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I. Objectives of the Chest’s Allocation System

The Mission of the Community Chest of Hong Kong

1.1 The mission of the Community Chest of Hong Kong is:

(a) To motivate and organise community support for those in need.
(b) To ensure that donations are allocated and used to maximum effect.
1.2 In fulfilling the mission the Community Chest will endeavour to:

(a) Work in partnership with Member Agencies in meeting social needs.

(b) Cultivate community awareness of social welfare needs.
(c) Actualise community concern through donations.
The Objective of the Chest’s Allocation System

1.3 The objectives of the Chest’s Allocation System are as follows:

(a) Intermediary role of the Chest between donors and service agencies

(i) In fulfilling its fund-raising and allocation functions, the Chest serves the needs of both the donors and the service agencies. The intermediary role of the Chest between donors and Member Agencies should thus be regarded as an important factor in devising Chest’s Allocation System.

(ii) The Chest needs to maximise the impact of its donations and create its own distinctiveness in order that the desire of donors to serve urgent societal needs could be fulfilled while the funding needs of our Member Agencies could be met, to the greatest possible extent.

(b) To provide for more flexibility and to improve public accountability

(i) The Chest needs to rely on its Member Agencies to turn the donations it raised into service programmes offered to the public. In order to enable agencies to promote cost-effectiveness and continuously improve service quality, it is essential to provide them with full flexibility so that they can apply available resources to produce the greatest service outputs and outcomes.

(ii) To improve public accountability, the Chest will adopt the Outcome Measurement Model in monitoring the performance of the supported service/projects.  The details of the Outcome Measurement Model can be found in Chapter II.
Use of Chest Allocations to Services under Different Funding Categories
1.4 The Chest’s Board has endorsed the adoption of the existing Allocation Model starting from 2005/06.  The Funding Categories of the Allocation Model are as follows:
(a) Project-based funding
Member Agencies can apply funding for services/projects without government subvention under this category.  In addition, those value-added additional services carried out by the subvented units, i.e. not included in the Social Welfare Department’s Funding and Service Agreement, can also be grouped under this funding category.
(b) Recurrent Support
For services/projects with government subvention, Member Agencies should apply funding under this category.
(c) Central Support
Under this category, funding will be provided for items which are essential for the operation of Member Agencies but are not directly related to services/project.
(d) The Community Chest Rainbow Fund (distributed through 26 partner Member Agencies)
This Fund is to provide a rapid response to individuals and families who find themselves in an emergency financial crisis for which other sources may not be applicable or readily available.  Assistance will be provided to needy individuals and families temporarily as a ‘tide-over’ during a difficult period.  Details of this Fund can be found in our website: www.commchest.org.
1.5 According to the Allocation Model, the proposed distribution of Chest allocation will be as follows:-
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1.6 Justification for continued allocations

(a) Continuous allocation will be made to agencies based on proven needs and performance of pledged output and promising outcome.
(b) However, if certain services under the Recurrent Support are considered to have been sufficiently covered by Government provisions, the Chest may adjust the allocation level to reflect the actual needs of such services.  Details on how the Chest will examine services under the Recurrent Support are given in Chapter IV, Paragraph 4.6 of this Allocation Procedures.

II. Outcome Measurement Model
Terms used in the Outcome Measurement Model are defined and explained as follows:-
2.1 Service Inputs 
Inputs include resources dedicated to or consumed by a programme, e.g. money, staff and staff time, volunteers and volunteer time, equipment and supplies. 

2.2 Activities
Activities are what a programme does with its inputs – the services it provides – to fulfil its mission, e.g. sheltering homeless families, educating the public about signs of child abuse, and providing adult mentors for youth.

2.3 Service Outputs 
Outputs are the direct products of programme activities and are usually measured in terms of the volume of work accomplished (e.g. numbers of classes taught, counselling sessions conducted, and participants served). Outputs may have limited inherent value in themselves, but they are important because they are intended to lead to a desired benefit or change for participants or target populations.

