		 Appendix 2.6
Guidelines for Setting Up of Integrity Management System
(“IMS Guide”)

Introduction

		This Integrity Management System (IMS) can be used by all organizations. The purpose of publishing the guidelines for setting up of IMS is to provide a management system framework and recommendation of good practices to support organizations in managing integrity related issues.

		All consultants on the List shall be responsible for the good behaviour of their employees, agents and sub-consultants in relation to any consultancy appointments for public works projects under its control.  Integrity is one of the admission criteria for inclusion in the List according to Appendix 2.1 of this Guideline.  Consultants can make use of this Guide for developing their IMS to fulfill the admission criteria. 

		Any consultant who has been removed from the List due to integrity-related misconduct may apply for re-admission to the List again after the debarment period.  In this connection, the consultant is required to submit a proof of (i) successful completion of integrity training course, and (ii) satisfactory enhancement(s) of its IMS as endorsed by an independent auditor (proposed by the consultant and accepted by the DEVB) together with its application.


The remainder of this IMS Guide has the following three sections:
· Section A: outlines the detailed requirements of an IMS;
· Section B: describes the basic standard of conduct expected of all directors and staff of the organization; and
· Section C: describes the basic interpretation of some of terms and requirements mentioned in Section A.



Section A: System Requirements
This Section outlines the detailed requirements of an IMS. The word ‘shall’ is used to indicate mandatory requirements.

1.0 Management Responsibility
1.1 The top management shall establish documented Integrity Policy Section C(a) for the organization.
1.2 The organization shall ensure the policy includes a commitment to comply with applicable legal requirements, anti-bribery, anti-fraud and anti-collusion.
1.3 The organization shall take action to ensure the defined policy is well communicated and understood within the organization, as well as with their business partners Section C(b).
1.4 The organization shall appoint a member of management Section C (c) to ensure the effective implementation of the IMS.

2.0 Training and Awareness Section C (d)
2.1 The organization shall provide integrity training to all staff within the organization.
2.2 The organization shall establish and maintain procedures to ensure that its staff are aware of the organization’s IMS, as well as the defined Code of Conduct in Section B.

3.0 Planning for Integrity Risk Assessment and Treatment Section C (e,f)
3.1 The organization shall establish and maintain procedures for the ongoing identification, analysis, evaluation of integrity risks, in the areas including but not limiting to:
3.1.1 Bribery
3.1.2 Compliance with Laws of Hong Kong and Other Jurisdictions
3.1.3 Conflict of interest
3.1.4 Use of company assets
3.1.5 Confidentiality of information
3.1.6 Outside Employment
3.1.7 Relationship with suppliers, contractors and customers

3.2 The organization shall establish and maintain risk treatment plans to document how the chosen treatment options will be implemented. The information provided in the treatment plans should include:
3.2.1 The reasons for selection of treatment options
3.2.2 Those who are responsible for implementing the plan
3.2.3 Proposed actions and contingencies
3.2.4 Resource requirements
3.2.5 Reporting and monitoring requirements
3.2.6 Timing and schedule

4.0 Implementation of the Risk Treatment Plans Section C (g)
4.1 The organization shall establish suitable documentation (i.e. policies, procedures, instructions, forms) to support the implementation of the risk treatment plan.
4.2 The organization shall implement the defined risk treatment plans and maintain suitable records for demonstrating its effective implementation.

5.0 Monitoring and Review Section C (h)
5.1 The organization shall plan in both monitoring and review as part of the integrity management process and involve regular checking or surveillance (i.e. periodic or ad hoc).
5.2 The organization shall apply suitable methods for monitoring the implementation of risk treatment plan.
5.3 The organization shall review the performance of the implemented risk treatment plan, to ensure that controls are effective and efficient in both design and operation.
5.4 The organization shall maintain monitoring and review records.
5.5 The organization shall analyze and learn lessons from events, changes, trends, successes and failures for obtaining further information to improve integrity management.
5.6 The organization shall timely inform the DEVB of any acts of suspected misconduct or misconduct committed by their directors and staff.

