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The Hong Kong Girl Guides Association
Code of Conduct for Adult Members

1. DECLARATION OF INTEREST POLICY

Aims

To advise all adult members of the Association (including members of the Council,
members of the Executive Committee, members of Regional Associations/District
Associations, Commissioners at all levels, Trainers, members of organising
committees/teams, Guiders) on the course of action they should take in the event of
having a real or potential interest with any of their jobs or the organisations with which
they have official dealings, or any of their personal interests, while discharging their
Guiding duties.

While discharging their Guiding duties, all adult members of the Association must
declare any personal interest to the best of their knowledge in advance and as early as
possible, and refrain from participating in relevant discussions and/or decisions on the
Guiding matters which they are interested. If necessary, the matter may be referred to
the supervising Commissioner or the person authorised by the Association for
handling, in adherence to the Guiding spirit and principles of fairness, impartiality as
well as reliability, honesty and trustworthiness, and that may avoid suspicion of bias
or abusing power for personal gains.

Declaration of Interest Policy

Interest is not limited to monetary, financial and other materials interests; it also
includes other tangible or intangible benefits such as privileges, priorities, preferential
treatments, etc. To be interested means that the matter involves an adult member of
the Association and/or their spouse; the close relatives of an adult member of the
Association and/or their spouse (including parents, brothers and sisters and their
spouses, children and/or their spouses); the full-time or part-time jobs, organisations
or business partners of an adult member of the Association and/or their spouse; the
clients of an adult member of the Association and/or their spouse; and an adult
member of the Association and/or their spouse offering professional advice to the
relevant persons or organisations of the matter or acting as the representative in a
professional capacity.

1. The Association’s declaration of interest policy and the course of action are as
follows:

i.  All adult members of the Association must discharge their Guiding duties
with reliability, honesty and trustworthiness, preserving the reputation of
the Association, in adherence to the spirit and principles of fairness and
impartiality.

ii.  If an adult member of the Association (hereafter referred to as the Member
concerned) becomes aware that there may be a real or potential personal
interest while discharging their Guiding duties, they must immediately
complete the Declaration of Conflict of Interest (Appendix 2) to the best of
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their knowledge, reporting to the supervising Commissioner/organisation
committee chairman/team chairman/convenor and stating the situation
relevant to the interest. To avoid suspicion, the Member concerned should
refrain from participating in relevant discussions and/or decisions of the
matter. Withdrawing from meetings is one of the appropriate ways.

After receiving the Declaration of Conflict of Interest, if the supervising
Commissioner/organising committee chairman/team chairman/convenor
decides that the Member concerned must refrain from performing or getting
involved in the declared Guiding duty which may give rise to a conflict, they
should promptly notify the Member concerned within 30 calendar days.

In the case of tendering, all tenderers and members of the tender board must
declare in writing whether they have any interest. Also, if the Member
concerned considers it serious or far-reaching, or the supervising
Commissioner/organising committee chairman/team chairman/convenor
considers it necessary, the Member concerned should also make written
representations for record. Under other circumstances, a verbal declaration
and a summary of the declaration recorded in the minutes would be
sufficient.

If the Member concerned is one of the decision-makers or main officers or
a key personnel of the Guiding matter, the Member concerned should refer
the matter to the supervising Commissioner or Commissioner-in-
charge/organising committee chairman/team chairman/convenor for
handling. Depending on the nature and severity of the matter or the situation
of the relevant persons, the matter may be handled by Deputy Chief
Commissioners, Chief Commissioner or Executive Committee.

The principle of declaration of interest is to be proactive and be prepared. If
in doubt, the Member concerned ought to consult the supervising
Commissioner  or  Commissioner-in-charge/organising ~ committee
chairman/team chairman/convenor for advice, stating the situation, then let
them decide.

In the event that an adult member of the Association does not comply with
the declaration of interest policy, the Association may take appropriate
measures depending on the situation.

Commissioners at all levels to assist in explaining the Association’s declaration
of interest policy, spirit and system to the members of their Regional Associations
and District Associations.

The Association will distribute this circular and the Agreement on ‘Declaration
of Interest Policy’ (Appendix 1) to members of the Executive Committee,
members of Regional Association, members of District Association, members of
other committees or teams, Commissioners, Trainers at the first meeting of each
term. All adult members to sign the agreement to signify that they agree to and
accept all the clauses listed in this policy, and commit to complying with these
clauses, declaring interest and stating the details when necessary.