2.4 Service Outcomes 
Outcomes are benefits or changes for individuals or populations during or after participating in programme activities. Outcomes are influenced by outputs.  Outcomes may relate to behaviour, skills, knowledge, attitudes, values, condition, status, or other attributes.  They refer to the difference made in the way they know, think, or can do; or how they behave; or what their condition is; following the activities.
Examples of Outputs and Outcomes

· In a programme to counsell families on financial management, outputs – what the service produces – include the number of financial planning sessions and the number of families counselled.  The desired outcomes – the changes sought in participants’ behaviour or status – can include their developing and living within a budget and having increased financial ability.

· Outputs of a neighbourhood clean-up campaign can be the number of organising meetings held and the number of weekends dedicated to the clean-up effort.  Outcomes – benefits to the target population – can include reduced exposure to safety and hygiene hazards and increased feelings of neighbourhood pride.

Notes on Outcome Measurement

· Sometimes it may be difficult to classify programme components as activities, outputs, or outcomes. Examples are as follows:

· Recruiting and training staff and volunteers, purchasing or upgrading equipment, and various support and maintenance activities.  These are internal programme operations intended to improve the quality of programme inputs.  The number of staff recruited, number of volunteers trained, amount of equipment purchased, etc., indicate the volume of these internal operations. However, the operations do not represent benefits or changes in participants, and thus are not outcomes.

· Number of participants served.  This information relates to the volume of work accomplished. In most cases, volume of service is an output.  It tells nothing about whether participants benefited from the service and therefore is not usually an outcome.

· Notwithstanding the above, these factors should help explain the value of a particular programme when combined with outcome measurement.  It would be inappropriate to consider outcome data in isolation as a measure of a programme’s worth. 

· An example of the Programme Outcome Model showing the relationships between Inputs, Activities, Outputs and Outcomes is given in the following to serve as a reference point, but agencies may come up with their own model to suit their special circumstances.

	Summary of Programme Outcome Model


INPUTS


(
ACTIVITIES

(
OUTPUTS

(
OUTCOMES

Resources dedicated to or consumed by the programme

What the programme does with the inputs to fulfil its mission

The direct products of programme activities

Benefits for participants during and after programme activities

e.g.

· money

· staff and staff time

· volunteers and volunteer time

· facilities

· equipment and supplies

e.g.

· feed and shelter homeless families

· provide job training

· educate the public about signs of child abuse

· counsell pregnant women

· create mentoring relationships for youth

e.g.

· number of classes taught

· number of counselling sessions conducted

· number of educational materials distributed

· number of hours of service delivered

· number of participants served

e.g.

· new knowledge

· increased skills

· changed attitudes or values


↓

· modified behaviour


↓

· improved condition

· altered status




III. General Allocation Principles
Eligibility Criteria for becoming a Member Agency

3.1  The Community Chest of Hong Kong Ordinance stipulates that funds raised by the Chest can only be allocated to welfare agencies which have been admitted by the Chest as its Member Agencies.

3.2  Section 8(1) of the Community Chest Constitution states any agency that:

(a) is engaged in social welfare work in Hong Kong; and

(b) wishes to share in the funds raised by the corporation, 

shall, if accepted by the Board or the Executive Committee, be a Member Agency of the Chest.

3.3  Each year, the Executive Committee of the Chest decides on a tentative budget for supporting new projects including the admitting and funding of new Member Agencies. Paragraph 4.1 of this Allocation Procedures lists out the factors that will be taken into consideration when the Allocation Budget is determined by the Executive Committee.

3.4  The followings are some of the important criteria for examining new Member Agency applications:

(a) The Agency must be a bona-fide non-profit making charitable organisation registered in Hong Kong under Section 88 of the Inland Revenue Ordinance.

(b) It should have a proper constitution and governing body, serving on a voluntary basis, to determine policies and exercise effective management controls.

