HK Electric Investments Limited
The Code of Conduct
Message from the Chief Executive Officer

Dear Colleagues,
At Hongkong Electric Investments Limited, we value the success built up in the
past hundred years and more. To sustain, we must continue to work in ethically
and socially responsible manners and uphold high standards of integrity. In our
daily dealings with all our stakeholders, we shall comply with our four Core Values,
namely Pursuit of Excellence, Integrity, Respect & Trust and Caring. These are the
pillars of our Code of Conduct.
I would like to encourage each one of you to uphold the values and principles of
this Code which are summarized in the following:
•

to excel in our services by always looking for better ways to meet the
changing social, economic and environmental needs;

•

to uphold integrity by being impartial and honest in both our business
and personal conduct, obeying laws and regulations, and actively avoiding
conflict of interest or undue influence;

•

to respect and trust our employees and those working with us as suppliers
and contractors by being open, fair and honest, and respecting our mutual
rights and responsibilities; and

•

to show care in attitude and in action to protect and enhance our social,
economic and environmental conditions for the benefit and wellbeing of our
employees, customers, suppliers, shareholders, all other stakeholders and
the community.

Let us make every effort to sustain our success, commit to living out our Core
Values and not tolerate any violation of the Code of Conduct.

C.T. Wan
Chief Executive Officer
January 2015
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Chapter 1

In the case of joint ventures or companies in which the Group does
not hold a controlling interest but can exercise significant influence,
we would expect our employees concerned to act in respect of
those joint ventures or companies in accordance with the Group’s
Code of Conduct and make every possible effort to influence those
with whom they are working to act to similar standards of ethics
and integrity.

1.5

The Code should be reviewed at least once every three years or as
and when required. The Human Resources Division and Internal
Audit Department of the Group Finance Division are responsible
for updating the Code from time to time in accordance with
the prevailing requirements. The Human Resources Division is
responsible for informing employees of any updates.
1

Chapter 2

1.4

Chapter 3

The Code applies to all employees and may also apply to other
stakeholders in certain situations. Besides the guidance provided
here, further details can be found at the Group’s policies and
procedures available in the Group’s intranet or manuals/circulars.

Chapter 4

1.3

Chapter 5

All employees of the Group must at all times
act in the best interest of the Group and
consistently with the Group’s Core Values:
Pursuit of Excellence, Integrity, Respect and
Trust, and Caring, to ensure that the Group’s
reputation is upheld.

Chapter 6

1.2

Chapter 7

This policy sets out the Code of Conduct (the “Code”) of the HK
Electric Investments Limited and its subsidiary companies (“the
Group”).

Chapter 8

1.1

Appendix

CHAPTER 1 INTRODUCTION

Chapter 1
Chapter 2

For employees working in departments that do not fall under
any division, references in the Code (including its Appendices)
to Division Head shall be construed as references to Department
Head. For employees who are Division Heads / Directors, references
in the Code to Division Head shall be construed as references to
the Directors / Chief Executive Officer and, for the Chief Executive
Officer, references to the Board of Directors.

1.7

If you need additional information or assistance, please feel free to
consult your supervisor or Division Head, Internal Audit Department
of the Group Finance Division, or the Human Resources Division.

Chapter 3

1.6

Chapter 4
Chapter 5
Chapter 6
Chapter 7
Chapter 8
Appendix

2

“Advantage” refers to anything that is of value such as money,
gifts, excess entertainment and hospitality, sponsored travel and
accommodation, loans and guarantees, extension of credit in
preferential terms, fees, rewards, offices, employment, contracts,
services, favour and discharge of liability in whole or in part, etc.
2.1.1 Soliciting Advantages
Employees should not solicit directly, indirectly or in any
manner, any advantages from any organization or person in
connection with the Group’s business.
2.1.2 Accepting Advantages
Employees should decline any advantages offered directly
3

Chapter 1
Chapter 2
Chapter 3
Chapter 4
Chapter 5
Chapter 6

Bribery, Gift and Advantages
We strictly prohibit anyone from offering, soliciting
or accepting bribes or acting as an intermediary
for a third party in the solicitation, acceptance,
payment or offer of a bribe or kickback. Any
employee soliciting or accepting advantages in
any form, in connection with their duties without
the permission of the Division Head commits an offence under the
Prevention of Bribery Ordinance (PBO).

Chapter 7

2.1

Chapter 8

Personal ethics and integrity are fundamental to the success of our
business. We should not put ourselves in positions that affect our
impartiality and make conscious effort to avoid any conflict of interest
situation. No one should take personal advantage of their job position.
We do not tolerate anyone committing fraud or breaking the law. No one
should abuse their use of Group’s assets. Any information on the Group’s
business, customers, suppliers and employees should be safeguarded and
confidentiality and privacy should be protected.

Appendix

CHAPTER 2 ETHICS AND INTEGRITY

Chapter 1
Chapter 2
Chapter 3

or indirectly in connection with the Group’s business if the
acceptance of such advantage could affect their objectivity,
induce them to act against or not act in the interests of
the Group, lead to a breach of the PBO provisions, lead to
questions or complaints of bias or impropriety, and/or make
them feel obliged to “pay back” the giver by showing favour
in any business dealing.

Chapter 4

(a) Employees can consider accepting voluntarily given
advantages only if:(i)

the acceptance will not influence the performance
of the recipient;

Chapter 5

(ii) the recipient will not feel obliged to do anything in
return;
(iii) the recipient is able to openly discuss the
acceptance without reservation; and

Chapter 6

(iv) the nature and the value of the advantages are such
that refusal could be seen as unsociable or impolite.
(b) The following examples illustrate what may be
acceptable:

Chapter 7

(i)

Chapter 8

Lucky money received during festive occasions
not exceeding HK$100 from any single person or
contractor. This includes accepting laisees from
contractors or subordinates for self, spouse or
children.

Appendix

(ii) Prizes won in lucky draw at meals hosted by
contractors or suppliers, etc, or advantages or
souvenirs given by them at any time, of value not
exceeding HK$1,000.
4

Chapter 4

Chapter 3

Chapter 2

Chapter 1

(e) In situations where an advantage being offered is clearly
to secure favourable treatment by employees, they
should refuse the advantage and make an immediate
report in writing to their Division Head and the Group
Manager, Internal Audit, with copy to the General
Manager (Human Resources).

Chapter 5

(d) If the individual value of the advantage exceeds the
illustrated amount, employees should report to their
Division Head in writing, with copy to the General
Manager (Human Resources) (Appendix 1). The Division
Head will indicate approval/rejection and inform the
employees of the ways to handle the advantage, which
may include sharing among employees, sending to a
charitable organization, donating as lucky draw prize,
returning to donor organization or retention by the
employees, etc.

