Ho Lap College (Sponsored by the Sik Sik Yuen)
AL (BEEE

Policy on Preventing and Handling Sexual Harassment

B 1E R i A MR R R BN

I. Introduction 5[

1. Sexual harassment is an unlawful act. All members, including students, staff,
voluntary helpers, contract workers, service providers or agents of a school, are
personally liable under the law for their own acts of sexual harassment. PEEZE &
ETR  EmE A - BIE - FE LIS - GNEL - IRGHER A
ERE E CATERY MR T R E B NAREE -

2. The school will ensure all students and staff members (including prospective students
and staff members) and other persons who provide services to school (including
voluntary helpers, contract workers/service providers/agents) are able to study, work,
conduct extra-curricular activities or provide/have access to services in a safe and
sexual hostile-free environment. The school has zero tolerance for sexual harassment.
FRENIREEREA MBI E (REESEREAT) - DU R EERAR
AL (FHTAEE ~ IR IR ELER S HEEA) gEsufE — (B2 A 1R
BAVEREE N ~ TMF - BITERINEE - IREE R ERRTS - BT EI A 2
AAEHAET MR T A -

3. The formulation of a sexual harassment policy in school reflects the school’s concern
on the issue and provides guidelines for handling complaints related to sexual
harassment. Moreover, the development and promotion of the policy enhances the
understanding of the issue by all parties in school and helps nurture the right and
proper values of respecting others. 755 [ 1L 1 S BRERFZ B ERIBECR » R 7%
FEFCT VR REYRAE > DURAR ML B BRI R T TR S 191 - A HIET K E
EMEERIBECR - DS N 7 L RTEAVEE - SR S E M AR ERE(EEE -

II. Definitions of sexual harassment THEEREHEH

1. According to the Sex Discrimination Ordinance (SDO)*(1), the legal definition of

“sexual harassment” includes the following situations:

RIE CHERIBARIRET) 1y > " PEEEHE ) HAHE RSN EN

1.1 Any person who {Efi] A% —
(a) makes unwelcome sexual advances, or unwelcome requests for sexual favors,
to another person; or ¥f55— Af@ N ZECIAYIEZR » B AN 2 Ay
TEHUIE 7 SRR H K 5 B
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(b) engages in other unwelcome conduct of a sexual nature in relation to another
person; in circumstances in which a reasonable person, having regard to all the
circumstances, would have anticipated that that person would be offended,
humiliated or intimidated; or, #L55— A{F HH AN Z BN K PEHITT
& MERRERT > —2EaH AEBN AR  EGTEIZ S —
ANGREIZE - B ;2

1.2 Any person, either alone or together with other persons, engages in conduct of a
sexual nature which creates a hostile or intimidating environment for another
person. (LA ALNE 1T B8 [F HALASEHD RMEAITIE - T8 55— A
SR HUE B R I MBS -

2. Sexual harassment may occur to any persons, regardless of their gender; all
provisions in the Sex Discrimination Ordinance (SDO) and the school policy related

to sexual harassment are applicable to both men and women as well as sexual

harassment to persons of the same sex. PEEERHEEAR 7T HRAFAINER] > FTAEE(]
NE bag4  BESRIEAHRAA A BIR OO BB BB I BRI 2L > LUK [E]
PEZ IR PEBEE -

3. Even if the act of sexual harassment is not intentional or there is no evidence to
prove the intention, it amounts to sexual harassment once the act meets the
definition of sexual harassment. Hence, no matter whether the act is intentional or
not, or even if the act is of a playful nature, it may amount to sexual harassment. {F
o] NRIEE A MR ENEE - SN AEEIERE - RET R AS TSR E
o o INERERCMEERIE - NI - SR A RS - B2 REERMEENTE

AT RERRICER & -
4. A single incident may also amount to sexual harassment. B —=5 {7 E A BEREE M

5. Although sexual harassment incidents are always related to a power relationship, i.e.
the powerful harass the weak, the power relationship may not be the most important
factor taken into account in determining whether an act of sexual harassment has
occurred on campus. In schools, a student may harass a fellow student, or even
harass a teacher. If such incidents happened, they are also acts of sexual harassment
which the schools should face up to the issue and handled it in an appropriate
manner. HEZAVEERRIE BT E AR IRE (> RORAT— T ERIBESIHY—T5 0 E
R EERE T - DRGNS REENFERER » B4 78F A Rebaig 2t
EEEREEAN o A IEELER - BN EE AR T

&F: *(1) Section 2(5) of the Sex Discrimination Ordinance (SDO) provides the definition of sexual harassment.
In addition, sections 2(7), 2(8), 9, 23 and 39 are provisions in relation to sexual harassment. {47/
TRIGHT) FEE2(5) MRAEMERE - 5590 > 582(7) ~ 2(8) ~ 9 ~ 23 3R EERIEARE - ARIM:
SRIFIVIFRSCI 25 PG H (hitp://www.eoc.org.hk)
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III. Examples of sexual harassment EREEIHIT

1.

