the time of being nominated and
at the beginning of the qualification competition, be:

a) A citizen of the Hong Kong SAR. For an athlete who has multiple citizenships or
hasundergone a nationality change or acquired a nationality, please refer to the
Olympic Charter (Rule 41);

b) A memberor registeredplayerof the NSA,

c) A holderof avalid HongKong passportvith avalidity of atleast[x] monthsafter
the event completion datand

d) An achiever of at least an entigvel record, if any (e.g., Olympic Consideration
Time) setby theeventownerin Qualifying eventsduringthe qualificationperiod.

Selection Method

For selection of athletes, the following one or combination otsetemethods should
be decided and promulgated to ensure objectivity, fairness and transparency:

a) Directnomination;

b) Ranking/Pointsystem;
c) Coachassessment;

d) Trial event;and/or

e) A combination otheabove.
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4.3

43.1

4.3.2

Selection Criteria
Direct Nomination

Eligible athletes who meet the required results in previous international competitions
may automatically be selected by the NSA to participate in the event:

RecognizedeEvents Results RecognizedPeriod
[Descriptionof event [Period]

[Nameof therecognized results]

event] [Descriptionof event [Period]
results]

[For team event, only if all of the athletes nominated among the team fulfilled the above
shall automatically be selext. While for team only sports, onlytifar previous team
fulfilled the above shall automatically be selected.]

Other Selection Criteria

In addition to direct nomination, the NSA has to set up detailed selection criteria for
general athlete selection. Prior to the commencement of the selectia@sgreue
Athlete Selection Committee should decide a set of selection criteria. General
guidelines on selection criteria including but not limited to the following criteria, and
allocation of weighting to each of the following criteria, if applicable, maest
determined before publicizing the selection criteria. The selection criteria consist of the
following parts:

Part 1- Past Performance in Recognized Events (Total weighting: [xx%])

a) Eligible athletesareallowedto submit[x] eventresultsfor eachcategory;
b) Thevalidity periodof the submittedesults;and

c) The following is the score table with details on the score for each resultdemm
category of recognized events:

145



GUIDELINES AND PROCEDURES ON ATHLETE SELECTION

Recognized Results Scoré Weighting
Events

[e.g., World [Descriptionof eventresults] | [XX] [xx%]
Wide Events] [Descriptionof eventresults] | [XX]

[e.g., Asia [Descriptionof eventresults] [XX] [Xx%]
WideEvents] [Descriptionof eventresults] | [XX]

[e.g.,Local [Descriptionof eventresults] | [XX] [xx%]
Events]

[Descriptionof eventresults] | [XX]

Part 2- Ranking Record (Total weighting: [xx%])

a) Eligible athletes are allowed to submit their best [Wa#ldianWide] ranking
record,;

b) Only themostrecentrankingrecordwithin [x] yearwill beconsideredand

c) Thefollowing is thescoretablewith detailsonthescore forankingrecord:

Ranking Type Ranking Record | Score Weighting
[e.g. World-Wide | [Ranking] [XX] [xx%]
Ranking] [Ranking] [XX] [Xx%]
[e.g.,AsiaWide [Ranking] [XX] [xx9%0]
Ranking] [Ranking] [XX] [Xx%]

Part 3i Coach Assessment (Total weighting: [xx% or x% if trial event is conducted])

Ontop of quantitativeselectiorcriteria,qualitativecriteriawill alsobeconsideredThe
assessment should be performed by coathesighout the training. The Athlete
Selection Committee will evaluate the eligible athletes on the following basis, score

Note:
! Score:TheNSAshoulddeterminghescoresto beawardedfor eachtypeof event.
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should beset onascale.e.g., ranging from oni® ten with weightingaccorded to each

criterion.

Criteria Evaluation Item Score Weighting

[Skill Criteria] [Training Performance] [1-10] [x%]
[TechnicalAbilities]® [1-10] [x%]

[Non-Skill Criteria] [Individual/TeamPlay [1-10] [x%]
Characteristics]
[Attitude towardsthe [1-10] [x%]
Games]

Part 4- Trial Event (Totalweighting: [xx%b])

The NSA may conduct a trial event and consider the event result as a selection criterion,
the following details of the trial event should be publicized well in advance to facilitate
preparation by aspiring athletes:

a) EventTime/Date;

b) EventLocation;

c) ApplicationDeadline;

d) Eligibility;

e) Scopeof Test;

f) GradingScheme;

Note:

2 [Examples for Training Performance: trainirajtendance; abilities to follow the instructions from the coach;
etc.]

3 [Exampledor TechnicalAbilities: ability to score;tacticalknowledgeability to assisthis/herteammatesetc.]

4 [Exampledfor Individual/TeanPlay Characteristicsability to play towardstheteamstrategy;ability to fit into
the team chemistry; team cohesiveness; etc.]

5 [Exampledfor Attitudetowardsthe Gameswillingnessto work towardsthe objectiveof thegame;etc.]
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4.4

44.1

4.4.2

g) ResultAnnouncemenbDate;
h) AppealMechanism(s)and
1) Any otherapplicableinformation.

Part 5i Combination of Methods

If more than one selection methods are used, the $®Ald decide the percentage of
weighting of each result and publicize for general information.

Selection Procedures

Depending on system and circumstances adopted by individual NSA, an eligible athlete
can either be sellecommendation or recommended byc@ach under the NSA.
Athletes will be evaluated according to the selection method and criteria. Final decision
will be made by the following steps:

If an eligible athlete is selecommended, he/she should submit his/her profile
including the following inbrmation to the NSA [through online application system/by
post/in person] before submission deadline:

a) Personainformation(includingfull name gender, HKID age);

b) Proofs of his/her eligibility (e.g., supporting documents on achieving-ttey
record &t by the event owner);

c) A summaryof his/herperformancend rankingecords;and
d) Any otherapplicabledocuments/information.

If an eligible athlete is recommended by a coach under the NSA, the coach should
submit the at hl et ®lidwing piormdtionl teetheiNSBA throughi n g
online application system/by post/in person before submission deadline:

a) Personalnformation(includingfull namegenderHKID, age);

b) Proofs of his/her eligibility (e.g., supporting documents on achieving-&ntey
record set by the event owner);

c) A summaryof his/herperformancendrankingrecords;
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4.4.3

4.4.4

4.4.5

4.5

45.1

d) Statemenbf Recommendatiorgnd
e) Any otherapplicabledocuments/information.

The Athlete Selection Committee may conduct a preselection by selecting a pool of
qualified athletes based on the scores they obtained in Part 1 and Part 2 of the scoring
system

Selected athletes are required to attend [training campaign and/or the trial event]
conducted by the NSA and their performance during the training [campaign and/or the
trial event] shall be recorded as a supporting document for Part 3 [and Part 4] evaluation

Final decision will be made by the Athlete Selection Committee at a specified date
before the event commencement date based on the total score from Part 13td]Part
the athletes obtained.

Reserve Athlet

If an athletewas on the top of the list of unselected athletes after the selection exercise
provided that he/she is willing to be considered as a reserve athlete, he/she can be listed
as a reservathlete. If there is a vacancy in the event/team, a written approval should
be obtained from the NSA before the reserve athlete is added to the team.

Removal of Athletes

A selected athlete may be removed for any of the reasons, but not limited to tvenfpllio

5.1

5.2

5.3

5.4

A voluntarywithdrawaltakesplace. Ifanathletedecidego voluntarily withdrawfrom
the event or from the team, he/she shall submit a written letter to the NSA before the
commencement of the event;

If he/she is not able to maintain his/her contpatness in the event due to injury or
illness which is assessed by a registered medical practitioner;

If he/she has been absent at a specified percentage of mandatory training
sessions/courses without reasonable explanation;

An athlete who violates any tiie applicable rules, regulations or Codes of Conduct
issuedby theeventowner,theNSA, SF&OC,World Anti-DopingAgency( A WA DA 0 )
and other related organizations; or
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5.5 If an athlete fails an antioping test, he/she may stay in the team until: (i) heshe i
subject to dan afterahearing is conducted by WADA, (iije/shevoluntarily accepts
the suspension or sanction of ineligibility; or (iii) he/she voluntarily steps down from
the nomination.

6. Retention of Documents

6.1  All documents relating to the selectiprocess, including scoring records, evaluation
forms, deliberation/meeting records, reasoning of decisions, appeal records, etc. shall
be retained for a specified period after the completion of selection.

7. Announcement of Results

7.1  NSA should timelyannounce the results of selection. The preselection results, if any,
wi || be announced at NSAO0Os website at a
while the final selection results will be announced in accordance with the date as
specified by the BA.

8. Lodging an Appeal against Selection Results

8.1 Athlete has the right to submit an appeal against the selection result (including
preselection result and the final result). NSA should include the date or period whereby
the athlete can lodge an appeal.

Remarks

1 Reviews on the guidelines and procedures shall be conducted annually and/or updated
upon any change to related rules and regulations.

1 Date of last review and approval given by the Board of Directors should be laid out.

1 The next review date should lzéd down.

1 Views or comments on the guidelines and procedures are welcomed by way of email or

post.
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3.2
GUIDELINES AND PROCEDURES ON ATHLETE SELECTION
COMMITTEE

Objective: These guidelines cover the formulation of [standindiad] Athlete Selection
Committee and set up the key procedures. The following procedures should be applied from
time to time to uphold fairness and transparency.

1. Fundamental Principles

1.1 Membaes of the Athlete Selection Committee must respect applicable rules, regulations
and/or Codes of Conduct issued by the NSA, the SF&OC, and other related
organizations. Each member must conduct himself/herself honestly, fairly and in line
with transparencgnd integrity

2. Purpose of the Athlete Selection Committee

2.1  The purpose of the Athlete Selection Committee is to facilitate an open and fair athlete
selection system and execution of athlete selection process. The Committee has the
following responsibilities

a) To monitor the implementation of athlete selection process to ensure an impartial
and transparent selection system is adopted;

b) To review applications/submissionand make final decision on the athlete
selection according to the stipulatetteria;

c) Toreviewandproviderecommendationsntheselectioncriteria;and

d) To address concerns raised by athletes and the public during the athlete selection
procedures.

3. Powers of the Athlete Selection Committee
3.1  The Athlete Selection Committee hthe power to:

a) Requestheathleteto submitnecessardocumentandinformationin assistinghe
selection process;

b) Makedecisionsontheselectionof athletesand
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c) Revisetheguidelinesandproceduregor athleteselectionwhenneeded.
4, Membership Composition

41 The Athlete Selection Committee shall be of a reasonable size and the number of
members should be set down. The Athlete Selection Committee should comprise of
different stakeholders, such as:

a) BoardDirectors;

b) Athleterepresentatives;

c) Coachrepresentatives;

d) Umpirerepresentativegnd/or
e) Otherindependenmembers.

4.2  One of the members shall be appointed as a Chairperson to facilitate the deliberations,
execution of duties, and retain a casting vote to make final decision in the deliberations
or degsions.

5. Membership Requirements

5.1 Requirements for being a member of the [standirbt] Athlete Selection
Committee should be laid out, for example:

a) BeaFull Memberor anIndividual Memberof the NSA for aspecifiedperiod;
b) Hasservedfor the NSAfor adurationof periodasrequiredby NSA;
c) Beanexpertin the relevant spoftor

d) Any otherapplicablecriteria

Note:
L An examplesuchasathlete,coachor umpirewhohasattendedhe World-wide or Asiawide competition.
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6.1

7.1

8.1

8.2

Appointment of Athlete Selection Committee Members

All members of the Athlete Selection Committee should be appointed by the Board of
Directorsin the following manner:

a) The Secretary should invite all Board Directors to express their preference in
serving the Athlete Selection Committee before the expiry of current term of
standing/aehoc Athlete Selection Committee;

b) The Secretary should also paep a list of potential members according to the
membership requirements;

c) After collecting the preference and a list of potential members, the Secretary will
drawup the compositiorplanwithi n d i v bagkgraundanslpreference which
will be submittedd the Board of Directors for consideration;

d) The Board of Directors will discuss and decide the composition during Board of
Directors meetings or by circulation of documents and announce the appointment
results; and

e) The appointed members will be requiredctmfirm their appointments after the
announcement of the appointment.

Quorum of the Athlete Selection Committee Meeting

The quorum of the meeting should be more than 50% of the [standimpZhdthlete
Selection Committee members. If the quorum isreathed within half an hour of the
appointed time of the meeting, the meeting will be cancelled and rescheduled by the
Chairperson.

Tenure of the Committee Membes

Term of office for members of a standing Athlete Selection Committee should be
specified.

For the aehoc Athlete Selection Committee, it will be disbanded after the athlete
selection process is completed.
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9.1

10.

10.1

11.

111

11.2

12.

12.1

13.

13.1

Replacement of Committee Members

In case where a Committee Member passes away or resigns before the expiration of
his/her term ofoffice, or if for any reason a vacancy arises which results in an
ineffective committee (e.g., total number of active members in the Athlete Selection
Committee is below three), the vacancy may be filled by appointment by the Board of
Directors.

Conflict of Interest

Committee Members shall adopt the conflict of interest policy stipulated in the Code
of Conduct of the NSA. In addition to timely declare any actual conflict of interest prior
to the appointment, Committee Members shall also disclose any pbtniflict of
interest and refrain from participating in any discussions or decisions related to the
matter

Meeting Frequency

The frequency of meeting should be specified. For standing Athlete Selection
Committee, meeting should be held at least onaaréeind after each selection process

or no less than twice for each calendar year if no selection process takes place during
the year.

For adhoc Athlete Selection Committee meeting, the Chairperson should decide the
frequency deemed appropriate

Attendance Rate
The minimum attendance rate required of members at meetings should be specified.
Conduct of Committee Meetings

The NSA shall conduct regular or-adc Athlete Selection Committee meetings in the
following manner:

a) TheChairpersorof thecommitteeshalldetermineghedate,time,location,andthe
form (e.g., whether virtual attendance is allowed) of the meeting, and notify the
members of the meeting arrangement;

b) Any proposed discussion items should be submitted to the Secretary of the
Committee well before the date of the meeting; and
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13.2

13.3

c) Notice of the meeting, together with the agenda, should be delivered to the
Committee Members at a specified period before the date of meeting.

All proposed items will be discussed and resolvediogjrity vote during the meeting.

The Secretary of the Committee shall maintain proper meeting minutes (either in
written or electronic formats), including the decisimaking date, voting result (if any),

all salient points by discussion, views of eacim@uttee Member and relevant issues,
should be circulated to all attendees for confirmation after the meeting

14.  Decisionmaking Procedures

14.1 The Athlete Selection Committee will make decisions based on the evaluation result
for each athlete. In case when th&ean equal score with insufficient quota, the
Committee should make decision based on the following methods:
a) To holdanothettrial eventfor the athleteswith equalassessmerscores;
b) To makedecisionsona majoritybasisbasedn coachevaluation;or
c) Any otherapplicable.

15. Reporting Frequency

15.1 Both the standing and dwc Athlete Selection Committee should report to the Board
of Directors on its works after each selection process. It will be prudent for the standing
Athlete Selection Comrtiee to report to the Board of Directors no less than twice on
each calendar year even if no selection process takes place during the year.

16. Retention of Documents

16.1 All documents relating to the selection process, including scoring records, evaluation
forms, deliberation/meeting records, reasoning of decisions, appeal records, etc. shall
be retained for a specified period after the completion of the selection.

Remarks

i Reviews on the guidelines and procedures shall be conducted annually and/or updated
upon anychange to related rules and regulations.

i Date of last review and approval given by the Board of Directors should be laid out.
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1 The next review date should be laid down.
1 Views or comments on the guidelines and procedures are welcomed by way of email or
post.
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3.3
GUIDELINES AND PROCEDURES ON APPEAL MECHANIS M

Objective: These guidelines and procedures related to the establishment of a fair and
transparent appeal mechanism for handling different appeal cases. The following procedures
should be applied from time to time to uphold impartiality and transparency.

1. Fundamental Principles

1.1 Members of the Appeal Panel must comply with Code of Condu@dard Director
and Committee Members issued by the NSA, and applicable rules and regulations
issued by the NSA, the SF&OC, and other related organizations. Each member must
conduct himself/herself honestly, fairly and in line with objectivity and transpgre

2. Terms of Reference of the Appeal Panel

2.1  An Appeal Panel shall be established by the Board of Directors to handle different types
of appeals, including but not limited to issues arising from selection of athlete and
membership, etc. Members of the Appedanel shall fulfill the following
responsibilities:

a) Toconsidemwhetherthe appeahasmerit,e.g.,anyeligible grounds;

b) To review whether the decision is made in compliance with the Guidelines and
Procedures set down for particular purposes;

c) Toreview whether the decision made by the related Committee and/or authorities
is reasonable/appropriate/correct;

d) Tohearanddeterminegheappeal;
e) Toassessepresentation, evidenemddocuments;

f) To make a final judgementtowards the appealand provide suggestionsfor
subsequent actions; and

g) Toprovidearecordof theappeabrocessandreasondgor thedecisionto theBoard
of Directors.
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3.1

4.1

4.2

5.1

Powers of the Appeal Panel
The Appeal Panel has the powers to:

a) Request appellant and related parties to express their views before the panel
meeting;

b) Request the appellant and related parties to submit necessary documents and/or
supplementary information in support of the appeal;

c) Confirm, vary or reverse the decisi¢e.g., to reverse the decision if incorrect
conclusions were drawn in the original process), or substitute other decision or
make other order as it may think fit (e.g., order-aekection exercise if selection
was not made in accordance with the Guidsdirand Procedures for Athlete
Selection); and

d) Makerecommendation® improvetherelevantprocess/mechanism.
Composition of the Appeal Panel

The Appeal Panel should have at least four or more members who are appointed by the
Board of Directors. Amongst ¢hpanel members, there shall be a Chairperson who
leads the appeal procedures and retains a casting vote to make final decision in the
deliberations or decisions. To ensure objectivity without prejudice, more than half of
the members, including the panétd@rperson, should not be involved in the original
decision process.

The following members should be included in the panel:
a) Directorsof theNSA;
b) Membersof the NSA notinvolvedin the matterof appealand

c) Members with expertise and professional backgdorelevant to the issue of
appeal (e.qg., athlete/coach/umpire representative).

Database for Eligible Appeal Panel Members

The Board of Directors should invite eligible individuals to express their interest in
serving as members of the Appeal Pahke Secretariat should maintain a database on
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6.1

7.1

8.1

9.1

10.

10.1

eligible individual sdéd backgrounds and pr
Directors for review after each update on the database.

Appointment on the Appeal Panel

Members of the Appeal Panel, irrespectofea standing Appeal Panel or antzac
Appeal Panel, will be appointed by the Board of Directors in the following manner:

a) The Secretary will draw up a composition plan based on the eligible panel members
in the database, with considerations on theirgssibnal backgrounds, expertise
and preferences within a specified time after receiving the appeal; and

b) The Board of Directors will appoint the panel members and determine the panel
Chairperson before the commencement of appeal.

Terms of Appointment of the Panel Members

Terms of office for the standing Appeal Panel members should be specified.-The ad
hoc Appeal Panel will be disbanded upon completion of the appeal process.

Replacement of the Panel Members

In case where the member of the standing Appeall Passes away or resigns before
the expiration of his/her term of office, or if for any reason a vacancy arises, the vacancy
may be filled by appointment of the Board of Directors.

Conflict of Interest

The Appeal Panel shall adopt the conflict of intepasicy stipulated in the Code of
Conduct of the NSA. In addition to timely declare any actual conflict of interest prior
to the appointment, panel members shall also disclose any potential conflict of interest
and refrain from participating in any discumss or decisions related to the matter.

Appeal Procedures
Eligible Grounds of Appeal

Appellant can lodge an appeal which meets the following circumstances and should
provide evidence to demonstrate the appeal eligibility:

159



GUIDELINES AND PROCEDURES ON APPEAL MECHANISM

10.2

11.

111

12.

12.1

13.

a) The assessment/decisignaking process was not made in accordance with the
stipulated guidelines or procedures;

b) Inadequate or insufficient information or documents were used during the
assessment/decisimaking process leading to inaccurate decisions beirdgma
and/or

c) Any otherapplicablegroundsof appeal.

Time Frame for Lodging an Appeal

a) Reasonabléme limit shouldbeset;and

b) A standardgeriodcanbe consideretbr all circumstances.

Required Documents for Lodging the Appeal

Appellants are required to sultt the following documents in order to lodge the appeal:
a) A writtenrequesbf appeaklind/orstatemenbnissuesunderappeal;

b) Any supportingdocumenthat carmprovethe appeal eligibilityof theappellant;
c) Any evidencehatcanbe croswalidatedby thewitness;and/or

d) Contactinformationof thewitness

Method for Lodging the Appeal

Appellant should lodge the appeal in the following manner:

a) Appellant should submit his/her appeal in person or by raadi within the
specified period after thrennouncement of the assessment/decision result; and

b) The NSA should put in place the timeframe for acknowledging the receipt of the
appeal and documents submitted by the appellant as well as the way of
acknowledgment,e.,by mail/e-mail andalsothetimeframeof notifying theBoard
of Directors of the appeal.

Appeal Proceedings
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13.1

13.2

13.3

13.4

13.5

The Appeal Panel should conduct an initial assessment on the appeal case and consider
whether the appeal is pursuable. If the Appeal Panel decides not to proceed the appeal,
they should inform the appellant by formal written notification stating that the appeal
has not been accepted and the reasons within a specified period after receiving the
appeal.

If the appeal is accepted, the Appeal Panel should consider one or mayedladrthe
following modes of deliberation before processing the appeal:

a) By conductof hearing;
b) By paperbasedudgementand/or
c) By meetingof panelmembers.

After determining the mode of deliberation, the appellant should be timely notified of
the inten@d action, i.e., enquiry to be conducted and/or any related actions.

If the Appeal Panel decides to conduct a hearing, the NSA shall announce the list of
panel member and issue a hearing notice with the following information to the appellant
via email or ly post or any other applicable method at least seven or more working days
before the hearing date:

a) Date/timeof thehearing;
b) Locationof thehearing;
c) Documentdo beshared, reviewednddiscussediuringthe hearing;

d) Hearing procedures (e.gvhether appellants may make their own representation
or be allowed legal representation, etc.); and

e) Method of the hearings, i.e., conducted f&méace, video conferencing or other
electronic means.

The Appeal Panel will examine any necessary documendtsnésrmation (e.g., trial

event results, ranking records and recognized results for athlete selection/documents
submitted for membership applications, etc.), review the appeal in accordance with set
down criteria used during the process together withrimédion obtained from the
hearing.
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13.6

13.7

13.8

14.

