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Po Leung Kuk Child Protection Policy

Chapter 1: Introduction and Objectives

1. Introduction

1.1 Po Leung Kuk (hereinafter referred to as "the Kuk") adheres to the mission of "protecting the young and the
innocent." Initially focused on saving abducted women and providing protection and education for victims,
with the changes in Hong Kong society, it has now become one of the longest-standing and large-scale
charitable organizations in Hong Kong. This mission is consistent with the core philosophy of the "Child
Protection Policy" in safeguarding children's rights and maintaining their safety and development.

1.2 The "Mandatory Reporting of Child Abuse Cases Ordinance” ("the Ordinance") was passed by the Legislative
Council on July 11, 2024, and gazetted on July 19, 2024. To comply with the Ordinance effective from January
20, 2026, the government has introduced various support measures, including the formulation of the "Guide
on Mandatory Reporting of Child Abuse Cases" ("the Guide"), to provide practical guidelines for specified
professionals (i.e., designated professionals or mandatory reporters) as stipulated in the Ordinance for their
reference.

1.3 The Kuk has formulated the "Po Leung Kuk Child Protection Policy" to prevent and handle cases of suspected
child abuse, ensuring the safety and physical and mental development of children, and enabling them to grow
up in a loving environment.

2. Objectives

2.1 Policy Statement

2.1.1 The Kuk abides by Hong Kong laws and relevant guidelines to safeguard children's safety.

2.1.2 The Kuk adopts a zero-tolerance attitude towards any form of child abuse and is committed to upholding
children's rights, creating and actively maintaining the Kuk's culture and a safe environment,
preventing, discovering, and stopping any behavior that would cause children to suffer from any form
of violence and harm, and providing appropriate support and referrals.

2.1.3 The Kuk believes that all children possess equal rights, regardless of status, gender, religion, or race, and
all require protection and freedom from harm or abuse.

2.2 Policy Goals

2.2.1 The "Po Leung Kuk Child Protection Policy" refers to the "Ordinance" and the "Guide" in formulating the
Kuk's relevant policies, measures, and procedures, to assist specified professionals and persons who
may come into contact with children (including staff, interns, volunteers, suppliers, contractors, and
other community members) within the "Ordinance" to grasp the principles of child protection, and to
identify cases that should be reported according to their legal obligations. Chapter 2 explains effective
child safety and protection measures, indicating the various measures and responsibilities the Kuk has
implemented. Chapter 3 details the assessment process and execution guidelines.

2.2.2 Protect all service recipients under the Kuk’s service units and schools, including but not limited to all
children under the age of 18 within education, social services, recreation, cultural services, and medical
and comprehensive health services.

2.2.3 Except for the professionals specified by the "Ordinance," the Kuk will provide training to staff and
service recipients' parents/guardians in its service units and schools; assist frontline staff in
comprehensively understanding the principles of child protection, definitions of child abuse, and
relevant knowledge; and handle suspected child abuse cases according to relevant policy guidelines.

2.2.4 Promote children's rights, welfare, and development.
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2.3 Main Principles

2.3.1 Child safety and welfare are the primary considerations. When handling relevant cases, the principle of
protecting children must be the starting point, first ensuring the current safety of the children
concerned.

2.3.2 Ensure that children's rights to protection are not violated, and avoid them being subjected to various
forms of abuse, harm, and exploitation, safeguarding their growth environment.

2.3.3 Staff of service units and schools must treat any suspected cases of harm/abuse of children seriously
and handle them in a timely manner. Upon discovering a case, report it to superiors or responsible
persons as soon as possible, so that timely intervention can be made to prevent the situation from
worsening. During the process, no one shall intentionally obstruct/hinder designated professionals
from reporting or disclose the identity of the reporting designated professional.

2.3.4 All information involved in the case must be strictly subject to relevant confidentiality measures to
protect the privacy of children and relevant parties.

2.3.5 Personnel at all levels and from different sectors shall work together to ensure that children can receive
appropriate protection and follow-up care, and support relevant children and families, safeguarding the
safety and best interests of children. The Kuk will also make every effort to ensure that all relevant
parties, such as parents, caregivers, and personnel and organizations from different sectors (including
volunteers, interns, suppliers, service contractors, etc.), work together to effectively build a safe
environment, give children sufficient protection for their growth and development, and fulfill social
responsibilities.