2. SOLICITING OR ACCEPTING ADVANTAGES

1.

Any adult member of the Association (including members of the Council,
members of the Executive Committee, members of Regional Committees/District
Committees, Commissioners at all levels, Trainers, members of organising
committees/teams, Guiders) shall not use authority for soliciting or accepting
advantages while discharging their Guiding duties.

Advantages are not only limited to pecuniary or material advantages; it also
includes tangible and intangible benefits such as privileges, priorities, preferential
treatments, etc.

The Association does not permit members to solicit or accept any advantage from
contractors, suppliers or other persons related to the matter of the Association.
Members should refuse to accept advantages as it will affect members’
objectivity, cause damage to the interest of the Association, and lead to
speculations or complaints about bias or misconduct.

Members should avoid gambling with persons having official dealings with the
Association. If members play mahjong with contractors or suppliers in social
events, members should first judge whether it is appropriate. If the stakes are too
high, members should withdraw.

3. CONFIDENTIALITY OF INFORMATION

All adult members of the Association (including members of the Council,
members of the Executive Committee, members of Regional Committees/District
Committees, Commissioners at all levels, Trainers, members of organising
committees/teams, Guiders) shall not disclose any classified or proprietary
information of the Association without authorisation, or misuse any
Association’s information (e.g. using information for personal gain or the benefit
of others). Special care must be taken when handling any personal data of
members, volunteers and service recipients, ensuring compliance with the
Personal Data (Privacy) Ordinance (Cap. 486).

All adult members of the Association must continue to observe their duty of
confidentiality after leaving the Association; they shall not use, or take advantage
of, any classified or proprietary information obtained in the course of their official
duties.

4. COMPLIANCE

Any adult member in breach of this code must be subject to disciplinary action,
including termination of appointment.




Appendix 1
The Hong Kong Girl Guides Association bt

Agreement on ‘Declaration of Interest Policy’

BRI EERSY
" ERERAIRBOR | MRS

Please read the contents of ‘Declaration of Interest Policy’ carefully before signing this
agreement. FE S E Al ATAR " AR EBGR ) HINE

Declaration B HH

I, (Name), hereby agree to and accept all the clauses
listed in the ‘Declaration of Interest Policy’, and commit to complying with these clauses,
declaring interest and stating the details when necessary.

ZUN () AR ERZ " HERAEBCR ) I HIFTA IR
T WA G ST IEERRR - EA 75 S B oM 4 s FR s -

Guiding Title : Signature
LCEE IR T e
Department Date

=i H



Appendix 2

The Hong Kong Girl Guides Association s

Declaration of Conflict of Interest

BELEEEY
MIZRE RS

Part A — Declaration of Interest (to be completed by Declaring Member)

FER - HEflzs (HHRRAER)

To £¢ :: (Commissioner of the rank of Assistant
Chief Commissioner or above BN HRAEEL 4R BIE L)

Via 7 3: (supervising Commissioner/ organising
committee chairman/team chairman/convenor 4R4RES | & B & FRE/INH T FEIEE

N

I would like to report the following existing/potential* conflict of interest situation arising
during the discharge of my Guiding duties 7 A\ #E{T 43 B LRSS FT B SR 1 A
FIZSEZEEN > BT -

Persons/companies with whom/which I, my spouse or close relatives have official

dealings and/or interest#2 A ABRCBERITIAA FHER F/5 AR AL/AE

ANE AL/ AT AN L EEE R

Name of Declaring Member: Signature:
SECPN T e
Guiding Title: Date:

LCE A HEA -




Part B — Acknowledgement of Declaration (To be completed by Approving Authority)
ZE - WEZAmEse R R E Ok (B A EER)

To £ (Declaring Member Ef 7 A)
The information contained in your declaration form of (Date) is noted.
The Association decides that {/R{T (HH) 2B FZ5ETZE FHER U

B o REHIE -

QO You must refrain from performing or getting involved in performing the Guiding
duty, as described in Part A, which may give rise to a conflict. {RIF/HE I TE =

EASTT (FHER) e R rTRES [BUF Zn @28y LB B HS -

O You may continue to handle the Guiding duty described in Part A, provided that
there is no change in the information declared above. 415 ch$2 K A& R G B

B IR (D) T YL -

Q Other (please specify) EHAtr (G5EFHA):

Name of Approving Authority: Signature:
AN EHH fie
Guiding Title: Date:

2CEE I H