Chapter 6

(c) If employees have doubt over the value of the
advantage(s), they should refer to their supervisor or
Division Head for advice and instructions.

Entertainment
Although entertainment is an acceptable form of business and
social behaviour, employees should turn down invitations to meals
or entertainment that are excessive in nature or frequency, so as
5

Chapter 8

2.2

Appendix

Under no circumstances should any employee offer bribes or
similar considerations to any person or company for personal
benefit or for the interest of the Group such as obtaining or
retaining business for, or directing business to, the Group.

Chapter 7

2.1.3 Offering Advantages

Chapter 1
Chapter 2
Chapter 3

to avoid embarrassment or loss of objectivity when conducting
the Group’s business. If it is impolite to decline an invitation, the
employee might accept, on the understanding that they would be
allowed to reciprocate. If appropriate, report it to the immediate
supervisor to avoid misconception or misunderstanding.
2.3

Handling of Conflict of Interest

Chapter 4
Chapter 5
Chapter 6

2.3.1 Employees should avoid actual or perceived situations where
personal interests compete or conflict with the interests
of the Group, or where such situations may affect one’s
judgment in the discharge of duties. It is important that even
the appearance of a conflict of interest should be avoided.
All actual or perceived conflict of interest situations should
be reported using Declaration of Interest (Appendix 4).
Employees should refrain from engaging in the reported
activity or work unless there is prior approval from the
approving party.
The most common types of conflict of interest situations may
include, but are not limited to, the following:-

Chapter 7

(a) having undeclared financial interest / transactions with
any supplier, contractor or parties that do business with
the Group;

Chapter 8

(b) hiring contractors who are working or have worked for
the Group to do works for or provide services, products,
etc. to them and/or their immediate family members;
(c) giving unduly favourable treatment to particular supplier,
contractor, customer, job applicant, subordinate,
supervisor, etc. for personal reasons;

Appendix

6

Chapter 2

Chapter 1

(f) performing outside work on the Group’s premises and/
or using the Group’s time and resources, including human
resources;

Chapter 3

(e) engaging in outside employment or self-employment
which conflict with the Group’s interests or affect the
efficient discharge of duties;

Chapter 4

(d) participating in gambling or social games, such as
mahjong with the Group’s suppliers, contractors and/
or other employees, which may be seen as excessive or
inappropriate;

(b) If in doubt, the actual or perceived conflict of interest
situations should be discussed with Division Head before
a report is made.
(c) Employees should submit the Declaration of Interest form
to their Division Head with copy to the General Manager
(Human Resources).
(d) There are situations where actual or perceived conflict
of interest are more common in certain nature of work
7

Chapter 6
Chapter 7

(a) Employees have the responsibility to make full disclosure
in writing (Declaration of Interest in Appendix 4) of
all actual or perceived conflict of interest situations
applicable to themselves and/or their immediate family
members.

Chapter 8

2.3.2 Declaration of Interest

Appendix

(h) engaging covertly in production of services or goods in
competition with the Group.

Chapter 5

(g) offering assistance to the Group’s competitors; and

Chapter 1
Chapter 2
Chapter 3

or activities, e.g. frequent dealing with contractors or
suppliers, or engaging in business transaction involving
significant financial value. The respective Division Heads
may require their employees to declare interest on an
annual basis. The Declaration should be copied to General
Manager (Human Resources).

Chapter 4

(e) The declaring person will receive a Record of Resolution
from the approving party. Unless approval has been
obtained, the declaring person should refrain from
engaging in the reported activity or work.

Chapter 5

(f) Failure to comply with the above requirements may result
in serious disciplinary action, including termination of
employment with or without pay.
2.4

Personal Conduct Outside Hours of Work

Chapter 6
Chapter 7

2.4.1 As we are a public utility company, the ethical and proper
behaviour of our employees will be subject to public scrutiny
even outside hours of work. As such, the personal conduct
of employees outside hours of work including participation
in personal blogs or internet social sites should be consistent
with the Group’s Core Values and the laws. We should make
all reasonable efforts to withdraw from any inappropriate
activities and ensure that our personal behaviour will not
tarnish the goodwill and reputation of the Group.

Chapter 8

2.4.2 Personal activities and conduct outside hours of work should
not affect or impair one’s ability to efficiently conduct job
duties during work hours or damage the reputation and
goodwill of the Group.

Appendix
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2.6.1 We strictly prohibit any fraudulent activities in the conduct
of our business. Fraud is the theft of Group’s resources or the
use of misrepresentation, dishonesty or deceitful conduct
in order to obtain an advantage over another or to cause
disadvantage.
2.6.2 Fraud encompasses a wide range of illegal activities ranging
from unauthorized use and/or disposal of equipment and
other resources, making false claims on expense form,
falsifying records containing financial or non-financial
information, furnishing false records and information for
personal use or re-sale, right through to outright theft of
goods, cash, services and the like. It can also occur as a result
of the making of a mis-statement, for example, the deliberate
misreporting of profit, revenue or expenses, personal data,
etc.

9

Chapter 4

Chapter 3

Chapter 2

Chapter 1

Fraud

Chapter 5

2.6

Chapter 6

2.5.2 There is, however, no restriction on normal loans from banks
or financial institutions made at the prevailing interest rates
and terms and on normal commercial terms.

Chapter 7

2.5.1 Employees and their immediate
family members should not grant
or accept or assist to obtain any
loan or guarantee of loan from their
subordinates/supervisors or any
individual or organization having
business dealings with the Group.

Chapter 8

Loans

Appendix

2.5

Chapter 1
Chapter 2

2.7

Use of the Group’s Assets and Resources

Chapter 3

2.7.1 The Group’s assets and resources, including time, human
resources, funds, vehicles, computers, materials, equipment,
facilities, premises, consumables and supplies, etc. are for
proper business use but are not intended for private use by
employees. Employees should not use the Group’s assets
and resources for improper or illegal purposes. All employees
have a responsibility to take good care of the Group’s assets
and resources and report loss, defects, and improper or
illegal use in time for remedial action.

Chapter 4
Chapter 5

2.7.2 For security purpose, CCTVs are installed in appropriate
places based on the principle that personal privacy will not
be infringed.

Chapter 6

2.7.3 All benefits and perks offered by the Group to employees
and/or their immediate family members should not be
abused or used in a manner that would tarnish the Group’s
reputation and goodwill.
2.8

Use of IT Facilities & Services

Chapter 7
Chapter 8
Appendix

2.8.1 A l l e m p l o ye e s s h o u l d u s e t h e
Group’s IT facilities and services
for business purposes. The Group
has established an Information
Security Policy and a set of issuespecific policies and guidelines for protecting the security
and integrity of its information resources. Employees should
refer to those policies and guidelines on the Information
Security Policy Website of the Group’s intranet in the course
of performing their duties.
10
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Chapter 6

Chapter 5

Chapter 4

Chapter 3

Chapter 2

Chapter 1

2.8.5 All internet access and e-mails of employees are monitored
and logged. Usage reports on these are sent to their Division
Heads for monitoring on a regular basis. Any misuse of the
services will be investigated and subject to disciplinary action.