Sexual harassment can involve physical, visual, verbal or non-verbal conduct of a

sexual nature which is uninvited and unwelcome. PES&RIEEIFEANZEC K =¥

TEMFLRISRG - (R - 558 2R LA RIERITE -

Some examples of sexual harassment: PEBEHEHY— L]

(a) Uninvited physical contact or gestures - E{E Y & B Bl 5@ {E

(b) Unwelcome requests for sex /N2 B Z K

(c) Sexual comments or jokes) i K MY = dmak s

(d) Intrusive questions or insinuations of a sexual nature about a person’s private
life B R B2 Bl N R IR AR TS

(e) Displays of offensive or pornographic material such as posters, pinups,
cartoons, graffiti or calendarsfEE R~ A EEE BN ERHEH - SE1E - R~
i~ RIS AR

(f) Unwanted invitations N EI Y 55

(g) Offensive communications of a sexual nature (letters, phone calls, faxes,
e-mail messages, etc.)(E A S EHY S eV (E &R (E0F - &EEE - HE -
EEIES

(h) Staring or leering at a person or at parts of his/her bodyl | & (K PRIV EE
AN S G ENL

(1) Unwelcome physical contact such as massaging a person without invitation or
deliberately brushing up against him/her N2 ECHIEY SRS HEAE > Bl E
i Rt N BB B G

(j) Touching or fiddling with a person’s clothing e.g. lifting up skirts or shirts, or
putting hands in a person’s pocketf###5: Bt ¢ Il AHYARNAR » BFIRIHTEEEE 124
N % e D MR

IV. Measures to Prevent Sexual Harassment [J51F ¥ :ERERIFE G

1.

The school would distribute/restate the policy at regular intervals to raise the
understanding and awareness of staff on sexual harassment. The school would
provide the policy statement and other relevant information on sexual harassment
to new staff as a standard part of induction. AF & EHIEE & &k L0 38/=
FRBOREENT > DISe = 20 S B VERR BT R AR A - A AR T ft
ARAVT B VSRR BRI S HAARRE SR - (F R AR /IR E -

The school would promulgate the school policy, the handling procedures and the
related discipline actions on sexual harassment to students and their parents via
assemblies, parent-teacher association, circulars, etc. AR GIBBERET -
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VST o RN AERRERE MR BN IAERE Y B EAE Fr K
JTTEHE ©

3. The policy would be uploaded to the school website so that students and staff
members can have access to the policy at any time FA 24544 H _EEARIFCR 75
(HH REAIER AR -

4.  The school would provide regular training and education programmes on gender
equality, respecting others and enhancing awareness on the prevention of sexual
harassment for students and staff members. All staff members and students have
the obligation and responsibility to prevent and eliminate sexual harassment,
including respecting the will and feelings of others, refusing to tolerate any sexual

harassment behavior, and supporting co-workers/students to take reasonable steps

to stop sexual harassment. AR EFEALREIFIEE 2 A FZ0H S A B 41
%~ HEM AN P IEESRRI RS - RSB BN AR
I EREIT ENUH RS - EfAEE M AR ERNEZ - etk E A
A AIEERIRAITT By > DARGCRFIE S/ TRl SR PR A & B T L MRS -

5. The school would clear all articles that may possibly lead to sexual harassment and

prevent any improper use of computer technology in order to prevent sexual

harassment. AREERBA ATRE S EERIBAVY ) - WEEE (RS et A
B8 ARG IEA B E RS - 5 [B0EERE -
6.  The school would review the policy and measures every two years. AR RN

e — A RHBER R i -

V. Rights of victim and various actions to be taken 323 ARJREF] K 0] DAEREY
HITTED

1. Every person has a right to lodge a complaint on sexual harassment. A N#EMER:
AR TR o
2. When a person is sexually harassed, he/she may take the following actions: F{f] A
R Z FIVESRHE - Al EREILL MR H 7%
2.1 Speak up at the time. Tell the harasser that his/her behavior is unwanted and has
to stop. BIHFROIHNES; » ot iBE th/ div T Ry N2 B0y - DRI IE -
2.2 Tell someone he/she trusts, such as his/her teacher/ colleague for emotional
support and advice. TFMEEAIA » FILOZRT/[F /41T - FEMI4E T 54
YRR B T AT
2.3 Keep a written record of the incidents, including the dates, time, location and
witnesses and own response. DAE HIECEREFAVEER » B EHEA - BFRT - i
B~ BN > RAGT ARSI
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2.4 Lodge a formal (written) or informal (verbal) complaint to the Principal or the
Complaints Committee appointed by the school. [ ECARFTZATHT " M
SEtB R /P N ) TR IER(E T 2 FIE (BRI T -