(c) To avoid potential conflict of interest, the major portion of the members of its governing body should not be service recipients or family members of service recipients of the Agency.

(d) It should be able to demonstrate a good track record of its ability to operate efficiently and effectively the social services it provides.

3.5  Upon admission, an Agency is required to enter into an Agreement with the Chest and be prepared to abide by the Terms and Conditions laid down in the Agreement.

3.6  As provided in Section 2(b) of the Agreement, each Member Agency agrees, except for regular membership campaigns and appeals overseas, to conduct no fund raising campaign or solicitation for financial assistance for ordinary routine purposes, or to conduct any similar campaign for capital improvement or for other special financial purposes except with the consent of the Chest.  The applications for all fund raising events of each Member Agency should be submitted to the Chest in writing or by application form.  Should consent be given, the Member Agency shall report the fundraising result to the Chest within six months after the said event.  [Ref : Guideline for organisation of fund raising activities by Member Agencies of the Community Chest]
3.7  Each Member Agency also agrees to keep income earned from membership dues, programme fees and service charges commensurate with the services rendered and the ability of the participants to pay.

New Membership Applications
3.8  From time to time the Chest will review its financial position to see if the Chest has the financial resources to fund new Member Agencies.  Once admitted, allocations will be provided in accordance with the guidelines for existing Member Agencies.  For details, please refer to Paragraphs 4.1(b) & 4.1(c) of Chapter IV. 
Baseline Allocation for Existing Member Agencies 

3.9  For existing Member Agencies, a budget will be allocated to them each year and the allocation amount will take into account the previous year’s allocation level.  Member Agencies may apply the budget to continue their existing Chest supported services’ operation, to services not supported by the Chest previously and/or to undertake new services that meet current social welfare needs, if the proposed output and outcome are met.
3.10  A Member Agency is required to submit only one funding application in the form of an annual plan which should detail the Agency’s proposed use of the budget, broken down for each of the following areas: (i) existing Chest supported services (ii) services not previously supported by the Chest.
3.11  Allocation will be assessed according to the annual plan and progress reports on previous plans.  The detailed assessment criteria are set out in Paragraphs 4.5 to 4.6 of Chapter IV on Allocation Guidelines.
Approving Authority – Role of ABAC & Executive Committee of the Chest

3.12  The ABAC membership consists of a wide range of professional expertise including social welfare practitioners, professionals, businessmen and donor representatives.  The Committee is responsible for the admissions of and allocations to Member Agencies in accordance with the Allocation Procedures endorsed by the ABAC and Chest’s Executive Committee.

3.13  The ABAC is sub-divided into 5 Allocations Subcommittees. Subcommittees I to IV are responsible for funding applications of different service areas.  Appeals, controversial cases and policy issues will be deliberated by the Management Subcommittee. All Allocations Subcommittees report their work and recommendations to the full ABAC for endorsement.  The recommendations of the full ABAC on allocations are then put to the Executive Committee for final approval.

Role of Agency’s Board and Public Accountability

3.14  Each Member Agency is to be headed by a responsible governing body to monitor the cost-effectiveness in the use of the Chest’s funding and to seek continuous improvement in the quality of services delivered to its clients.  The governing body is expected to hold regular meetings and actively participate in the following areas:

(a) Approve major programmes and services, policies and procedures, and performance standards and its measurement method; 

(b) Oversee the implementation of approved plans including the attainment of performance standards, the effective management of human and financial resources as well as the enhancement of service quality; and

(c) Evaluate programmes and services on an on-going basis and, where appropriate, undertake deployment of resources so as to meet the changing needs of the community.

3.15  If any malpractice, discrepancy or internal control weakness has been identified, the Agency’s governing body is required to take immediate actions to rectify the situation and report the measures taken to the Chest.