Chapter 7

2.8.4 Employees should use the Group’s internet access facility in
a way that is ethical, legal and appropriate to the Group’s
business and also based on common sense and common
decency. Employees should not play online games, download
offensive or obscene materials, unlicensed software,
freeware or shareware from the internet, or use the Group’s
internet access facility to operate or support business, for
profit or otherwise, that is not connected to or approved by
the Group. For details, please refer to the Internet Access
Policy on the Information Security Policy Website.

Chapter 8

2.8.3 The Group’s electronic mail service is used to support
business activities. Acceptable use of the Group’s email
service should be based on common sense and common
decency. Employees should not send defamatory, harassing,
pornographic, discriminating, obscene, demeaning, hoaxing,
fraudulent, instigative or otherwise offensive e-mails. For
details, employees should refer to the Electronic Mail Policy
on the Information Security Policy Website.

Appendix

2.8.2 The Group complies with the privacy guidelines issued by
the Privacy Commissioner for Personal Data in relation
to IT facilities monitoring. Employees should be aware
that IT facilities and services are for business use and the
Information Technology Division is responsible for monitoring
the use of these facilities to ensure the IT policies and
guidelines are complied with.

Chapter 1
Chapter 2
Chapter 3

2.8.6 There are issue-specific policies and guidelines on the
Information Security Policy Website that cover appropriate
use of other IT facilities and services. Employees must
exercise diligence to comply with all these policies and
guidelines to ensure the security and integrity of the IT
facilities of the Group.
2.9

Confidential / Sensitive Information

Chapter 5

2.9.2 Such information, including electronic information and
information in any other form such as paper, faxes or words,
etc. may relate to all aspects of the Group’s operations
and includes all tendering information such as bidders’ list
and tender prices, contract prices, investment strategies,
business strategies and plans, sales and marketing plans, new
products, financial projections, employees and customer
information, policies and procedures, patent applications,
clientele databases, copyrighted materials, research and
technical data, etc.

Chapter 6

Chapter 4

2.9.1 Unless required by law, employees are not allowed at any
time to disclose any confidential and/or sensitive Group
information to anybody outside the normal course of
business without permission of their respective supervisor.

Chapter 7
Chapter 8

2.9.3 Information relating to and provided by an outside party, e.g.
customer, contractor, supplier, joint venture partner, or any
other party who has or may have business dealings with the
Group are also included.
2.9.4 All employees who have access to or in control of any Group
information should provide adequate safeguard to prevent

Appendix
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Chapter 3
Chapter 7

The General Manager (Public Affairs) and/or Public Affairs
Department should be the focal point in handling enquiries or
requests for information from the media. Employees approached by
the media should contact the General Manager (Public Affairs) and/
or Public Affairs Department for assistance. Employees should not
speak to the media on behalf of the Group unless authorized.

Chapter 2

Chapter 1

Media Policy

Chapter 8

2.11

Chapter 4

Employees are expected to comply with all applicable laws and
regulations and all policies issued by the Group and individual
divisions/departments in the conduct of the Group’s business and
their personal conduct outside hours of work.

Chapter 5

Compliance with Laws and Regulations and Internal Policies

13

Appendix

2.10

Chapter 6

accidental public disclosure, or any abuse or misuse of
such information. Examples of misuse include disclosure of
information in return for monetary or other rewards, use of
information for personal interest or purpose, disclosure of
information to sabotage the interests of the Group, or for
any purpose that causes harm or damage to the interest or
reputation of the Group or of its employees.

Chapter 1

CHAPTER 3 RELATIONS WITH EMPLOYEES

Chapter 2

Employees are our most valuable assets. We care for their well being,
respect their individuality and trust mutually. A caring relationship is
beneficial to the personal and professional development of our employees
and the growth and profitability of the Group.

Chapter 3

3.1

Privacy of Employees

Chapter 4

We respect the privacy of our employees. Employees’ personal
data are protected and kept strictly confidential. We avoid asking
for unnecessary personal information and the collection and use of
employees’ personal information shall comply with the requirements
of the Personal Data (Privacy) Ordinance.

Chapter 5

3.2

Equal Opportunities

Chapter 6
Chapter 7

We are an equal opportunity employer and are committed to
providing equal opportunities in relation to all human resources
matters or in any other activities during employment including
recruitment, training, promotion, transfer, compensation, benefits
provision, termination, etc., regardless of age, gender, physical or
mental state, marital status, family status, race, colour, nationality,
religion, political affiliation, sexual orientation, etc. Our employees
are recognized and rewarded according to their contribution,
performance and skill. We provide remuneration package and
training opportunities to all employees on the objective basis of their
job capacity, personal capability and performance.

Chapter 8

In addition, we do not tolerate any behaviour of discrimination,
harassment, vilification and victimization under any circumstances
in the workplace. For more details, please refer to the Group’s Equal
Opportunity Policy of the Group’s intranet.

Appendix
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Chapter 2

Chapter 1

3.5

Communication
We believe communication is the most effective way of building
mutual trust. We therefore have in place various communication
channels, e.g. regular meeting or dialogue with Joint Consultation
(“JC”) Panels or trade union, Monthly Employee Relations Visits
to various work locations meeting employees at their workplace,
Employee Hotline, Suggestion Box, etc. Employees should

15

Chapter 6
Chapter 7

People development is a significant part of our human resources
strategy to support our business operations and growth. It enhances
knowledge and skill of our employees so that they could perform
well in their current roles, achieve their career aspirations and meet
future business challenges. Substantial resources are mobilized to
provide effective training and development to ensure a multi-skilled
workforce, the succession of leaders and the nurturing of a learning
culture across the Group.

Chapter 5

Training and Development

Chapter 8

3.4

Chapter 3

We offer competitive total remuneration package which is
commensurate with job requirements and individual performance.
Our total remuneration package is reviewed annually to ensure
its competitiveness in the local market, with particular reference
to relevant industries and comparable companies. Annually, our
Corporate Key Performance Indicators give direction and guidance
to employees in their individual work plans, and their achievements
and contributions are measured and rewarded according to our
“Pay-for-Performance” remuneration philosophy and policy.

Chapter 4

Remuneration

Appendix

3.3

Chapter 1
Chapter 2

make effective use of these channels to voice out concerns and
communicate ideas and suggestions to the Management.