6.0 Internal Audit
6.1 The organization shall establish and maintain an audit programme and procedures for carrying out periodic IMS audits, in order to:
6.1.1 Determine whether or not the IMS is implemented and maintained properly, and is effective in meeting the requirements for the IMS.
6.1.2 Review the results of previous audits and provide information to management.

7.0 Management Review and Improvement Action
7.1 The top management shall review the achievement of the policy at regular intervals for identifying any improvement action needs. Management review records shall be maintained.



Section B: Code of Conduct – Guidance Document
This Section describes the basic standard of conduct expected of all directors[footnoteRef:2] and staff of the organization. The guidelines given in each of the aspects are useful to help organization to understand the basic intents. Organization shall consider them along with their business nature to determine the actual risks when developing integrity management plans. [2:  For sole proprietor and partnership, please amend accordingly.] 


1.0 Prevention of Bribery
1.1 Prevention of Bribery Ordinance
1.1.1 Under the Prevention of Bribery Ordinance (the Ordinance), any director or staff member who, without the permission of his employer or principal (i.e. the Company), solicits or accepts an advantage as a reward or inducement for doing any act or showing favour in relation to the latter’s business, commits an offence. The person offering the advantage also commits an offence.

(The relevant provisions of Section 9 of the Ordinance and the definition of “advantage” are detailed at Annex 1 of this appendix.)

1.2 Solicitation & Acceptance of Advantage
It is the Company’s policy that unless special permission from the approving authority is given, directors and staff (hereafter referred as “personnel” should not solicit or accept any advantage for themselves or others, from any person, company or organization having business dealings with the Company; or from their subordinates; or when the advantage will lead to a conflict of interest of the personnel in discharging his/her official duties. However, they may accept (but not solicit) the following advantages when offered by these offerors on a voluntary basis:
0. Gifts or souvenirs of nominal value for advertising or promotional purpose, or given on festive or special occasions, subject to a maximum limit[footnoteRef:3] of $_________ in value; or [3:  As a general guide, the recommended maximum limit is HK$ $250.] 

discounts or other special offers given to them as customers, on terms and conditions equally applicable to other customers in general; or
1.2.1 Gifts or souvenirs presented to personnel in official functions, by others having business dealings with the Company, are deemed as offers to the Company which retention requires special permission given by the approving authority.
1.2.2 A special permission mentioned paragraph 1.2.1 and 1.2.2 must be obtained using Form A (at Annex 2 of this appendix) within 14 days upon the acceptance of gifts or souvenir or other advantages, beyond which such permission is deemed as invalid.
1.2.3 However, all personnel should decline an offer of advantage if acceptance could affect his/her objectivity in conducting the Company’s business or induce him/her to act against the interest of the Company, or acceptance will likely lead to perception or allegation of impropriety.
1.2.4 If the personnel are required to act on behalf of a client when conducting the Company’s business, they should also comply with any additional restrictions on acceptance of advantage that may be required by the client. For example, consultants’ employees, agents and sub-consultants conducting business in connection with public works consultancy agreements are prohibited from acceptance of advantages in the work context.

1.3 Offer of Advantage
1.3.1 All personnel are prohibited from offering advantages to any director or staff of another company or organization, for the purpose of influencing such person or company in any dealings, or any member or staff of a government department or public body while having business dealings with the latter, whether directly or indirectly through a third party, when conducting the Company’s business.

1.4 Entertainment
1.4.1 As defined in Section 2 of the Ordinance, “entertainment” refers to food or drink provided for 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, all personnel should avoid accepting overly lavish or frequent entertainment from persons with whom the Company has business dealings (e.g. suppliers or contractors) or from his/her subordinates to avoid placing himself/herself in a position of obligation.
1.4.2 All personnel are also not allowed to offer frequent or excessive entertainment to government officers.


1.5 Records, Accounts and other Documents
1.5.1 All personnel should ensure that all records, receipts, accounts or other documents they submit to the Company, give a true representation of the events or business transactions as shown in the documents.  Intentional use of documents containing false information to deceive or mislead the Company, regardless of whether there is any gain or advantage involved, may constitute an offence under the Ordinance.