Role of the Chest Office

3.16  The Allocations Department of the Chest serves the ABAC in fulfilling its objectives.  Under the direct supervision of the Chief Executive of the Chest, the Department performs the following duties:

(a) vetting and analysing all funding applications;

(b) compiling recommendation papers on admissions and allocations for the discussion of the relevant Allocations Subcommittees and the ABAC according to information provided by the Agency, the Allocation Procedures and professional advice obtained;

(c) preparing proposals on policy issues;

(d) liaising with Member Agencies on allocation, plans to undertake new services and any other matters related to them; and

(e) arranging regular and special visits to Member Agencies from time to time.

Allocation Timetable
3.17  Each year the Chest will advise Member Agencies by circular of the time and manner in which applications for allocation are required to be submitted.  All Member Agencies must adhere strictly to the timetable as advised.  Agencies who are late in submission run the risk of delay in the provision of funds or of no allocation being provided in the following financial year.  The allocation time-table for the 2025/26 Allocation Exercise is given at Appendix A.
IV. Allocation Guidelines

Overall Growth or Reduction of Allocation

4.1  The Allocation Budget

(a) The Chest’s Executive Committee is responsible for considering a tentative allocation budget at the beginning of each allocation year. Overall allocation growth/reduction will be linked primarily to our fund-raising capacity.  The following factors will be taken into account when determining the tentative allocation budget:

(i) The previous year’s actual fundraising outcome,

(ii) The average estimated GDP growth for the coming years, and

(iii) Other factors, e.g. the availability of one-off fundraising opportunities.

(b) The ABAC is responsible for appropriating the tentative allocation budget to different funding categories according to the following factors:

(i) The Allocation Model,

(ii) The need for supporting new services and admitting new members
(c) The allocation budget would be appropriated for the following:

(i) Baseline Allocations for Existing Member Agencies
(ii) New Membership Applications (if applicable)
(iii) New Categories of Funding (if applicable)

Baseline Allocations
4.2  Baseline Allocation is used to support Member Agencies’ operating costs and is subject to review every year.

4.3  Under the budget setting procedures, overall funding will be determined with reference to the previous year’s allocation level with necessary adjustment to take into account Chest’s fund-raising capacity, i.e. the “Adjustment Factor”.

4.4  While the Adjustment Factor will be applied across-the-board to all Member Agencies, the actual adjustment may be varied case by case depending on a number of factors:

(a) Percentage of Chest allocation over total income of an Agency
(b) ABAC’s comments on agencies’ programme plans and progress reports vis-à-vis the changing needs/environment and service effectiveness.
Detailed Mechanism for Determining Allocation to Each Agency

4.5  The concept of output and outcome measurement

(a) To qualify for the renewal of the Baseline Allocations, agencies are required to produce annual programme plan which should specify proposed service outputs and outcomes to justify the use of Chest funding.  Programme plan can vary year after year and need not be the same as the previous year’s plan.

(b) The actual allocation level will be assessed according to the accomplishment of previous plans as well as the support-worthiness of new plans.  Starting from the year 2004/05, Member Agencies will be required to match actual performance to evaluation criteria set in self-proposed plans.

(c) Output measurement, performance indicators and self-assessment:

(i) Performance indicators would have to be specific to the nature of the service.  Member Agencies will thus be required to identify performance indicators that are suitable for their respective services.  Those agreed indicators should be clearly stated in the annual programme plans submitted to the Chest.

(ii) Evaluation will be based on the agencies’ self-assessment as well as the self-evaluation process which should include, inter alia, the extent of involvement of agencies’ Executive Boards.  The Chest will focus on whether an agency is making good-faith efforts to measure the outcomes of its operations, rather than on the measurement results themselves.

(iii) In addition, given that it would be difficult for the Chest to make objective comparisons among different services, the Chest will put more focus on agencies’ continual effort to improve existing services, rather than to assign a rank to different services.

(iv) In devising their own performance indicators, Member Agencies can make reference to the outcome of the Government’s subvention review relating to output, e.g. Funding Service Agreements, Service Quality Standards and Output Performance Measures.