Chapter 3

3.6

Health and Safety

Chapter 4
Chapter 5

We are committed to protecting the health
and safety of employees and the community in
which we operate. We comply with all relevant
occupational health and safety legislations and
provide a safe and healthy work environment
to our employees. While our Health & Safety
Board and Influenza Pandemic Prevention Committee set out the
health and safety policies and measures, employees also have the
responsibility and obligation to well protect themselves and all
stakeholders.

Chapter 6
Chapter 7
Chapter 8

The Group also has policy on Alcohol and Drugs to ensure a safe
and healthy workplace which is free from the effects of alcohol and
drugs. Employees should avoid being affected by alcohol or drugs
during work. Possession and consumption of alcoholic drinks and
illegal drugs in the workplace is prohibited. Exception for alcoholic
drinks is only permissible on special occasions and prior approval
must be obtained from respective Directors or the Chief Executive
Officer. Employees have a duty to report to their supervisors any
conditions, including but not limited to any use or consumption of
alcoholic drinks or drugs, that may affect or impair their ability to
perform duties in safe and proper manner. Employees shall also
disclose any alcohol and drugs related problems that affect their
work ability to supervisor, to seek assistance and treatment to rectify
the behaviour.

Appendix

Any employee found to be in violation of this Policy will be subject
16

If employees intend to undertake unpaid work or duties
with public bodies or professional, charitable, religious
and political organizations and such duties may engage
their official work hours, prior approval should be obtained
from the respective Division Head with endorsement by
the General Manager (Human Resources) (Appendix 5
Declaration of Outside Work / Unpaid Outside Work or
Duties Engaging Official Work Hours). These work or duties
should not impair their ability to fulfil their normal job
duties.

3.7.3

Employees undertaking work outside business hours can
constitute actual or perceived conflict of interest with their
17

Chapter 3

Chapter 2

Chapter 1

3.7.2

Chapter 4

"Outside work" means appointment, employment or any
other work or business undertaken outside the Group,
and includes entering into business on one's own account,
becoming a partner in a partnership, becoming a Director
of a company, becoming an employee, etc., but excludes
unpaid participation in charitable, religious, professional and
political organizations’ events and activities. However, work
which is not directly or indirectly related to the business of
the Group does not count as outside work.

Chapter 5

3.7.1

Chapter 6

Outside Work

Chapter 7

3.7

Chapter 8

Employees should refer to this Policy posted on the corporate portal
for details.

Appendix

to disciplinary actions. The employee who comes forward voluntarily
and seeks help will be given reasonable assistance and support by
the Group.

Chapter 1
Chapter 2
Chapter 3
Chapter 4

duties, affect or impair their ability to efficiently conduct job
duties during work hours, or cause negative perception or
embarrassment to, or undermine the image of the Group.
Employees shall not undertake outside work unless they
have otherwise obtained prior approval from the respective
Division Head and endorsement by the General Manager
(Human Resources). All outside work should be disclosed
and approved prior to commencement using the form
(Appendix 5).

Chapter 5
Chapter 6
Chapter 7
Chapter 8
Appendix

18

4.2

Safe and Efficient Electricity Use
We work with customers to help them use electrical energy in
an efficient, safe and responsible manner that is beneficial to the
environment.

4.3

Customer Data Protection
We use customer information for the purposes as laid down in our
Statement of Customer Data Policy and not for any other unrelated
purpose. The Statement of Customer Data Policy is set out on our
website.
All employees should handle or use customer information with care
and should strictly follow the Statement of Customer Data Policy
and the Information Security Policy and comply with the statutory
requirements under Personal Data (Privacy) Ordinance.

19

Chapter 1
Chapter 2
Chapter 3
Chapter 4
Chapter 5

We are committed to provide high quality
and reliable services to all our customers.
The Group’s Service Policies and Standards,
available on its website, set out our service
culture and performance standards that we
strive to achieve for our customers.

Chapter 6

High Quality and Reliability

Chapter 7

4.1

Chapter 8

We strive to be customer-focused, service-oriented and caring in the way
we serve our customers. We provide highly reliable and safe electricity
and care for our customers by listening and responding to their needs
in a timely manner. We highly respect our customers’ privacy and have
established stringent procedure to safeguard customer data.

Appendix

CHAPTER 4 RELATIONS WITH CUSTOMERS

Chapter 1
Chapter 2

4.4

Customer Enquiries and Feedback

Chapter 3

We address all our customer enquiries in a timely manner.
Customers have various channels to communicate with us. We
also conduct various customer surveys and customer engagement
activities to gather feedbacks from customers. A Customer Liaison
Group has been established as a platform to exchange views with
our customers, providing valuable inputs to the Group to further
improve our services.

Chapter 4
Chapter 5
Chapter 6
Chapter 7
Chapter 8
Appendix
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Fair and Open Competition
We promote fair and open competition
and aim at developing and securing
long-term relationship with suppliers
and contractors based on mutual trust.

Procurement and Tendering Procedures
5.3.1

The hire of services or the purchase of goods should be
based solely upon price, quality, suitability and need.

5.3.2

Procurement and tendering actions should be based on the
following principles:(a) impartial selection of appropriate, capable and
responsible suppliers and contractors;

Chapter 1
Chapter 2
Chapter 6

5.3

Chapter 7

Procurement of supplies and services shall be conducted in a manner
of high ethical standards to assure a quality end product as well as
the continued confidence of customers, suppliers and the public.

Chapter 5

Public Interest and Accountability Standards

(b) efficient use of competition;
(c) selection of appropriate contract types according to
needs;
(d) compliance with relevant laws, regulations and
contractual obligations; and
21

Chapter 8

5.2

Appendix

5.1

Chapter 3

We aim to develop and secure long-term relationship with suppliers and
contractors based on mutual trust. Our procurement of supplies and
services is conducted in an open and fair manner. We will only work with
those suppliers and contractors that share our ethical values and standards.

Chapter 4

CHAPTER 5 RELATIONS WITH SUPPLIERS AND CONTRACTORS

Chapter 1
Chapter 2

(e) adoption of an effective monitoring system and
management controls to detect and prevent bribery,
fraud or other malpractices in the processes of
procurement and tendering.

Chapter 3

5.4

Code of Practice for Suppliers

Chapter 4

Our products and services are critically supported by our suppliers
and contractors. We must be careful so that they will also serve our
stakeholders in like manner and standards. We will only work with
those suppliers and contractors that adopt our Code of Practice for
Suppliers, which is available on our Group’s website, outlining the
required ethical, human and labour rights, health and safety, and
environment protection standards.

Chapter 5

5.5

Payment Policy

Chapter 6

We pay the suppliers and contractors on time and according to
agreed terms of trade.