2.0 Compliance with laws of Hong Kong and in Other Jurisdictions
2.1 All personnel must comply with all local laws and regulations when conducting the Company’s business, and also those in other jurisdictions when conducting business there.

3.0 Conflict of Interest
3.1 All personnel should avoid any conflict of interest situation (i.e. situation where their private interest conflicts with the interest of the Company) or the perception of such conflicts. Private interest covers both pecuniary and non-pecuniary interest. They should not misuse their position or authority in the Company to pursue their own private interests which include both financial or personal interests and those of their family members, relatives or close personal friends. When actual or potential conflict of interest arises, the personnel should make a declaration to the approving authority using Form B (Annex 3 of this appendix).
3.2 Some common examples[footnoteRef:4] of conflict of interest are described below but they are by no means exhaustive: [4:  To assist the personnel in judging whether or not a conflict of interest exists, consultants are encouraged to provide examples of conflict of interest which are very likely to happen in their daily operation. The examples listed here are for reference by consultants, the consultants is required to add, delete or modify the examples to suit the operational needs.] 

(a) Personnel involved in a procurement exercise is closely related to or has financial interest in the business of a supplier who is being considered for selection by the Company.
(b) Personnel involved in supervising the works of a contractor is the director of the contractor under his supervision.
(c) One of the candidates under consideration in a recruitment or promotion exercise is a family member, a relative or a close personal friend of the personnel involved in the process.
(d) A director of the Company has financial interest in a company whose quotation or tender is under consideration by the Board of directors.
(e) A staff member (full-time or part-time) undertaking part-time work with a contractor whom he is responsible for monitoring.

4.0 Use of Company Assets
4.1 Personnel in charge of or having access to any Company assets, including funds, property, information, and intellectual property, should use them solely for the purpose of conducting the Company’s business. Unauthorized use, such as misuse for personal gain, is strictly prohibited.

5.0 Confidentiality of Information
5.1 All personnel should not disclose any classified information of the Company without authorization or misuse any Company information (e.g. unauthorized sale of the information). Those who have access to or are in control of such information, including information in the Company’s computer system, should at all times take security measures to protect the information from unauthorized disclosure or misuse. Special care should also be taken in the use of any personal data, including directors’, staff’s and customers’ personal data, to ensure compliance with the Personal Data (Privacy) Ordinance.

6.0 Outside Employment
6.1 Any full time staff who wish to take up employment outside the Company, must seek the prior written approval of the approving authority. The approving authority should consider whether the outside employment would give rise to a conflict of interest with the staff’s duties or the interest of the Company.

7.0 Relationship with Suppliers, Contractors and Customers
7.1 Gambling
7.1.1 Directors and staff are advised not to engage in frequent gambling activities (e.g. mahjong) with persons having business dealings with the Company.

7.2 Loans
7.2.1 Directors and staff should not accept any loan from, or through the assistance of, any individual or organization having business dealings with the Company. There is however no restriction on borrowing from licensed banks or financial institutions.

8.0 Reporting Mechanism
8.1 Any enquiries about the Company’s integrity policy / requirements, and any reports of possible breaches of that or other company policies/rules should be made to (please specify the name & post). All these reports shall be handled promptly in strict confidence.
8.2 In cases of suspected corruption or other criminal offences, a report should be made to the ICAC or the appropriate law enforcement agency / authority promptly.
8.3 It is the Company’s policy that retaliation against any personnel who, in good faith, makes the above reports or who participates in the inquiry / investigation of the allegation is strictly forbidden.

9.0 Compliance
9.1 It is the responsibility of all personnel to understand and comply with these integrity requirements. Supervisors should ensure that their subordinates understand and comply with this. Any personnel in breach of these requirements will be subject to internal disciplinary action as appropriate, including termination of appointment.

[The Company may wish to include other guidelines on the conduct required of personnel in their dealings with suppliers, contractors, customers, and other business partners as appropriate to specific trades.]



Section C: Interpretation of Terms and Requirements
This Section describes the basic interpretation of some of terms and requirements mentioned in Section A. This Section should be read in conjunction with Section A and Section B of this document.