2.4 Policy Scope

This policy applies to all staff and relevant partners in all service units and schools under the Kuk; the Kuk's

Board of Directors, all staff, volunteers, service contractors, etc., must comply with the "Po Leung Kuk Child

Protection Policy".
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Chapter 2. Effective Child Safety and Protection Measures

1. Implementation procedures for recruitment

1.1 Multi-layer personnel screening and assessment
1.1.1 Interview and qualification review: Through in-depth interviews, assess applicants’ commitment to
safeguarding children, and conduct qualification checks to ensure the recruitment post requirements
match child contact duties.
1.1.2 Sexual Conviction Record Check: Applicants must provide a Sexual Conviction Record Check report issued
by the Hong Kong Police Force, verified by the Human Resources Department or the responsible unit.
1.2 Binding contractual responsibilities
1.2.1 Employment contract terms: The contract must clearly state compliance with all local laws, procedures
and work rules, as well as the service terms and disciplinary requirements set out in the Human
Resources policy and the service terms and regulations of the Hong Kong Special Administrative Region
of the People’s Republic of China and Kuk.

1.2.2 Staff Conduct Compliance: The Staff Code of Conduct of the relevant service units/schools under Po Leung
Kuk should incorporate the relevant provisions of the Po Leung Kuk Child Protection Policy, and all staff
are required to acknowledge and comply with them.

1.3 Ongoing supervision during employment

Performance review and mentoring are combined with regular employee appraisal and periodic performance

review. Supervision of employees’ conduct while protecting children ensures that the relevant procedures and

regulations are effectively implemented.

2. Awareness within the community

2.1 Collaboration with parents: Strengthening communication and awareness building

2.1.1 Expand communication channels: Establish regularized communication platforms, such as parent
notices, parent meetings, annual surveys, and the school website parent information page, so that
parents can understand the content of the Child Protection Policy.

2.1.2 Professional support: Invite professional organizations, social workers, etc. to give talks and provide child
safety education resources and support, guide parents to improve child safety awareness, and promote
the formation of a family safeguard mechanism.

2.2 Child empowerment: guiding awareness through a supportive approach

2.2.1 Encourage all service units/schools to adopt multiple approaches to enhance children’s self-protection
awareness, using child-friendly language and formats (such as picture books, case-based teaching, role
play, etc.) to convey the content of the Child Protection Policy. This helps children understand personal
boundaries, identify harmful or dangerous situations, and clearly express concerns.

2.2.2 Service units/schools should provide sex-related education and prevention-oriented developmental
support activities to help children master methods of protecting their own bodies, firmly refuse others’
sexual abuse, and when necessary, seek support from teachers, parents, social workers, or relevant
organizations.

2.3 Community support: clear principles for inter-agency collaboration

2.3.1 Reporting and protection of abuse: Clearly explain to parents and other community members that if
employees discover suspected child abuse or harm cases, they will report them to the police, the Social
Welfare Department, the Education Bureau, and other departments in accordance with laws and
regulations; if children encounter neglect, violation, or abuse, they will promptly activate the protection
procedure in accordance with the prescribed process and request assistance from all parties concerned
to jointly protect children.
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2.3.2 The content of pamphlets, short videos, and charters shared with cooperative personnel, including
volunteers (who come into contact with children) and interns, should explain the boundaries of
behavior expected of relevant personnel in relation to children.

2.3.3 The standards for suppliers and contractors providing services to children must include commitments
to comply with all policies related to safeguarding and protecting children.

3. Staff training

3.1 Training targets: implemented comprehensively at all levels

3.1.1 Core staff level: covering all existing staff (including school board directors/board members), and
providing basic training and advanced topic training for staff in different positions to ensure that all staff
are familiar with the Child Protection Policy and procedures, can recognize signs and warning signs of
different types of abuse against children, understand case-handling procedures and confidentiality rules,
make appropriate referrals for children, and protect children’s safety and well-being.