Chapter 7
Chapter 8
Appendix
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6.2

Transparency and Disclosure
We are accountable to shareholders and other stakeholders in the
community. We shall seek to share relevant and material financial
and non-financial information in a true, accurate and timely manner.
Our principles of transparency and disclosure should increase
stakeholders’ understanding of our activities, performance, and
overall financial health.

6.3

Accounting Policies and Practices
We maintain complete and proper records. All accounting records,
and the reports produced from them must be kept and presented
in accordance with all applicable laws and professional accounting
standards. The Group’s Policy Manuals set out detailed guidelines
covering policies and controls over accounting and financial
reporting.
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Chapter 1
Chapter 2
Chapter 3
Chapter 4
Chapter 5

We endeavour to grow shareholder value over the long term
in a legitimate and sustainable manner. Apart from enhancing
shareholder value in economic terms, we continually pursue
environmental quality and social equity to ensure long-term
competitive advantage and returns.

Chapter 6

To Provide Legitimate and Sustainable Long-term Growth

Chapter 7

6.1

Chapter 8

Investors look to our Group to provide sustainable long-term growth. We
are accountable to shareholders and the financial community through
transparent disclosures. We maintain our accounts and records in
accordance with all applicable laws and generally acceptable accounting
standards. We do not allow insider dealing or money laundering.

Appendix

CHAPTER 6 RESPONSIBILITIES TO SHAREHOLDERS AND
THE FINANCIAL COMMUNITY

Chapter 1
Chapter 2
Chapter 3

All records, accounts, documents and reports (financial or nonfinancial) must reflect transactions and events in a proper manner.
Any employees having information of or suspecting any fraud in the
Group’s records should promptly report the matter to the Group
Manager, Internal Audit. If the suspected fraud involves the Chief
Executive Officer or the Group Manager, Internal Audit, employees
should report to the Audit Committee Chairman.

Chapter 4

6.4

Insider Dealing

Chapter 5

We shall not tolerate and strictly prohibit the use of inside
information by employees to secure personal advantage. Inside
information is defined as any personal or Group’s information that
has not been made public by the Group’s authorized representative.

Chapter 6

If an employee has any material or price-sensitive non-public
information regarding the Group or any other public entity that has
a business relationship with the Group, the employee shall not buy
or sell any securities of the Group or such other public entity or pass
such material or price-sensitive non-public information along to
others, until such information has become public.

Chapter 7

There are laws in Hong Kong governing such securities trading
activities and violation of the laws may result in civil and criminal
penalties, including fines or imprisonment. Employees should
comply with all such laws. For more details, please refer to the Policy
relating to Inside Information and Securities Dealing on the Group’s
Intranet.

Chapter 8

6.5

Money Laundering
Money laundering is the process by which
individuals or entities try to conceal illicit funds,

Appendix
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Chapter 2

Chapter 1
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Appendix

Chapter 8

Chapter 7

Chapter 6

Chapter 5

Chapter 4

Chapter 3

or otherwise make these funds look legitimate. We will not condone,
facilitate or support money laundering. To avoid the receipt of illicit
funds, we have established controls to understand and approve the
counterparties that have business with the Group.

Chapter 1

CHAPTER 7 RESPONSIBILITIES TO THE ENVIRONMENT AND
THE COMMUNITY

Chapter 2

We are aware of our responsibility to the community. We have established
an environmental policy. We actively support and engage ourselves into
community activities and charitable events. We respect human rights and
adhere to the Universal Declaration of Human Rights.

Chapter 3

7.1

Environmental Policy

Chapter 4

Care for the environment is one of our main priorities. Our
commitments are set in our Environmental Policy, available in the
Group’s website, explaining how we conduct our business in an
environmentally responsible manner.
7.2

Support for Community Activities

Chapter 5

We encourage employees to support and
participate in community activities and
worthy causes including those organized by
the Group’s Volunteers Team. As regards
to the participation in political activities,
it is entirely personal and voluntary to
employees provided that such participation does not result in
conflict of interest situations and does not affect the employee’s job
duties. In participating in such political activities, employees must
not use work time, Group’s facilities or purport to represent the
Group unless authorized by the Chief Executive Officer.

Chapter 6
Chapter 7
Chapter 8

7.3

Donations
7.3.1

We also encourage our employees to actively participate in
charitable events organized by either ourselves or certain
charitable organizations.

Appendix
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Chapter 8

Chapter 7

Chapter 6

We support human rights consistent with the Universal Declaration
of Human Rights and will consider carefully before trading with, or
investing in, countries which are governed by regimes that do not
adhere to the Universal Declaration of Human Rights.

Chapter 2

Chapter 1

Respect for Human Rights

Chapter 3

All personal donations that could be perceived as having
an actual or perceived conflict of interest situation should
be reported. If in doubt, employees should consult their
supervisor or Division Head for advice.

Chapter 4

7.3.3

Chapter 5

In their personal capacity, employees are not restricted from
making donations to political or charitable organizations, but
they must clearly indicate such donations as personal.
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Appendix

7.4

7.3.2

Chapter 1

CHAPTER 8 RESPONSIBILITIES TO REPORT

Chapter 2
Chapter 3

All employees have a duty to understand and comply with the Code. They
also have a duty to report violations to appropriate parties. Anyone found
to be in violation of the Code will be subject to disciplinary actions. We
will make all reasonable efforts to protect the reporting employee and the
information received. However, anyone reporting a suspected violation
with an intention to harm will be subject to disciplinary actions.
8.1

Responsibility to Understand, Comply and Report

Chapter 4

Line Managers should guide their subordinates to
understand and apply the principles and requirements
stipulated in this Code. A “SUNSHINE” Quick Reference
Card (Appendix 6) is available to help focusing on key areas.
Also, the Group’s Core Values form part of the employees’
annual performance review and Line Managers should use
guidelines in the Code to give a fair assessment of their
subordinates.

8.1.2

All employees are required to sign Declaration of
Compliance (Appendix 3) on a regular basis to confirm their
understanding and compliance with the Code. The Human
Resources Division also organizes regular trainings that
should be attended by employees to help them to update
their knowledge of the Code.

8.1.3

The Group expects and encourages employees and those
who deal with the Group (e.g. customers, suppliers,
creditors and debtors) to report to the Group any possible
impropriety in financial reporting, internal control or other
matters, any actual or suspected violation of the Code, and
any misconduct or malpractice in any matter related to the
Group. Any cases of possible improprieties, actual or alleged

Chapter 5

8.1.1

Chapter 6
Chapter 7
Chapter 8
Appendix
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Chapter 1

(ii) The following whistleblower hotline, connected
directly to the Group Manager, Internal Audit, is set
up to centrally receive from employees and external
parties such as customers, suppliers, debtors and
creditors all reports of possible improprieties, actual
or alleged violations, including fraud and illegal acts.
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Chapter 5

(i) Reports and information on actual or suspected
violation, including fraud and illegal acts, should
be provided in writing or verbally to the Group
Manager, Internal Audit, who shall report to the
Chief Executive Officer or the Audit Committee
Chairman where warranted. The
Chief Executive Officer or the Audit
Committee Chairman shall then
determine the course of action to
pursue, with power to delegate,
with respect to the report.