14.1

15.

15.1

16.

16.1

17.

17.1

The Appeal Panel may also make reference to the decision made on past appeal cases
of similar nature as supporting information during decisiaking process.

The Appeal Panel should record the decisitaking date, votig result, all salient
points in the discussion, views of each panel member, reasons for the decision and
relevant issues etc. in either written or electronic formats for retention and future
reference.

Decision and follow up actions, if any, will beade by a majority decision or consensus.
The Appeal Panel should timely report the decision and/or falipvactions to the
Board of Directors. The decision made is a final decision and will be announced to the
appellant in accordance with the time pledge

Announcement of the Appeal Result

All related parties in the appeal will be informed of the appeal result in a written format
through email/post/other applicable method within a specified period from the
conclusion of appeal proceedings. It should atstude whether further appeal can be
lodged against the announced outcome and specify the time frame if it is facilitated.

Retention Period of Appeal Document

All supporting documents in the appeal process, including meeting notes, information
obtained fron hearing and any other documents related to the decisaing process
shall be retained for a specified period after the completion of the appeal procedures.

Confidentiality

The NSA will treat appeal proceedings and decisions as confidential and sutkeen

the confidentiality of all information relating to the appeal, including but not limited to,
personal information, evidence document and witness testimony etc. The relevant
information can only be accessed by the panel members, the appellant atigarthi

for lawful purpose if a written consent is obtained from the appellant, panel members
and/or relevant parties

Compliance with the PDPO

The NSA is committed to handle all personal information obtained during the appeal
process in compliance withé Personal Data (Privacy) Ordinance.
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18. Appeal Fee

18.1 The NSA should determine if a fee is required as an administrative cost. The amount
of fee and payment method should be laid down. The amount of fee should be
reasonable and proportionate to reflect the @me efforts incurred and should not be
a barrier to the lodging of complaint.

Remarks

1 Reviews on the guidelines and procedures shall be conducted annually and/or updated
upon any change to related rules and regulations.

1 Date of last review andpproval given by the Board of Directors should be laid out.

1 The next review date should be laid down.

1 Views or comments on the guidelines and procedures are welcomed by way of email or
post.
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4.1

GUIDELINES AND PROCEDURES ON TRAINING COURSE
AND QUALIFICATION ASSESSMENT OF COACHES AND
UMPIRES AND ASSIGNMENT OF COACHING AND
ADJUDICATING DUTIES

Objective: To establish a framework with clear and comprelvenguidelines for the training

and qualification assessment of coaches and umpires and fair and transparent procedures for
assignment of coaching and adjudicating duties, with a view to improving the quality of
coaching and umpiring, achieving consistemcgtandards, and promoting fairness and safety

in sports.

1. Overall Structure of Coaches and Umpires

1.1 NSA has to lay down the overall structure and path to qualification with the following
elements:

a) Rationaleandobjectives;

b) Numberof levels(e.g.,Elementary)ntermediate, Advanceeic.);
c) Feature®f eachlevel;

d) Pathwaydo achieve eaclevel,

e) Pathwaydo continuouslevelopmente.g.,attendingworkshopsrefreshercourses
or re-validation tests, etc.); and

f)  Validity durationof eachlevel.
2. Training Course and Qualification Assessment of Coaches and Umpires
2.1  Training Course Enrolment
2.1.1 The enrolment information should include the following details:

a) Coursesyllabusoutlinesuchastheoreticalandpracticalcurriculums;

b) Targetparticipants;
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2.2

221

c)

d)

9)

h)

)

k)

Numberof places availabléor eachcourse;

Eligibility requirementsfor example:

1 Hasbeenqualifiedasa [levelx] coach/umpirdor [x] years;

1 Bearegistered individuainemberof the NSA,;

1 Hasnotcommittedanyform of harassmenar child abuseand
1 Otherapplicalte requirements.
Applicationperiodanddeadline;

Access to application form (e.g., link to download the form or obtain hardcopy
from the NSA office, etc.);

Information and documents required to be submitted, (e.g., proof of eligibility
requirements);

Chamel of submissior{e.g.,throughonlineapplicationsystem/bypost/inperson);
Coursefees angpaymenimethods;

If oversubscribedheallocationmethod/procedurdg.q. first-comefirst-serve by
drawing lots, etc.);

Handlingof lateapplication(i.e.,whethedateapplicatiorwill/will notbeaccepted,
and list out any special circumstances which will be assessed by the Course
Administrator);

Announcementlateof successfulpplicantsand

m) Way of notifying applicantof theresult.

End-of-Course/Qualification Assessment

The Endof-Course/qualification assessment should include the following details:

a) Modeof theassessmerfe.g.,written examinationpracticalassessmentyr both);
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2.3

2.3.1

2.4

24.1

b) Marking Scheme;

c) Assessmentriteria(e.g.,attendanceate,practical skillsetc.);
d) Weightingto eachcriterion;

e) Pasgnark;and

f)  Any exemptions.

Preassessment of Course Enrolment

Upon receiving an application, the staff should perform the followingapsessment
procedures:

a) Chop a datestamp onhe application for reference. If the allocation is based on a
first-comefirst-served basis, the time of receipt of the form should also be recorded,;
and

b) Checkwhethertheapplicanthasduly completedheapplicationform andattached
supportingdocuments. The accuracy of information and supporting documents
should be verified

Allocation of Course Enrolment

If the allocation of place is determined by ficstme first-served basis, the staff should:

a) Maintain anamelist of all eligibleapplicantsand respective submission dates and
times;

b) Allocatetheseatin accordancevith the submissiororderof applicationforms;

c) Maintainawaitinglist accordingto theorderof submissiorof applicationformsif
the course is ovesubscribed,;

d) If the enrolledapplicant decides to withdraw from the course, the vacancy will be
allocated to the next eligible applicant on the waiting list; and

e) To arrange for timely announcement of enrolment result or as specified in the
advertisement or application form.
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2.4.2

3.1

If the course is oversubscribed and allocation of place has to be conducted by way of
drawing lots, the staff should:

a) Preparea namelist that containsall eligible applicantsafter the application
deadline and arrange a ballot procedure;

b) Review the names ithe pool to ensure all eligible applicants are included before
the drawing lots commences;

c) Ensurdairnessy havingatleasttwo staffinvolvedin performingthedrawinglots,
preferably one officdbearer or senior staff of NSA and one other staff. Ttierla
is responsible for drawing lots while the offibearer or senior staff is to witness
the process;

d) Documentheentireprocess antheresultsproperly;and

e) To arrange for timely announcement of enrolment results or as specified in the
advertisementroapplication form.

Registration and Renewé

A mechanism for registration and renewal of registration of coach and umpire should
be devised and publicized for general information. The following information should
be included where applicable:

a) Registration requirementsand necessarydocuments(e.g., holder of certain
certificates or qualifications or valid Sexual Conviction Record Check, etc.);

b) Renewal conditions (e.g., need to fulfil minimum coaching/umpiring hours in
recognizeccourser attend refreshetraining,properconductetc.)andnecessary
documents;

c) Workflow for processing application of new registration/renewal of registration
(e.g., conduct and document authenticity checks on ap p | i clamed s 6
gualifications, etc.)

d) Approving auhorities (e.g., for approval of registration and renewal, waiving of
fees, etc.);

e) Signing of undertaking by applicants
Practice for Coaches/Code of Conduct for Umpires;
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3.2

3.3

4.1

f) Registration and renewpkriod;

g) Validity duratian;

h) Feesandfee-waiverarrangementand

i) Time pledgefor processingpplications.

The NSA should require the applicant to declare that all information and documents
submitted are genuine and correct. By submitting the documents, the applicant will be
deemedo agree on further checks by the NSA if necessary. Falsification of documents
may lead to the revocation of registration and suspension from attending any
qualification course or assessment within a specified period.

The NSA shoul d chpdcaki nag aRiencsotr dtshbe t ooC osne e
substantiated complaint whereby attention is required. Procedures for handling
complaint records in processing applications (e.g. whether additional renewal
conditions need to be imposed) and the respecfipeoaing authority should also be

laid down.

Umpire Nomination for International Qualifications

To demonstrate fairness and transparency, NSA should establish and publicize a
mechanism to facilitate the application/nomination and selectiagpifing umpire for
attaining international qualification which includésit not limited to:

a) Applicationperiod;
b) Applicationmethod/channel,

c) Eligibility requirementge.g. factorsto beconsidereguchasyearsof adjudicating
experiencerecognizableventsfor countingexperiencegjualifying period,etc.);

d) Applicationprocedurde.g.,open applicatior by nomination);
e) Documentsequired;
f) Selectionprocedurege.g.by way of screeningyritten tests,interviews,etc.)

g) Dateand wayof announcingesults;and
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h) Appealmechanism

4.2  The NSA should appoint appropriate assessors to assess the applications/nominations
and make recommendation to the Board of Directors. The appointed assessors should
ensure the decisiemaking process and final wdts are properly documented.

4.3 In addition to individual notification, the selection results should be published within
the pledged period.

5. Database of Registered Coaches and Registered Umpires

5.1  The NSA should establish and maintain a database of registaeles and umpires,
ensuring it is being timely updated, and to publicize the lists for general information.
In establishing and maintaining the database, NSA should comply with the Personal
Data (Privacy) Ordinance.

6. Assignment of Coaching and Adjudicatirg Duties

As a safeguarding measure, NSA should require the application for coaching duties to
be accompanied with a Sexual Conviction Record Check. Besides, NSA also needs to
be mindful of any conflict of interest accrued in the process. The general epjmoa
assigning duties to coaches and umpires is detailed as follows:

6.1  Open Invitation

6.1.1 To facilitate the use of open invitation for coaching and adjudicating duties, the
following steps should be taken:

a) The NSA may publish, after obtaining consent frembject, contact information
andavailability,togethemith basicpersonainformationof thecoach/umpiresuch
as name, gender, licenses and qualifications of each coach/umpire on the website
of the NSA;

b) If the NSA receives requests fprovision of coaching or adjudicating duties, all
such information should be conveyed to all coaches and/or umpires either by
upl oading to NSA&6s website, or through
practicable; and

c) If more than one coach/umpire ajggl for taking up the same invitation, the NSA
should adhere to fair and transparent procedures in assigning dutiedye.g.,
drawing lots which is conductedin the presence of second stafith proper
documentatioror by rosterwhereprocedures and authty for compilation and
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approval ofthe duty roster and any owtf-turn invitation are laid down and
publicized for generahformation).

6.2 Internal Mapping

6.2.1 If the method of internal mapping is adopted, the staff should take the following actions
in advance:

a) Invite all coaches/umpires to express their preferences on serving the NSA
organizedrainingcourse®r eventsata specifieddateprior to thecommencement
of the courses;

b) After collectingtheir preferencesjrawup anassignmenplanwith considerations
on applicantsd eligibilities and prefer

c) Prioritizeeligible applicantswith thefollowing considerations:
1 Thequalificationsof the coach/umpiravhich meetthe dutiesrequirements;
1 Total numberof hoursthe coach/umpirdasbeenassiged inthe past;
1 Total numberof teachingsectionghe coach/umpires willing to conduct;
1 Preferredocationsby coach/umpireand
1 Preferredime slotby coach/umpire.

d) The mapping process and results of the duty assignment should be properly
recorded.

e) TheNSA shouldtimely publicizeinternalmappingresultsto all applicantsandthe
required date for confirmation of acceptance; and

f) A waitinglist shouldalsobedrawnup andpublicized

6.2.2 The NSA should maintain and update the database on the availability and/or preference
of eligible coaches and umpires on a regular basis.

6.2.3 The NSA should also conduct random supervisory checks on the mapping results to
ensure thenapping process and the assignment of duty are conducted properly.
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7. Personal Data Privacy

7.1 The NSA is committed to handle all personal information obtained during
coach/umpire training and qualification assessment process in compliance with the
Personal DatéPrivacy) Ordinane.

Remarks

1 Reviews on the guidelines and procedures shall be conducted annually and/or updated
upon any change to related rules and regulations.

1 Date of last review and approval given by the Board of Directors should be laid out.

1 Thenext review date should be laid down.

1 Views or comments on the guidelines and procedures are welcomed by way of email or
post.
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6.1
GUIDELINES AND PROCEDURES ON EQUAL OPPORTUNITIES

Objective: To promote equal opportunities and avoid discrimination in all aspects of daily
operation of the NSA and to ensure iallividuals will be treated equally regardless of age,
disability, sex, marital status, pregnancy, breastfeeding, race, family status and religious belief.

It applies to all Board Directors, Committee Members, and staff irrespective of their terms of
employment, i.e., including sheterm contract or patime staff, members, athletes, coaches,

umpires, and every person involved in the N
or events.
1. Forms of Discrimination

1.1 Forms of discriminatonad ef i ned by the Equal Opportuni
are detailed as follows:

a) Direct Discrimination: occurs when someone is treated less favourably than
another person because of a protected characteristic.

b) Indirect Discrimination: occurs when a requiremeor condition is applied to
everyone, but in practice adversely affects people sharing a protected characteristic
because it is less likely for them to be able to comply with that requirement or
condition.

c) Harassment: consists of sexual harassment ankdeotharassment, which is an
unwel come conduct on account of a perso
anticipated that the person would be offended, humiliated or intimidated.

d) Victimization: occurs when a person treats another person (the victipersdn)
less favourably than in those circumstances he/she treats or would treat other
persons, and does so by reason that the victimized person or any other person (the
third person) has made or intends to make a complaint, or has furnished or intends
to furnish information or document in relation to the complaint under the policy of
discrimination.

e) Sex Discrimination: it is unlawful under the Sex Discrimination Ordinance (Cap.
480)( AnSDO0O) to discriminate againatis, a per
pregnancy or breastfeeding in prescribed areas of activities, including:

1 Employment
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9)

9 Education

1 Provisionof goods servicesand/orfacilities

1 Disposaland/ormanagemenf premises

1 Eligibility to votefor andto beelected olappointed t@advisorybodies

1 Participationin clubs

Activities of the Government

=

Disability Discrimination: the Disability Discrimination Ordinance (Cap. 487)
(ADDOO) renders unlawful certain acts w
ground of disability when comitted in prescribed areas of activities, including:

=]

Employment

9 Education

1 Provisionof goods servicesand/orfacilities

=a

Accesgto premises

=

Disposaland/ormanagemendf premises

=a

Participationin clubsandsportingactivities

9 Activities of the Government

Family Status Discrimination: under the Family Status Discrimination Ordinance

(Cap. 527) (AFSDOO), it is wunlawful to
of family status. AFamily statusthe means
care of an I mmediate family member, anoc

means a person who is related to someone by blood, marriage, adoption or affinity.
Victimization is also unlawful under the FSDO. The areas of activities for which a
person mayodge a complaint under the FSDO includes:

1 Employment
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I Educatio

1 Provisionof goods servicesand/orfacilities

1 Disposaland/ormanagemenf premises

1 Eligibility to votefor andto beelected olappointed t@advisorybodies

1 Participationin clubs

Activities of the Government

=

h) Race Discrimination:t he Race Discrimination Ordin
protects people against discrimination, harassment, and vilification on the ground
of their race. Victimizati on anssherade,so unl
color, descent, national or ethnic origin of a person. Under the RDO, it is unlawful
to discriminate, harass or vilify a person on the ground of his/her race in prescribed
areas of activities, including:

=

Employment

9 Education

=

Provisionof goods servicesand/orfacilities

=a

Disposaland/ormanagementf premises

=a

Eligibility to votefor andto standfor electionto publicbodies etc.

=

Participationin clubs
2. Principles for Employment
2.1  As an employer, the NSA shall act in a mannehhe following principles:

a) No wordings or images related to stereotype of particular groups or descriptions
that may discourage particular groups from application (e.g., female/male only)
shall be used on the job advertisement;
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b) No questions which may ldato an intentional discrimination of a protected
characteristi¢e.g.,marital statusor pregnanplan)shallbe askedo the applicants
during the interview;

c) Applicantsshallnotbeaskedabouthis/herhealthor disability duringtheinterview,
unless such questions are necessary to access if his/her fitness to perform his/her
duty;

d) Selection of employment, promotion and training or other benefits shall be made
on the basis of oneds merit ansexuabil it
orientation, religion, age, or any other protected characteristic shall be considered
as a decisive factor; and

e) Ensureanopenandfair pathwayto managemergositionsis opento all employees.
3. Principles for Athlete Selection

3.1 The NSA shall comply #h the following principles during their athlete selection
process:

a) Ensuretheselectioncriteriaandselectiormethodareopento everyone;

b) Selection of athlete shall be on the basis of his/her merit and ability, none of the
ethnic group, sexuabrientation, religion, [age (unless required by the Event
owner)], or any other protected characteristic shall be considered as a decisive
factor; and

c) Ensure every athlete has an equal right to be evaluated and to appeal against the
selection results regdless of their protected characteristic.

4. Complaints on Discrimination

Lodging a Complaint

4.1 An individual who believes himself/herself has been subject to harassment,
discrimination or victimization may lodge a complaint. Making a delayed complaint
can causédifficulties to the investigation and the collection of evidence. The NSA shall
ensure that the complainant is protected from retaliation because of lodging a complaint
in good faith.
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4.2  Every person has a right to lodge a complaint on discriminationsird\ ghrty who
witnesses discriminations can also report the incident to:

a) The NSA;

b) The EOC and request investigation, conciliation or legal assistance (telephone

number: 2511 8211). There is a time bar

the complainanintends to lodge a complaint with EOC, he/she should take action
within 12 months after the incident occurred. Otherwise, EOC will not handle the
case unless there are justifiable reasons for the delay. For enquiries or lodging of

complaints, please refe t o EOCO6s we b

http://www.eoc.org.hk/eoc/graphicsfolder/complaint.ggmd/or

c) File a civil lawsuit against the harasser as the complainant may deem fit. It is
advisable that anglecision to take legal proceedings to the District Court should
be made within two years from the date of the incident.

43 The NSAGs internal mechanism for handl:i
of complaints with EOC, reporting to the policefiting a lawsuit.

4.4  When lodging a complaint, the following information should be provided:
a) Nameandcontactinformationof thecomplainant;
b) Date(s)whentheincident(s)occurred;
c) Factsof theallegedincident(s);
d) Any lossor harmcausedrom the unlawful act;
e) Any othersupportingnformation;
f)  Nameandcontactinformationof thewitness(espandhis/herstatemen(if any);and
g) Any otherapplicabledocuments.

Handlinga Complaint

45 Complaint shall be handled in line with the principles fairness, promptness,
transparency, protection for complainant and witness, and avoidance of conflict of
interest.
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4.6  The NSA shall ensure confidentiality is maintained throughout the handling process to
the extent that it is practical and appropriate undeigiven circumstances.

4.7  The NSA should set the time frame for handling the complaint, i.e. specified the time
frame for acknowledging the complaint, completion of enquiries and/or conduct of
conciliation

4.8  Any person who is the complainee or involved indbmplaint should avoid handling
the complaint. The complaint should only be dealt with by an independent person.

4.9 The NSA will not tolerate retaliation or victimization of any complainant for reporting
an allegation of harassment or assisting or particigain any manner in any
investigation into the alleged harassment. Retaliation or victimization is a form of
harassment and those engaged in such will be subject to the same procedures set up in
these guidelines and procedures.

4.10 Upon receiving a complaingn acknowledgement of the complaint should be made
within the specified period of receipt of the complaint. The responsible person should
report it to the Board of Directors/responsible functional committee who shall assign a
unique document file numbeorf individual complaint case. The Board of Directors
shall appoint a designated person to handle the complaint if no functional committee or
department is established for handling discrimination.

4.11 The responsible person/functional committee appointed bgdhed of Directors will
conduct preliminary enquiries to decide whether to proceed the complaint through
conciliation or investigation as soon as practicable or within the specified period from
the date of receiving the complaint.

a) Conciliation

1 If it is deemed appropriate and the complainant agrees to attempt conciliation,
the responsibleperson/functionalcommittee appointed by the Board of
Directorsshall assist the complainant to identify the cause and examine the
issues that lead to the complaint anehitify any points of agreement which may
lead to a resolution on the complaint;

1 If amutualagreementanbe reachedthe termsof agreemenwill be written
down and signed by both parties under the witness of the responsible
person/functional committee appointed by the Board of Directods; an
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1 Ifthe complainant does not agree to attempt conciliation, or an agreement cannot
be reached after the conciliation, the complaint will be proceeded for further
investigation.

b) Investigation

1 The responsible person/functional committee appointed by the Bafard
Directors shall take the lead in conducting the investigation on the allegations
made by the complainant. This will involve conducting interviews with the
complainant, complaineewitness(es) and any other parties concerned,
reviewingandanalyzing retvant documents; and

1 Upon conclusion ofthe investigation, theresponsible person/functional
committee shalsubmita written factfinding reportto the Board of Directors
for consideration. The report shall consist of the following:

- A statemenof theissues undereview;

- Theallegationgmadeby the complainant;

- Theevidenceadduced irsupport oftheallegations;

- Theresponsef thecomplainedowardstheallegations;
- Theevidenceadducedn rebuttalof theallegations;

- Thefinding of factssubsequenb theinvestigation;and

- Conclusiononthefindingsof theallegations.

Resolving theComplaint

412

4.13

Whentheinvestigations completedtheresponsiblg@erson/functionatommitteeshall
communicatehefindingsandintendedactionsto the complainantandthe perpetrator.

If the alleged harassment, discrimination or victimization is found to have occurred,
appropriate corrective and/or disciplinary action shall be taken

If the responsible person/functional committee decide not to proceedrtiy@aint or

not to take any disciplinary action against the perpetrator, the reason for the decision
shouldbe conveyedto the complainant.f the complainantis not satisfiedwith the

result, he/she can lodge an appeal.
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If thecomplainanteportstheissueto EOC,thepoliceor file acivil lawsuit,depending
on theseriousness dheincident and theole of thealleged perpetrator, tid¢SA may
take the following steps regarding the alleged perpetrator:

If the alleged
perpetrator is a
staff of the NSA

a)

b)

If the case is under investigation by relevant la
enforcement agencies/EOC, the alleged perpetra
will be assigned other duties where hefsfienot be
in contact with the complainant/the informant/othe
parties involved or will be suspended from dut
without pay according to Sections 9 and 11 of th
Employment Ordinance (Cap. 57).