(v) The Executive Boards of Member Agencies should continuously assess the progress of Chest-supported services and should not treat the annual application as a once-only procedure.  In this connection, from year 2000/01 onwards, half-yearly progress reports describing the accomplishment of the previous year’s plan will need to be submitted to the Chest.

4.6  Services under different funding categories
(a) Insofar as services on meeting the community needs and are achieving promising outcomes, no distinction will be made regarding the funding categories.
(b) However, if certain services under the Recurrent Support are considered to have been sufficiently funded by the Government, the Chest will adjust the allocation level to reflect the actual funding needs of such services.  In making any such adjustments, as noted in Paragraph 4.4(a) above, the Chest will also take into account the overall proportion of use of Chest funding for services under different funding categories by an Agency to see if Chest funds are being effectively applied.  Agency’s Executive Board is therefore required to review the spread of its existing use of Chest allocation for services under different funding categories and to determine the best possible way to utilise the recurrent funding.
(c) Agencies will be required to categorise services according to the headings of the three different categories.  They are given full flexibility in managing the effective use of the whole allocation, and may transfer funds to existing or new services under different funding categories.  For the funding category of Central Support, indicators such as percentage of administration spending over total budget expenditure will be introduced to enhance awareness of the level of administration cost.

4.7 Restriction on the use of Chest funds for capital expenditure

(a) Chest funds are allocated for recurrent expenditure of services and not for capital expenditure.  When considering the use of the Chest’s Baseline Allocation, a Member Agency, while given full flexibility to manage its whole budget, should not use Chest funding to support one-off capital purchases. 

(b) Use of allocation will be allowable for minor purchases up to $100,000 as well as for repairs and maintenance costs.

4.8 Use of Surplus

(a) The Chest will not recover surpluses arising from saving or under-spending of the Baseline Allocations.

(b) The surplus amount, if any, may be retained by the Agency in its General Reserve for funding future recurrent operating expenditure.

4.9 Improved Government Subvention

(a) In situations where the Chest encounters financial difficulties and runs into deficits (i.e. expected donation income falls short of the existing level of total allocations), all resources freed by improved subventions may be fully recovered by the Chest.  

(b) For example, the Chest will withdraw its allocations to support Member Agencies’ Central Support and other partially subvented services when the Government increases the subvention level to the relevant components of these services.

(c) On the other hand, if the Chest’s financial position is strong enough to cover its recurrent allocation commitments, a different approach may be adopted when improved government subvention is received by our Member Agencies. In such situations, agencies may apply to the Chest for use of resources thus freed to:

(i) cover deficiency areas of an agency’s other services.

(ii) undertake New Initiatives.
(d) Under (c), continuation of funding support is not automatic.  If resources are to be applied to cover deficiency areas of existing services, agencies will need to provide adequate justification for the extra funding. 

(e) For Member Agencies which plan to apply the resources freed by improved subvention to undertake new initiatives, their proposals will be considered together with other proposals of this kind. 

V. Allocation Guidelines for Designated Donations

Donors’ Preference in Designating their Donations

5.1 Certain donors may wish to designate their donations for specific agencies or services/projects.  To better serve these donors, the Chest will accept such designated donations if:

(a) the functioning of our central pooling allocation system remains intact, and

(b) the role of ABAC in approving allocations as specified in our constitutions is not pre-empted.

5.2 The following shows the possible scenarios for designated donation:

(a) designate to a particular service area (e.g. elderly, children & youth, etc.) or service type (e.g. family centres, equipment for disabled, etc.).

(b) designate to a particular agency with the donation amount lower than the agency’s allocation level.

(c) designate to a service area/project operated by a particular agency where that service is currently funded by the Chest.

(d) designate to a particular agency with the donation amount higher than the agency’s allocation level.

(e) designate to a service area/project operated by a particular agency where that service is not funded by the Chest.