Chapter 6

(a) Reporting a Violation

Chapter 7

Violation Reporting Guidelines

Chapter 8

8.2.1

Chapter 4

Reporting and Investigation of Violations

Appendix

8.2

Problems encountered in enforcement as well as comments
or suggestions for improvement of the Code should be
channeled to the General Manager (Human Resources) for
consideration and action.

Chapter 2

8.1.4

Chapter 3

fraud, planned or actual illegal acts, dishonest behaviour or
misconduct should be reported immediately.

Chapter 1
Chapter 2

• By phone: 2843 3266;
• By email: whistleblower@hkelectric.com; or

Chapter 3

• By post: Group Manager, Internal Audit, 10/F
Hongkong Electric Centre, 44 Kennedy Road, HK.

Chapter 4

(iii) Reports concerning the Chief Executive Officer or
the Group Manager, Internal Audit should be made
in person or by post addressed to the Chairman of
the Audit Committee at Hongkong Electric Centre, 44
Kennedy Road, HK. The Audit Committee Chairman
shall then determine the course of action to pursue,
with power to delegate, with respect to the report.

Chapter 5

(iv) All written reports by post shall be sent in a sealed
envelope clearly marked “Strictly Private and
Confidential – To be Opened by Addressee” to
ensure confidentiality.

Chapter 6

(v) E m p l oye e i s re q u i re d to p rov i d e d eta i l s o f
improprieties using the report template (Appendix 2)
together with any supporting evidence.

Chapter 7

(vi) Employee is encouraged to reveal identity in
reporting improprieties or violations of the Code.
Details of the employee will be kept in the strictest
confidence.

Chapter 8

(vii) Any employee making malicious or vexatious
allegation with an intention to harm shall be subject to
disciplinary action.
8.2.2

Acknowledgement to Informant
The Group Manager, Internal Audit or the Audit Committee

Appendix
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Violation Investigation Process
(a) The format and length of an investigation will vary
depending upon the nature and particular circumstances
of each report made. Where appropriate, the reports
raised may:
(i) be investigated internally by the Group Manager,
Internal Audit if fraud or illegal acts are involved.
Where necessary, support will be obtained from the
General Manager (Human Resources) and/or other
divisions/departments. For reports related to human
resources matters, the General Manager (Human
Resources) will carry out the investigation, with
support from the Group Manager, Internal Audit
and/or respective divisions/departments where
necessary;
31

Chapter 4

Chapter 3

Chapter 2

Chapter 1

8.2.3

Chapter 5

(d) indicating if any remedial or legal action is or will be
taken.

Chapter 6

(c) where practicable, giving an estimate of the timeline for
the investigation and final response; and

Chapter 7

(b) advising the informant as to whether or
not the matter will be investigated further
and, where appropriate, the actions
taken or being taken or the reasons for no
investigation being made;

Chapter 8

(a) acknowledging receipt of the report;

Appendix

Chairman where warranted will respond to the reporting
employee if the identity and relevant contact information of the
informant have been provided, as soon as practicable on:

Chapter 1
Chapter 2

(ii) be investigated by the Audit Committee if the reports
concern the Chief Executive Officer or the Group
Manager, Internal Audit;

Chapter 3

(iii) be referred to the external auditor;
(iv) be referred to the relevant public or regulatory
bodies;
(v) be referred to an external investigator; and/or

Chapter 4

(vi) form the subject of any other actions as the Audit
Committee Chairman or the Chief Executive Officer,
may determine in the best interest of the Group.

Chapter 5

(b) For internal investigations, the investigation team will
carry out an investigation in an impartial and efficient
manner. The purpose of the investigation is to assess
whether there has been a breach of internal policies and
procedures or laws and regulations. The investigation
should gather sufficient evidence within a suitable time
period and at reasonable cost.

Chapter 6
Chapter 7

(c) During the investigation period, the employee being
investigated could be either suspended from work or
terminated, with or without pay.
8.2.4

Closure of investigation

Chapter 8

Upon completion of the investigation, the Audit Committee
Chairman or delegate, or the Chief Executive Officer,
shall determine if any follow up action is required or the
investigation is to be closed.

Appendix
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(a) in the opinion of the Audit Committee Chairman or the Chief
Executive Officer, it is material to the investigation or in the
interest of the Group to disclose the identity;
(b) the report is frivolous or is lodged in bad faith with malicious or
mischievous intent or in abuse of the Code;
(c) it is required to be disclosed in compliance with any applicable
law or regulation, by any relevant regulatory authority including
The Stock Exchange of Hong Kong Limited, or by the order or
directive of any court having jurisdiction over the Group; and
(d) the report and the identity of the person reporting the violation
are already public knowledge.
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Chapter 4

Chapter 3

Chapter 2

Chapter 1

Each report will be treated as confidential. The identity of the person
reporting the violation will not be divulged without the consent of
the informant unless:

Chapter 5

Confidentiality

Chapter 6

8.4

Chapter 7

We will make every effort to protect the person
reporting the violation, who may be a Director,
employee or external party, and the information
received. No job reprisal, discrimination or
retaliation or disadvantage in employment will
be taken against employees who provide valid information and
have genuine grounds to believe and report a suspected violation
even if the reports are subsequently proved to be incorrect or
unsubstantiated. Harassment or victimization of a genuine informant
is treated as gross misconduct, which if proven, may result in
dismissal.

Chapter 8

Protection for the Reporting Person

Appendix

8.3

Chapter 1
Chapter 2

8.5

Register of Violation Reports

Chapter 3

All divisions have a responsibility to keep their own register
recording both suspected and actual incidents. The Group Manager,
Internal Audit will maintain a register of all reported violations of the
Group. Where the violation concerns the Chief Executive Officer or
the Group Manager, Internal Audit, the violation record and details
of investigation will be kept by the Audit Committee Chairman or
delegate.

Chapter 4

8.6

Penalties for Violation

Chapter 5

We will not tolerate any violation of the Code. Any employee
found to be involved directly or indirectly in any violation
will be subject to disciplinary action, including summary
dismissal.

8.6.2

In case of alleged corruption or other forms of illegal acts
detrimental to the Group, the Group Manager, Internal
Audit will inform the Audit Committee Chairman and Chief
Executive Officer and make a report to the ICAC or the
appropriate authorities.

