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HUMAN RESOURCES POLICIES AND PROCEDURES/GENERAL

Policy Guidelines on Assigned Duty outside Hong Kong

1. Introduction

1.1 Assigned Duty outside Hong Kong is a new type of administrative arrangement that
records the approved duties outside Hong Kong that staff members are required to
undertake as part of their work.

1.2 The purpose of this set of guidelines is to clarify the reporting and approving arrangements
for Assigned Duty outside Hong Kong.

2. The circumstances for Assigned Duty outside Hong Kong

The arrangement is to cover teaching, research, and administrative assignments to be carried out
outside Hong Kong as required by the University/Faculty/School/Department/Office. For
example:

- establishing and staffing research laboratories in the Mainland;

- participating in institution-led/department-led research activities such as UGC-funded
research requiring fieldwork outside Hong Kong;

- leading students on field trips or study tours which are part of an approved curriculum;

- interviewing potential students for admission and potential candidates for recruitment as
directed by the University;

- giving promotional talks on institution/faculty/department programmes and activities; or

- other similar duties as deemed appropriate by the approving authority.

Please note that participation in approved academic or professional activities such as attending
conferences, seminars or training courses will continue to be covered by the existing provision
of Absence on Duty.

3. Procedures

3.1 A staff member should complete an Assigned Duty outside Hong Kong Application Form
(HRO/ADOHK/F1) and provide details of the duties to be undertaken;

3.2 An application for Assigned Duty outside Hong Kong should be made in advance with a
reasonable period of notice as advised by the Faculty/School Dean/Head of Office;



3.3 Before undertaking an Assigned Duty outside Hong Kong, staff members should make
necessary arrangements to cover their normal on-campus duties if applicable, including
supervisory/administrative duties, and provide contact details while away from campus;

3.4 Assigned Duty outside Hong Kong accumulated up to 21 calendar days in an academic
year may be endorsed by the Head of Academic Department/immediate supervisor and
approved by the Faculty/School Dean/Head of Administrative Office concerned;

3.5 Assigned Duty outside Hong Kong of more than 21 calendar days or accumulated more
than 21 calendar days in an academic year may be approved by the respective
Vice-President/Provost/President and Vice-Chancellor to whom the Faculty/School/Office
reports. Such cases should be submitted with past approved records within the same
academic year; and

3.6 All approved applications should be forwarded to the relevant Dean’s Office or
Administrative Office for record.

4, Summary

4.1 Assigned Duty outside Hong Kong is not a new Leave entitlement, but an administrative
arrangement to enable staff members to carry out required duties outside Hong Kong.

4.2 The existing Absence on Duty leave arrangement will remain unchanged and undertaking
Assigned Duty outside Hong Kong will not affect the provision of Absence on Duty.
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