(a) The Integrity Policy should include a commitment to comply with applicable legal requirements, anti-bribery (e.g. prohibition from offering, soliciting and accepting advantage), antifraud (e.g. prohibition of false accounting) and anti-collusion (e.g. prohibition from participating in tender rigging). The Integrity Policy should be formally endorsed and signed by the top management to demonstrate their determination. A sample is provided at Annex 4 of this appendix.
(b) Business partners include clients, sub-consultants, agents, contractors, subcontractors and suppliers. Organization should also impose the Integrity Policy on its sub-consultants, agents, contractors and suppliers who work on its behalf through contractual means, where practicable.
(c) The appointed member should be a senior staff delegated with adequate and necessary financial and administrative authorities, and directly accountable to the top management.
(d) The organization should lay down a training plan or programme to meet with the training need of all its staff including the new recruits. Also, the organization should oblige all its staff to strictly observe the provisions and requirements set out in the IMS through their employment contacts or other means, as appropriate.
(e) The organization should conduct integrity risk assessments with respect to its different work procedures taking into account the nature, scale and location of its business. The work procedures should include, among others, procurement, staff administration and project management procedures.
(f) The organization should establish a set of compliance checklists on various work procedures, taking into account the risks identified and making reference to those ICAC Practical Guides/Pamphlets which can be downloaded from the ICAC’s website:
http://www.hkbedc.icac.hk/english/publications/practical_guides.php
(g) The organization should put in place an internal reporting system, including a designated hotline, which enables its staff to ask questions in relation to the IMS, and bring to notice of the management, such as the appointed member, any potential breaches of the IMS or risky conducts in performing their duties. Any enquiries received and follow-up actions taken by the management should be properly recorded to facilitate future audits.
(h) The organization should lay down a disciplinary mechanism, setting out the disciplinary process and details of follow-up actions to be taken against its staff for any non-compliance with the IMS.
(i) For the purpose of seeking lifting of suspension or re-admission to the List, following its suspension from bidding for new agreements or removal from the List by DEVB due to integrity-related issues, a consultant shall review and enhance its IMS to address the deficiencies of its IMS and then engage an independent auditor (proposed by the consultant and accepted by DEVB) to endorse the satisfactory enhancements of the IMS by the consultant to address the deficiencies concerned.  In connection with the independent audit, the auditor shall prepare a report which should include:
· Introduction
· Background information
· Objectives
· Assumptions and limitations
· Assessment Methodology
· Assessment approach
· Assessment checklist
· Assessment Process
· Description of the process and activities performed
· Assessment Result
· Recommendations (if any)



Annex 1: Extracts of the Prevention of Bribery Ordinance
Section 9: 
(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 forbearing to do, or having done or forborne to do, any act in relation to his principal’s affairs or business; or
(b) showing or forbearing to show, or having shown or forborne to show, favour or disfavour to any person in relation to his principal’s affairs or business, shall be guilty of an offence.
(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 account of the agent’s –
(a) doing or forbearing to do, or having done or forborne to do, any act in relation to his principal’s affairs or business; or
(b) showing or forbearing to show, or having shown or forborne to show, favour or disfavour to any person in relation to his principal’s affairs or business, shall be guilty of an offence.
(3) Any agent who, with intent to deceive his principal, uses any receipt, account or other document –
(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.
(4) If an agent solicits or accepts an advantage with the permission of his principal, being permission which complies with subsection (5), neither he nor the person who offered the advantage shall be guilty of an offence under subsection (1) or (2).
(5) For the purpose of 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 such offer or acceptance,
and for such permission to be effective for the purpose of subsection (4), the principal shall, before giving such permission, have regard to the circumstances in which it is sought.

Section 2: 
“Advantage” means:
(a) any gift, loan, fee, reward or commission consisting of money or of any valuable security or of other property or interest in property of any description;
(b) any office, employment or contract;
(c) any payment, release, discharge or liquidation of any loan, obligation or other liability, whether in whole or in part;
(d) any other service, or favour (other than entertainment), including protection from any penalty or disability incurred or apprehended or from any action or proceedings of a disciplinary, civil or criminal nature, whether or not already instituted;
(e) the exercise or forbearance from the exercise of any right or any power or duty; and
(f) any offer, undertaking or promise, whether conditional or unconditional, of any advantage within the meaning of any of the preceding paragraphs (a), (b), (c), (d) and (e),
but does not include an election donation within the meaning of the Elections (Corrupt and Illegal Conduct) Ordinance (Cap. 554), particulars of which are included in an election return in accordance with that Ordinance.

