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The Incorporated Management Committee of Pun U Association Wah Yan Primary School

Guideline for Declaration and Disclosure of Interest in IMC Meetings
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(adopted 4/10/2018)

Introduction (/i %)
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With the establishment of Incorporated Management Committee (IMC), it is important to
ensure school managers have taken reasonable measures to avoid any conflict of interest and
declare any pecuniary or other personal interests when necessary. Section 40BF and Section
40 BG of the Education Ordinance (Cap. 279) as well as Article 31 of the Constitution of this
IMC have provisions in this aspect. The IMC is also required to keep a register of interest in
accordance with Section 40BH of the Education Ordinance. (Please see Annex for reference.)
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Declaration of Conflict of Interest (] # #% ¢ 4F)
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When planning the agenda for an IMC meeting, the IMC Chairman should make reference to
the legislation/ articles listed in the Annex and discuss with the Principal to see (i) which
agenda item(s) may involve potential conflict of interest and (ii) if any manager(s) should be
informed that there will be a conflict of interest. If possible, the manager(s) concerned should
be informed about that in advance.
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When a known direct pecuniary interest exists, the IMC Chairman may withhold circulation of
relevant papers to the managers concerned. Names of managers whom a paper is not
distributed should be clearly marked on the relevant paper. Where a manager is in direct
receipt of a paper for discussion that he/she knows presents a direct conflict of interest, he/she
should immediately inform the Secretary and return the paper. The Secretary should
acknowledge receipt of the document with a note of thanks, and should record this in the
minutes of the IMC meeting.
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Include an agenda item on "Declaration of Conflict of Interest" in each IMC meeting.
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4.1

4.2

4.3

In the first IMC meeting every year, every manager is reminded to declare conflict of
interest in accordance with S40BF using the standard declaration form accompanied by a
list of companies with which the school is having business. If any managers are absent
in the first meeting, the Secretary of the IMC should follow up by sending them the
declaration form and list of companies by mail with a stamped return envelope to ensure
that the declaration is made as soon as possible.
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In the subsequent meetings, managers should be reminded to go through all the agenda
items and make declaration of conflict of interest as needed. Chairman of the IMC may
remind the members again when starting specific items where there may be potential
conflict of interest.
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The IMC can decide what constitutes a personal and pecuniary interest requiring
withdrawal from meetings, and the decision with justification should be by a simple
majority of the Managers attending the meeting, before the relevant item of the agenda is
to be considered (i.e., discussed, deliberated or decided).
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Justification to exclude a Manager from the IMC Meeting (R £ 13/ 2 MR & ¢ €§ &)
5 When deciding whether a Manager should be excluded from a meeting, the IMC may make

reference to:
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5.1

5.2
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the provision given in S40BG of the Education Ordmance and Article 31 of the IMC
Constitution;
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whether a school manager's private interests interfere with the proper discharge of his/her
duties in the school. Managers should put the interests of students before all other
interests in the course of carrying out their duties. Conflict of interest may arise in cases
where they exercise authority, influence decisions and actions, or gain access to
confidential information, e.g., in the following cases, which are by no means exhaustive:
e admission of students;
e staff appointment and promotion;
e complaints and disciplinary actions against staff and students;
e selection of textbooks, sale of exercise books and other school accessories;
e supply of school uniforms;

e provision of school bus service;



e approval of tuck shop operations;

e provision of catering service e.g. lunch boxes;

e purchase of furniture and equipment e.g. award of tenders;
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5.3 whether the Manager as a staff member of the school will have his/her loyalty to the
school conflicts with his/her own financial or personal interests or those of his/her:-
e family and other relations;
e personal friends;
e any person to whom he/she owes a favour or is obligated in any way; and
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5.4 any other justification considered by the IMC as reasonable within the judiciary system.
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Actions to be taken when a Manager has made Disclosure of Interest (R & (* ! fIZ B B S &
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6  After a manager has disclosed the nature of any interest in a matter, the manager shall generally
not —
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6.1 Dbe present during any deliberation of the committee with respect to the matter; or
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6.2 take part in any deliberation or decision of the committee with respect to the matter.
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The Chairman should ask generally the manager concerned to leave the meeting.
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7 The Chairman should ensure that the quorum is met for the meeting to continue upon the
exclusion of the manager(s) upon disclosure of interest.
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8 In the absence of the manager who has disclosed any conflict of interest, the IMC may
deliberate and determine whether that manager could be present to discuss and/or to take part in
the decision on the matter concerned. In any event, the IMC may call upon such a manager to
give factual evidence.
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9  The Chairman should inform the manager concerned the determination made by the IMC.
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Register of Conflict of Interest (§] ¥ ##X & 3=+ )
10 The IMC shall maintain and update from time to time a register or record of any declaration
and disclosure of interests made by all Managers.
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10.1 The Declaration Forms collected in accordance with S40BF of the Education Ordinance
should be filed in a register.
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10.2 The disclosure of any pecuniary or other personal interest by managers in a meeting shall
be recorded in the minutes of the meeting concerned with the names of the managers
clearly stated.
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