5.3 Donors can also specify their donations as one-off project-based funding for supporting major new initiatives.

Cases where the level of funding to agencies would not be affected

5.4 Under scenarios (a), (b) and (c) in Para.5.2 above, with the assumption that in each case the designated donation is lower than existing Chest funding to the agency/the designated service area, the donation would be regarded as part of the existing allocation to that agency/service area and thus recurrent funding to the agencies concerned would not be affected. 

5.5 Agencies will still receive the same amount of allocation and the designated donation will be considered as part of the reference allocation.

Cases where the level of funding to agencies might be affected

5.6 Under the remaining two scenarios (d) and (e) in Para.5.2, the designated donation may be higher than the existing allocation to an agency, or the donation has been specified for service areas that are not currently supported by Chest funding. In either case the ABAC will consider whether additional allocation above the regular allocation should be granted to the agencies, according to the criteria detailed in Paras.5.7 to 5.9 below.

5.7 In case (d) where the designated donation is higher than an agency’s allocation level, the following will be applicable:

(a) If the donation is of non-recurrent nature, then the amount will be allocated over two or more years, and the reference allocation for the agency concerned would not be exceeded.

(b) If the designated donation is of recurrent nature, the concerned agency will be asked to submit a supplementary plan detailing how it would apply the amount that exceeds the reference allocation for ABAC’s approval.  Additional allocation will be granted if approved by the ABAC and endorsed by the Executive Committee.

5.8 For case (e) where donation is specified for a service area operated by a particular agency, but not currently funded by the Chest, the concerned agency should be asked to consider the following options:

(a) To submit a supplementary plan detailing how it would apply the designated donation to the service area specified by the donor on a one-off basis.  The overall allocation may be increased on a one-off basis if the supplementary plan is approved by the ABAC (but refer to Para.5.9 also), or 

(b) The agency should explore the possibility to deploy Chest funding within the reference allocation to fund service areas specified by the donor (whether temporarily or long-term), and to continue the original Chest-supported services by re-arranging its income streams or utilising reserves or using other means.  Chest allocation would remain unchanged.

5.9 As regards option 5.8(a), in order to avoid major reductions in non-designated donations and in the interest of Member Agencies as a whole, the Chest reserves the right to reduce the recurrent reference allocation to those Member Agencies receiving “extra” designated donations where this becomes absolutely necessary, e.g. in situations where the annual fund-raising cannot fully meet the overall regular allocation needs.

VI. Submission of Financial Information and Payment of Allocation 


Annual Audit / Management Letter

6.1
Member Agency shall submit to the Chest Office a certified copy of its annual accounts audited by Certified Public Accountants, including:

(a) Financial statements regarding the income and expenditure of the agency as a whole as well as on individual Chest-supported services, and

(b) Description of Designated Reserve Funds in the notes to the accounts.

6.2
A letter issued by the auditors as regards the internal management of the agency is also required to be submitted to the Chest:

(a) Where the auditors’ report contains material qualifications or internal control weaknesses, the agency will be required to confirm in writing that appropriate measures have been or will be adopted to rectify the problems.

(b) Allocations may be suspended until appropriate measures have been taken and confirmed by the auditors.  If such qualifications continue, allocation levels will be subject to cutback and in extreme cases the Chest may withdraw its allocations to the concerned agency’s services.

(c) For subvented service units, the Social Welfare Department will be notified of any such qualifications and its advice on any follow-up action is sought.

6.3
Both audited accounts and the auditor’s letter on agency management should reach the Chest office as soon as they are finalised but should not be later than March of the following year.

6.4
From time to time upon request from the Chest, Member Agency shall submit such reasonable information as may be required for the purpose of clarifying its funding applications to the Chest.

Payment of Allocations

6.5 Recurrent allocations are released to Member Agencies on a quarterly basis. The release of quarterly payment is subject to the receipt and verification of the information required in paragraphs 6.1 to 6.4 by the Chest Office.