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


Section 19:
In any proceedings for an offence under this Ordinance, it shall not be a defence to show that any such advantage as is mentioned in this Ordinance is customary in any profession, trade, vocation or calling.
Annex 2: Application for Permission to Accept Gifts, Souvenirs and other Advantages
	Application for Permission to 
Accept Gifts, Souvenirs and other Advantages

	Part A – To be completed by Receiving Staff^

	To :    (Approving Authority)[footnoteRef:5] via (supervisor of the Requesting Staff) [5:  The consultant is required to set a schedule of approving authority commensurate to the requesting staff, e.g. Department Head, Division Head.] 


	I wish to apply for permission to accept the following gifts / souvenirs / advantage that are offered to me on _________ (date of acceptance).
(Please specify the gifts/souvenirs/other Advantages and the estimated value(s))
                                                                                                                  

	Description of Offeror :
Name & Title of Offeror :
Company :
Relationship :
	
                                                
                                                 
                                                

	Occasion on which the Gift / Souvenirs / Advantages was / is to be received :
	
                                               

	                                       
(Date)
	                                               
(Name of Requesting Staff) (Title / Department)

	^ All application must be made within 14 days upon acceptance.

	Part B – To be completed by Approving Authority

	To :    (Requesting Staff) via (supervisor of the Requesting Staff)

	Please be informed that your application is: (Please tick as appropriate)

	☐  Approved  Justification :                                                                  

	☐  Not Approved, and you should take the follow-up action as below:

	Follow-up Action
	Remark

	☐  Retain for Display / as a Souvenir in the Office
	

	☐  Share among the Office
	

	☐  Reserve as Lucky Draw Prize at Staff Function
	

	☐  Donate to a Charitable Organization
	

	☐  Return to Offeror
	

	☐  Others (please specify) :
	

	                                       
(Date)
	                                               
(Name of Approving Authority) (Title)


Annex 3: Declaration and Management of Conflict of Interests.
	Declaration and Management of 
Conflict of Interest

	Part A – Declaration (To be completed by Declaring Staff )

	To :    (Approving Authority)[footnoteRef:6] via (supervisor of the Declaring Staff) [6:  The consultant is required to set out a schedule of approving authority commensurate to the requesting staff, e.g. Department Head, Division Head.] 

I would like to report the following existing actual/potential* conflict of interest situation arising
during the discharge of my official duties:-

	
	

	
	Persons/companies with whom/which I have official dealings and/or private interest

	
	

	
	

	
	

	
	My relationship with the persons/organisation(s) (e.g. relative)

	
	

	
	

	
	

	
	My contact with the person(s)/organisation(s)
(Please state the frequency of contact and the usual occasions of contact, etc.)

	
	

	
	

	
	

	
	Brief description of my duties which involved the person(s)/organisation(s)
(e.g. handling of tender exercise)

	
	

	
	

	
	

	
	File reference, if any, of the mentioned duties

	
	

	
	

	
	

	
	

	
                                       
(Date)
	
                                               
(Name of Declaring Staff) (Title / Department)

	* Delete as appropriate
	Part B – Approval (To be completed by Approving Authority)

	To :   (Declaring Staff) via (supervisor of the Declaring Staff)

	Part B(i) – In respect of the declaration in Part A of this form, it has been decided that:
(Please tick as appropriate)

	☐	The declaration as described in Part A is noted. 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 may continue to handle the work as described in Part A, but an independent officer would be recruited / appointed* to participate in, oversee or review part or all of the decision making process (e.g. task another officer with the required expertise to provide objective assessment on the matter).
Details:                                                                        

	☐	You are relieved of your duty as described in Part A entirely or partially* (e.g. prohibit from handling the specific part/duty that you have conflict, withdraw from discussion / meeting / decision-making on a specific issue/cause, restrict from accessing to the relevant information, redeploy to handle other tasks while the duty described in Part A will be taken up by another staff)
Details:                                                                        

	☐	Others (please specify) :                                                           
                                                                                                                    
                                                                                                                           

	Part B(ii) – 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 possible negative public perception over the conflict/incident.)
                                                                                      
                                                                                      
                                                                                      

	In all cases, please be reminded that you should not disclose any privileged information of the subject matter to the person(s)/organisation(s) concerned and should further report if there are changes in circumstances necessitating reporting. If you are allowed to continue to perform the duty, you are reminded to exercise your duty in a fair and impartial manner.