3.1.2 New staff level: incorporate child safety and protection training into the mandatory content of the new
employee induction plan to ensure that new staff quickly master the core policy operating procedures
during the early stage of employment. For example, newly appointed designated personnel must
complete the “Child Protection Online Training” within the specified time and obtain the relevant
certificates.

3.2 Training content

3.2.1 Training objective: all training aims to “strengthen protection awareness and enhance practical ability.”

3.2.2 Policy and procedures: require staff to master and understand the Child Protection Policy, employee
rules, and practical operating procedures, and clearly understand their responsibilities and obligations
in child protection.

3.2.3 Risk identification and handling: learn to identify signs and traces of different types of abuse or neglect
of children, master methods for handling child disclosure information, and strictly comply with reporting
procedures and confidentiality rules.

3.2.4 Education and support capacity: understand how to provide children with appropriate safety education
plans to improve children’s safety awareness and self-protection ability. Senior management should
further master the professional skills of coordinating child protection work and handling complex cases
of abuse and neglect.

3.3 Training format and periodicity

3.3.1 Regularly include special training on child safety and protection in the professional development content
for existing staff and newly appointed designated personnel, provide child safety and protection
training, and remind them to update policy matters to ensure the timeliness of the materials.

3.3.2 Designated personnel are required to complete the “Protecting Children Online” course and obtain the
relevant certificate to strengthen basic awareness.

3.3.3 Require designated personnel to regularly participate in refresher courses to consolidate training
results.

3.3.4 Invite experts to provide special training for senior management teams, school board directors/board
members, and strengthen the management capacity of the leadership level.

3.3.5 Provide “Protecting Children” short videos and training clips through an online platform to deliver
training in a flexible format, ensuring that staff efficiently master the basic requirements.

3.4 Training confirmation and archiving

3.4.1 Through attendance records, online platform training records, and completion certificates, verify that
designated personnel have carefully studied training materials and understand and comply with
safeguarding policies.

3.4.2 All training confirmation documents, certificates, and stamped copies shall be archived and kept by the
service unit/school; the retention period shall be no less than three years (for affidavits, the retention
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period extends until the employee leaves). This ensures that the training process can be traced and
reviewed.

4. Ensuring environmental safety

Each service unit/school should establish daily activity safety guidelines, including outdoor activities and field trip
guidance, as well as guidance for daily child care and pick-up/drop-off, to ensure child-friendly and safe
arrangements. Service units/schools should also conduct activity risk assessments in advance according to the
relevant guidance for different types of activities to strengthen safety measures and reduce the risk of accidents.
Service units/schools should also establish emergency response guidelines to instruct staff to respond quickly to
emergencies and protect child safety.

5. Monitoring and review

5.1 The management level and middle management of the service unit/school must regularly supervise work and
conduct routine inspections to ensure that staff comply with employee rules and the procedures related to
protecting children. In addition, management should understand staff doubts and difficulties in child
protection so that they can provide appropriate guidance and support.

5.2 Internal performance appraisal should include assessment items related to staff capability, cover child
protection-related evaluation items, promote full staff compliance, and implement the Child Protection Policy.

5.3 Designated personnel from various departments should regularly exchange and share information to review
the implementation of policies across different departments, and every three years, or as needed, they should
review once whether relevant policies meet social needs. During the process, they should also consider the
social situation and promptly review relevant policies.
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Chapter 3. Assessment Procedures and Implementation Guidelines

1. Assessment procedures

1.1 When any employee becomes aware of a child being harmed or abused, they must immediately stop the
relevant behavior to ensure the child’s safety; if the employee is not a professional, they must report to a
supervisor immediately and follow instructions.

1.2 Professional staff must assess the child’s level of victimization in a timely manner according to the “basic
information collection” guide (such as the nature of the incident, the child’s physical and mental state, the
perpetrator’s circumstances, and the occurrence time and place) to avoid repeatedly exposing the child to
details and to prevent secondary harm. Preserve evidence of the incident, such as physical items, and collect
materials for subsequent investigation and legal procedures.