If there is insufficient evidence to proceed witl
charges by relevant law enforcement agencies or
staff is acquitted from the criminal charges, by
during investigationtiwas revealed that the staff was
involved in inappropriateehavious, the case will be
recorded in the stafféd
addition, his/her case will be subject to a disciplina
review according to the Staff Handbook of the NSA
Disciplinary sanctions will be given subject to thg
outcome of review. If after review, it is found that th
staff is suitable to return to work, he/she will b
offered support and training, as appropriate.

If the alleged perpetrator is found or pleads guilty
he/she will be subject to disciplinary actions i
accordance with the Code of Conduct of the NSA
even dismissedepending on the circumstances

If the alleged
perpetrator works
for the NSA on a
voluntary basis
(e.g., Board
Directors /
Committee
Member /
Representative/
Volunteer)

b)

If the case is under investigation by relevant la
enforcement agencies/EOC, the alleged perpetra
will be assigned other duties where he/she would 1
be in contact with the complainant/the
informant/other partiesmvolved or will be suspended
from his/her role.

If there is insufficient evidence to proceed with
charges by relevant law enforcement agencies or
alleged perpetrator is acquitted from the criming
charges, but during investigation it was revealed th
he/she was involved in inappropriabehavious,

his/her case will be subject to a disciplinary revie
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and to be endorsed by the Board of Directo
according to the Code of Conduct of the NSA
His/her case will be subject to a disciplinary revie
accordilg to the Staff Handbook of the NSA.
Disciplinary sanctions will be given subject to the
outcome of review. Whether the alleged perpetrat
canreturn to his/her role and complete the remainir
tenure will be subject to the final decision of th
Board of Drectors.

perpetrator is not
directly related to
the NSA

c) If the alleged perpetrator is found or pleads guilty
he/she will be subject to disciplinary actions il
accordance with the Code of Conduct of the NS/
The NSA reserves the right to terminate th
appointment with the perpetrator.

If the alleged a) The NSA will request the relevant company t

perpetrator is a change the staff concerned, pending the investigati

member of staff of outcome of the relevant law enforcemern

a contractor of the agencies/EOC.

NSA b) The NSA reserves the right to terminate toatract
with the relevant company if no other staff i
available.

If the alleged The NSA will report the incident to the relevant lav

enforcement agencies/EOC for handling and follow thg
subsequent advice on any follay steps.

Appeal

4.15 Boththepersorbeingdiscriminatecagainstandtheperpetratohavetherightto appeal
againstthe decision.To initiate an appeal,a written statementasto be submittedto

the Board oDirectors.

4.16 The Board of Directors may determine whether to reopen the case or seek for external

helps within a specified period from the date of receiving the written appeal

4.17 A flow chart on handling complaints on discrimination is appendéppendix | for

reference.
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5. Enquiries

5.1  The NSA should include the name, post, contact phone number and/or email address
of the Board Director or staff designated to handle any enquiries or complaints in its
procedures and guidelines for handling complaints.

Remarks

1 Reviews on the guidelines and procedures shall be conducted annually and/or updated
upon any change to related rules and regulations.

1 Date of last review and approval given by the Board of Directors should be laid out.

1 The next review date should be laid down

1 Views or comments on the guidelines and procedures are welcomed by way of email or
post.

181



GUIDELINES AND PROCEDURES ON EQUAL OPPORTUNITIES

Appendix | Flowchart on Handling Complaints on Discrimination

‘ Receipt of Complaint ’

Accept the NO

Complaint?

Decide which
Approach is Used

A 4

Victim Lodge a
Complaint Relevant
Law Enforcement
Agencies/EOC

Conciliation

Conduect

!

Investigation

Investigation by
Relevant Law
Enforcement
Agencies/EOC

NO
Resolved

YES

Interviews with
Witnesses Pressing

Charges?

Complaint
Constitutes
Discrimination?

Decide
Disciplinary

Inform the

Complainant and the
Complainee of the
Result

Resolved

Appeal to the
Board
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6.2
GUIDELINES AND PROCEDURES ON PREVENTION OF
SEXUAL HARASSMENT

Objective: To establish a sport, competition and work environment which demonstrates
respects and fAzero toleranced towards sexua
Discrimination Ordinane (SDO), Cap. 480.

It applies to all Board Directors, Committee Members, and staff irrespective of their terms of
employment, i.e., including sheteérm contract or patime staff, members, athletes, coaches,
umpires, and every pusimessoantivitiesy compentiend, matanes NS A 6 s
events

1. Definition

1.1  Sexual harassment is discriminatory and unlawful. Section 2(5) of SDO,48@p.
provides the definition of sexual harassment:

a) If any person makes an unwelcome sexual advance, or an unwelkegnest for
sexual favours, to another person; or engages in other unwelcome conduct of a
sexual nature in relation to that person, in circumstances in which a reasonable
person, having regard to all the circumstances, would have anticipated that he/she
would be offended, humiliated or intimidated; or

b) The person, alone or together with other persons, engages in conduct of a sexual
nature which creates a hostile or intimidating environment for another person.

1.2  Sexual harassment covers a wide ranggtoétions:

a) Regardless of gendersexual harassment may occur to any person, regardless of
gender; all provisions in the SDO related to sexual harassment and in these
guidelines and procedures are applicable to both men and women as well as sexual
harassmet to persons of the same sex.

b) Intention is irrelevant. even if the act of sexual harassment is not intentional or
there is no direct evidence to prove the intention, it amounts to sexual harassment
once the act falls within the definition of sexual hamasst. Hence, no matter
whether the act is intentional or not, or even if the act is of a playful nature, it may
amount to sexual harassment.

c) Single incident: a single incident may also amount to sexual harassment.
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1.3

2.1

d)

Power relationship: although sexual harasent incidents are usually related to a
power relationship, i.e., a more powerful person harassing a less powerful person.
It is also possible for a person weaker in power to harass a more powerful person,
e.g., an employee harassing the employer.

Some exmples of sexual harassment are given below:

a)
b)

c)

Unwelcomephysicalcontact(e.g.,hugging,kissingor touching);
Commentswith sexualinnuendoesindsuggestiveor insultingsoundsand

Displayingsexuallyobscener suggestivgphotographsr literature.

Principles of Handling Sexual Harassment Complaints

The NSA shall handle sexual harassment complaints based on the following principles:

a)

b)

d)

Fairness: enquiries and complaints should be handled in a just and impartial
manner to ensure that the complainant and the alleged harasser are fairly treated,
and both parties have chances to present their case.

Confidentiality: assurance should be given to conm@ats that all information
andrecordsrelatedto a sexualharassmerntomplaintmustbe confidentialandwill

only be disclosed to relevant staff handling the case and the alleged harasser on a
need thasisEverymwasonableffortshallbemadeto ensureconfidentiality

and to protect the privacy of all parties.

Promptness: complaints should be handled promptly because both the
complainaneindthe allegedharasseareunderpressureThe NSA pledgedo deal
with complaint cases without any delay.

Transparent procedures: the handling procedures related to sexual harassment
complaintsshouldbe madeknownto BoardDirectors,CommitteeMembers staff,
athletes, coaches, umpires, members and all other persons related to the NSA.

Protection for complainants and withessescomplainants and witnesses should
be protectedagainstvictimization,includingretaliation.Accordingto Section9 of
theSDO,victimizationmeandeingtreatedessfavourablyafterfiling acomplaint
or acting as witness. Victimizaii is in itself an unlawful act of discrimination.
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3.1

3.2

3.3

f)  Avoiding conflict of interest: any person who has an actual conflict of interest in
the complaint shall declare his/her interest and shall not take part in handling the
complaint, i.e., as @onciliator, nemberof the Investigation Committear in any
capacity as a decisiamaker.

g) Anonymity: in the case of an anonymous complaint, the NSA shall consider the
evidence and seriousness of the allegation(s) to determine whether further inquiry
into the circumstares is required.

h) Discretion: empathyshallbeshownto thefeelingsof complainantge.g.,avoiding
asking the complainant to repeat his/her ordeal and to appoint investigators of the
same sex to interview the complainant) to ensure thatdimgplainant would not
be unnecessarily distressed or humiliated. Complaint cases should be handled
discreetly such that related parties would not be unnecessarily distressed.

Handling Sexual Harassment Complaints

A person who believes himself/hersilfbea victim of sexual harassment should take
action immediatelylgnoring sexual harassment may make the situation worse as the
harasser may misinterpret a lack of response as approval or condonation of the
behaviour. Delay in lodging the complaint may ajs@sent difficulties for the
investigation, collection of evidence and establishing the fact. Hence, the NSA shall
ensure that no one will be punished because of lodging a complaint in good faith.

There is also a time bar for lodging a complaint with trgudt Opportunities
Commission (EOC) or to take legal action. If the person who is sexually harassed
intends to lodge a complaint with EOC, he/she should take action within 12 months
after the incident occurred. Otherwise, EOC will not handle the casesuhkre are
justifiable reasons for the delay. Any decision to take legal proceedings to the District
Court should be made within two years from the date of the incident.

Every person has a right to lodge a complaint against sexual harassment. A third part
who witnesses sexual harassment should also report the incident. When a person is
sexually harassed, he/she may take the following actions:

a) Speak up at the time. Tell the harasser that his/her act is unwelcome and should
stop immediately;

b) Keepawrittenrecordof theincidentsjncludingthedatestime,location,witnesses
andnature(whattheharassehassaidor done)andthec o mp | a owmraspdanges

c) Tell someonéhe/sherustsandaskfor emotionalsupportandadvice;
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4.1

d) Lodge a complaint to the Board of Directors/designated handling personnel of the

NSA;

e) Lodge a complaint with EOC and request investigation or conciliation. In case
conciliation fails, the complainant may request EOC to provide legal assistance
(telephone n mb er : 2511 8211). For mor e
website:http://www.eoc.org.hk/

the complainant may deem fine

g The

notaffecttheright of the complainanto lodgea complaintwith EOC, reportingof

NSAOSs i nternal

mechani sm f or

incident to the police or filing of lawsuit in the District Court.

Mechanism for Handling Sexual Harassment Complaints

i nfor

Consult a lawyer; report to the police or file a civil lawsuit against the harasser as

hand]l

The NSA should establish both informal and formal mechanisms for handling sexual
harassment complaints. The differences between the two mechanisms are summarized
in the following table:

Informal mechanism

Formal mechanism

Suitability 1  For relatively 1  For more serious or
minor/single incident repetitive sexual
of sexual harassment harassment complaints

1  When the complainant| 1 When sexual

does not want to start harassment continues o
the formal mechanism when it is not possible
or wishes to maintain to resolve the complaint
a work relationship by the informal
with the complainee mechanism

Designated 1 Designated 1 Designated

Personnel Conciliation Investigation
Committee/Conciliator Committee/Investigator

Process 1 Explain the 1  Formally interview the
process/rules of the complainant and obtain
meeting (e.g., record, a statement
confidentiality) 1 Inform thecomplainee

about the complaint to
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Informal mechanism Formal mechanism

1  Find out the provide an opportunity
compl ai nant to respond to the
allegations and allegation
demands 1 Interview witnesses, if

1  Explain the different any
complaint handling
mechanisms to the
complainant

Collect evidence

Make a finding on the
balance of probabilities
(i.e., is it more likely
than not that sexual
harassment has
occurred?)

1  Try to understand the
incident from the
compl ai nee{
persgective

1 Resolve the problem q
through conciliation
and reach a settlement

Prepae a written report,
giving an account of the
investigation outcome,

If possible disciplinary actions (if
i  Document details of any) and the
the incident and the considerations behind
process of conciliation 1 Inform both the
1 Does not involve an complainant and
investigation complainee of the
outcome

1  Take disciplinary
actions and handle
appeals (if any)

Advantages 1 Potentially quicker to 1  Thorough investigation
process and to solve of the occurrence(s)
the problem 1  Provides a formal

1 Provides an record of complait

opportunity to inform 1 Appropriate

the complainee of the disciplinary
organizati( measures/actions may
and of how their be taken

behaviours affecting
others

Disadvantages |  Lesseasyto monitor | 1 Takes a longer time to
process
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Informal mechanism Formal mechanism

1 Complainees may feel
that they have been
treated unfairly as they
have no chance to put
the record straight

1 Effectiveness may be
affected by the power
dynamics between the
parties

When a verbal or written complaint is received, the NSA will pass it to the Board of
Directors/designated handling personnel for consideration. A document file should be
created for each individ complaint case, assigned with a unique file number,
containing the following information:

a) Name and contact information of the complainant/complainee (if applicable);

b) Date(s) when the complained issue(s) occurred,

c) Facts of the complainadsue(s);

d) Any loss or harm caused from the complained issue(s);

e) Any supporting information and/or documents;

f) Name and contact information of the withesses and his/her statement (if any); and
g) Any other applicable documents.

Depending on the seriousnesstofd c omp | ai nt and the compl a
Conciliation Committee/Conciliator should be assigned by the Board of Directors, or

an Investigation Committee/Investigator appointed by the Board of Directors will be

formed to handle the complaint.

The NSA should set the time frame for handling the complaint, i.e. specified the time
framefor acknowledginghe complaint,completionof investigationand/orconduct
of conciliation.
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4.5

4.6

4.7

4.8

4.9

4.10

Any persorwho is thecomplaineeor involvedin the complaintshouldavoid
handling the complaint. The complaint should only be dealt with by an independent
person.

The membership composition of the committees should preferably consist of similar
numberof bothgendersFor conciliation,the personor the Committeein charge of

the process should be agreed by both the complainant and the complainee, failing
which the complaint shall be passed to the Investigation Committee.

If the complainant is a minor, he/she should be accompanied by a parent/guardian/an
appropriate persoto attend meetings related to the complaint.

The ConciliationCommittee/Conciliatowill keepa brief accountof the stepstaken

to resolve a case and propose terms of settlement with the consent of both parties
(e.g., requiring the alleged perpetratoafmlogize, tattend counselling sessions, or
to pay compensation). If a mutual agreement can be reached, the terms of agreement
will be written down and signed by both parties under the witness of the
Conciliator/Conciliation Committee. If the complainawes not agree to attempt
conciliation, or an agreement cannot be reached after the conciliation, the complaint
will be proceeded for investigation.

The Investigation Committee/Investigator appointed by the Board of Directors shall
taketheleadin condicting theinvestigationon the allegationanadeby the

complainant. This will involve conducting interviews with the complainant,
complainee, witness(es) and any other parties concerned, reviewing and analyzing
relevant documents; and

Uponconclusion of the investigation, the Investigation Committee/Investigator shall
submit a written faefinding report to the Board of Directors for consideration. The
report shall consist of the following:

a) A statement of the issues under review;

b) The allegabns made by the complainant;

c) The evidence adduced in support of the allegations;

d) The response of the complainee towards the allegations;
e) The evidence adduced in rebuttal of the allegations;

f) The finding of facts subsequent to the investigation; and
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g) Concluson on the findings of the allegations.

4.11 If a case of sexual harassment is established, the NSA may take appropriate
disciplinary measures against the perpetrator (e.g., requiring the perpetrator to face
dismissal otermination of employment contract, orlte suspended or dismissed
depending on the nature of the cases).

4.12 Where the behaviours in sexual harassment cases also amount to criminal offences,
such as indecent assault, and distribution or display of indecent and obscene articles,
the NSA mayconsider referring the cases to the police on its own motion.

4.13 Depending on the seriousness of the incident and the role of the alleged perpetrator,
the NSA may take the following steps regarding the alleged perpetrator:

If the alleged a) Ifthe case is under investigation by relevant law enforcer

perpetrator is agencies/EOC, the alleged perpetrator will be assigned
a staff of the duties where he/shevill not be in contact with the
NSA complainant/the informant/other parties involved or will

suspendd from duty without pay according to Sections 9
11 of the Employment Ordinance (Cap. 57).

b) If there is insufficient evidence to proceed with charges
relevant law enforcement agencies or the staff is acqu
from the criminal charges, but duringvastigation it was
revealed that the staff was involved in inappropri
behavious, the case will be recorded in the staffs perso
file for record. In addition, his/her case will be subject t
disciplinary review according to the Staff Handbook @&
NSA. Disciplinary sanctions will be given subject to {
outcome of review. If after review, it is found that the staf
suitable to return to work, he/she will be offered support
training, as appropriate.

c) Ifthe alleged perpetrator is found oradis guilty, he/she wil
be subject to disciplinary actions in accordance with the (
of Conduct of the NSA or even dismissed.

If the alleged a) Ifthe case is under investigation by relevant law enforcer

perpetrator agencies/EOC, the alleged perpetrator will be assigned
works for the duties where he/shevill not be in contact with the
NSA on a complainant/the informant/other parties involved or will
voluntary basis suspended from hisén role.

(e.g., Board
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414

4.15

5.1

Director/ b) If there is insufficient evidence to proceed with charges
Committee relevant law enforcement agencies or the alleged perpe
Member/ Is acquitted from the criminal charges, but dur

. investigation it was revealed that he/she was involve
Representative Inappropriatebehaviouss, his/her case will be subject to
/Volunteer)

disciplinary review and to be endorsed by the Board
Directors according to the Code of Conduct of the N
His/her case will be subject to a disciplinary revi
according to the Staff Handbook of the NSA. Dpfioary
sanctions will be given subject to the outcome of revi
Whether the alleged perpetrat@mreturn to his/her role an
complete the remaining tenure will be subject to the f
decision of the Board of Directors.

c) Ifthe alleged perpetrator is found or pleads guilty, he/she
be subject to disciplinary actions in accordance with the (
of Conduct of the NSA. The NSA reserves the right
terminate the appointment with the perpetrator.

If the alleged a) The NSA will request the relevant company to change

perpetrator is staff concerned, pendingdhnvestigation outcome of th
a member of relevant law enforcement agencies/EOC.

staff of & b) The NSA reserves the right to terminate the contract witH
contractor of relevant company if no other staff is available.

the NSA

If the alleged | The NSAwill report the incident to the relevant law enforcem
perpetrator is | agencies/EOC for handling and follow their subsequent advig
not directly any follow-up steps.
related to the
NSA

A victim should lodge a complaint as soon as practicable and within 12 months after
the incident occurred. For @@s with justifiable reasons, the NSA may at its own
discretion consider to handle delayed complaints.

If necessary, support and counselling should be promptly offered to the complainant.
Appeal

Both thecomplainantandthe complaineéhavetheright to appealagainsthe decision.
Toinitiate anappeal awritten statemenhasto be submittedto the Boardof Directors.
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5.2

5.3

6.1

6.2

6.3

6.4

6.5

7.1

The Board of Directors may determine whether to reopen the case or seek for external
helps within a specified period from the dateaxfeiving the written appeal.

A flow chartonhandlingcomplaintson sexuaharassmeris appendedh the Appendix
| for reference.

Measures for Prevention of Sexual Harassment

The NSA shall promulgate its guidelines and procedures on preventisexoél
harassmenb all Board DirectorandCommitteeMember,staff, athletes, coachesd
umpiresto raisetheirawarenessf sexualharassmerpreventionandshallalsoupload
it onto the NSAO6s website for stakehol der

Stakehol ders may refer to the I nternatio
Consensus Statement on ASexual Har assmen
ARnSafeguarding athl etes from harassment i
prevention of sexudlarassment.

The NSA should provide regular briefings/training to staff to enhance their awareness
of sexual harassment prevention, in particular, to staff who need to handle complaints
of sexual harassment. In this regard, the NSA can collaborate with di@ther
relevant organizations to provide seminars or workshops on prevention of sexual
harassment to stakeholders on a need basis.

In therecruitmenbf coachestheNSA shall,beforeofferinganappointmento acoach,

require him/her to provide proohdt he/she does not have any criminal conviction
records against a specified list of sexual offences under the Sexual Conviction Record
Check Scheme. Upon appointment, a coach shall be required to sign an agreement to
this set of guidelines.

TheNSA shallalsorequireall otherpotentialemployeesvho needo bein contactwith
children or mentally incapacitated persons at work to apply for the Sexual Conviction
Record Check before offering appointment to them. If the aforementioned persons are
employed fron outside Hong Kong, they shall be required to provide proof issued by
their previous country/region of residence to the effect that they do not have any
criminal conviction records against sexual offences.

Enquiries

The NSA should include the nanpmgst, contact phone number and/or email address
of the staff designated to handling any enquiries or complaints.
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Remarks

1 Reviews on the guidelines and procedures shall be conducted annually and/or updated
upon any change to related rules and regulations.

1 Date of last review and approval given by the Board of Directors should be laid out.

1 The next review date should be laid down.

1 Views or comments on the guidelines and procedures are welcomed by way of email or
post.
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Appendix | Flowchart on Handling Complaints on Sexual Harassment

‘ Receipt of Complaint ’

Accept the NO

Complaint?

Decide which
Approach is Used

v

Victim Lodge a
Complaint Relevant
Law Enforcement
Agencies/EOC

Conciliation

= Conduect l
Investigation

Investigation by
NO Relevant Law

Resolved Enforcement

Agencies/EOC

YES

Interviews with
Witnesses Pressing

Charges?

Complaint
Constitutes
Discrimination?

Decide
Disciplinary

Inform the
Complainant and the
Complainee of the
Result

Appeal to the
Board

Resolved
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6.3
GUIDELINES AND PROCEDURES ON CHILD SAFEGUARDING

Objective: To promote child safeguarding and avoid chmidltreatment/abuse in all aspects

of daily operation, NSA should be committed to the protection and welfare of children involved
in all its activities. Guidelines and procedures should be devised and implemented to raise the
awareness and acceptance opossibilities to safeguard children from any form of harm.

It applies to all Board Directors, Committee Members, and staff irrespective of their terms of
employment, i.e., including sheteérm contract or patime staff, members, athletes, coaches,

umpires , and every person involved in the NSAOGS:s
or events.

1. Definition

1.1 Child maltreatment/abuse is defined as any act of commission or omission that
endangers or impairs the physical/psychological health and developrhesu
individual under the age of 18.

1.2  Child maltreatment/abuse is committed by individuals, singly or collectively, who, by
their characteristics (e.g., age, status, knowledge, organizational form), are in a position
of differential power that renderschild vulnerable.

