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HUMAN RESOURCES POLICIES AND PROCEDURES/GENERAL

Declaration of Interest by Staff Members

Since the University is a public body, it is necessary to ensure that the University is seen
to be fair, honest and impartial in its dealings with members of the public. All staff members are
required to carry out their duties impartially and with due diligence. They must not misuse or
abuse their official position for personal gain or for favouring others when carrying out their
duties. Examples of misuse include a staff member responsible for the selection of suppliers
giving undue favour or leaking tender information to his/her relative’s company with a view to
awarding the contract to the latter. Steps must be taken at the same time to guard the University
against any undue criticism with regard to favouritism, nepotism, jobbery and the like.

2. For such purposes, the Council has adopted the Rules in paragraphs 3 to 8 below, for all
staff members of the University to observe.

3. Staff members are reminded that they should make a conscious effort to avoid or declare,
as appropriate, any conflict of interest which may arise or has arisen. Such a conflict will arise
between a staff member's official duties and his/her private interests if his/her loyalties are
divided between the University on the one hand and himself/herself, his/her family and other
groups or individuals with whom he/she has social or personal ties on the other hand. A
conflict of interest situation arises when the “private interest” of the staff compete or conflict with
the interests of the University. “Private interests” means both the financial and personal interest
of the staff or those of their connections including: (i) family and other relations; (ii) personal
friends; (iii) the clubs and societies to which they belong; and (iv) any person to whom they owe a
favour or are obligated in any way. While the University has no intention to lessen the many
legitimate loyalties that will be felt by a staff member to his/her family and friends, etc., it is also
essential to ensure that staff members are honest and impartial in their dealings with members of
the public.

4. A staff member is therefore requested to refrain from providing assistance or information
to a relative, friend, etc. who is having dealings with the University if such assistance or
information would give the recipient an unfair and/or exclusive advantage over other people. All
legitimate requests for assistance or information from such persons should be referred to the
proper officer to be dealt with in the normal way, and when the staff member approached is
himself/herself the proper officer, then the legitimate assistance or information sought may be
given and a note should be made on the relevant file that this has been done and of the relationship
between the officer and the person involved.

5. Staff members are required to declare any matter in which a conflict of interest would
likely occur as a result of their private investments/interests. For example, such a conflict of
interest may arise if the staff member (or his/her family) owns or has proprietary interests in a
supplier of service or material to the University;

(a) the nature of the proprietary interests or investment activities;

(b) the extent of influence he/she expects, directly or indirectly (through his/her
family), to be able to exert over the conduct of the enterprise concerned; and

(©) where the likelihood of a conflict of interest may arise.

The information so received will enable the University to take appropriate measures to
avoid possible embarrassment or conflict.
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6. Minority interests such as those in publicly quoted limited companies and/or where the
staff normally has only minimal influence, directly or indirectly (through his/her family) over the
conduct of the day-to-day management or business of the enterprise, may however be excluded
from the declarations under paragraph 5.

7. Staff members involved in any part of an exercise of processing applications for
employment at the University or the internal promotion of staff, such as shortlisting, interviewing,
or final selection, should declare an interest if they have any personal relationship with any
individual candidate which may influence their impartiality in the exercise. Such a declaration of
interest should be filed with the Director of Human Resources and should normally lead to the
exclusion of the staff member concerned from participating in the exercise. Occasions may arise,
however, when such exclusion may not be practicable and in such a case the Director of Human
Resources should, in consultation with the President and Vice-Chancellor, decide the best course
of action having regard to the circumstances in which the exercise is being conducted. A similar
procedure also applies to (i) the exercise of processing applications for admission into the courses
of the University and; (ii) internal examination of students. In both of these cases, any declaration
of interest should be filed with the Academic Registrar or Dean of Graduate School, as
appropriate.

8. The reporting line for declaration of interest by staff members are as follows:
Declaration of Interest Reporting Authority

(a) Relating to staff recruitment matters Director of Human Resources

(b) Relating to student admission matters Academic Registrar/Dean of Graduate School,

as appropriate

(c) Other Matters by
—  Staff members

Deans/Heads of Offices, as appropriate
—  Deans/Heads of Offices Reporting Vice-President

—  Vice-Presidents President and Vice-Chancellor

—  President and Vice-Chancellor —  Council Chairman

Cases where conflict of interest situation exists must be copied to the Human Resources Office
for record and necessary follow-up. New appointees are advised to make declaration of interest
as necessary immediately upon joining the University.

9. Failure to make a declaration under paragraphs 5 to 8 will be construed as a serious act of
misconduct which may render the staff member liable to disciplinary action.

Human Resources Office

December 2012
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