1.3 Employees must promptly report the matter upward to the unit supervisor or a school principal or above, and
conduct an on-site review of relevant closed-circuit television footage and storage records (if any), activate
the internal handling procedure of the service unit/school, and arrange follow-up actions with the contractor.

1.4 If the employee is a “designated professional,” and if circumstances permit, they should, through the reporting
of suspected child abuse on the “e-report” platform, complete the decision-making flowchart and assisting
analysis to classify the suspected child abuse case and identify whether it falls within the scope of “not
suspected of abuse,” “generally suspected child abuse cases,” or “mandatory reporting child abuse cases.”

1.5 Employees must keep the assessment results confidential and maintain records; the entire handling process
must protect the personal data of the child and the reporter.

1.6 If it is a “serious suspected child abuse case,” the designated professional staff shall, according to Article 4(1)
of the “Mandatory Reporting of Suspected Child Abuse Cases” ordinance, report the suspected child abuse case
as a legal responsibility of the individual; the Kuk cannot perform the duty on their behalf. If there is any
dispute in the reporting arrangement, the mandatory reporter may file the report on their own. No one may
intentionally obstruct, prevent, or disclose the identity of the reporter.

2. Implementation guidelines

2.1 Immediate child protection measures
2.1.1 Immediate child safety protection
2.1.1.1 Immediately move the child out of danger to ensure the child’s personal safety.
2.1.1.2 If the child is physically harmed or suspected to be injured, immediately arrange transportation
to a hospital for professional examination and treatment.
2.1.1.3 If the child faces serious and immediate risk of injury, such as a life-threatening or serious abuse
situation, immediately call 999 for emergency assistance so that police can intervene and arrange
emergency treatment.
2.1.1.4 Before examining the child’s injuries, first explain the cause to the child and obtain consent before
proceeding. It is recommended that two staff members conduct the examination, but do not
photograph the child’s injuries involving private or sensitive areas, to avoid infringing on privacy.
2.1.2 Restrict suspected perpetrator contact
2.1.2.1 Prevent suspected perpetrators from contacting the affected child and other related children, so
as to minimize the risk of further harm or abuse to the child.
2.1.2.2 Under safe conditions, arrange for the child to be in a safe place with a trusted relative, guardian,
government, or social service organization.

2.2 Cases that do not fall under suspected child abuse [Reference Attachment 1: General Suspected Child Abuse
Reporting Flowchart]
2.2.1 If the case does not fall under suspected child abuse and does not involve staff,
2.2.1.1 The employing unit/school shall provide follow-up support to the child.
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2.2.1.2 Contact the parents/guardians and provide proper counseling.

2.2.2 If the case does not fall under suspected child abuse but does involve staff,

It is necessary to notify superiors and prepare a report, as well as to conduct continuous monitoring and
supervision of the employee, ensuring they complete the course within the specified time.
2.3 Cases classified as a general Child Abuse Report case [Reference Attachment 1: General Suspected Child Abuse
Reporting Flowchart]
2.3.1 If a suspected case does not meet the threshold for serious harm, follow the guidance in section 2.1 to
immediately implement the “Child Safety Protection Measures”, and proceed with routine reporting,
provision of support, ongoing data collection, or continued observation in accordance with the Social
Welfare Department’s “Protecting Children from Maltreatment - Procedural Guide for Multi-disciplinary
Co-operation” and the internal procedures of the service unit or school.
2.3.2 If the suspected case does not involve staff
2.3.2.1 Areport must be filed with the Social Welfare Department’s Family and Child Protective Services
Unit (FCPSU) (for cases that have not yet been known) or with the social worker responsible for
the known case (for already known cases).

2.3.2.2 The reporting must be escalated to the unit supervisor/head or above, and the staff member
concerned must continue to be monitored and supervised.

2.3.2.3 According to the “Procedural Guide for Multi-disciplinary Co-operation”, further collect evidence
and contact parents/guardians to provide proper counseling.

2.3.2.4 Depending on service needs, prepare a detailed written report and submit it to the unit
supervisor/school principal or above (the unit/school should keep a record).

