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C. Code of Conduct on Acceptance of Advantages and Donations

1. The School is comumnitted to the principle of integrity and fair play in the management of the
School, and in dealings with students and parents. It is important that all staff shounld uphold
a high standard of integrity in dealing with school matters in the interests of the School
parents and pupils at all times and ensure their conduct would not bring the School into
disrepute.

2. This code sets out the School’s policy on the acceptance of advantages by staff in connection
with any business of the School and the standards of behaviour expected from staff.

The Prevention of Briberv Ordinance

3. A staff member of the School who solicits or accepts an advantage in connection with his
work without the permission of the Incorporated Management Committee may conumit an
offence under Section 9 of the Prevention of Bribery Ordinance (the Ordinance). The term
“advantage” is defined in the Ordinance (Annex 1) and includes money, gift, loan, fee, reward,
office, employment, contract, service and favour.

4. Staffshould not accept or to solicit any advantages from any persons having business dealings
with the School (eg. puopils, parents, colleagunes, suppliers, contractors and textbook
publishers or booksellers), unless otherwise provided for in this code.

Accepting Advantages

5. Permission is given for staff to accept. but not solicit, the following advantages: -
(a) gifts from students or parents, provided that the value of the gift does not exceed ($100);

(b} gifts from students or parents at graduation ceremomies provided that the aggregate
value of the gifts does not exceed ($500) on each occasion;

(c) gifts from parents, colleagues, stndents or former students of the School on the occasion
of retirement or resignation provided that the value of the gift from any one person does
not exceed ($1,000).

Note: Figures in brackets are considered realistic and recommended by the Education Burean for
adoption by scheools.]

6. If astaff member wishes to accept any advantage not listed above, he must, before or as soon
as possible after acceptance, seek the written permission of the Supervisor/Principal of the
School. Permussion for the Supervisor, any School Manager or Principal to accept an
advantage mmst be given by the Incorporated Management Committee. There is however no
restriction on the acceptance of advantages in the staff’s private capacity, nncomnnected with
their school duties, i e. from a person who has no connection with the School. In case of doubt,
the most appropriate action is to seek the advice of the Incorporated Management Committee.

7.  Advantages offered in connection with the following activities must not be accepted as the
Incorporated Management Committee 15 nalikely to give permission:
(a) the appointment or promotion of school staff;
(b) the admission or promotion of pupils (registration fees approved by the EDB not
regarded as advantages);

N. Financial Management

1. Fees collection
a. Traffic costs of all school outdoor activities are to be paid by students themselves and should
be noted in the activity notices to parents. Those with financial needs can apply for subsidy
under the school’s financial support scheme.
b. Parents of 51 to 53 students should be informed of the amount of class club fees to be
collected through the School Notices Column in the Stmdent Handbook. For other fees, a
parent notice must be issued and a copy of which has to be submitted to OL.

2. Management at committee/department level
a. Principles

Use annual budgets in a cost-effective and timely manner so as to ensure effective
utilization of the resources and safeguard the interests of each cohort of students.

Purchase items of low cost and reasonable guality.

Eeep expenditures on necessary celebration, entertainment and decoration to the minimmm.
Follow the EDB’s Guidelines on Tendering and Purchasing Procedures. Don’t split
orders to evade financial limits.

For service procurement, a contract for service is to be signed by the self-employed person
and the School and sexmal conviction record check has to be conducted prior to the
commencement of work.

Inventory should be updated when new items are purchased, old items are vritten off
or annually.

Stocktaking has to be done annually, by late July.

b. Budget planning and monitoring

In early September, committee/department heads (including other staff as well) sign an
undertaking to declare possible conflict of interest situation arising from the discharge of
duties concerning the procurement of stores and services of the school.

In their 1¥ meeting, committees/departments plan the purchase and usage of resources,
including respensible members and purchase period. Every purchase is to be recorded in
financial report precizely.

Committee/department heads monitor expenditure against budget and report the progress of
budget implementation periodically in committee/department meetings.

By January, committees/departments should have spent at least 1/3 of the approved
budgets in the school vear; otherwise, they have to report and explain to the Principal.
Approved budgets of committees and departments should be used up by the end of A,
except for those items involving spending after May. All invoices should be submitted on
or before the last date of the 2nd term examination. For special cases in which expenditure
has to take place after the deadline, inveices must be submitted before the summer vacation.
In June, committee/department heads

consult members on the financial planning and budget for the next school year and
submit the budget to the Principal;

declare any exception on procurement activities that may conflict with the procurement
procedures required by EDB.

In July, committee/department heads submit the annval financial reports to the Principal.
By the end of July, committees/departments complete stock taking of their resources.