1.3  Child maltreatment/abuse may take the following forms:

a) Physical harm/abuserefers to physical injury or suffering inflicted on a child by
violent or other means (e.g., punching, kicking, striking with an object, poisoning,
suffocation,burning, etc.), where there is a definite knowledge, or a reasonable
suspicion that the injury has been inflicted ramcidentally.

b) Sexual abusé refers to forcing or enticing a child to take part in any acts of sexual
activity for sexuakexploitation or abuse and the child does not consent to or fully
understand or comprehend this sexual activity that occurs to him/her due to mental
immaturity. The sexual activity includes behaviours that have or do not have

Note:
1 For the purpose of this guidelines, conduct of a sexual nature which constitutes sexual harassment will also be
dealt with as a childnaltreatment/abuse incident.
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1.4

15

1.6

2.1

physical contact with childrere.g., inappropriate touching or showing of
pornography).

c) Neglectr ef er s to a severe or repeated patt ¢
needs that endangers or i1impairs the chi
provide necessary food/¢tong/shelter, failure to prevent physical injury/suffering
and lack of appropriate medical care/supervision, etc

d) Psychological harm/abuserefers to a repeated pattern of behaviour and/or an
interaction between carer and child, or an extreme incidenhteti@dangers or
i mpairs the <chil doés physical and psyc|
cognitive, social and physical development).

Child maltreatment/abuse may take the form of a repeated pattern, multiple incidents
or a single but serious incidentnAndividual incident may also involve more than one
type of harm/abuse to the child.

A comprehensive list of possible indicators of child maltreatment/abuse is provided in

Chapter 4 fiCase |l dentification, Illdrent i al H
from Maltreatment’ Procedural Guide for MukHilisciplinary Ceo per at i on ( 20 Z
which is drawn up by the Soci al Wel f ar e
following link:

https://www.swd.gov.hk/storage/asset/section/652/en/Procedural Guide Cord Proce
ures_(Revised 2020) Eng_2Nov202%.pd

Examples of good practice and risky practice when interacting with childnde w
carrying out work or duties for the NSA are giverAippendix 1.

Principles of Handling Child Maltreatment/Abuse

The NSA shall handle suspected incidents of child maltreatment/abuse based on the
following principles:

a) Fairness: enquiries and complaints should be handled in a just and impartial
mannetto ensurehatthe persorreportingtheincident(theinformant),thealleged
perpetratorthe child concerneandhis/herparent(s)/guardian(syefairly treated,
and that all pares have the chance to present their evidence.

b) Confidentiality: assurance should be given to the informant and the child
concerned that their identity and the information they provide will be kept
confidentialandwill only bedisclosedo relevantpartieshandlingtheincident(e.g.,
Police/SWD etc.), and the alleged perpetrator on a-teekdow basis.
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3.1

3.2

d)

9)

h)

Promptness:child abusencidentsshouldbe handledoromptly becausall parties
concerneareunderpressureThe NSA pledgedo dealwith incidens withoutany
delay.

Transparent procedures: the procedures for handling child abuse incidents
should be made known to all persons related to the NSA.

Protection: informants, witnesses and the child concerned should be protected
against victimization, inclding retaliation and discrimination. Victimization
meandeingtreatedessfavourablyafterreportinganincidentor actingaswitness.

Avoiding conflict of interest: if the staff who handles the enquiry/child abuse
incident is closely related to thieformant, the alleged perpetrator, the child
concerned or his/her parent(s)/guardian(s) (e.g., relatives), or the alleged
perpetrators thepersonin-chargeof child abusencidents, thencident should be
handled by another person.

Discretion: empathy ball be shown to the feelings of the child concerned (e.g.,
avoid asking the child to repeat his/her ordeal to multiple parties, appoint
investigators of the same sex to interview the child, etc.) to ensure that the child
would not be unnecessarily distseds or humiliated. Child abuse incidents should
behandledliscreetlysuchthatrelatedpartieswvouldnotbeunnecessarilgdistressed.

Anonymity: in the case of anonymous complaint, the NSA should consider the
evidenceandseriousnessf theallegation(s}o determinenvhetherinquiry into the
circumstances is required.

Responding to Child Maltreatment/Abuse

A person may become aware of a possible child maltreatment/abuse incident by:

a)

b)

c)

d)

Seeing it happen;
Hearing it from someone else;
Hearing it directly fromhe child concerned; or

Receiving an anonymous allegation.

NSA shouldappointa BoardDirectoror a staff asthe Child Safeguarding Officewho
is responsibldor administeringheguidelineson child safeguardingndactasthefirst
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3.3

3.4

3.5

4.1

point of contactfor anyone who wishes to reparaltreatment/abuse against a child.
The Child SafeguardingOfficer should be well briefed on his/her roles and
responsibilities upon receiving a report of child maltreatment/abuse.

If apersonsuspect®r becomeswareof a possiblechild maltreatment/abugacident,
he/she should in the first instance record all the facts using the folppendix II.
Thecompleted form shouldeforwardedto therespectiveChild Safeguardingfficer
whose contact details includj the name, post/designation, contact phone number
and/or email address should be provided.

The safety, needs and welfare of the child concerned shall be of top priority. A person
hearing the incident directly from a child should take the following steps:

a) Staycalmsoasnotto frightenthechild,;
b) Reassur¢he childthat he/shelid theright thingin reporting;
c) Listento thechild toshowthathe/shds beingtakenseriously;

d) Keepquestiongo aminimumsothatthereis aclearandaccurateinderstandingf
what has been said. Only ask questions to clarify what has been said and avoid
leading questions;

e) Inform the child that in order to help stopping the maltreatment/abuse, his/her
ordeal has to be conveyed to other people; and

f) If the child reeds urgent medical attention, take him/her to a medical professional
or call the emergency services immediately.

While it is not the responsibility of a person to investigate or decide whether or not
child maltreatment/abuse has taken place, all persoridang for the NSA or on the
NSAG6s behalf have the responsibility to

Handling Child Maltreatment/Abuse

When a report of a possible child maltreatment/abuse incident is received, an
acknowledgemenof the report should be mace within the specified period of the
receipt of the report. The Child Safeguarding Officer will notify the Board of Directors
in the first instance.
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4.2

4.3

4.4

The Child Safeguarding Officer will inform the parents/guardians of the child
concerned immediately. Sengity should be accorded in handling possible child
maltreatment/abuse cases. The report of a possible child maltreatment/abuse incident
should only be dealt with by an independent person who is not the complainee or
involved in the complaint. The parents/guardianwill be advisedthat the NSA will

fully cooperate with any investigation and respect their right to report to the
Police/SWD.

Forincidentwhichis handledby thePoliceand/oramilyandChild ProtectiveServices
Unit of SWD (hotline: 2383 2255), the Child Safeguarding Officer will facilitate the
coordination of the investigation or services.

Dependingntheseriousnessf theincidentandtherole of theallegedperpetratorthe
NSA may take the following steps regarding the allegefgteator:

If the alleged a) If the case is under investigation by relevant |
perpetrator is a enforcement agencies/SWD, the alleged perpetrator w
staff of the NSA assigned other duties where he/shik not be in contac

with children/the informant/other parties involved or W
be suspended from duty withquaty according to Section
9 and 11 of the Employment Ordinance (Cap. 57).

b) If there is insufficient evidence to proceed with chargeg
relevant law enforcement agencies or the staff is acqu
from the criminal charges, but during investigation it v
revealed that the staff was involved in inappropri
behavious |, t he case wi || b €
personnel file for record. Disciplinary will be given subjg
to relevant Code of Conduct of the NSA. If after review
is found that the staff isugable to return to work, he/sh
will be offered support and training, as appropriate.

c) If the alleged perpetrator is found or pleads guilty, he
will be dismissed.
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4.5

5.1

If the alleged a) If the case is under investigation by relevant |
perpetrator enforcement agencies/SWD, the alleged perpetrator w
works for the assigned other duties where he/she would not be in co
NSA on a with children/the informant/othegparties involved or will
voluntary basis be suspended from his/her role.
(e.g., Board b) If there is insufficient evidence to proceed with charges
Directors relevant law enforcement agencies or the alle
/Committee perpetrator is acquitted from the criminal charges,
Member during investigation it was reméed that he/she wa
/Representative involved in inappropriatdehavious, disciplinary will be
Volunteer) given subject to relevant Code of Conduct of the N
Whether the alleged perpetrator could return to his/her
and complete the remaining tenure will be subject to
final decision of the Board of Directors.
c) If the alleged perpetrator is found or pleads guilty, his
appointment will be terminated.
If the alleged a) The NSA will request the relevant companyctange the
perpetrator is a staff concerned, pending the investigation outcome of
member of staff relevant law enforcement agencies/SWD.
of acontractor | ) The NSA reserves the right to terminate the contract
of the NSA the relevant company if no other staff is available.
If the alleged The NSA will report the incident to the relevant law enforcen
perpetrator is agencies/SWD for handling and follow their subsequent ac
not directly on any followup steps.

related to the
NSA

NG

A flow chart on handling possible child maltreatment/abuse incidents is appended in
the Appendix Il for reference.

Measures for Child Safeguarding

Awarenesst h e

NS A

shall ensure that al |

person

behalf are aware of the high standards of behaviour and conduct expected of them in
child safeguarding through the following means:

a) Formulatingguidelinesandproceduresnchild safeguardingndto drawreference

from |

harassment

nternat.

onal Ol ympic Commit

and abuse in sporto;
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5.2

5.3

6.1

b) UploadingtheguidelinesandproceduresntotheN S A websiteforst ak eh ol der
information;

c) Requiringall peronsworking for theNSA orontheN S A bebalfin anycapacity
to sign an undertaking to comply with the guidelines and procedures on child
safeguarding;

d) Providingregulartrainingto staff who havecontactwith childrento enhancéheir
awareness afhild safeguarding; and

e) Collaborating with the SWD or other relevant organizations (e.g., Plan
International) to provide seminars or workshops on child safeguarding to
stakeholders on a need basis.

Prevention: the NSA shall take the following precautionamgasures when employing
staff:

a) Making every effort during recruitment
child safeguardinge.g.,askingscreeningjuestionsiluringinterviews,conducting
background checks, etc.);

b) Requiringall potentialemployeesin particular,coachesvho needto bein
contact with children or mentally incapacitated persons at work to apply for the
Sexual Conviction Record Check before offering an appointment; and

c) Requiringpotentialemployeedrom outsideHong Kongto provideproofissued
by their previous country/region of residence to the effect that they do not have
any criminal conviction records against sexual offences.

Reporting:t he NSA shall ensure that all person
behalf areclear on what steps to take where suspicions or concerns arise regarding child
maltreatment/abuse. Furthermore, the NSA shall cultivate a culture where all
individuals feel that they can openly discuss issues related to child maltreatment/abuse
without fea of retribution.

Enquiries

The NSA should include the name, post/designation, contact phone number and/or
email address of the staff designated to handle any enquiries or complaints.

201

C

-



GUIDELINES AND PROCEDURES ON CHILD SAFEGUARDING

Remarks

1 Reviews on the guidelines and procedures shatbbducted annually and/or updated
upon any change to related rules and regulations.

1 Date of last review and approval given by the Board of Directors should be laid out.

1 The next review date should be laid down.

1 Views or comments on the guidelines and pdoices are welcomed by way of email or
post.
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Appendix | Good Practice and Risky Practice When Interacting with Children

Examples of good practice and risky practice when interacting with children while carrying

out work or duties for the NSA agaven below:

Good practice

Risky practice

a)

b)

f)
g9)

h)

)

K)

Interact with children in a profession
way directly rel
duties.

Communicate with children (includin
through electronic means) in
transparent and accountable manne

Usesupportive language and tone.

Be responsive to
arrange activities that are suitable
childrenbs age a

Treat all children equally and wit
respect and dignity.

Keep activities open to observation.

Touch should be agappopriate and
only with the necessary amount f
coaching, training, safety or medic
needs.

Gain written parental consent for ar
away trips or activities.

Ensure that if mixedyender children
are taken on away trips, they a
always accompanied by staff both
genders.

Respect the trust of children ar
maintain appropriate boundaries a
relationship with them.

Teach children the safety rules a
ensure that they understand the giy
instruction.

Ensure a suitable staffing ratio of ad
to children in atvities.

a)

b)

f)

9)

h)

)
k)

Interact with children in an overfamilig
way not directly
or duties (e.g., oversharing persofr
information).

Communicate with a child in a privai
and excessive manner.

Humiliate or intimidate a childe.qg.,
shouting or swearing).

Neglect a chil dog
inappropriate activities or training loac
and requiring children to participal
when injured or unwell).

Discriminate agai
race, sexual orientation and ability.

Unnecessarily spend excessive amoy
of time alone with a child away fron
others (e.g., transporting a child alone
a car, entering
residence al one,
home/place of residence alone, etc.).

Touch a child unecessarily (e.g.
touching on the face, chest or botto
kissing and tickling).

Engage in questionabldehavious,
such as flirting, joking and roug
playing.

Allow children to use inappropriat
language or bully others unchallenge

Give and receive inapppriate gifts.

Take pictures with personal devices
in changing rooms and toilets.
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m) Ensur e

p)

Q)

Y

the actiwv
for purpose, safe to use and plag
appropriately.

Ensure surrounding environment
appropriate and
activities.

Correct the inappropriatbehavious
of children and take necessary anic
immediately if there is possible safe
risk.

Be attenti ve t o
needs and offer rest time, water breg
and toilet break.

Create and maintain an open cultu
and inform children of what they ca
do if they encounter problems ¢
difficulties.

No contact online between adult a
children outside the virtual activities 1
avoid grooming of children.

Ensure security setting are set
private and inviteonly on the choser
platform for virtual activities.

Respect chil dr end

confidentiality.

p)

Q)

Fail to record and act upon allegatio
of abuse made by a child.

Expose children to extreme weath
conditions without ensuring adequg
clothing or hydration.

Encourag the use of drugs or harmf
substances to enhance performance.

Hit, assault or physically disciplin
children in ways that are abusive.
Expose children to inapproprial

materials such as pornography &
violent pictures and videos.

Be under the influencef alcohol and
drugs.

Be alone with a child in a changin
room or toilet.

Leave venue with a child or childre
unsupervised.
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CONFIDENTIAL

Appendix Il Allegation of Child Abuse Report

Person reporting the incident (informant)

Name ofinformant: Role of informant:

Contact details of informant: Report time & date:

Child concerned (victim)

Name of victim: Date of birth/age of victim:

Contact details of victim: Name of parent/guardian (spe
relationship):

Details of theincident(s)

Date/time (or frequency): Location:

Name of alleged perpetrator: Role of alleged perpetrator:

Description of the incident(s):

External parties contacted (if applicable): Advice provided by the external partie
contacted (if applicable):

Social WelfareDepartment

~

Police

~

Medical professional/emergencgrvices

“  Others:

Signatures:

Informant Child Safeguarding Officer | Head of Secretariat
Name: Name: Name:

Date: Date: Date:
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Follow-up actions (tobe completed by respective Child Safeguarding Officer)

Actions taken:

“  Prosecution;:
“  CaseResult:
“ DisciplinaryReview/Result;

“  Action:
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Appendix Il Flowchart on Handling Complaints on Possible Child Abuse Incident

Receive report of a possiblg

child maltreatmentlbuse

—— |

Inform the parentglardians
of the child concerned

Report the incident to
Policd SWD

oooooooooooooooooooooooooooooooooooooooooooooooo

If the alleged perpetrator is a staff§
: member of theNSA, he/she will

: be:

Not pressing charges
due to

insufficient evidence

_) ¥
‘[ But inappropriate

Not guilty

: Investigation by
- Assign other duties where <_ Policd SWD
he/she Wl not be in contact | :
with childrenthe
informant/other parties
involved;and )
- Suspend from duty withouf Pressing charges
pay.
- Dismissal €< Found/pleaded guilty

behaviours revealed|

: Reference may be made to the tat
: at 4.4 if the alleged perpetrator |
: not a staff of theNSA.

. o
ooooooooooooooooooooooooooooooooooooooooooooooo

]

If the alleged perpetrator is staff of the
NSA:

If the alleged perpetrator works for th&SA
on avoluntary basis

The case will be recorded in his/h|
personal file andubject to a disciplinary
review, and

He/she will be offered training and suppa
as appropriate, if he/she is fousutable to
resume duties after investigation.

The case will be subject to a discipling
review and to be endorsed the Board
of Directors; and

Whether he/sheanreturn tohis/her role
and complete the remaining tenure w
be subject to the review and fin
decision of the Boardf Directors
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6.4
GUIDELINES AND PROCEDURES ON HANDLING OF
COMPLAINTS

Objective: To provide guidelines and procedures for formulating a fair and transparent
mechanism for handling of complaints lodged against the NSA.

For complaints which relate to specific issues such as equal opportunities, sexual harassment
and child safeguardingeference should be made to the relevant guidelines and procedures
embedded in 6.1, 6.2 and 6.3 of this Reference Materials.

1. Fundamental Principles
1.1 The NSA shall handle complaints based on the following principles:

a) Fairness: enquiries and complaints should be handled in a just and impartial
manner to ensure that the complainant and complainee are fairly treated, and both
parties have chances to present their case.

b) Promptness: complaints should be handled promptly because bibid
complainantindthe complaineareunderpressureThe NSA pledgedo dealwith
complaint cases without any delay.

c) Transparency: the handling procedures should be laid down and uploaded on
NSA6s website for gener al i nformati on.

d) Protection for complainants and witnessescomplainants and witnesses should
be protectedagainstvictimization,includingretaliation.Accordingto Section9 of
theSDO,victimizationmeandeingtreatedessfavourablyafterfiling acomplaint
or acting as a witnes¥ictimization is in itself an unlawful act of discrimination.

2. Rights and Responsibilities of the Complainant and Complainee
2.1  The complainant is entitled to have:

a) The right to appeal the decision if the complaint is not proceeded after initial
assessment;

b) The right to be informed on the status and outcome of the complaint investigation;
and
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2.2

2.3

2.4

3.1

3.2

c) The right to appeal the outcome of an investigation.

A complaint should be made in writing by post, fax or email. In lodging a complaint to
the NSA, the complainant hasethresponsibility to provide truthful and factual
information regarding the details of the complaint. False, misleading or malicious
complaints may lead to termination of the investigation.

The complainee is entitled to have:

a) Therightto beinformedon complaintsmadeagainstim/her;

b) Theright to beinformedon the statusandoutcomeof the complaintinvestigation;
and

c) Therightto appeathe outcomeof aninvestigation.

The complainee has the responsibility to cooperate with investigatorpranide
truthful and factual information to facilitate a fair investigation

Roles and Responsibilities of the Persons Handling Complaints

Any person who is the complainee or involved in the complaint should avoid handling
the complaint. The complaint sHdwnly be dealt with by an independent person.

Below are the key roles and responsibilities of persons involving in handling
complaints:

a) Initial Recipient of NSA

1 Receivecomplaintssubmittedby the public and provide acknowledgemenf
receipt within a pecified time frame; and

1 Forwardthe complaintto the Boardof Directorsfor direction.

b) Board of Directors

1 Performaninitial assessmemn the complaint;

1 Assign an independent person/Complaint Handling Committee to investigate
the complaintdepending on the severity, complexity and urgency;
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4.1

5.1

5.2

5.3

1 Deviseguidelinesfor disciplinaryactionsagainstsubstantiatedomplaints;and

1 Recommendppropriateactionsor remediego addresgssuesidentified from
substantiated complaints.

Conflict of Interest

Persons responsible for handling complaints shall adopt the conflicts of interest policy
as laid out in the Code of Conduct of the NSA. In addition to timely declare actual
conflict of interest before being appointed to handle the complaint, they shall also
disclose any potential conflicts of interest and refrain from participating in any

discussions or decisions related to the complaint.

Handling of Complaint

The Board of Directors may decide not to proceed the following:

a) Anonymouscomplaints;

b) Verbalcomplaints;

c) Complaintsnotfiled by personsnvolvedin theincidentsor their guardians;
d) Complaintsunderlegalproceedings;

e) Complaintsunderinvestigationby law enforcemenagencies;

f)  Complaintdor incidentsoccurringoveraperiodof time asspecifiedoy NSA prior
to submission date; and

g) Complaintswith incompleteinformation

In the case of an anonymous complaint, the NSA shall consider the evidence and
seriousness of the allegation(s) to determine whether enquiry into the circumstances is
required.

To assist the NSA in evaluating the situation, the complainant is advised to submit all
available information. It is encouraged that complainant should provide as much of the
following information as possible:
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5.4

6.1

6.2

d)

Contactdetails,includinghis/hername, emailaddressnd/orcontactnumber.The
NSA will not proceed with a complaint investigation if no contact details are
provided;

An accountof eventssurroundinghe complaint;

Supporting evidence or documentation that relates to the compiainotiing
copies of those documents where possible; and

Person(s) involved in the complaint including his/her name and job title where
known.

The complaint may not be accepted if it is considered as:

a)

b)

c)

Frivolous;
Vexatious;and

Misconceivedr lackingin sulstance.

Receipt of a Complaint

The complaint can be submitted by post, fax and email.

Upon receiving a complaint, an acknowledgement of the complaint should be made
within the specified time frame upon receipt of the complaint. The complaint should be
promptly passed to the Board of Directors with the following information, including
but not limited to:

a)

b)

c)

d)

Nameand contacinformationof the complainant/complaine@ applicable);
Date(s)whenthe complainedssue(s)pccurred;

Factsof thecomplainedssue(s);

Any lossor harmcausedrom thecomplainedssue(s);

Any supportingevidenceand/ordocuments;

Nameandcontactinformationof thewitness(esandhis/herstatemen(if any);and
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7.1

7.2

7.3

7.4

7.4.1

7.4.2

8.1

8.2

g) Any otherapplicabledocuments.
Initial Assessment

The Board of Directors will conduct an initial assessment to assess whether the
complaint is pursuable or not.

If theBoard ofDirectors decidenotto proceedhecomplaint,the complainanshould

be formally informed by the way of written notification stating the reasons within a
specified time frame. The complainant may appeal on this decision by submitting a
request in writing to the NSA within a specified time frame upon informed of the
decision.

If the Board of Directors decides to initiate investigation of the complaint, the
responsible person/Complaint Handling Committee shall inform the complainant in
writing that investigation has been initiated and that complainant will be inforined o
the progress or result at a specific timeframe by email/post/other applicable delivery
method.

Conciliation

If the complaint is minor and can be resolved through conciliation, the independent
person/Complaint Handling Committee handling the complainuldhassist the
involved parties to identify the cause of the complaint and seek for any agreement
which may lead to a resolution of the complaint. If an agreement can be reached, the
involved parties will sign a written agreement under the witness ohtlependent
person/Complaint Handling Committee handling the complaint.

If the parties involved disagree with the method of conciliation, or an agreement cannot
be reached upon conciliation, the complaint will be proceeded for investigation.

Investigation

The Board of Directors can determine whether to conduct an investigation via
interviews and/or paper circulation.