6.6 Where an agency fails to fulfil this requirement, the Chest will withhold any subsequent allocation payments until such documents have been received and checked.  The Chest may completely withdraw its allocations to a Member Agency if there are prolonged delays without good cause in the submission of the required documents.

6.7 Advance payments will only be considered by the Chest if sufficient justification is provided by the agency.

Other Matters

6.8 Member Agency shall authorise the Chest to obtain subvention information from relevant government departments in case such information is required by the Chest for verification of the agencies’ applications. The authorisation should be given through a statement contained in the application form.

6.9 Member Agency is requested to give its confirmation in the application form that the major portion of its Executive Board/Committee Members are not service recipients or family members of service recipients of programmes supported by Chest funding. Member Agencies which are self-help organisations could be exempted from this requirement but those exempted self-help organisations will be required to issue a Letter of Undertaking to the Chest (Appendix B refers).

6.10 Where there are serious public complaints regarding a Member Agency’s services, the concerned agency will be asked to respond to the complainants, with copy to the Chest. If necessary, the case may be reported to the relevant Committees of the Chest.  In serious cases, payment of allocations may be suspended until measures to rectify the problems identified have been adopted.

Appendix A
Tentative Allocation Timetable for 2025/26 Allocation Exercise
(to consider 2026/27 funding)

	Month
	Activity

	Year 2025

	Mid July
	Calling for applications for 2026/27 Capital Project Fund, Social Innovation Fund, Time Limited Projects and Baseline Allocations

	Mid August
	Release of 2025/26 2nd quarter allocation payments

	16 September
	Deadline for applications for 2026/27 Capital Project Fund, Social Innovation Fund and Time Limited Projects

	28 October
	Deadline for application for 2026/27 Baseline Allocations 

	Mid November
	Release of 2025/26 3rd quarter allocation payments

	Year 2026

	Mid February
	Release of 2025/26 4th quarter allocation payments

	Early April
	Result notifications for 2026/27 Allocations

	Mid May
	Release of 2026/27 1st quarter allocation payments


(For Self-Help Organisations Only)
Appendix B
[ Letter of Undertaking by Chairperson on behalf
 of (Executive Board/Committee)* Members ]

To: The Community Chest

I, on behalf of our Agency’s (Executive Board/Committee)*, hereby confirm that all members of our (Board/Committee)* have reviewed and understood the following code of conduct applicable to self-help organisations, and unanimously agreed to observe these requirements in performing the duties as members of the (Executive Board/ Committee)* of our Agency.

Code of Conduct

· If a (board/committee)* member has apparent conflict of interest** in a matter placed before the (board/committee)*, he/she should make full disclosure of his/her interest to the relevant (board/committee)*.  The (board/committee)* shall decide on whether the member disclosing an interest may speak and/or vote on the matter, may remain in the meeting as an observer, or should withdraw from the discussion and voting altogether.

· If a major portion of the (board/committee)* members have apparent conflict of interest in a matter placed before the (board/committee)*, the (board’s/ committee’s)* deliberations on the matter should be independently reviewed by outside advisers.  Where necessary, the opinion of the whole body of ordinary members should be sought. The basic principle is that any decision made should be disinterested and impartial.  The collective interest of the whole body of ordinary members should be upheld and should not under any circumstances be sacrificed for fulfilling individual members’ interest.

Yours faithfully
[ Signature of Chairperson ]

*
Delete as appropriate or insert the title of your Agency’s governing body.

** 
“Apparent conflict of interest” should exclude benefits derived in very broad terms (e.g. advocacy for society recognition and improving the well-being of members from the same social group).  It is not intended that a member should make declaration of interest simply because the committee is considering a matter which he/she has knowledge or experience.

NB:
The above format is prepared for agencies’ reference only.  Agency may discuss with the Chest and propose other formats in consideration of its own case.
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