3. Purchasing and Payment Procedures
a. When intending to buy an item responsible staff should check against the school asset inventory
system to see whether it is available from other committees / departments. Before making
purchases (excluding salaries of coaches and tutors, bulk purchase of books for students and
certain specified cases), staff should apply to the Principal through the “Purchase Requisition
and Claim Form™ Remarks mmst be included for requests for purchases that exceed the
approved budget. Expenses used without the Principal’s prior approval will not be reimbursed.
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Frocurement: Tender for

Declaration of Conflict of Interest

School Ref No.: T2425XX

Closmg Date and Time: 12:00 noon on XX XXXXX 20XX

Persons mvolved in the procurement and supplies duties should declare 1n writing to the Incorporated
Management Committee any close connection that they currently or in future have with suppliers or

contractors (e.g. being relatives, emplovyers, shareholders) as soon as they become aware of 1t

Tender Opening and Vetting Commuttee (TOVC)

| | T would like to declare that I have no existing/ potential
conflict of interest arising from the discharge of my duties

concerming the procurement of stores and services of the
school.

| | T would like to declare that I have *existing/ potential
conflict of interest arising from the discharge of my duties
concerning the procurement of stores and services of the
school. I shall declare to the Incorporated Management
Commuttee by completing the Declaration Form.

Signature of TOVC Chairperson

Name (1n Block Letter)

| | T would like to declare that I have no existing/ potential
conflict of interest arising from the discharge of my duties

concerming the procurement of stores and services of the
school.

| | T would like to declare that I have *existing/ potential
conflict of interest arising from the discharge of my duties
concerning the procurement of stores and services of the
school. I shall declare to the Incorporated Management
Commuittee by completing the Declaration Form.

Signature of TOVC Member

Name (1n Block Letter)

Teacher/ Administrative Staff

| | T would like to declare that I have no existing/ potential
conflict of interest arising from the discharge of my duties

concerming the procurement of stores and services of the
school.

| | I would like to declare that I have *existing/ potential
conflict of interest arising from the discharge of my duties
concerning the procurement of stores and services of the
school. I shall declare to the Incorporated Management
Commuittee by completing the Declaration Form.

Signature of Teacher/
Admimstrative Staff

Name (1n Block Letter)

*Please delete as appropriate

Declaration Form — Conflict of Interest

Procurement: Tender for
School Ref No.: T2425XX
Closing Date and Time: _12:00 noon on XX XXXXX 20XX

Part A — Declaration of Interest
To: Incorporated Management Committee

I understand that if I have any direct or indirect interest in any person/ company which has official
dealings with the school, I shall make a declaration to the Incorporated Management Committee.

I would like to declare the following *existing/ potential conflict of interest situation arising from the
discharge of my duties conceming the procurement of stores and services of the school: -

a) *Persons/ companies with *whom/ which I have official dealings *and/ or pnivate interests:

b) Brnef description of my duties which mvolve the *persons/ companies mentioned in item (a)

above:

Signature:
Name and Position:
Date:

Part B — Record of Resolution of the Incorporated Management Committee

With respect to the above declaration,
L] should refrain from performing or getting involved in performing the *work/

duty. as descnibed in Part A, which may give rise to a conflict.

] may continue to handle the *work/ duty as described in Part A, provided
that there is no change in the information declared above.

|| Others (please specify)

Signature:

(*Supervisor/ Principal)
Date:

*Please delete as appropriate



Carmel Divine Grace Foundation Secondary School
School Ref: 0OQ

To: Principal
Purchase-by-Oral Quotation Form
I have mvited the following oral quotations (above $5,000 to $50,000) for supply of stores or services. After comparing the price and quality of the stores or

services offered by the suppliers and those available on the market, I wish to recommend acceptance of the * lower/ lugher offer from
The reasons for not accepting the lowest offer are as follows:

Item _ - Quantity Name and Phone Number L Total L
Brief Description of Item ) . Unit Price N
No. Required of Supplier Amount Accepted “v"’
If less than two quotations are mvited/received, please provide reasons in the box below:
Less than two quotations are invited/received because
Endorsed by : (Rank / Post )
The item 1s required by . Payment may be effected after satisfactory receipt of the stores/ delivery of the services on/

before

I confirm that the above item 1s a single procurement and not part of a large consignment to be procured by instalments.
Quotation invited by - Signature
Rank : Date

* T certify that the oral quotation procedures are in order and approve the above recommendation; or
* I consider that re-inviting the oral quotation 1s required; or

* I disapprove the recommendation because

Signature of : Date
Principal

*Please delete as appropriate

Supervisory check
I have called the above suppliers and confirm that the above oral quotations were done by the responsible staff getting the quotations.

Checked by: (Name in block letters) Signature: Date:




Carmel Divine Grace Foundation Secondary School

| 2025-2026
| Purchase Requisition and Claim Form

Voucher No.. 2025

Particulars and Purposes

Estimated Actual Amount
Amount (HKS) Paid (HKS)

Total:
Source of Funding [_] EDB Funding ( ) ] School Budget ( )
[] Co./Org. :
Paid by Petty Casl
Method of Payment | [] Paid by Cheque { [] Personal Name (please print) : L] : l_lt_ ly ST
nitials:
Request for payment by school credit card (Reason )
Approved by Vice Principal: Approved by Principal:
Committee / Department: Budget Item:
Requested by:
Signed by Teacher-in-charge: Remarks: Date:
Approved by Principal: Remarks: Date:
" For Office Use Only | Account Code: Programme Code.: _ Cheque No.:
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