The Board of Directors should appoint an independent person/Complaint Handling
Committee to conduct the investigation and reporptiogress according to specified
time frame.
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8.3

8.4

8.5

9.1

9.2

10.

10.1

10.2

TheBoardof Directors/independemterson/ComplaintiandlingCommitteemayrefer
to thedecisionrmadeon pastcomplaintsof similar natureasareferencen thedecision
making process.

The Board of Directors/ohependent person/Complaint Handling Committee should
record the investigation process, discussion and decision made etc. in either written or
electronic formats for record retention and future reference.

Depending on the individual circumstances and coxiylef the complaint, if the
investigation cannot be completed within a reasonable timeframe, the complainant
shouldbeinformedandupdatedf the progressn writing. Thereafterthecomplainant
should be informed at a regular interval until teaclusion of investigation.

Investigation and Reporting of Complaints Forwarded by the SF&OC

For the complaints concerning the NSA forwarded by the SF&OC, the Board of
Directors of the NSA will investigate the complaint and compile an investigation report
to the SF&OC within one month of the receipt of complaint. The investigation report
should summarize details of the complaint, investigation, conclusions and any follow
up actions. If the orenonth deadline cannot be met, the NSA should notify the SF&OC

to request for an extension and submit an interim report.

SF&OC will reply to the complainant with the investigation report and copy to the NSA.
If the complainant is dissatisfied with the investigation outcome, SF&OC will notify
NSA of the response and ¥eard any further information provided by the complainant
to the NSA for further investigation.

Announcement of the Outcome of the Investigation

The Board of Directors will inform the complainant the outcome via email/post/other
applicable delivery methodith following details:

a) Theoutcomeof thecomplaintandanyactions taketby the NSA;
b) Justificationof thedecision;and
c) Remedialor disciplinary actions(sfo betaken.

Following the investigation on the reported issue, if a complaint is substantiaed, th
NSA may take corrective actions to address any identified systemic flaws and/or
disciplinary action against the complainee in accordance with the guidelines devised
for disciplinary sanctions.
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Type Substantiated Misconduct Disciplinary actions
Relating to the Complaint

Minor [Example: Use of foul languag( [Example: Verbal/Written
Neglect of duty] advice]
Serious [Example:Misconduci [Example:Reprimandl
11. Appeal

11.1 Lodging an Appeal

11.1.1 If either party feel aggrieved of the outcome of itmeestigation, they can appeal by
submitting a written statement to the Board of Directors within a specified time frame
after the notification of the outcome of the investigation. The following documents
should be submitted for lodging an appeal:

a) A written requesbf appeaklnd/orstatemenbn appeaissues;
b) Any documenthatsupportgheeligibility of theappeal;
c) Any newinformation/evidencer witness(es);
d) Contactinformationof thewitness(es)if any;and
e) Any otherrequireddocuments.
11.2 AppealProcedures

11.2.1 NSA should put in place the timeframe for acknowledging the receipt of the appeal and
the way of acknowledgment, i.e., by maihail and also the timeframe of notifying
the Board of Directors of the appeal;

11.2.2 The Board of Directors shall determivhether to reopen the case or seek for external
assistance and/or advice within the set timeframe from the date of receiving the written
appeal; and

11.2.3 If the appeal request is accepted, an Appeal Panel will be formed in accordance with
the 3.3 Guidelines ad Procedures for Appeal Mechanisi@and the case will be +e
opened. The Appeal Panel will review the case and determine whether the handling of
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11.3

the complaint, the conduct of the investigation and/or the decision made was in
accordance with relevant set doweniteria, guidelines and procedures.

Notification of the Appeal Result

11.3.1 All involved parties in the appeal will be informed of the result in writing through

12.

12.1

12.2

13.

13.1

14.

14.1

15.

15.1

email/post/other applicable delivery method once the decision is made. NSA should
also consider wttaer the appeal result will be final and that no further appeal can be
made against the same case. The decision should be included in the notification of
appeal result.

Retention of Documents Related to the Complaint

The NSA shall keep records of all docemts related to the complaint in good order for
a specified period from the conclusion of appeal. The-g8rpred records especially
with personal data shall be disposed of with due care.

For substantiated complaints against coaches and umpires, thegeti@s details
should be documented to ensure efficient retrieval of information for subsequent
referencing in the registration and renewal exercises.

Confidentiality

The NSA will treat complaint proceedings and decisions as confidential arahsuilte

the confidentiality of all information relating to the complaint, including but not limited

to, personal information, evidential documents and witness testimony, etc. The NSA
will ensure relevant information can only be accessed for lawful purpasertten
consent is obtained from relevant parties by the responsible department/person of the
NSA.

Compliance with the PDPO

The NSA is committed to handle all personal information obtained during the
complaint proceedings and appeal process in conggiamith the Personal Data
(Privacy) Ordinance.

Enquiries

The NSA should include the name, post, contact phone number and/or email address
of the staff designated to handle any enquiries or complaints.
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Remarks

1 Reviews on the guidelines apdocedures shall be conducted annually and/or updated
upon any change to related rules and regulations.

1 Date of last review and approval given by the Board of Directors should be laid out.

1 The next review date should be laid down.

1 Views or comments on tlgaiidelines and procedures are welcomed by way of email or
post.
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6.5
GUIDELINES AND PROCEDURES ON PERSONAL DATA
PRIVACY PROTECTION

Objective: To demonstrate commnitent in respecting personal data privacy, complying with
data protection principles and all relevant provisions of the Personal Data (Privacy) Ordinance
(Cap. 486).

It applies to all Board Directors, Committee Members, and staff irrespective ofethmeg of
employment, i.e., including sheteérm contract or patime staff, members, athletes, coaches,

umpires, and every person involved in NSAOG6s
events.
1. Privacy Policy Statement

1.1 The NSA, as a Data User,spects personal data privacy and is committed to fully
implementing and complying with the data protection principles and all relevant
provisions of the Personal Data (Privacy) Ordinance (Cap. 486) and Code of Practice
issued by the Privacy Commissioner Rersonal Data. The NSA is equally committed
to ensuring that all its Board Directors, Committee Members, staff and members uphold
these obligations. The NSA undertakes to:

a) Collectpersonatatadirectlyrelatedto thefunctionsandactivitiesof theNSA only
for lawful purposesand by lawful and fair means;

b) Takeall reasonablyracticablestepsto ensureghatpersonabataareaccurateup
to date and kept no longer than necessary;

c) Use the personal data collected only for purposes or directly relatedses for
which the data were to be used at the time of collection, unless the Data Subject
concernedasgivenconsento a changeof useor suchuseis permittedby law;

d) Take all reasonably practicable steps to ensure that personal data are protected
againstunauthorizedr accidentabhccessprocessingerasureor otheruse;

e) Take all reasonably practicable steps to ensure that the public is informed of the
kinds of persoml data that th&lSA holds and the purposes for which the data are
to be used; and

e) PermitDataSubjectdo accesandcorrecttheir personabataandprocesshedata
access/correctiorequestsn a mannerpermittedor requiredby law.
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2.1

3.1

Types of Personal D&a Processed by the NSA

The NSA, in the course of its operations, may process the following types of personal
data of Board Directors, Committee Members, staff, athletes, coaches, umpires,
participants and other individuals:

a) Identification datge.g.,nameandHongKong ldentity Card/passpodetails);

b) Personal details (e.g., age, sex, date of birth, marital status, occupation, address,
telephone number, email address and other contact details);

c) Employmentrecord (e.g.,jadbppl i cati ons, past and pres
details of salary, payments, benefits, leave, training records, group medical and
dental insurance records, mandatory provident fund schemes, performance
appraisals, and disciplinary matters);

d) Paymentetails (e.g., bank/credit card detafts, enrolment okevents/activities);
e) Healthinformation (e.g.datafrom medicaltests an&mergency contacletails);

f)  Vehicleinformation;and

g) Imagege.g., photmf an individualparticipatingin N S A évents/agvities).

Main Purposes for Processing Personal Data

The purposes for which the NSA processes personal data are:

a) To verify an individual s identity;

b) To ensure compliance with the rules and regulations of the NSA and that of
international sports governingdies;

c) To maintain and develop services, including programs, activities, and events;

d) To enable athletesndBoard Directors to participate international multisports
Games, including the selection of potential athletes into the Hong Kong, China
Delegation;

e) To organi ze, conduct and promote the NS
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4.1

4.2

) To maintain relationships with the NSAOG
g) To handle complaints/enquiries as appropriate;
h) To carry out surveys and statistical analyses;

i) For purposes related to recruitment of staff, manpower management, and
maintenance of employment relationship;

J) For security purposes; and

k) Where otherwise reasonably necessary for the NSA to carry out iteofsic
Lawful Basis for Processing Personal Data

The NSA only processes personal data where there is a lawful basis for doing so.

a) Consent: the Data Subject has given clear consent for the NSA to process their
personal data for a specific purpose;

b) Contract: the processing is necessary for a contract the NSA has with a Data Subject,
or becaus@ DataSubjecthasaskedhe NSA to takespecificstepsbefore entering
into a contract;

c) Legalobligation:theprocessings necessaryor the NSA to complywith thelaw;
d) Vital intereststheprocessings necessaryo protecttheDataSu b j Be; t 6 s

e) Publictask:theprocessings necessarfor the NSA to performataskin the public
interest; and

f) Legitimateintereststhe processings necessarjor theN S A [egtimateinterests

or the legitimate interests of a third party, unless there is a good reason to protect
the individual 6s personal data which ov

In addition, the NSA will on occasion need to process specialastegrsonal data
(e.g., when conducting medical/anti dopin
when carrying out No Criminal/Sexual Conviction Record Checks) in accordance with

rights or duties imposed on it by law, including as regards safdiggaand
employment, or from time to time by explicit consent where required.
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5.1

5.2

5.3

6.1

6.2

6.3

6.4

How the NSA Collects Personal Data

Generallythe NSA collectspersonatiatafrom theindividual directly. Thismaybevia
a form, an online platform or simply in the ordinary course of interaction or
communication.

In somecases, personal dataay besupplied by third parties (e.g., othmofessionals
or authorities working with that individual) or collected from pullicvailable
resources.

The NSA will not collect personal data from a minor without prior consent from a
person with parental responsibility for the minor.

Access to and Sharing of Personal Data

For the most part, personal data collected by the NSA wildiremithin the NSA and
wi || be processed by aptgkmpwd abaesiisndi vi

Some of the NSAOs processing activity i

as | T systems, web developers ogserieel oud
providers are bound by contractual duty to keep confidential any data they come into

contact with against unauthorized access, use and retention.

Where necessary, NSA may be required to share personal data with third parties, such
as:

a) Professionahdviserqe.g.,lawyers,insurersandauditors);
b) Governmenauthorities;

c) Partners or related organizations (e.g., Sports Federation & Olympic Committee of
Hong Kong, China, International Olympic Committee, Organizing Committee of
multi sportsGames); and

d) Where appropriate, parties who will be contacted by NSA during the handling of a
complaint/enquiry case including the party being complained against and/or other
parties concerned.

Personal data held by the NSA will not be disclosed to thitteisainless the disclosure
is for the purpose for which the data was to be used at the time of collection of the data
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6.5

7.1

7.2

8.1

9.1

or a directly related purpose, or with the express consent of the data subject given
voluntarily unless the obtaining of such consemxismpted under the law.

Unnecessary and excessive disclosure of personal data will not be made, e.g., in issuing
documents in relation to complaint/enquiry case or disciplinary matters, unnecessary
personal data will be removed and redacted.

I nformation Collected on the NSAOs Websit

A cookie is a small amount of data created in a computer when a person visits a website

on the computer. It often includes an anonymous unique identifier. A cookie can be

used to identify a computer. Cookies ased by the NSA to collect statistics about the
number of visits of users to the NSAOs we
and online services offered on the NSAOGs
cookies. If users reject cookigkey will not be able to use some of the functions of the
websites, such as saving preferences and accessing some online services.

When a user visits the NSAO6s websites, tfF
i ncludes t he us eaméaisnarheB), tkedydes and soafigurafioasnotl d
br owser s, | anguage settings, geo | ocati or

and time/duration and the pages visited (webserver access log). The NSA uses the
webserver access log for the purpose ointaining and improving its websites such

as to determine the optimal screen resolution, which pages have been most frequently
visited etc. The NSA uses such data only for website enhancement and optimization
purposes. The NSA does not use, and have mmtioh of using the visitor data to
personally identify anyone.

Protection Measures

The NSA should take appropriate steps to protect the personal data it holds against loss,
unauthorized access, use, modification or disclosure, e.g., training on perstanal d
protection is provided to staff who need to handle personal data in their daily work.

Retention

Personal data will not be kept longer than is necessary for the fulfilment of the purpose
for which it is collected. Personal data that is no longer nesdeither irreversibly
anonymized (and the anonymized information will be retained) or securely destroyed.
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10.

10.1

10.2

11.

111

12.

12.1

13.

13.1

Data Access and Correction

Data access requests should be made in writing using the form prescribed by the
Privacy Commissioner for Personal DlafBhe completed form should be sent directly
to the responsible staff of the NSA in person or by fax/email/post.

When handling a data access or correction request, the NSA will check the identity of
the requester to ensure that he/she is the person legétlgd to make the data access
or correction request.

Code of Practice on Data Protection

NSA should devise the Code of Practice on Data Protection which provides guidance
and good practice in safeguarding personal data privacy and ensures timahdteis
known to all Board Directors, Committee Members, and staff irrespective of their terms
of employment, i.e., including shetgérm contract or patime staff, members, athletes,
coaches, umpires.

Definition of Personal Data

Personal data refers to imfoation that relates to a living person and can be used to
identify that person. It exists in a form in which access to or processing of is practicable.
Examples of personal data protected by the Ordinance include names, phone numbers,
addresses, identityard numbers, photos, medical records and employment records, etc.

Six Data Protection Principles

The Privacy Commissioner for Personal Data recognizes six Data Protection Principles
(DPPs) that represent the core of the Ordinance:

a DPP1 C-@®urpgose & Maamsn
b) DPP2 Accuracy & Retention
c) DPP3 Use of Dat a

Note:

! Thedata accessequestformis availableon theOffice of the Privacy Commissionefor PersonalD a t webste:
https://www.pcpd.org.hk/english/publications/files/Dforme.pdf
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d DPP4 Security
e) DPP5 Openness
) DPP6 Data Access & Correction

13.2 The following paragraphs provide practical guidance on how to adhere to the six DPPs:

13.2.1 Collection- Purpose and Means (DPP1)

a) Thepurpose of collection must be directly related to the functions or activities of
the NSA, and the data collected in relation to a specified purpose should be
adequate but not excessive.

b) During the collection of personal data, Data Subjects should be iefloexplicitly
of the following:

1 Purposdor which thedatais collected;
1 Partieso whomthedata maybetransferred;

1 Whetherit is obligatory orvoluntaryto supplythe data,andthe consequences
of not doing so;

1 Rights ofthe DataSubject torequest access to and correctioringfdataheld
by the NSA; and

9 Persorto becontactedor dataaccessandcorrection

c) A Personal Information Collection Statement (PICS) should be included when
collecting personal data directly from a Data Subjappendix | lists out some
circumstances under which a PICS is or is not required. A sample of PICS is shown
at Appendix II.

d) When proposing to collect HKID card numbers or copies, consideration should be
given to adopting other | ess privacy in
four digits of HKID card numbers should be sufficient for the purpose of
identification of persons with the same names. Staff cards or other photo
identification documents could be used instead of HKID card to check the identity
of a person. For further information, reference should be made to the relevant Code
of Practice issued by the Officéthe Privacy Commissioner for Personal Data.
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13.2.2 Accuracy & Retention (DPP2)

a)

b)

d)

The NSA holding personal data should review and update the personal data
periodically to ensure that they are accurate. Inaccurate data and data no longer in
use should be deleted.

The NSA should keep a personal data inventory to keep track of the types of
personal data it holds and how the personal data is being processed.

Board Directors should ensure that personal data is not kept longer than necessary
to fulfil the purpose for wiah it is used.

As a good practice, personal data not collected directly by the NSA but transferred
from another source should be disposed of properly immediately after use. Fresh
data should be requested each time it is required.

The below table shows tlhecommended maximum retention periods for different

types of personal data held by the NSA:

Type of Personal Data

Maximum Retention Period

individual members
representaties of
MemberAssociations

Secretariat

Events Personal data of past | 7 years from the completioaf

Programs participants theevent/program

Mul t i s p g Personal data of 8 years from the completion g

Games Delegation members | the Games in accordance witl
the Financial Guidelines of
Olympic Solidarity

Membership Personal data of past | 2 years from the date of

cessation of
membership/representation

Employment recorg

Job applications of
unsuccessfulandidates

2 years from the completion g
the recruitment exercise

Personal files of past
employees

7 years from the date of
cessation of employment
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Complaints Personal data of 2 years from the completion g
complainantg the complaint, after which all
complainees related personal data shall be

deleted or anonymized (unles
there are anyelevant statutory
or regulatory requirements to
keep the data for &onger
period of time)

13.2.3 Use of Data (DPP3)

a) Personal data must be used for the purpose for which the data is collected or for a
directly related purpose, unless voluntary arglicit consent with a new purpose
is obtained from the Data Subiject.

b) Unnecessary and excessive disclosure of personal data should not be made, e.g., in
issuing documents in relation to complaint/enquiry case or disciplinary matters,
Board Directors shodlnot disclose unnecessary and excessive personal data and
should remove or redact the same.

c) When personal data is transferred to another party, the transferor should remind the
receiving party to process and handle it with an appropriate level of catididgn
and to use the data only for the agreed purpose.

d) In direct marketing (e.g., promoting programmes/activities, soliciting
donations/contributions, etc.):

91 Written or verbal consent must be obtained from Data Subjects for the use of
their personal data. Data Subjects should also be informed of the classes of
marketing subjects in relation to which the Data Users are going to carry out
direct marketing.A sample of a consent for direct marketing is shown at
Appendix I1.

1 If only verbalconsemis obtainedrom a DataSubject,a written confirmation
should be issued to the Data Subject within 14 days after the consssived.

1 Thewritten confirmationshouldinclude:

- Dateof receiptof theconsent;

- Permitted types of personal data; and
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- Permitted class of marketing subjects.

e) Valid consentis considered not obtained if a Data Subject refuses to provide his/her
contact information and as a result the written confirmation could not be sent, or
when the written confirmation sent to the Datdj@ct is returned undelivered.

13.2.4 Security (DPP4)

Board Directors should take all practicable steps to safeguard personal data from
unauthorized or accidental access, processing, erasure, loss or other uses by adopting
the following measures:

a) Accesscontrol

1 Personal data collected and retained should be disseminated to another party
only if necessaryAccessshouldbeallowedonafi n etekdn o andii n ete d

useo basis (e.g., when a staff who han
to anotherpost, his/her right of accessto personnelrecordsshould cease
immediately).

1 Measures must be in place to ensure the integrity, prudence and competence of
authorizegersonge.g.,requiringnewstaffto readthe Codeof Practiceon Data
Protection, requiring staff to participate in data protection refresher workshops
periodically, signing of a confidentiality statement by Board Directors, etc.).

1 Personal data should not be taken away from the office, unless under special
circumstances (g., events that take place outside the office).

i If a Data Processor (e.g., service provider) is engaged, contractual or other
means must be adopted to prevent unauthorized or accidental access, processing,
erasure, loss or use.

b) Data storage

1 An appropriatephysical location should be identified where the personal data
can be safely stored (e.g., lockable filing cabinets or rooms with controlled
access or which can be locked when unoccupied). Files containing personal data
should not be left open on desks iarareas where they can be seen by
unauthorized persons.
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1 Personal or sensitive data should not be stored in portable devices, such as USB
flash drives, notebooks or tablets. In case such data has to be stored in
portable/mobile devices temporarily, the alatored should be the minimum
necessary and should be password prot
deleted as soon as the tasks for which it is required have been completed.

c) Data transmission

91 Board Directors should adopt appropriate measures to ensereeture
transmissiorof personadata(e.g.,documentgontainingpersonabdatashould
be put in a sealed envelope marked Apr
by addressee onlyo with a specified ad

1 Board Directors should make use of g€thdrives in the computing system if
available and, as far as possible, communicate personal information in a safe
and restricted environment.

1 Personal or sensitive data, when sent electronically, should be password
protected. Email addresses and attacitsxghould be doublehecked to ensure

that they are correct.

1 When sending out a mass email, BCC or mail merge should be used to avoid
disclosing the email addresses of recipients.

d) Data disposal

1 Personal data should be disposed of properly aftepbefied retention period,
e.g., hard copy documents should be shredded while disks and memory sticks
should be formatted.

e) Others

1 Information which can lead to the identification of the Data Subject in statistical
analysis should be anonymized.

13.2.5 OpennessPP5)

The NSA will make available the following information to all stakeholders:

a) Personatlatapoliciesandpracticesadopted;
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b)

c)

Typesof personal dathaeld;and

Purposegor which the personablatais usedor to beused.

13.2.6 Data Access & Correction (DPP6)

a)

b)

d)

9)

A Data Subject must be given access to his/her own personal data and allowed to
make corrections if it is inaccurate;

A dataaccessequesis arequesimadeby anindividual to requesthe DataUser:

1 To inform him/her whether the Data User hofamersonal data of which the
individual is the Data Subject; and

1 If theDataUserholds suchdata, tasupply himwith acopy ofsuchdata

DataSubjectsareencouragedo makedataaccessequestdy meansof theform
prescribed by the Privacy Commissioner Personal Data

Data access requests shall be processed by a Data Protection Officer (DPO) as
designated by the Board of Directors who has undergone appropriate training.
When the NSA receives a data access request, the DPO should:

1 Ascertaintheidentity of therequestorand
1 AssesahethertheNSA holdstherelevantpersonablatg

If the NSAholds therelevantpersonatlata,a copyof the requested data should be
supplied to the Data Subject within 40 calendar days after receivingghest;

If the NSA does not hold the requested data, the requestor should still be informed
in writing within the 4Gday time limit;

The NSA may imposefae for complying with a data access request whinchuld
not be excessive

Note:

2 https://lwww.pcpd.org.hk/english/publications/files/Dforme.pdf.
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14.

14.1

14.2

15.

15.1

15.2

15.3

154

h) The NSA may refuse to comply with a data access request if:
1 It is notsuppliedwith sufficientinformationto identify therequestor;

1 It cannot comply with the request withoutd@sing the personal data of a third
party; or

1 Wherecompliancewith the requests for the time being prohibitedunderthe
Personal Data (Privacy) Ordinance or any other ordinance;

i) Alog book should be kept to register all data access requests forthaupgears,
stating reasons if any of them are refused.