8.6.3

Anyone found to be in violation of personal integrity and/
or laws will be subject to disciplinary actions, including
summary dismissal, even if one’s ability to carry out job
duties is not affected by the violation.

8.6.4

Any employee found to have any serious breach of the Code
is subject to summary dismissal and the forfeiture of all
benefits payable under the applicable retirement scheme,
including the pension benefits, if applicable, according to the
rules and regulations of the respective schemes and relevant
laws and ordinances.

Chapter 6

8.6.1

Chapter 7
Chapter 8
Appendix

34

董事局 / 行政總裁 / 董事 / 科長

Chapter 2

cc:		General Manager (Human Resources) 人力資源總經理

Appendix 1
Confidential

Chapter 1

To: *Board of Directors / Chief Executive Officer / Director / Division Head

Application Form for Permission to Accept a Gift
接受禮物申請表
Employee No.
僱員編號
Contact No.
聯絡電話
Pax No.
內線電話

Name (In English)
姓名 (中文)
Div./Dept./Sec.
所屬科 / 部 / 組

Chapter 3

Employee Particulars 僱員資料 (Compulsory 必需填寫 )

* Board of Directors / Chief Executive Officer / Director / Division Head's Approval 審批
Approved /
批准		

Not Approved
不批准

Remarks 備註:

Signature of Approver:
審批人簽署
Date:
日期

Name of Approver:
審批人姓名

* Please delete whichever is not applicable. For departments that do not fall under any division,
reference above to Division Head shall mean reference to Department Head. For employees who are
Division Heads / Directors, approval shall be provided by the Directors / Chief Executive Officer and,
for the Chief Executive Officer, by the Board of Directors.
請刪去不適用者。如僱員工作的部門並不隸屬於任何科，以上所指的科長應釋義為部門主管。如僱員為科
長 ／董事，其審批人應為董事 ／行政總裁。而行政總裁，其審批人應為董事局。
Personal Data Maintenance Procedure: This form is to be kept in the employee's personal file.
個人資料保存程序：此表格會保存於僱員的個人檔案內。
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Chapter 5
Chapter 6

Date:
日期

Chapter 7

Signature of Recipient:
申報人簽署

Chapter 8

Brief description of the business dealing with the offeror (if applicable) :
請簡述提供利益者所經營之業務（倘適用）

Appendix

Estimated
Value
估計價值

Description
of Item
類別

Chapter 4

Details of Gift / Advantage 禮物 ／利益詳情

Chapter 1

To: Group Manager, Internal Audit / Audit Committee Chairman

Appendix 2
Confidential

集團審計經理 / 審計委員會主席

Chapter 2

Reporting of Improprieties or Violation of Code of Conduct
舉報不當行為或違反工作守則表
Particulars of Reporting Employee 舉報人資料
Employee No.
僱員編號
Contact No.
聯絡電話
E-mail Address
電郵地址

Name (In English)

Chapter 3

姓名 (中文)
Div./Dept./Sec.
所屬科 / 部 / 組

Chapter 4
Chapter 5

Details of Improprieties or Violation of Code of Conduct 不當行為或違反工作守則詳情
Date of Incident
Identity of Suspected Employee
事發日期
當事人
Time of Incident
Div./Dept./Sec. of Suspected
事發時間
Employee 當事人所屬科 / 部 / 組
Place of Incident
Any other known associated persons
事發地點
其他有關人士
Nature of the alleged incident: (i.e. outline here what occurred, the reporting employee may
give details of the incident on a separate sheet).
指稱事件的性質: (請概述指稱事件發生的經過，如有需要，可以附加其他分頁提供有關詳情)。

Chapter 6
Chapter 7

Did the reporting employee witness the alleged incident?
舉報人有否目擊事件

Yes 有

/

No 沒有

What did the reporting employee see?
舉報人所目擊的資料

Chapter 8

Any additional information (i.e. supporting documents or other information, witnesses)?
其他資料如文件、資料或證人

Appendix

Signature of Reporting Employee:
舉報人簽署

Report Date :
舉報日期
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本人確認已閱讀並明白集團的工作守則，並同意遵守及將其原則時刻融入本人的工作。本
人同意如有違反任何規例、政策及工作程序，本人將受到工作守則內第8章內所述的紀律處
分。

Name of Declaring
Employee:
僱員姓名

Div./Dept./Sec.:
科/部/組

Employee No:
僱員編號

Date :
日期
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Appendix

Chapter 8

Chapter 7

Signature:
簽署

Chapter 4

I, the undersigned, confirm that I have read and understood the Group’s Code of Conduct, and
agree to comply with it and incorporate its principles into my work at all times. I agree that
I shall be subject to disciplinary action in accordance with section 8 of the Code of Conduct
if I violate any one of the rules, policies and procedures of the Group’s including the Group’s
Code of Conduct.

Chapter 5

人力資源總經理

Chapter 6

To: General Manager (Human Resources)

Chapter 3

Chapter 2

Appendix 3
Confidential

Chapter 1

Declaration of Compliance
遵守聲明

Chapter 1

Declaration of Interest
利益申報表

Appendix 4
Confidential

Chapter 2

Part (I) Declaration of Interest (To be completed by declaring employee)
第一部分: 申報利益（由申報僱員填寫）
To: *Board of Directors / Chief Executive officer / Director / Division Head
董事局 / 行政總裁 / 董事 / 科長

cc:		General Manager (Human Resources)  人力資源總經理
Chapter 3

In accordance with the guidelines on handling of conflict of interest stated in the Code of
Conduct, I would like to declare that during the discharge of my official duties:
按照工作守則所述有關處理利益衝突的準則，我現在聲明，在我履行職責時：

Chapter 4

There is no conflict of interest. 沒有利益衝突。
The following situation arises, which could be potentially in conflict of interest of the Group,
(If tick, please copy this form to General Manager (Human Resources)
有以下情況出現，可能與集團利益構成衝突。（如有，請把此表格之副本送交人力資源總經理）
(a) Persons / companies with whom / which I have official dealings and / or private interests:
與我有公事往來及 ／或私人利益之人士 ／公司：

Chapter 5

(b) My relationship with the persons / companies (e.g. relative):
我與該人士 ／公司之關係（例如親戚）：

Chapter 6

(c) Relationship of the persons / companies with our Company (e.g. supplier):
我們公司與該人士 ／公司之關係（例如供應商）：

Chapter 7

(d) Brief description of my duties which involved the persons / companies mentioned in (a)
above. (e.g. handling of tender)
我的職責與上面（a）項所述之人士 ／公司有關的簡要描述（例如處理投標）

Chapter 8

Name of Declaring
Employee:
申報僱員姓名

Div./Dept./Sec.:
科/部/組

Employee No:
僱員編號

Date :
日期

Appendix

Signature:
簽署
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Chapter 2

To : Declaring Employee 申報僱員
(via * Board of Directors / Chief Executive Officer / Director / Division Head)
（經由 *董事局 / 行政總裁 / 董事 / 科長）

cc: General Manager (Human Resources) 人力資源總經理

（日期）申報的情況，現已決定：－

You should refrain from performing or getting involved in performing the work, as described
in Part (I), which may give rise to a conflict of interest. 您應避免執行或涉及執行第一部分所
述可能引致利益衝突之工作。
You may continue to handle the work as described in Part (I), provided that there is no
change in the information declared above, and you must uphold the Group's interest
without being influenced by your private interest. 只要上述申報內容沒有改變，您可以繼續
處理第一部分所述的工作，而您必須維護集團利益及不受您個人利益所影響。
No conflict of interest is noted. 當中沒有出現利益衝突。

Chapter 3

得悉您於

is noted.