	
                                       
(Date)
	
                                               
(Name of Approving Authority) (Title)

	Part C – Keeping of Records (To be completed by the Declaring Staff)

	To :   (Designated Staff for keeping the completed form) via (Approving Authority)
I noted the decision in Part B. The completed form is for your retention please.

	
                                       
(Date)
	
                                               
(Name of Declaring Staff) (Title / Department)

	* Delete as appropriate.





Annex 4: Sample Integrity Policy
Point to Note:
(a) Consultant in the List shall maintain an Integrity Policy (“the Policy”) to state a construction company’s commitment to integrity and anti-corruption practices, as well as their policy in respect of key integrity issues (including solicitation, acceptance and offer of advantages, managing conflict of interest, etc.).  The Policy shall be endorsed and signed by the top management of a consultant.
(b) The sample Policy provided at this annex is for reference. The elements in the sample shall form the basis for consultant to devise their company rules / guidelines on integrity such as by way of issuing a Code of Conduct. Deviation from this standard template is not recommended.  In any case, the standard and requirements adopted by the consultant shall be on par with, or not inferior to that of the sample[footnoteRef:7]. [7:  ICAC’s Corruption Prevention Advisory Service (CPAS) is a specialised unit in the Corruption Prevention Department of ICAC which provides free and confidential corruption prevention advice to private organisations on system control and integrity management matters.  For reference in formulating or reviewing integrity policies, consultants may refer to CPAS’ web portal at https://cpas.icac.hk/EN/ for corruption prevention resources, or contact CPAS by phone at 2526 6363 or by email at cpas@cpd.icac.org.hk if corruption prevention advice on relevant integrity management matters is required.] 

(c) A consultant shall ensure that the Policy is made known to all their company personnel, as well as business counterparts (e.g. clients, main contractors, subcontractors, suppliers and other consultants, etc.) by various means such as by publicising the Policy on the company’s website, issuing letters, or incorporating the requirements in the employment contracts, consultancy agreements or construction / supplier contracts. A consultant shall render full assistance to law enforcement agencies in the investigation of criminal offences.



	Sample Integrity Policy

	      (name of Consultant)     (“Company”) prohibits all forms of bribery and corruption and is committed to integrity, honesty and anti-corruption practices in doing business. All sole proprietor / partners / directors* and staff (hereafter referred as “personnel”) must abide by this integrity policy and the associated company rules / guidelines / code of conduct*.

	· Our Company and all personnel have to observe the Prevention of Bribery Ordinance (Cap. 201) and Competition Ordinance (Cap. 619) and other integrity-related laws in Hong Kong Special Administrative Region.
· Our Company does not allow our personnel to solicit or accept any advantages[footnoteRef:8] from any individuals or organizations having business dealings with our Company unless permission is granted for the acceptance, and such permission shall be in line with anti-corruption and integrity principles. [8:  Advantage is defined under the Prevention of Bribery Ordinance (Cap. 201) covering any gift, loan, fee, reward, commission, office, employment contract, discharge from obligation/liability/loan, service and favour, exercise or forbearance from exercise of right/power/duty, etc.] 