Opt out Request

In direct marketing, a Data Subject may at any time require a Data User to cease using

hi s/ her personal dat a. Such AOpt outo r e
writing.
To comply withaDatSubj ept 69Ut request, staff i nvi

should maintain an AOpt out Listo of al
wish to receive further marketing approaches.

Handling of Data Breach

In caseof a data breach, the incident should be reported to the DPO and Board of
Directors in the first instance

Essential information related to the breach should be gathered.
The following parties may also be notified as appropriate:

a) Law enforcemenagencies;

b) Office of the PrivacyCommissionefor PersonaData;and

c) IT experts.

Measures should be adopted to contain the breach (e.g., cessation of a system function
or access right).
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15.5 An assessment of the potential damage and harm caused by the boedethesimade.

15.6 Consideration should be taken to notify affected Data Subjects and relevant parties of
the breach. When Data Subjects are not immediately identifiable or where public
i nterest exi sts, public notificatheon thr
considered.

15.7 Athorough investigation into the breach should be carried out. The investigation results
should be reported to the Board of Directors and kept in a detailed report.

15.8 Areas for improvement should be identified to prevent the breach fromringcu

15.9 The Data Breach Information SheetAgipendix Il should be used to consolidate
i nformation relating to the breach, t ake
review.

16. Enquiries

16.1 The NSA should include the name, post/designation, contact phone number and/or
email address of the staff designated todt@any enquiries or complaints.

Remarks

1 Reviews on the guidelines and procedures shall be conducted annually and/or updated
upon any change to related rules and regulations.

1 Date of last review and approval given by the Board of Directors should beutaid o

1 The next review date should be laid down.

1 Views or comments on the guidelines and procedures are welcomed by way of email or
post.
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Appendix | Circumstances Under Which a Personal Information Collection Statement
(PICS) Is/Is Not Required

PICSrequired: PICS not required:
Event registration | Personal data is collected directl| Personal data of corporate
from participants. team participants is provided
by the organization they
represent.

Staff recruitment Personal data is collectedrectly | N/A
from job applicants.

Membership Personal data is collected directl N/A

programme from members.

Lucky draw Contact details are collected N/A
directly from participants.

Athletes Committee| Personal data is collected directl Personal data of

Election from candidates/voters. candidates/voters is provideq
by NSAs.

Mul ti s po|NA Personal data of delegation

Games members is provided by NS/

The list of circumstances outlined above is for reference only and is by no exbanstive.
If in doubt, advice should be sought when deciding if a PICS is required for each individual
case.
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Appendix Il
Personal Information Collection Statement (Sample)

1. The personabdatacollectedis usedby the NSA for (purpose)r other
directly relatedourpose(s).

2. Please note that it is mandatory for you to provide the personahatedwith
asterisks. In the event that you do not provide such personal data, the NSA may not be
able to proideyouwith (service)

3. Your personal data held by the NSA will be kept confidential within the retention
period, but it may be sharedwith other parties,including (other
organizations)for the purpose(statedabove.

4. In accordance with the Personal Data (Privacy) Ordinance, you have the right to access,
amend, and ask for a copy of your personal data held by the NSA. Requests for access
and/or correction can be made to the Data PtiotecOfficer in writing via email
[please enter the email addressby postto [please enter the mailing address]fe&
at $[x] per A4 size page shabstt be charged

5. For further details, pleaseefer to the NS A @&ersonal Data Privacy Protection
Guidelines afplease enter the link of the guideline].

Consent for Direct Marketin€jf applicable)

We intend to use the personal data (name, mobile phone numbamaidddress) you
provided in this form for the purpose of sending you information about activi
organized by us. We cannot use your personal data unless we have received your
or indication of no objection.

If you do not agree to such use,gde indicate your objection by ticking the box belov

I 1 donotwish my personabatato beusedforthea b o v e  m@urpose@)n e d
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CONFIDENTIAL
Appendix 11l

Data Breach Information Sheet

Office/Division:

A) Information of the Breach

(i) General information of the breach

Description of the breach

Date and time of the breach

Location of the breach (e.g., which office, which compsaégvergetc.)

Date and time of discovering the breach

How the breach is discovered (edjscovered during routine

system checking, known after reported by media, etc.)

Nature of the breach (e.g., loss of data, database is hacked, etc.)

Cause of the breach

(if) Impact of the breach

Types of Data Subjects affected (e.g., stambers, public, etc.)

Estimated number of Data Subjects affected (Please state the respective
for each type of Data Subjects)

Types of personal data affected (e.g., name, date of birth, HKID card n
address, telephone number, etc.)

Medium holding theaffectedpersonal data (e.g., physical folders, USt8,)

If the personal data is held in electronic medium, is the data encrypted?
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B) Data Breach Notification to Regulatory Bodies

Are other regulatory bodies such as the HKEongg Police Force or the Office
the Privacy Commissioner for Personal Data, Hong Kong being notified
breach?

If yes please provide the date and details of each notificgtian.

C) Actions Taken/To be Taken to Contain the Breach

Brief description of actionkento contain the breach

Please evaluate the effectiveness of the abovementioned actions taken

Brief description of actions thatill be takento contain the breach

D) Risk of Harm

Please assess the potential haonData Subjects caused by tkeach and th
extent of it

E) Data Breach Notifications to Data Subjects Affected

Dates and details of the data breach notifications issued to data subjects
by the breach

If no data breachnotification is issued/will be issued, please state
consideration

F) Investigation Results

Cause(s) of the breach

G) Post incident Review (To be compl ete

Recommended improvement measures andegective implementation date

Date to review the effectiveness of the abovementioned improvement mez

Completed by Completed by
(Office Head) (Office Head)
Signature: Signature:
Name: Name:

Post: Post:

Date: Date:
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6.6
GUIDELINES AND PROCEDURES ON INFORMATION
SECURITY

Objective: To ensure the security of computer systems & data and better manage the IT
resources and communication system, guidelines and procedures are formulated to safeguard
for the use of computer files, emails, and any other forms used to store,itramdrprocess
information.

It applies to all Board Directors, Committee Members, and staff irrespective of their terms of
employment, i.e., including sheteérm contract or patime staff, members, athletes, coaches,
and umpires.

1. Discipline
1.1  Thefollowing activities shall not be conducted:
a) Accessingcomputersvithoutauthorization;
b) Accessingcomputemwith criminal or dishonestntent
c) Criminaldamagesuchas destroyingvebpage®r spreadingcomputeniruses;
d) Accessinghetworkresourcesvithoutauthorization;
e) Cracking,stealingor misappropriatingptherp e o pdcoeuhtsandpasswordsand
f) Disclosingotherpeople's accountndpasswordsvithout properreasons.
1.2  Accessing or downloading pornographic materials is strictly prohibited.

1.3 It is prohibited to produce, access, download or forward offensive, immoral,
discriminatory or insulting data, or to make any vulgar remarks, suggestions or
comments that may embarrass or humiliate members of the NSA or any third party.

14 NSAOGs r esouracwos ara reserved ifomthe operation of NSA. Using
computer for any private or commercial purposes, such as accessing chat rooms,
playing games or similar activities during working hours is not allowed. Browsing non
businesgelated websites shall be nmmized to prevent internal bandwidth congestion.
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1.6

1.7

1.8

1.9

2.1

2.2

2.3

2.4

Spreading computer viruses and other interference or destruction programs on the
I nternet or on other peopleds computers

Useof P2Ptransmissiorsoftwareto share andlownloadfiles is notrecommended.

External storage media (e.g., USB) and files from unknown sources must not be used
unless they have been checked and cleared of all virus and malicious code infections.

Do not download or execute any programs or software when using ¢neethtinless
approved by responsible person.

Do not upload any information related to the NSA to external website without proper
authorization.

Security and Protection

All desktops and laptops should be set up with an account password. The password
shouldbe changed at least every three months. Rules of password setting are suggested
as follow:

a) Length of the password shall be at least 12 characters long. It should include at
leastoneuppercase pnelower casdetter,numberandaspecialcharacter/symbol;

b) Thechangedasswordnustnotbethe sameasthe previousne;

c) Avoid using passwords that are easy to be decrypted (e.g., initials, birthdays), or
common words (e.g., password, gwerty); and

d) Avoid usingaseriesof consecutivdetterson keyboardor usingrepeatedettersor
numbers.

Do not connect your office device to unreliable or unknown wireless network.

All staff should take proper care of their office device, such as desktops, laptops and
mobiles, etc. especially whenvedling. In case where the device is unattended, device
owner shall use proper security tool (e.g., a laptop security lock) to keep it safe.

The NSA shall ensure information system is protected from threats by installing Anti
virus and Firewall Systemsf. & computer virus infection is suspected, the user must
stop using the computer immediately and report the issue to the responsible staff.
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2.5

2.6

2.7

2.8

2.9

2.10

2.11

2.12

2.13

3.1

3.2

3.3

4.1

The NSA shall conduct regular security risk assessment and internal compliance audit,
including reviews on informain system updates, vulnerabilities repairs, patch
installations, authority managements and security configurations, to identify potential
security breach and seek for resolutions.

Do not place items such as drinks and small stationery near the compatentso
minimize the risk of damaging the device.

User should keep the office device safe by using security tools such as an access
password.

The practice of switching off the computer before leaving the workplace should be
adopted.

Do not disassemble or mibglany office device.
A report should promptly be made if the device or data is lost, stolen or crashed.
Users are not allowed to use personal/private devices for business communication.

Be aware of phishing emails. Do not access any suspicious link&ractesuspicious
attachments. Do not forward or reply to suspicious emails but timely delete them and
report to the responsible staff.

The communication account shall only be available to the authorized person and any
form of account sharing is not allodie

Backup and Archive
Users shall perform regular back up on woelated data and information.

Confidential or sensitive data should be physically isolated, in particular, from external
networks.

The NSA shall enable encryption options (if any) when bagkip sensitive and
confidential information/data.

Copyrights

Only licensed software can be installed
agreement.
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5. Emergency

5.1 The NSA should provide the name, post/designation, contact phone number of the
responsible person to facilitate the seeking of immediate assistance for any security
incidents.

6. Training

6.1 The NSA should ensure that all staff are apprised of the requirements outlined in these
guidelines and arrange briefings/training to enhance theireamsas on information
security.

Remarks

1 Reviews on the guidelines and procedures shall be conducted annually and/or updated
upon any change to related rules and regulations.

1 Date of last review and approval given by the Board of Directors should be taid ou

1 The next review date should be laid down.

1 Views or comments on the guidelines and procedures are welcomed by way of email or

post.
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6.7
GUIDELINES AND PROCEDURES ON HANDLING OF SOCIAL
MEDIA

Objective: To promote responsible usage and minimize the risks through inappropriate use of
social media.

It applies to all Board Directors, Committee Members, and staff irrespective ofettmes of
employment, i.e., including sheterm contract or patime staff, and all members, including
athletes, coaches and wumpires, and every p
competitions, matches or events.

1. Definition of Social Media

1.1  Socil media refers to any tool or service that facilitate people to communicate and
share information on the internet. Examples of social media platforms include but not
limited to Facebook, Twitter, WhatsApp, Instagram, LinkedIn, blogs, video and-photo
sharng websites, forums and discussion boards, ratings, and review sites, etc. It also
includes any new forms of social media that may be introduced and/or become popular
in the future.

2. General Principles

2.1  Social media is an effective tool. User shoaldiays bear in mind that any content
posted on social media is public information which reflects on the individual user and
the NSA as a whol e. Hence, It is I mperati
social media posts. To avoid any issues ggifiom inappropriate use of social media,
user should adhere to the following principles when using social media platforms:

a) Actin Best Interest

Users are expected to act in the best interests of the NSA in all circumstances when
using social media and shld not post material that is, or which may reasonably

be perceived to be inappropriate or harmful, whether directly or indirectly, to the
reputation, members and/or stakeholders of the NSA,;

b) Safeguard Confidential Information and Personal Data

User shouldnot disclose or misuse confidential information when using social
media platform. Confidential information includes but not limited to-poblic
information of the NSA and personal information of the registered members.
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d)

9)

Besides, users should not misusespeal data of others where misuse may include
disclosure of certain personal data without consent or authorization;

Obtain Authorization

In general, the NSA does not allow users to publish information about the NSA
without a proper authorization obtainBdm the management. It is important to

put in place certain checks and balances procedures to ensure things stay on the
right track and are sustainable;

Be Transparent

Users should be transparent and disclose their relationship with the NSA when
speakingfor the NSA. The disclosure can take different forms depending on the
situation and platform, but it should be clear and prominent to ensure that anyone
reading the statement immediately understands that the user is affiliated with the
NSA;

Know theRules

To avoidviolation of trademarkandcopyright,usersshouldnot postimagesor any

ot her content without the ownerds conse
usersarepersonallyresponsibldéor complyingwith GuidelinesandProcedureand

Codes of @nduct issued by the NSA on handling of social media as well as any

terms of the social media platform he/she is using;

Be Respectful

Be respectful in the case of making any statement via social media as user is
personally responsible for the communications that is published on the internet.
Any form of discrimination including but not limited to age, sex, race, color,
religion, ethniciy, sexual orientation, gender identity, national origin, citizenship,
disability,andmaritalstatuswill notbetoleratedandmaybesubjecto disciplinary
action;

Act Responsibly

Electronic messages are permanent and transferable records whieffenayhe

N S A @eputationThereforepsershouldundertakell reasonableffortsto ensure
only worthwhile, factual, nowonfidential information and perspective are
published;
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3.1

h)

Keeplt Real

User shall be aware that anything posted on social medida@amtential to be
viewedby anyoneandthecommentsouldbemisinterpretedby thegenerapublic.
Therefore, it is important for the user to avoid misrepresenting himself/herself
when participating in online communities;

Personallse

N S A praperty reourcesandtime atwork arereservedor theoperationof NSA.
Usershouldexercisesoundjudgementanddisciplinewith respecto time spenton
social media.

Guidelines for Use of Social Media Associated with NSA

The following specifiqguidelines and procedures pertain to the use of social media at
the NSA in addition to the general principles:

a)

b)

d)

Information associated with NSA should be made publicly accessible via the
N S A sosialmediaplatformandthe NSA shouldensurehatits postsare accurate
and not misleading. If in doubt, the NSA should refrain from posting;

The NSA should develop a strategy that
Attentionshouldbe paidto avoid postingcomments whicltouldbeinterpretedas
offensive, degrading, or inflammatory;

|l f feedback is received via the NSAOGs o
should also ensure proper response to the message is made;

It is the NSAOGs responsibility to addr
professionally. Hence, the NSA should monitor its social media account closely
and properly especially when dealing with negative comments;

The NSA should not exploit trademarks, copyrights or similar rights of others
without obtaining theecessary authaation in its official social medigplatform.
Permissionsnaybegrantedonly for certaingeographicahreasspecificperiodsof

time, or particular brands or products, and such materials should be used in
accordance with the terms and conditions of thtearization; and

The NSA should ensure compliance with all applicable privacy legislation and
regulations in respect of any collection, storage, access or use of personal
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4.1

information which knowingly identifies an individual, such as names, physical
addreses, staff identification numbers, or photographs on social media.

Guidelines for Personal Use of Social Media

The following specific guidelines and procedures pertain to the personal use of social
media in addition to the general principles:

a)

b)

d)

Usershouldbe awarethathis/heropinionsandbehavioumwill reflectonthe NSA.
Thereforejt is crucialto maintaina professionahttitudeandconductin amanner
that is consistent with Olympic values and the values of the NSA;

Although privacy toolsare used to access social media, any content posted via
social media is publimformation. Hence, user should be mindfutlud potential
consequences of what is posted and act responsibly when using social media;

Usershouldexercisecautionandthink twice beforepublishinghis/herown content
or engaging with other peopleds post s,
Such actions may have adverse effects o

The use of the name, logo, or marks of the NSA on any social media aocount
online platform not owned or created by the NSA is strictly prohibited;

User should not divulge any sensitive information about the team or individual
members. Such information includes, but not limited to:

=a

Internalpoliciesor practicesof the NSA;

1 Proprietaryinformationof the NSA or its partnersandsponsors;

1 Injury statusfitnesslevel,andmedicaltreatmenof theteammembers/athletes;

I Personainformation;

9 Private conversationdetweenteam members,coachesor other staff of the
NSA;

1 Performancelataor analyticsof theteamor individual teammember;and

1 Any otherinformationthatis deemedconfidentialor prohibitedby theN S A 6 s
policies or applicable laws and regulations.
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5.1

5.2

f) User should never post C 0 mimerigin,sacet h a t r
nationality, faith, gender, sexual orientation, or disability; and

g) User should draw refer enc-Partcipationinthe pr ov i
Ol ympic Gameso stipulated in the Ol ympi
team officids and other team personnel who participate in the Olympic Games may
allow their person, name, picture or sports performances to be used for advertising
purposes during the Olympic Games in accordance with the principles determined
by the IOC Executive Boad 0 .

Violation

The NSA should monitor relevant online and social media activities to ensure
compliance with these guidelines and be aware of any circumstances that may lead to
a breach of these guidelines. Prompt action should be taken to removHemuayng
material where possible.

User should report any suspected violations as laid out in the aforementioned guidelines

to the NSA immediately. Depending on the nature and level of severity, confirmed
violations may result in disciplinary action, whitttludes verbal or written warnings

and, in serious cases, termination of the offender's employment or relationship with the
NSA. User should also be aware that br ea
social media may also entail civil liability andes criminal consequences. The NSA

IS not responsible for any acts or omissions of user that are contrary to these guidelines.

Remarks

Reviews on the guidelines and procedures shall be conducted annually and/or updated
upon any change to related ruéasl regulations.

Date of last review and approval given by the Board of Directors should be laid out.
The next review date should be laid down.

Views or comments on the guidelines and procedures are welcomed by way of email or
post.
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6.8
GUIDELINES AND PROCEDURES ON ANTI-DOPING

Objective: To demonstrate the commitment of adopting zero tolerance towards doping, the
respective roles, responsibilities aeduirements of antioping shall be recognized by NSAs,

athletes, athlete support personnel and other person subject to itiepamdg rules.

1. Fundament al Rati onaiDe pfiorg tClhhael eoWdq Milt dv e A rCtoid
1.1  Anti-dopingprogramsarefoundedontheintrinsic valueof sportwhichis oftenreferred

to as fthe spirit of sporto, i . e.

t he e
dedi cated perfection of each athletebs

na

1.2 Anti-doping programs seek to protect the health of athletes andotade the
opportunity for athletes to pursue human excellence withoutJdee of Prohibited
SubstanceandProhibited Methods

1.3 Theprogramsalsoseekto maintaintheintegrity of sportsin termsof respecfor rules,
other competitors, fair competition]evel playing field, and the value of clean sport to
the world.

1.4  Thespiritof sportis thecelebratiorof thehumanspirit, bodyandmind. It istheessence
of Olympism and is reflected in the values found in and through sport, including:

a) Health;

b) Ethics,fair play andhonesty;

c) At h | eghteassétforthin theCode;
d) Excellencan performance;

e) Characteandeducation;

f) Funandjoy;

g) Teamwork;

h) Dedicationandcommitment;
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2.1

2.2

2.3

2.4

2.5

2.6

2.7

2.8

i) Respecfor rulesandlaws;

j) Respecfor selfandotherparticipants;

k) Courageand

[) Communityandsolidarity.

The spirit of sport is to play true. Doping is fundamentally contrary to the spirit of sport.
Roles and Responsibilities of the NSA

To comply with the Code, Anfboping Rules of SF&OC andAnti-Doping
Organi zation of Hong Kong, China Limited
Standards.

To recognize the authority of the ADOHK in accordance with Article 5.2.1 of the Anti
Doping Rules of ADOHK and assist, as appropriate, with the Natdn-Doping
Organi zationds i mpl Esiegprogeam foraheirspdrt. t he nat i

To cooperate with and help ADOHK to fulfil its obligations under the Code,- Anti
Doping Rules and the International Standards.

To report any information suggestimg relating to an ariloping rule violation to
ADOHK and cooperate with investigations conducted upon any athlete, athlete support
personnel or other person under its authority.

To require athletes who are not its regular members to be available foleSamp
collection and provide accurate andtopdate whereabouts information on a regular
basis, if required, during the year before the Olympic Games as a condition of
participation in the Olympic Games or as a member of the Hong Kong, China Olympic
Team.

To promptly notify SF&OC if anyAthlete, Athlete Support PersonmelotherPerson
under its authority has been found to have committed ardaping rule violation
and/or had a sanction imposed against them.

To provide assistance and information to SF&QQeguested to enable the latter to
properly implement the Anboping Rules.

To conduct antdopingEducationin coordination with ADOHK.
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3.1

3.2

3.3

3.4

3.5

3.6

3.7

3.8

4.1

4.2

Roles and Responsibilities of Athletes

To be knowledgeable of and comply with all agiping policies andules, namely the
Code, the International Standards, the Adhping Rules of SF&OC, ADOHK
National Federation and International Federation.

To beavailable forsamplecollectionatall times.
To takeresponsibility,in the contextof anti-doping,for whattheyingestanduse

To inform medical personnel of their obligation notise Prohibited Substances and
Prohibited Methodsndto takeresponsibilityto makesurethatany medical treatment
received does not violate the adtipingpolicies and rules applicable to them.

To disclose to ADOHK and International Federation any decision by &igmatory
finding that they committed an aftoping rule violation within the previous ten (10)
years.

To cooperatavith Anti-DopingOrganizatimsinvestigatinganti-dopingruleviolations.

Failing to do so may result in a charge of misconduct, which may rendéthlete

liable to disciplinaryactions whichmaybeimposedy SF&OC,NationalFederations,
InternationaFederationsiiongKong Sportsinstituteor othergoverningbodies(asthe

case may be) against tA¢hlete

To disclose the identity of theithlete Support Personnepon request by ADOHK,
or a National Federation, International Federation, or any-Bogiing Organization
with authority over them.

To takenotethatoffensiveconducttowardsa Doping Control Official or otherpersons
involved in Doping Control, which doesnot otherwiseconstitute Tampering may

result inachargeof misconductywhichrenderthe Athleteliable to disciplinaryactions,

which may be imposed by SF&OC, National Federations, International Federations,
Hong Kong Sports Institute or other governing bodies (as the case may be).