2.5 Lodge a complaint with Equal Opportunities Commission (EOC) and request

investigation and/or conciliation; in case conciliation fails, the complainant may
request the EOC to provide legal assistance. (Telephone number of the EOC:
2511-8211. Website: www.eoc.org.hk)
A% & A AT PR &S R T AR ¢ 2511-8211 0 I H ¢
www.eoc.org.hk) > FOREEFAR A BT HERIEAEL)  1&aF A a] [a) A%
SR T AR -

2.6 Lodge a complaint to the EDB. [FZ( & &G

2.7 Report to the police and/or file a civil law suit against the harasser. 214 5 5=
FE(T > AlEREEE T A o s (E SR TR AL -

VI. Mechanisms for Handling Sexual Harassment Complaints FR¥EPERERGRF
85 el
1. Basic principles in handling sexual harassment complaints:
e B R T SRR SR A AR AR AL

1.1 Enquiries and complaints would be handled in a just and impartial manner to
ensure that the complainant and the alleged harasser are fairly treated, and both
parties have chances to present their case. DAAIE ~ MM EHYRATRITEFEE
BN - WERAET ARSI S8 A PRE - B
DAR=1EIE 3-8 = b

1.2 All information and records related to a sexual harassment complaint must be
kept confidential and only be disclosed to relevant staff on a need-to-know basis.
Since the alleged harasser is a key person in the case, under the principle of
natural justice, he/she would be informed about the details of the allegation.[]
EANBIE RS - FrA BB ARRERIN G HE G RE - RIgRE
[ R ER A BERTY A AEEE - e HIERIE & 2 (E R AP -
ENEAAERRA  ERCE R A, WA R ERIEETS -

1.3 Complaints would be handled promptly to ensure that they are quickly resolved
SRR BT o R B

1.4 Complainants would be protected against victimization (which in itself is an
unlawful act of discrimination under section 9 of the SDO) and all parties

involved should be treated fairly 5T AJEZORaE - DL RSB FM 2 F
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(IRIBAERGE 5 9 & (EASECEZEENEGRTE) UNEEEAY
JERSGE A o

1.5 The School would handle cases of suspected sexual harassment for students or
young children in discreet. If the complaint is anonymous, the school would
conduct investigation. If the information provided is insufficient and cannot be
followed up, it will not be accepted. Z2% & 3% {E g B AT {n] 52 s’%ﬁiﬁé{zﬁiéﬂ

SRR EZ - WREGTEES - SREHAREITETHE -
WIFTR L ERIA 2 - SRR AR - ARl A 7728 -

1.6 If the staff member who handles the enquiry / complaint case is closely related
to the complainant or the alleged harasser (for instance, relatives), or the alleged
harasser is the person-in-charge of handling sexual harassment complaints, the
case would be handled by another person. 75 & & i A 50/ f& s i & > Bl
Pealf N ETRAVERIE B A VIR (7 > AEERA (7 > BidEfAvERE& 2
RN & Fpa H VSRR E R - e (EZE A A A\ LpE e -

2. Informal procedures FEIEHFZFF

2.1 The complainant may make a verbal complaint to the Principal or the

Complaints Committee appointed by the school. IR BCAR FTZTHY
" MRS IR A N PR TR -

2.2 The major concern of the complainant is to stop the sexual harassment as soon
as possible (e.g. convey a clear message to the alleged harasser), rather than
start the investigation of his/her case. f&aF AAY =R LA ERERETE

IEFATEIAR @ IEERIETT Ry (B (A9 S ROR MR EE ) A 25t
it/ At A E 2= B A A -

2.3 The complainant should describe the incident to the person who handles the

case. The person will provide support and counseling and discuss possible

solutions with the complainant. #3F AR RIFREEZE A BIAGZ S - Mk
BE{E 2 B 5 o] E R T A48 S oK N [F p s S R g L ] R
HIBEA -

2.4 An interview with alleged harasser will be conducted. FEH{[EZE A & & BLH5HE
APE RS - TS o RRERGET ARYETK

2.5 After the case is handled, the person-in-charge should complete a written record.

(EZE5e480T - PR = A B AL ©

3. Formal procedures 1E=A2FF
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3.1 The complainant should submit written record of the incidents to the
Complaints Committee. The Complaints Committee will contact the
complainant and inform the person responsible for the investigation. T[R4

"SRR ATV N RS R > RS AR E R - 15T
/NEPHEIEA IR - G RBLRET ARG R A G pa B A BRI -

3.2 The Complaints Committee will inform the alleged harasser of the details of the
allegation(s) and the alleged harasser can submit a written response. BRI {[EZE
ANBGHEPERE I E - RARBEFEI - WS TR E —(EE
[EIfER R E -

3.3 The Complaints Committee will inform the alleged harasser and the
complainant of the results, advice and suggested solutions. All these will be

documented. FEH{EZE N SFLHFHEAVEGER ~ R R T AT A K
WA - TRERA R AR RS -

3.4 If one party does not accept the investigation result, as a principle of natural

justice, appeals to senior level of school management would be allowed.