· Our Company prohibits all personnel from offering advantages to any staff or member of a government department or public body while having dealings of any kind with them. We also prohibit all personnel from offering advantages to any individual of organizations, whether directly or indirectly, for influencing them in any dealing, when conducting business with our Company.
· Our Company’s personnel are required to avoid accepting lavish or frequent entertainment from others having business dealings with our Company.
· Our Company requires all personnel to avoid any conflict of interest situation, or the perception of such. If unavoidable, the personnel concerned should make a declaration to the approving authority who should decide on actions for mitigating the conflict.
	· Our Company owes fiduciary duties to clients and shall during the term of any agreements notify clients in writing and keep clients notified of all or any facts which may reasonably be considered to give rise to a situation where the financial or other interest of our Company, our associated companies, our associates or associated persons or any of our sub-consultants, conflict or compete, or may conflict or compete, with our Company’s duties to clients.
· Our Company prohibits all personnel from disclosing any classified information without authorization, and misusing any information of our Company or clients.
· Our Company has an internal reporting mechanism for our personnel to enquire matters relating to integrity and report possible breaches of integrity requirements. Our Company handles these reports promptly, prudently and in strict confidence.
· Our Company strictly forbids retaliation against any personnel who, in good faith, reports possible breaches of integrity requirements or who participates in the inquiry / investigation of the allegation.
· Any personnel in breach of integrity requirements will be subject to internal disciplinary action, including termination of appointment and / or referral to relevant law enforcement agencies.  Our Company will render full assistance to law enforcement agencies in the investigation of criminal offences.
· Our Company is committed to partner with ethical business counterparts / entities / organisations who share the same value and commit to the same integrity standard.Date:						


	Signature(s) of Top Management:                        * delete as appropriate


	
[bookmark: _GoBack]Sample Integrity Policy (Chinese Version)
誠信政策範本

	       (顧問公司名稱)       (下稱「本公司」) 禁止一切形式的賄賂及貪污行為，秉持廉潔守正、誠實正直的精神經營業務，嚴禁貪污。所有獨資經營者／合夥人／董事*及員工(下稱「人員」)必須遵守本誠信政策及相關的公司規則／指引／行為守則*。

	· 本公司及其人員必須遵守香港的《防止賄賂條例》(第201章) 、《競爭條例》(第619章)，及香港特別行政區其他與誠信相關的法例。
· 本公司不容許人員向與本公司有業務往來的人士或機構索取利益[footnoteRef:9]或接受由該等人士或機構提供的利益。假如事先獲得批准接受有關利益，則作別論，而此類批准應符合反貪污及誠信原則。 [9:  根據《防止賄賂條例》(第201 章)，利益的定義涵蓋任何饋贈、貸款、費用、報酬、佣金、職位、僱傭合約；解除義務／法律責 任／貸款；服務及優待；行使或不行使權利／權力／職責等。] 

· 本公司禁止所有人員在與政府部門或公共機構進行任何事務往來時，向其職員或成員提供利益，以及禁止所有人員向任何機構的成員提供利益(不論是直接或經第三者間接進行)，意圖影響他們與本公司進行業務往來時的決定。
· 本公司屬下人員必須避免接受與本公司有業務往來的單位所提供的奢華或頻密款待。
· 本公司要求所有人員避免陷入利益衝突的情況，或被視為有利益衝突的情況。如無法避免，有關人員須向審批人員申報，由其決定應採取什麼行動緩解情況。
	· 本公司對客戶負有受信責任及須在履行任何合約期內確保本公司、任何聯繫公司、合夥人或有關連人士或分判顧問公司，以書面方式向客戶通知及告知所有或任何會合理地被視為有個人／財務利益與本公司於合約的職責之間的任何衝突或潛在衝突的情況。
· 本公司禁止所有人員在未經授權下披露任何機密資料，或不當使用公司或客戶資料。
· 本公司設有內部通報機制，供人員查詢有關誠信的事宜，並舉報可能違反誠信規定的個案。本公司接獲舉報後會從速及謹慎地處理，而且絕對保密。
· 本公司嚴禁向真誠地舉報可能違反誠信規定個案的人員，或參與有關指控的研訊／調查人員報復。
· 任何違反誠信規定的人員將面對內部紀律處分，包括終止聘用及／或轉交相關執法機關處理。本公司會於刑事犯罪調查時向執法機關提供全面協助。
· 本公司致力與價值觀相同、秉持同等誠信標準和重視商業道德的伙伴/ 企業/ 機構合作。管理層簽署：							
日期：						



* 刪去不適用的部分。