Roles and Responsibilities of Athletes Support Personhe

To beknowledgeableof andcomplywith all antidopingpoliciesandrules,namelythe

Code, the International Standards, the Adping Rules of SF&OC, ADOHK,
NationalFederatiorand International Federation, applicatdehemor tothe Athletes
whom they support.

To cooperatevith the Athlete Testingprogram.
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4.3

4.4

4.5

4.6

4.7

5.1

5.2

5.3

5.4

5.5

To usetheirinfluenceon Athletevaluesandbehaviourto fosterantidopingattitudes.

To disclose to ADOHK and International Federation any decision by -&Sigatory
finding that they committed an astoping rule violation within the previous ten (10)
years.

To cooperateavith Anti-DopingOrganizationsnvestigatinganti-dopingruleviolations.

Not to use or possess aRyohibited Substance or Prohibited Methagthout valid
justification.

To takenotethatoffensiveconducttowardsa Doping Control Official or otherpersons
involved in Doping Control, which doesnot otherwiseconstitute Tampering may
result in a charge of misconduct, which may rendeAth&ete Support Personn@ble

to disciplinary actions, which may be imposed by SF&OC, National Federations,
InternationaFederationsiHongKong Sportsinstituteor othergoverningbodies(asthe

case may be).

Roles and Responsibilities of Other Persons Subject to AADoping Rules

To beknowledgeabl®f andcomplywith all antrdopingpoliciesandrules,namelythe
Code, the International Standards and the -Baping Rules of SF&OC, ADOHK,
NationalFederation and International Federation.

To disclose to ADOHK and International Federation any decision by &igmatory
finding that they committed an asttoping rule violation within the previous ten (10)
years.

To cooperatavith Anti-DopingOrganizationsnvestigatingant-dopingruleviolations.

Not to Use or Possess aRyohibited Substance or Prohibited methedhout valid
justification.

To takenotethatoffensiveconducttowardsa Doping Control Official or otherpersons
involved in Doping Control, which doesnot otherwiseconstitute Tampering may
result in a charge of misconduct, which may renderPiiesonliable to disciplinary
actions, which may be imposed by SF&OC, National Federations, International
Federations, Hong ¢#hg Sports Institute or other governing bodies (as the case may
be).
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6.1

7.1

7.2

8.1

9.1

Commission of an AntiDoping Rule Violation

Any Person who is serving a Provisional Suspension or a period of Ineligibility shall
be ineligible for membership on or for selectioratty Team, to receive funding from
the NSA, or to hold any position within the NSA.

Breaches of AntiDoping Rules

Any other breach of AnDoping Rules that does not constitute an-doping rule
violation, shall result in the initiation afisciplinary procedures which conform with
the principles set forth in the Code of Conductof the NSA and the relevantand
applicable provisions of the International Standard for Results Management.

Any appeal of decisions imposed pursuant to Anping Rules of NSA shall be
conducted under the relevant and applicable appeal procedures of NSA.

Notification

Upon the imposition of a sanction against any Person under th®#piing Rules, the
NSA will send details of the sanction to:

a) InternationalOlympic Committee/EventOwnerswhereapplicable;
b) RelevantnternationalFederation;

c) SF&OC,;

d) ADOHK;

e) WADA,; and

f)  Any other personor organizationthe NSA believesshould be informedin this
respect.

Final Provisions

All the terms used in this Guidelines aRtbcedures shall have the same meaning as
that ascribed to them in the Code, ADtping Rules and the International Standards.
The AntiDoping Rules and the International Standards shall be considered as part of
the Guidelines and Procedures, apply autarally and prevail in case of conflict.
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Remarks

1 Reviews on the guidelines and procedures shall be conducted annually and/or updated
upon any change to related rules and regulations.

1 Date of last review and approval given by the Board of Direstooslid be laid out.

1 The next review date should be laid down.

1 Views or comments on the guidelines and procedures are welcomed by way of email or
post.
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6.9

ACCOUNTING PROCEDURES (ANNEX 12.12 OF CHAPTER XIllI
OF "LCSD SPORTS SUBVENTION SCHEME (BLOCK GRANT) -
HANDBOOK FOR NATIONAL SPORTS ASSOCIATIONS" - AS
AT SEPTEMBER 2023)

This reference is designed by Leisure and Cultural Services Department to facilitate NSA to
set up their ecounting procedures. It is a generic template which will require individual NSA

to consider its circumstances and customize for its needs. The guidelines should be set up,
reviewed and approved by the Board of Directors of the NSA, and communicated to the
Secretariat for execution.
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Annex 12.12

Sample

XXXXXXXXXXXXXXX Association Ltd. (the Association)
Accounting Procedures
(Effective from dd-mm-yyyy)

(Remark: Officersor amounts in [ ] are includeds examplefor illustrative purposes.)

1 Introduction

1.1 This Accounting Procedurésuidelines {the Guideline§) provide the basic principle:
and essential procedures to be followed by all staffearatutive Committee Member
of a National Sports Associatioftlje Associatiod) in handling financial transactions ¢
as to establish an effective internal control system within the Association.

1.2 The Associationcan make reference tihe Guidelinesand draw upits accounting
procedures to suits business operaticend provide guidelines to its staff and officials
carry out their duties effectively and efficienthf he responsible action officersaand
approving officers should be clearly stated in the accounting procedures of the

Association
2 Basic Principles
2.1 Separate bank accounts should be maintained for subvented programmes -ai

subvented activities. All accounting transactions should be properly entered in
ledger accounts.

2.2 The designated approving officers for receipt vouchers, payment vouchers, ji
vouchers, petty cash claims, cheques and amendments to bank instructions an
should be properly authorised amelegatedy the Executive Committee.

2.3 All vouchers should be properly checked, authorised, signed and dated by the resg
officer.
2.4 Deployment of receipts to other purposes is not allowedDfficial receipts are requirec

to be issued for all income collection. All receipts should be properly recordec
banked promptly.

2.5 All expenses must be properly classified and duly authorised before payments are
No pre-signed payment vouchers and cheques are allowed.

2.6 The policies on making cash paymeragscommodatiomnd meal expenses, scope a
ceiling for entertainment expenses as wellrassportatiorexpenses like taxi fares ar
so on should be set by the Executive Committee where applicable. Unless
exceptional circumstances, staff and officials shouldtlisenost economical means
transport. Hotel accommodation for athletes, officials and coaches are restric
standard rooms.
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2.7

2.8

2.9

2.10

3.1

3.1.1

3.1.2

3.2

3.2.1

The petty cash holding limit and transaction limit for each purchase should be s
approved by the Executive Committee.

There should be a ceiling set on the amount of cash advance and time frame for se
of cash advance. Such a ceiling should be approy¢kdeExecutive Committee.

Minor corrections or alterations shoube rectified by striking off or adding inwith
initial of responsible officerinstead of correction fluidIf there are any corrections ¢
alterations of critical information made on official receipts such as the amount and
of payer, the official receiptmustbe cancelled and retained in th#i€al ReceiptBook
(ORB). Fresh official receipts should then be issued. In case of other vouch
supporting documents to vouchers, the corrections or alterations to critical inforn
should banitialed by theresponsible officer.

The accounting procedure guideline should be approvedd8D andthe Executive
Committee

Income
Responsible Officers

Cashier [Administrative Assistant 1 (AA1)]

Official Receipt Book Holder [Sports ExecutivéSE)]

Receipt Voucher Preparing Officer: [Administrative Assistant 2 (AA2)]
Receipt Voucher Checking Officer: [Sports Executive (SE)]
Periodic Check: [Senior Sports Executive (SSE)]

#This officer should be a staff responsible for handling accounting matters of the Association and s
be a different person from the Receipt VoudBkeckingOfficer, and preferablglsoa different person
from the Cashier if practicable.

Maintenance of Official Receipts

[SEecordsthe receipt obfficial receipt books on the Official Receij
Booksint he Of fi ci al Recei BRe @®iosmtden®al) Heksle
also recordghe issue ofofficial receipt moks to [AAlJand requests
[AA1] to initial on ORB Register with dateORB holder and Cashie
should be different persons.

On return of completely used up / obsolete official receipt books 1
[AAT] [SElupdates OR Register with initial and date.

Issue of Official Receipts

[AA1] issues preaumbered officialreceipts Annex 2) in duplicatein date
sequence and in consecutive orfterincome collections Details of particulars of thi
receipts should be stated. The original should be provided to the payer while th
should be kept properly in ORB for atdrail. The official receipt stubs should b
properly kept. Same official receipts can be issued for different sources of incor
collections from admission fees and entry fees. For payment through electronic
manual official receipts are neotecessary as long as receipt reference is gene
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3.2.2

3.2.3

3.24

3.2.5

3.3

3.3.1

3.3.2

3.4

3.4.1

3.42

3.4.3

3.5

3.5.1

3.5.2

3.6

automatically by the collection system.

In case of spoiled or cancelled official receipts [AA1] marks ACANCELLEDO
immediately on both the original and the duplicate copies of spoiled or cancelled ¢
receipts and attaches thex#cial receiptsto therespective ORB stub.

[AA1] crosses all cheques which have not yet been crossedhyitite
party. Postated cheques should not be accepted.

Both [AAl] and [SE] should keep all receipts, |
complimentary tickets properly and under lock and key.

For Acknowledgement of Receipts by proforma requested by the payer such
Leisure and Cultural Services Department (LCSD), such acknowledgement sho
signed by [Chairman/President/Treasurer/Secretary].

Banking of Income

[AAlpanks in promptly all income within dneweel or

when the holding limit of HK$ [HK$10,000f reached whichever is
earlier The income collected should not be deployed to settle payments with su
directly.

After banking in, [AAEhouldrecord the ticial receipt numbers or
the bank payn slips andkeep properly the bank pay slips.

Preparationand Approvalof Receipt Vouchers

[AA2preparesReceiptVouchers Annex 3) with unique serial number:
and proper accounting records crasgerencing, e.g. official receipt number@ther
supporting documents, such asriginal copy of remittance slips and recei
acknowledgement formshould also be attached to th&eceipt Vouchers where
appropriate.

[AAZ]nitials on theReceiptVouches with date

[SEJchecks thedetails contained in the dgeipt Vouches against
supporting documents amitials anddates the receipt vouchers

Issue ofComplimentary Tickets

[AAl] stamps allthec omp | i ment ary -tnaketasr
distributes to the approved recipients or organisation$roper approval from
[SEon the issue of complimentary tickets and list of recipien
organisations should be obtained before distribution.

[AAl] keps a record of distribution of complimentary tickets with dete
of recipients and quantities issued.

Supervisory Checking of Income and Physical Stocktaking of Official Receipts
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3.6.1

3.6.2

3.6.3

3.6.4

3.6.5

4.1

41.1

4.1.2

4.1.3

[SSE], who should not be involved in tlvecome collection process
conducts supervisory checking periodically on a [quarterly] basis. He/sl
checkshe official receipts to ensure the following are tally:

the totalamountof income stated infficial receipt duplicatesand
the bankin slipsand collections on hand.

[SSE] dhecks the physical stockf official receiptsagainstORB Register
to ensure no missing officiaéceipt books ioofficial receipts inofficial receipt books

[SSE] checks official receipts issued are in consecutive order and tr
no missing receipts.

[SSE] checks whether income collections are banked promptl
accordance with the prevailing policy (as stated in para. 3.3.1).

[SSE] records the inspection resultmitidls withdates on the inspection
report The inspection repb should include the date, scope and result of check
He/she also ports to the Executive Committee if there are any discrepancies fdmin
addition, he/sheanducs investigation andepors to the Executive Committee on tt
findings and course of actions to be taken.

Payment

Responsible Officers

Invoices / Receipts Certifying Officer : [Administrative Assistant 1 (AA1)
| Sports Executive (SE)]
Payment Voucher / Chequa ebanking Preparing Officer : [Administrative
Assistant 2
(AA2))*
Payment Voucher Approving Officer [Senior Sports Executive (SSE) /
Treasurer]

#This officer should be a staff responsible for handling accounting matters of the Associatshoalad
be a different person from the Payment Voucher Approving Officer, and preferably also a diffe
person from the Certifying Officer if practicable.

Preparation of Payment Vouchers

All invoices / receipts should be submitted foertification of payment withir
TWO WEEKS of receipt.

The staff or user making the payment reqeesiureshe receipt of goods or services
good and satisfactory condition as specified in the purchase order or service order.
should provide the original invoices / receipts, delivery notes and supporting doct
such as the purchase orders / sermwiders to substantiate all expenses incurred (inclu
those incurred overseas) to [AALl / SE] for checking and certification.

[AALl / SE] checks the original invoices / receipts against the purc
service orders, delery notes and other supporting documents, and certifies o
original invoices / receipts with date.
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4.1.4  Upon certification, [AA1l / SE] passes the documents to
[AA2] within [one week] to prepare payment vouchers.

415 [AA2] checks the price and calculation on the invoices / receip
matcheghem with the approved purchase / service orders and delivery notes.

4.1.6 For personnel expenses paid through autopay or crossed cheques, [AA2]
attaches relevant supporting documents to payment vouchers only when there are
payments/deductions and changes in monthly salary, such as the employment c
approved instructions on changes in payment details and written approval on grai
salary topups for posts of sliddown appointment and so on for verification. Pawyt
in respect of staff beyond the age of 65 (w.e.f. 1 April 2019) should not be made tl
the subvention from LCSD. For payment of garte staff salaries, the number of pe
hours to be funded by subvention should not exceed the maximum conditionéuly
working hours of a permanent post.

4.1.7 [AA2] ensures adequate supporting documents are attached and
payment voucherAfinex 4) including at least the following details:
Seriallyassigned (preferably pg@inted) voucher number;
Date of voucher;
Name of payee;
Ledger accounts to be entered,;
Particulars of the payment of full details of the goods and services provided;
Currency and amount; and
Mode of Payment

4.1.8 [AA2] crosses out unused space at the bottom of the payment v
and initials and dates on the payment vouchers.

419 For documerdry evidence and certification in  support of payment,
[AA2] should observe thiellowing:

Special circumstances where only the electronic copy / faxed copy / photoc
invoices / other supporting documents are available

The copy should be certified correct, marked with the wording¥eftified true
copy and no previous payment has been maded initialed and dated by th
supervisor or programrri@-charge.

Payment of coach/official fees

Proper attendance records ajachesofficials and other documents such as
course timetable and attendance records of participants should be maintair
attached to the payment vouchers. Officials should have signed on the atte
records ottoachedifficials and participants with full name and signatures.

Payment of taxi fare, entertainment expenses, meals and other special items

Sufficient information such as the reasons for taking taxi instead of the
economical means of transportation, theegjulists and the events / programn
related should be documented. Proper approval should also be obtai
accordance witthe prevailing approving authority.

Payment of entry fees

The list of participants should be provided.
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4.2

42.1

4.2.2

4.2.3

4.3

431

4.3.2

4.3.3

4.3.4

4.4

44.1

Foreign currency transashs

The exchange slips for currency exchange or exchange rate quotes from
source should be attached to the payment vouchers.

Approval of Payment Vouchers

[SSE / Treasurer] reviews the details of payment items against the supj
documents attached to the payment vouchers. In case of payment in cash in:
cheques, he/she should satisfy thatdihiangemernis complied with the prevailing polic
for cashpayment othe Association.

[SSE/ Treasurer] checks if the maximum per capita for entertainment exp
is exceeded and whether sufficient justification and proper approval have been g
case the ceiling is exceeded.

[SSE/ Treasurer] signs and dates on the payment voucher if the paymel
order.

Effect of Payment

[AA2] prepares chequésbanking transactionwith details in the paymer
vouchers.

Chequée-banking signing officer and cheqiebanking countersigning officer, a
specified in Section 7.1 belowheck the payment details against the approved pay
vouchers and sign on the cheques or autopay instruction éoranghorise the paymen
via ebanking

[AA2] sends out the signed cheques to the payees and stamps all paid i
/ receipts and supporting documents WiBAIDO immediately after paymentHe/she
prints and keeps the sets of authoriedxanking records for proper documentation.

In case of payment in person [AA2] ensures the recipients MUST sign wi
date to acknowledge receipt of the amount. If another person is authorised to
payment on behalf of the entitled payee, the supporting document for such autho
should also be retained.

Payment for Community Sports Club Programmes

Before the reimbursement of programme expenses to the Community Sports Club

[AA2] and [SSE / Treasurertheck whether the CSCs ha

complied with the following requiremesat

- a Programme Report (CSC Project), an attendancedrexfoparticipants and a
original receipts relating to the payment of programme expenses should be sul
to the Association within one month after the completion of each subsid
programme;

the Programme Report (CSC Project) should be affixed thighofficial seal anc
certified by the ChairmahTreasurer of CSC;

all receipts should be affixed with the official seal of CSC. If the payment for ce
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items/services exceeds $3,000, then the receipts, accounts or relevant info
should be couersigned by the Chairman and Secretary / Treasurer of CS
verification purpose;

the number of sessions for training programmes should not be reduced v
justification; and

pay rate to pattime staff should be no less than the standard pay ra€Sb.

4.4.2 [AA2Ensureghe paymenis disbursedo CSCs within Gveeks after
receiving the Programme Report (CSC Project) together with all original receipts
CSCs.

4.4.3 [AA2] should check the return of duly signed acknowledgement re
from CSCs after weeks [2 weeks] from the payment to CSCs.

5 Petty Cash

Responsible Officers

Petty Cash Holder : [Administrative Assistant (AA1)]
Petty Cash Voucher Approving Officer : [Sports Executive (SE)]
Petty Cash Replenishment Preparing Officer : [Administrative

Assistant (AA1)]
Petty Cash Replenishment Approving Officer : [Sports Executive (SE)]
Payment Voucher Preparing Officer : [Administrative Assistant 2 (AA2)]
Supervisory Cash Count : [Senior Sports Executive / Treasurer]

#This officer should be a staff responsible for handling accounting matters of the Association.

5.1 Petty Cash Holding and Transaction Limit

Petty Cash Holding Limit HK$ [HK$5,000]

Transaction Limit per purchase HK$ [HK$500]

Any amount exceeding the transaction limit should be processed by crossed c
instead of petty cash. Repeated purchases from the same supplier should
encouraged. Repeated purchases of the same item in different receipts in order
the transaction limit are NOT allowed.

5.2 Submission of Petty Cash Claim

All claims must be applied to [AAL] within TWO WEEKS after
expenses are incurred.

5.3 Preparation of Petty Cash Voucher

5.3.1 The claimant completes and signs with date on the Petty Cash VoAcmex(5) after
the goods and services have been received in good and satisfactory condition, and
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5.4

5.4.1

5.5

5.5.1

5.5.2

5.5.3

554

5.6

5.6.1

5.6.2

56.3

the original receipts / invoices to the vouchéll completed vouchers must have t
following details

1 Issue date of voucher;

1 Name of person issug the vaucher;

1 Amount of monies disbursednd

1 Details of expense(including the event information where applicable).

When claimingfiLocal Duty Travelling Expensg the following information should b
included in the Petty Cash Voucher:

Date of travelling;

Means of transport;

Purpose and location of the trip; and

Reason for taking taxi instead of most economical means of transport.

Checking of Petty Cash Voucher

[SEjwho shouldNOT be the same person as the claimand Petty Casl

Holder, checks the Petty Cash Voucher against invoices, receipts or supporting doc

and considers if the claim and prices are reasonable. He/she certifies on the Pe
Vouchers and invoices / receipts with initial and date, after the supp«
invoicesfeceipts are stampe@PAIDO. [SE] is required to certify t
supporting invoices/receipts when the documents are provided in the form of
copies/photocopies instead of the originals.

Payment of Petty Cash

[AA1] asigns a unique serial number on each properly authorised

Cash Voucher.

The claimant signs on the petty cash voucher upon reimbursement in person as
acknowledgement.

[AALl]mmps the Petty Cash Voucher and invoices @tkiD6chop upon
settlement of the claim. He/she then enters the transautioine columnised Petty Ca:
Book with analysis by different categories of expenditure.

[AAl] keeps all Petty Cash Vouchers and evidence of payr
e.g.invoicesand unused petty cash, in lock and key.

Replenishment of Petty Cash

[AA1] pepares a payment voucher for replenishment of petty casl
submits it together with the paid Petty Cash Vouchers and supporting invoices / r
to [SE] or designated approving officer for endorsement.

[SEVerifies the replenishment against paid Petty Cash Voucher:
receipts / invoices, and approves the replenishment. He/she ensures that the pt
holding limit is not exceeded upon replenishment.

[AA2] prepares and obtains sigpagment vouchers and cheques (a:
Paragraphs 2, 7.1 and 7.4) for replenishment to tRetty CashHolder.
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5.6.4

5.7

5.7.1

5.7.2

6.1

6.2

6.2.1

6.2.2

6.2.3

[AA1] acknowledges the cheque for replenishment with signature at
upon receipt of the cheque. He/she then keeps the replenished cash into the p:
box and records the replenishment to his Petty Cash BBeky cashfloat should be
separated from personal funds of the Petty Cash Holder

Surprise Cash Count

[SSE / Treasurer] conducts surprise cash count at irregular interv.
year say at least once every four months:
counts the petty cash apaid vouchers on hand and checks if the amount ma
with the Petty Cash Book;
checks evidence of payment;
signs, dates and records the result of the checking on the Petty Cash Book; an
reports to the Executive Committee if there amg discrepanesidentified.

[SSETreasurer] or designated inspection officenducs investigation
andreporsto the Executive Committee on the findings and course of actions to be

Cash Advance

Responsible Officers

Cash Advance Approving Officer : [Sports Executive (SE)]

Cash Advance Settlement Approving Officer: [Sports Executive (SE)]
Payment Voucher Preparing Officer : [Administrative Assistant 2 (AA2)]
Supervisory Check : [Senior Sports Executive (SSE) / Treasurer]

#This officer should be a staff responsible for handling accountirigeraaf the Association.

Cash Advance Limit

Per Event HK$ [HK$20,000

Per Day inrespecbf travelling for

business of the Association HK$ [HK$1,000]

Application for Cash Advance

The applicant empletes thestandardied Cash Advance Application FornAiinex 6)
listing out the expense items and the respective amounts to be covered by tl
advance.

[SE] reviews the application and signs with his decision appheation
form. He/she can reduce the amount of cash advance if the payment can be made
direct payments to suppliers or service providers.

[AA2] obtains proper approval on payment vouchers and signed (
cheques (as ingragraphs 4.2, 7.1 and 7.4) for the advance payment.
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6.2.4

6.3

6.3.1

6.3.2

6.3.3

6.3.4

6.4

6.4.1

7.1

The applicant acknowledges the receipt of cash advance on the Cash Advance Apj
Form.