Chapter 4

The information contained in your declaration form dated
It has been decided that:-

Chapter 1

Appendix 4
Confidential

Chapter 5

Part (II) Record of Resolution (To be completed by Approving Authority)
第二部分: 決議記錄（由審批人填寫）

Date :
日期

* Please delete whichever is not applicable. For departments that do not fall under any division,
reference above to Division Head shall mean reference to Department Head. For employees who are
Division Heads / Directors, approval shall be provided by the Directors / Chief Executive Officer and,
for the Chief Executive Officer, by the Board of Directors.
請刪去不適用者。如僱員工作的部門並不隸屬於任何科，以上所指的科長應釋義為部門主管。如僱員為科
長 ／董事，其審批人應為董事 ／行政總裁。而行政總裁，其審批人應為董事局。
Personal Data Maintenance Procedure: This form is to be kept in the employee's personal file.
個人資料保存程序：此表格會保存於僱員的個人檔案內。
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Chapter 7

Title:
職位
Signature:
簽署

Chapter 8

Div./Dept./Sec.:
科/部/組

Appendix

Name of Approver:
審批人姓名

Chapter 6

Others (please specify): 其他（請說明）

Chapter 1

To: *Board of Directors / Chief Executive Officer / Director / Division Head
董事局 /  行政總裁 / 董事 / 科長

cc:		General Manager (Human Resources) 人力資源總經理

Chapter 2

Declaration of Outside Work / Unpaid Outside Work or
Duties Engaging Official Work Hours
外間工作 ／佔用辦公時間之無報酬外間工作或職務申報表

Appendix 5
Confidential

Employee Particulars 僱員資料 (Compulsory 必需填寫 )

Chapter 3

Employee No.
僱員編號
Contact No.
姓名 (中文)
聯絡電話
Div./Dept./Sec.
E-mail Address
所屬科 / 部 / 組
電郵地址
Details of Outside Work / Unpaid Outside Work or Duties Engaging Official Work Hours
外間工作 ／佔用辦公時間之無報酬外間工作或職務詳情
Name (In English)

Chapter 4

Job Title 職位:

Chapter 5

Description of
Outside Work /
Unpaid Outside Work
or Duties Engaging
Official Work Hours
外間工作 / 佔用辦公
時間之無報酬外間
工作或職務詳情

Name of Organization 機構名稱:
Nature of Business 業務性質:
Duties 職責:
Work Hours 工作時間:
Remuneration (per month / year) (for Outside Work): HK$
所得薪酬 (每月 / 年) (外間工作)

Signature of Employee:

Date :
日期

申報人簽署

Chapter 6

* Board of Directors / Chief Executive Officer / Director / Division Head's Approval 審批
Approved 批准

/

Not Approved 不批准

Chapter 7

Signature of Approver:
審批人簽署
Name of Approver:
審批人姓名

Remarks 備註:

Date :
日期

General Manager (Human Resources)'s Approval 人力資源總經理審批
Approved 批准

/

Not Approved 不批准

Chapter 8

Signature of General Manager
(Human Resources):
人力資源總經理簽署

Remarks 備註:
Date :
日期

* Please delete whichever is not applicable. For departments that do not fall under any division,
reference above to Division Head shall mean reference to Department Head. For employees who are
Division Heads / Directors, approval shall be provided by the Directors / Chief Executive Officer and,
for the Chief Executive Officer, by the Board of Directors.

Appendix

請刪去不適用者。如僱員工作的部門並不隸屬於任何科，以上所指的科長應釋義為部門主管。如僱員為科
長 ／董事，其審批人應為董事 ／行政總裁。而行政總裁，其審批人應為董事局。
Personal Data Maintenance Procedure: This form is to be kept in the employee's personal file.
個人資料保存程序：此表格會保存於僱員的個人檔案內。
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You must:
1. Behave in an ethical manner at all times
2. Avoid and disclose any conflict of
interest situation
3. Use Group’s assets only for business
purpose
4. Safeguard confidential and personal
information
5. Comply with laws
6. Disclose accurate, reliable, relevant
information in a timely manner

7. Respect Human Rights
8. Treat all people on an equal and fair
basis and with respect
9. Protect the health, safety and wellness
of our workforce and community which
our business affects
10. Conduct Group business with a view
to achieve legitimate and sustainable
long-term growth
11. Report all suspicions of violation

You must not:
1. Accept, offer or solicit bribes
2. Receive excessive entertainment / treat
3. Help grant loans to colleagues
4. Take up outside work without approval
5. Falsify records or commit fraudulent
acts
6. Trade using inside information
7. Participate in money laundering

8. Use the Group’s name or purport to
represent the Group without prior
approval
9. Talk about the Group’s business and
our stakeholders in a public place or
with people unrelated to the business.
10. Participate in any anti-competition
behaviour
11. Conduct business with a view to obtain
only short term return
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Chapter 1
Chapter 2
Chapter 3
Chapter 4

Here are the key areas about what you “must” or “must not” do for your reference:

Chapter 5

If you have doubt to any of the questions above, please consult the appropriate parties
stated in 1.7.

Chapter 6

Here are the 8 “SUNSHINE” questions for your reference:
1. Sure it is legal?
2. Usually, what would a reasonable person think?
3. Now, can I tell others about my decision?
4. Stop and think! Who and how others would be affected by my decision?
5. How would my decision reflect negatively on the Group and myself?
6. Is there any better alternative and does it follow the Code?
7. Need to consider how it would look like if reported on the newspapers?
8. Ever feel peaceful after I have decided?

Chapter 7

Conducting businesses in compliance with the Code of Conduct is critical for our business.
We have prepared this “SUNSHINE” card to help you memorize the key principles of the
Code. It does not replace matters set out in the Code of Conduct document or other Group’s
policies.

Chapter 8

Appendix 6

Appendix

“SUNSHINE” Quick Reference Card