EVEERIE RS KAV P — T ARz ELER > IR E =g BT 0 B
FEBERAENEA -
4. If the complainant or alleged harasser is a student, he/she is entitled to be

accompanied by his/her parent/guardian/family member to attend the relevant

interview as so to safeguard his/her rights.

IHET A B TRV R TR E B A B ATE R s
SR AN DRI 3 -

5. Time bar for lodging a complaint #%&FHYRF[R

5.1 If the person who is sexually harassed intends to lodge a complaint with the
EOC, he/she should take action within 12 months after the incident occurred.
Otherwise, the EOC will not handle the case unless there are justifiable reasons
for the delay. Any decision to take legal proceedings to the District Court
should be made within 2 years after the incident occurred. %5 #7 M ESRIEE A =
[P E RIS - BN B AERN 12 [EA WL - &R BRIEATE
SV 5 IECESET o PR E AR 2 - ST RAE &I AR R AT
R RINERR 2 FAREE -

5.2 Considering the individual circumstances and the difficulty in conducting an
investigation and collecting evidence that may be caused by a delay in handling
complaints, the school would only accept complaints made within 3 months
after the incident has taken place. A5 8 FI Ak 8 i P F5 oy o 2 T1F K

SRR N EE - R EEENEGE B T - AR R B AR HY
= H NI HIREET ©
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6. “The Complaints Committee” " PEEEHEEE{T/ALER/NE |

6.1 A total of seven members includes two Teacher Mangers from the IMC, the
Vice Principal, Head of the Discipline Committee, Head of the Counselling
Committee and Social Workers will be appointed by the Principal to form the
“Complaints Committee”. One of the members will be appointed Convener of
the Committee. The Committee should be composed of almost equal number of
members of both sexes. " MEEREFFALIT/ N ) B 2RETRCE - 1548
ek l%é) lﬁﬂiﬁi IR LR 2T - B — R R AR
HEAN- R FEENAEMERIRELHR -

6.2 The Complaints Committee will appoint at least 2 members to handle each case.
The members cannot be acquainted with the complainant or the alleged harasser.
SREFEREMEZE > " MEEREE IS N ) B/ DRIRE PRI S Ry B
(EHZEANE > BB A B A RE BT A\ S s & A R (s U T
TERA A

6.3 If the alleged harasser is one of the members of the Complaints Committee,
he/she will not be appointed as the person to handle the case. YIHHETEE
"SRR AT N NEVERE o MR EERIR R R B E A A

6.4 The Committee will appoint a member of the same sex to interview the
complainant so that the complainant will not be further distressed or humiliated.

FERBEFA BRI EE AR AR - DHECREHE AT EE A
FRIETF A N R A2 B 2 INB RS2 52 SR 26 -

VII. Disciplinary Actions F&57

If the case involves sexual harassment, the harasser may receive disciplinary punishment
such as making apologies, paying compensation, attending counseling sessions, being
suspended and/or dismissed from the school and termination of employment. If the case
involves criminal offences, the school will report it to the police. N&XFHE 1A A M 5%
B BT RRES S - HREGER TR > WFREER - BEZEE - 4T
HE(E - 1EHRER - TR (eSS, - WSO ATRE OB IRTT - BT RE B -
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Flow Chart on Handling Sexual Harassment Complaints

Conciliation

Allegation received by the
Complaints Committee

v

Conciliation
v * v
Resolved Not resolved >»{ Investigation

Investigation and
Appeal Procedure

A\ 4

A

Disciplinary
Procedure

4

’

*Investigation Team (At least two members of different

genders) appointed by the Convenor of Complaints Committee

’

Investigation Team will submit a
fact-finding report to the Convenor

v

The Convenor will notify the
complainant and the alleged harasser
in writing of the findings of the
fact-finding report

v

Complainant or the alleged harasser may submit an
appeal to the Convenor

v

The Convenor will report the final decision to the
Principal

v
v v

Sexual harassment not Sexual harassment
established established
Inform complainant and Inform complainant and
the alleged harasser the alleged harasser
Disciplinary
procedures/other
appropriate actions
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