Settlement of Cash Advance

Cash advanced should be settled within a reasonable timeframe, say 1 mont|
applicant completes the Cash Advance Settlement StateArergX 7) and hands in:
original invoices, acknowledgement of receipts by officials / helpers and
supporting documents duly certified by [SE] or designated app
officer; and
unspent cash or bank payslips.

[SEjeviews if the expenses are properly supported and in order.
review, he/she endorses and initials with dates on all the supporting documents ¢
supporting invoices/receipts are stamfedlDo. [SE] is required to certify ti
supportng invoices/receipts when the documents are provided in the form of
copy/photocopy instead of the original.

[AA2thecks the propemdorsemerdand banks in unspent balance of ci
advance (if any) promptly. He/she should avoid mixing the unspent balance witt
cash

[AA2] attaches the original gayslip of unspent balance to the settlem
statement. Theespective ledgers should also be updated accordingly.

Supervisory Check

[SSHreasurer], who should not be involved in approving the «

advance application and reviewing the cash advance settlement statement, ¢
periodic check on a [hedfarly] basis on the applicatidorms
/ settlement statements and baray-m slips, in particular on the prompt settlement
cash advance. He/she should sign with date on the work done.

Operation of Bank Accounts

Responsible Officers

Cheque Book Holder: [Administrative Assistant 2 (AA2)]

Chequée-bankingSigning Officer: [refer to para. 7.1.2]

Chequée-bankingCountersigning Officer: [refer to para. 7.1.2

Bank Reconciliation Reviewing Officer: [Senior Sports Executive
(SSB / Treasurer]

Supervisory Check: [Senior Sports Executive (SSE) / Treasurer

#This officer should be a staff responsible for handling accounting matters of the Associatshoaldd
be a different person from the Bank Reconciliation Reviewing Officer.

Authorisation of bank Instructions and Chequesnd transactions via #anking
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7.1.1

7.1.2

7.2

7.2.1

7.2.2

7.3

7.3.1

7.3.2

7.3.3

7.4

7.4.1

7.4.2

All bank instructions and cheques (includawgopaymenand transactions vialeanking
must bear the signatures of TWO authorised officers. The cledogeking signing
officer and cheque-bankingcountersigning officer should be different persons.
endorsed change of the authorised signatories by the Executive Committee sh
notified to the Accounts Office and the respective banks for prompt updating.

Authorisation limits forchequée-bankingsignatories are:

Chequée-banking
o - Chequée-banking Countersigning Officer
Authorisation Limit Signing Officer (MUST be different

from Signing Officer)

Over HK$ [HK$150,000]  Group A Officer Group A Officer
OverHK$ [HK$20,000] ) '
up to HKS [HK$150,000] Group A or B Officer Group A Officer
HK$ [HK$20,000] and belo| Group A or B Officer Group A or B Officer

Maintenance of Cheque Book Register

[AA2] ecords cheque books received in the Cheque Book Redisteex
8). He/she should also keep the cheque books under lock when they are not in us

[AA2 updates the Cheque Book Register when the cheque bo
completely used up or becomes obsolete.

Preparation of Chequeand ebanking transactions

[AA2] checks the proper bank accounts to be drawn andgsrepaques il
sequential ordeand ebanking transactionm accordance with the details containec
the approved payment vouchers, petty cash vouchers and cash advance applioatic
The respective cheque numbers should also be marked into the approved g
vouchers, or cash advance application forms.

fiCrossed cheques should be issued unless with justifiable reasons. Inicas®
cheques are to be issued, the name of the intended recipients (indieastw)fshould
be entered. The wofibeareo should be struck off.

[AA2] marks on theheque stub the dates, names of payee and amour
Issue of Chequeand authorisation of ebanking transactions

The designated chedfedbankingsigning officer (as stipulated in para. 7.1.2) checks
details stated in the chededanking transactionagainst the sumpting documents o
vouchers. He/she signs the chequesuthorises the payments vid@nking All cheque
stubs should be reteed.

The designated chediedbanking countersigning officer (as stipulated in para. 7..
checks the details stated in the cheque against thersimgpdocuments or vouchers a
the authenticity of the chegleebankingsigning officer. He/she signs the cheques
authorises the paymentm\e-banking
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7.4.3

7.5

7.5.1

7.5.2

7.5.3

754

7.5.5

7.5.6

7.6

7.6.1

7.6.2

[AA2] stamp#®AlDOon paid invoices / receiptsie/she prints and keef
the sets of authorisedbanking records for proper documentatidre cheques are to |
sent out tdhe payee promptly by post or by hand. All spotbdques are stamped wi
fiCancelled and attachetb thecheque stubs.

Monthly Bank Reconciliation

[AA2] prepardbe bank reconciliation on a monthly basfex 9)
within days [7 days] from receipt of bank statements and sign with date

The bank reconciliation should also ascertain if any amount is to be transferred b
the bank accounts for subvented activities and that forsnbmented dtvities in order
to properly account for the transactions related to subvented activities in the des
bank account.

[SSE / Treasurer] reviews the bank reconciliation statement for eac
account and sign with date after tiewiew.

For dishonoured or returned cheques, [AAZ2] liaises with the responsik
/ officials to take appropriate followp actions (e.g. to check if any replacement chel
have been received or to contact the payee to arrange replacement chiepagsént).

For long outstanding unpresented cheques (such as after six months of
[AA2] should investigate the reasons and cancel the cheque if appr
If the payment is still to be made, a fresh cheque should be issued, the procedutes
of cheques should be followed.

If it is concluded that the cheque is stale and no replacement cheque is necessary
to failure to contact the payee, proper update to the accounting records should b
For any payment in connectiarnith subvented programmes reported to LCSD before
[SE] should inform the responsible officer of L&BDRhe relevant
adjustments, i.e. reducing the eligible amount of the subvented expenses for the |
year by the amount concernexs the amount of the stale cheques had been incluc
subvented expenses in the Annual Accounts submitted to LCSD

Supervisory Check

[SSE / Treasurenpcksthe physical stock of cheques against the Che
Book Register regularly on a [monthly] basis. He/she also checks
missing cheques in cheque books.

[SSE / Treasurer] initials and dates on the chequerdégister or
inspection report after the checking. If any discrepancies are identified, he/she
conduct investigation and reports to the Executive Committee on the findings and
of actions to be taken.

Fixed Assets
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8.1

8.1.1

8.1.2

8.1.3

8.1.4

8.1.5

8.2

8.2.1

8.2.2

8.3

8.3.1

Responsible Officers

Fixed Assets Register Holder : [Administrative Assistant 1 (AA1)]
Disposal Reviewing Officer : [Senior Sports Executive (SSE)]
Periodic Supervisory Check : [SSE / Treasurer]

Maintenance offFixed Assets Registéthe iFARO)

Fixed assets are those property, plant and equipment items which have a usefl
more than one year and an original acquisition cost of HK$ [HKS:
or above, for example, furniture, photocopiers and personal computers.

Every fixed asset shall be recorded in the Fixed Assets Re@is&F ARO) (Annex 10).
The minimum requirements for information to be contained in FAR are
- uniqueasset number

descriptionof asset (including model number if applicable);

classification of assgt

date of purchaskdate of completion

cog of purchase / completion;

useful life;

source of funding (e.g. LCSD subvention);

currentlocation

written approval of disposal / wrieff; and

date of disposal / writeff.

[AA1] promptly updates the details of the fixed assets received int
upon receipt of the fixed assets. Each fixed asset is assigneslumitiue asset numbe

[AA1pffixes the labels of the assigned unique asset numbers to the

assets.

[AAlLupdates FAR promptly with all movements of fixed assets, inclu
tradein and disposal. The approval on disposal / woffeshould also be marked on FA
and kept properly on file. The monetary sales / disposal amount should be recorc
the CastBook, where appropriate.

Fixed Assets on Loan

[AA1] maintains a loan register for fixed assets which are on loan to
officials. The borrowers have to acknowledge the loan and specify the period of loz
signature and date as evidence of receipt of the fixed assets.

On return of assets, [AAl] checks if the fixed assets are in satis
physical condition and signs the return on the loan register with date.

Disposal of Fixed Assets

Usersprovide full justifications for disposal of fixed assetghich are of no us& the
Association and the recommended means of dispmsal [SSE] for approve
Thedisposal proceduressstated in the Procurement Guidelines should be followed
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8.3.2

8.3.3

8.3.4

8.3.5

8.4

8.4.1

8.4.2

9.1

[SSE] reviews and makes his decision in writing.

[AA1] updates FAR.

In case there are proceeds from disposal, [AA2] prepares the Rece
Voucher and records the income received (as in para. 3.4).

No item of fixed asset should be removed from NSA or disposed without proper v
approval.

Physical Check

[SSE Treasurer] conducts physical check on fixed assets includir
subvented fixed assets at least once a year. Upon checking, he/she should initial
on the inspection report or FAR. The inspection report should include the date of p
check the result of checking and the signature of the physical checking and the rev
officer, etc.

[SSE / Treasurer] investigates discrepancies identified (if any) and
to the Executive Committee on the findings and coursastain to be taken.

Journal Vouchers

A doubleentry bookkeeping system should be maintained to recorttaa$actions
Entries not belonging to receipts or payments should be effected by journal vo
(Annex 11) and posted t&General Ledger.
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An Official Receipt Book Register is maintained to control the stock and issue of the official receipt books.

Books should be kept under lock.

[ Sample Official Receipt Book Register }

Unused or partly used Official Receipt

Name of NSA:

OFFICIAL RECEIPT BOOK REGISTER

OR Page No.
New Official Receipt Books Completed/Obsolete
Received Issued Official Receipt Books
Serial Number ORB Holder Serial Number Cashier ORB Holder
: . Date of ;
Date Signature Signature Signature
From To & Date Date From To & Date Return & Date

265

71 Xouuy



Sample Official Receipt

Annex 12.2

NSA should issue Official Receipts (OR) for income collections in cash or by cheque/autopay

The Official Receipt is prepared in a set of two copies:
*  Paying party’s copy
* NSA’s copy — copy to be filed in sequential order

Handbook — as at September 2023

Name of NSA:
Serial No.: OR
OFFICIAL RECEIPT
Received from: Date:
. Amount
Particulars (HKS)
Payment Method:
Cash Cheque Total in Cash
Amount Amount and Cheque
(HKS) Bank Cheque No. (HKS) (HKS)
Other payment method (please specify) : Amount (HKS):
Cashier: Official Chop:
266
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Sample Receipt Voucher

Annex 12.3

A Receipt Voucher (RV) is used to record the accounting entries in the General Ledger and

Cash Book.
Name of NSA:
Serial No.: RV
Date:
RECEIPT VOUCHER
Official
Account Pariiciilais Receipt No./ Debit Credit
Code Bank Ref. No. (HKS) (HKS)
(if applicable)
TOTAL
Prepared by Approved by Recorded by
Name/Post: Name/Post: Name/Post:
Signature: Signature: Signature:
Date: Date: Date:
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Annex 12.4

Sample Payment Voucher

A Payment Voucher (PV) is used to record the approval of payment and the accounting
entries made in the General Ledger / Cash Book. The original invoices / receipts and
purchase orders / service orders should be attached to the PV to support payment.

Name of NSA:
Serial No.: PV
Date:
PAYMENT VOUCHER
Name of Payee:
Account Particnlars Debit Credit
Code (HKS) (HKS)
TOTAL
Paid by:
[] Cheque Bank Account No. Accounts Office Use
[] Autopay Bank Account No. Cheque No.
Prepared by Approved by Recorded by
Name/Post: Name/Post: Name/Post:
Signature: Signature: Signature:
Date: Date: Date:
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Sample Petty Cash Voucher

Annex 12.5

The Petty Cash Voucher is used to record checking and payment of petty cash expenditure.

The Petty Cash Voucher is in a set of two copies:

*  original copy attached to the application for petty cash replenishment with supporting

documents; and

¢ duplicate copy filed in sequential order by the petty cash holder

Name of NSA:
Serial No.: PCV
Date:
PETTY CASH VOUCHER
Particulars Account Amount
Code (HK$)
TOTAL
Claimant:
(Name and Signature) (Date)
Approved by:
(Name and Signature) (Date)
Received the sum of (HK$ )
Received by:
(Name and Signature) (Date)
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Annex 12.6

Sample Cash Advance Application Form

A Cash Advance Application Form is used to process the application for cash advance to
staff / officials for minor programme expenses in order to streamline the business operations.
Cash advance should be kept to a minimum as far as practicable.

Name of NSA:

Serial No.: CA

CASH ADVANCE APPLICATION FORM

Section A Details of Request

I would to apply for an advance of cash in the amount of $ for the during the
period from to for following purposes:
Description . Cash Advance applied
(including programme name) Expenses Details (HKS)
TOTAL

Justification:

(Name and Signature) (Post) (Contact phone no.) (Date)
Section B Approval
The application for cash advance is
O approved
] approved but reduced to
O rejected.

(Name and Signature) (Post) (Contact phone no.) (Date)

Section C Acknowledgement of Receipt
I acknowledge that I have received a cheque no. of HK$

I understand that I have to account promptly and properly for the money advanced to me. 1
also undertake to return the original invoices/receipts of the expenses paid from the advance
and any unspent balance of cash to the Association not later than TEN days after completion
of goods or services.

(Name and Signature) (Date)
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Annex 12.7

Sample Cash Advance Settlement Statement

A Cash Advance Settlement Statement is used to make settlement of unspent cash advanced to
the staff / officials. Original copy of the invoices / receipts should be attached as supporting

documents for the expenses incurred.

Name of NSA:

Serial No.: CAS

CASH ADVANCE SETTLEMENT STATEMENT

In respect of the Cash Advance Application No. CA , | have incurred expenses of

as details below and attach the original invoices and supporting documents duly
certified. Besides, I have *repaid the unspent balance of advance of HKS$ in
cash / cheque to the Accounts Office for the settlement / *deposited the unspent balance of
cash advance of HKS$ to the bank account of the Association on

with the original bank pay-in slip attached.

Account Code Expenses Casl(l I;\Ig;)ance Actu::(l;LI l;](xsl;enses
Total
* Balance to be returned / Balance already returned

(Name and Post) (Signature) (Date)
Endorsed by:
(Name and Post) (Signature) (Date)

Accounts Office Use Only

The wunspent balance of cash advance of is received on
and *banked in on with the copy of bank

pay-in-slip attached. Besides, the respective ledgers have been updated accordingly.

(Name and Post) (Signature) (Date)

* Delete as appropriate
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A Cheque Book Register is maintained to control the stock of cheque books.

| Sample Cheque Book Register |

Unused or partly used cheque books should be kept under lock

and key.
Name of NSA:
Cheque Book Register
CBR Page No:
Serial Bank Bank Account Cheque Number Received Slonatire Completely Used / Slenafure
No. Number From & To Date g Obsolete Date g
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Bank:

Sample Bank Reconciliation Statement

Name of NSA:

Annex 12.9

XXX Bank Account No.: Current Account XXxx-Xxx-X-XXXXXX

Monthly Bank Reconciliation Statement for Bank Account Xxxx-XXxX-X-XXXXXX

(as at dd-mm-yyyy)

Subsequent

HK$ HKS$ Clearance
Bank Balance per Bank Statement as at dd-mm-yyyy X
Less:  Unpresented cheque Cheque Date
Cheque no. xxxxxx X
Cheque no. xxxxxx X
Sub-total X
Receipts in bank statement but not yet
recorded in Cash Book
Item 1 e.g. Bank interest X
Item 2 e.g. Admission fee by autopay X
Sub-total X
Add: Payments in bank statements but not
recorded in Cash Book
Item 1 e.g. Bank charges (X)
Item 2 e.g. Dishonoured cheque (X)
Nno. XXXXXX
Sub-total X)
Bank Balance as per Cash Book as at dd-mm-yyyy X
We certify the above bank reconciliation statement is correct.
Preparing Officer Reviewing Officer
Signature: Signature:
Name: Name:
Post Post
Date: Date:
Note:  Bank reconciliation should be prepared within days from the date of receipt of bank
statements.
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[Sample Fixed Assets Register |

Name of NSA:
FIXED ASSETS REGISTER
FAR Page No.
Date of EoRisE ol Written Date of Disposal
Asset —_— . . Cost Useful Funding Current F P Signature
No Asset Description Classification | Purchase/ (HKS) Life (e.g. LCSD | Location Approval of Disposal/ Value & Date
: Completion Su.b;'en tion) Disposal/Write-off | Write-off (HKS)

Note:
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Sample Journal Voucher

Annex 12.11

A Journal Voucher (JV) is used to record the accounting entries in the General Ledger.

Name of NSA:
Serial No.: JV
Date:
JOURNAL VOUCHER

Account Particulars Debit Credit

Code (HKS) (HKS)

TOTAL

Prepared by Approved by Recorded by
Name/Post: Name/Post: Name/Post:
Signature: Signature: Signature:
Date: Date: Date:
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PROCUREMENT POLICIES AND GUIDELINES

6.10

PROCUREMENT POLICIES AND GUIDELINES (ANNEX 12.13
OF CHAPTER XII OF "LCSD SPORTS SUBVENTION SCHEME
(BLOCK GRANT) i HANDBOOK FOR NATIONAL SPORTS
ASSOCIATIONS" i AS AT SEPTEMBER 2023)

This reference is designed by Leisure and Cultural Services Department to facilitate NSA to
set up lheir procurement policies and guidelines. It is a generic template which will require
individual NSA to consider its circumstances and customize for its needs. The guidelines
should be set up, reviewed and approved by the Board of Directors of the NSA, and
communicated to the Secretariat for execution.
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Annex 12.13
(SAMPLE)
Procurement Policies and Guidelines for
[Name of National Sports Association]
(Effective from )

Procurement Policies and Principles

1. The following principles should be adhered to in the procurement of goods and

services:

(a)

(b)

©

(d)

(e)

Fair Competition
[Name of NSA, “the Association”] should treat all bidders with fairness

and ensure that they are given the same level of information when

preparing quotations or tenders.

Conflict of Interest

Situations of conflict of interest with the business of the Association
should be declared to the designated approving authority in accordance
with the code of conduct of the Association.

Cost-effectiveness

Quotations and tenders should be evaluated not only on competitiveness in
pricing but also factors such as the quality of the products/services and
track records of the bidders.

Transparency

To ensure transparency, tender documents should provide all the necessary
information to facilitate submission of appropriate and competitive
tenders.

Public Accountability

The Association shall be held accountable to the Leisure and Cultural
Services Department and the public for any procurement involving the use
of public fund.

Authorisation and Approval

2. Written authorisation or approval should be sought from the following

designated approving authority (a) for procurement before inviting suppliers to submit

tender/quotations and/or selecting suppliers for tendering/seeking quotations; and (b) for

acceptance of offer of tender/quotation:

Values of the Materials or Procurement Tender/Quotation
Services to be Procured Authorized by Approved by
e.g. HK$200,001 or above [to be filled by NSA] | EC/Board of Directors
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e.g. HK$50,001 to HK$200,000 [to be filled by NSA] [to be filled by NSA]

e.g. HK$20,001 to HK$50,000 [to be filled by NSA] [to be filled by NSA]

e.g. HK$5,001 to HK$20,000 [to be filled by NSA] [to be filled by NSA]
e.g. HK$5,000 or below [to be filled by NSA] [to be filled by NSA]
3. In case the standard procedures are not followed, the reasons should be

recorded and an authorised person at a more senior level should be designated for giving
special approval with justifications in writing.

Types of Procurement

4. The requesting officers should provide specifications and requirements for the
procurement to the procurement officer. The request should then be submitted to the
designated approving authority as stated in paragraph 2 above for approval to procure
and confirmation of funds. For replacement of goods, the requesting officers should
make sure the goods to be replaced are beyond economical repair before making the
request for procurement.  The types of procurement to be adopted should be in
accordance with the amounts and nature of the procurement of goods or services:

(a) Open Tendering (applicable to procurements of value exceeding
[please specify a value e.g. HK$200,000]

Notice of tender invitations should be advertised in the press for free

response by all interested suppliers or service providers. Tender
evaluation report (sample at Appendix 1) should be submitted to the
Executive Committee for approval of tender (i.e. award of contract).

(b) Restricted or Single Tendering (applicable to procurements of value

exceedin lease specif a value
g p pecity

e.g. HK$200,000] with only a limited number of suppliers available)

This type of tendering is applicable to procurements of goods or services
that can only be provided by a limited number of suppliers or suppliers
who are sole agents or patented distributors. Therefore, only one or
several suppliers or service providers will be invited to submit written
tenders. Sufficient justification should be made for prior approval by the
Executive Committee before proceeding the tendering exercise. The
above information should be clearly recorded in the tender evaluation
report (Appendix I) for examination and approval by the Executive

Committee.

(¢) General Procurement (applicable to procurements of value

or below [please specify a value e.g. HK$200,000]
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(1) Written Quotation (applicable to procurements of value above

up to ) [please specify a range
of values e.g. HK$50,000 upto HK$200,000] should be sought from
at least five (5) suppliers, including the successful bidder in the last

procurement exercise (whose goods or services meeting the
requirements).

(i) Written Quotation (applicable to procurements of value above

up to ) [please specify a range
of values e.g. HK$20,000 upto HK$50,000] should be sought from at
least two (2) suppliers, including the successful bidder in the last

procurement exercise (whose goods or services meeting the
requirements)

(ii1) The management and invitation to bid for (i) and (ii) above should
follow the procedures as set out in Paragraphs 9 and 10. The
procurement officer must make a written record of the quotations
invited and responses. The lowest quotation meeting the
requirements should be accepted unless there are other factors such as
the quality of products/services or track records of the bidders that
will affect the offer of the quotation. Should the lowest quotation
not be accepted, sufficient justifications should be submitted for

endorsement by the designated approving authority.

(iv) Verbal Quotation (applicable to procurements of value above

upto ) [please specify a range
of values e.g. HK$5,001 upto HK$20,000]

To enhance administrative efficiency, verbal quotations from not less

than two (2) suppliers or service providers may be used for
procurement of miscellaneous item or service. The responsible
officer must make a written record of the verbal quotations for
verification and approval. The responsible officer should also state
the reasons in case the lowest offer is not accepted.

(v) Quotations may be dispensed with (applicable to procurements of
value or below) [please specify a value e.g.
HK$5,000]

(vi) Exemption
All procurements must follow and comply with the above procedures.

Only in acceptable circumstances should exemption from the above
procedures be granted with special approval from the designated

approving authority/person holding a higher office. Any exemption
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