2.3.3 If the suspected case involves staff,

The unit supervisor, school principal, or above shall report the case to the Chief Executive Officer, Human
Resources Department, and Corporate Communication & Public Relations Department.
2.4 Cases classified under the “Mandatory Reporting of Suspected Child Abuse Cases” ordinance [Reference

Attachment 2: Mandatory Reporting Flowchart]

2.4.1 Reporting process and method
2.4.1.1 After the decision-making flowchart assessment, if there is no direct instruction to make a
mandatory report, but the professional judgment is that the case is seriously suspected, it must
still be reported according to law.
2.4.1.2 If there is reasonable cause to believe that the child has suffered “serious harm” or is at real risk
of “serious harm,” the matter must be immediately reported by word of mouth to the responsible
supervisor at department level or above, and the “Mandatory Reporting of Suspected Child

Abuse Cases” ordinance must be reported as quickly as possible.

i. In an emergency, for example when the child requires first aid, treatment, or urgent legal
intervention, the mandatory reporter should first call the Police emergency hotline 999 to
make an emergency report; then report to department-level supervisor as soon as possible.

ii. In a non-emergency, aside from the steps in 2.1, immediately implement child safety
measures; promptly report by phone or in person to any police station or to the social
welfare family and child services unit. If the child’s case already has a social worker or
government social worker assigned, notify the relevant social worker at the same time.

iii. After the police/social welfare family and child services unitissues a verbal report and, where
appropriate, the main reporter shall submit a written report and required materials through
the “e-reporting platform - mandatory reporting of suspected child abuse” when feasible;
refer to the “Guide for Mandated Reporters” section 3.1.2.
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iv. After the reporting platform receives the submitted written report, it will issue the
“Acknowledgement Form” showing the reporting date of the mandatory reporter as a
record.

2.4.2 Reporting by individuals / organizations
2.4.2.1 All suspected serious child abuse cases must be reported to the unit supervisor/school principal
or department-level supervisor; in principle, the mandatory reporter should report as an
individual or as an organization according to the instructions.
2.4.2.2 In principle, if only one mandatory reporter knows of the incident, the report should be made
by that individual. It is recommended that after making the individual report, the service
unit/school be notified that the case has been filed, and an “Acknowledgement Form” copy
should be kept by the unit supervisor/school principal or above for record-keeping.
2.4.2.3 If the same service unit/school has multiple mandatory reporters who know about the case, and
the unit supervisor/principal or above instructs the most familiar case handler or the
mandatory reporter who best understands the suspected serious abuse case to make the main
report, other designated professionals familiar with the case should be other reporters.
2.4.2.4 If the same case spans different service units/agencies/schools and the supervisors/teachers
involved are in different places, it is recommended to report jointly in writing; the service
unit/agency/school that first becomes aware of the suspected abuse case should be responsible
for the report, and other designated professionals with reporting responsibilities should be
other reporters.
2.4.2.5 The main reporter for a suspected abuse case must provide a copy of the “Acknowledgement
Form” to the unit supervisor/school principal or above, and other reporters, to confirm that the
case has been reported; the form should be kept in a confidential file.
2.4.2.6 All filed mandatory reporting cases should be reported to the Chief Executive Officer, Human
Resources Department, and Corporate Communication & Public Relations Department.
2.4.3 Follow-up work after mandatory reporting
2.4.3.1 First ensure the child’s safety and protect the child from further harm or danger.
2.4.3.2 Cooperate with the police, social welfare family and child services unit, or investigations by
other departments, and keep contact with the parties involved in the case, including family
members/guardians, case social workers, doctors, police, etc.; maintain close communication,
provide appropriate information, cooperate with investigations, and hold multi-disciplinary
case meetings when necessary (refer to Section 3.3 of the “Guide for Mandated Reporters” for
service provision).
2.4.3.3 Report the progress of the case to the supervisor/senior management in a timely manner, and
provide instructions so that the best interests of the child can be planned.
2.4.3.4 Coordinate with relevant agencies to implement the child’s welfare plan.
2.4.3.5 Clearly document and archive all materials related to the case for reference and review.
2.4.3.6 Submit relevant case reports in accordance with the requirements of the bureau, social welfare
or other government departments.
2.4.4 If the employee is the perpetrator:
2.4.4.1 If the suspected employee is a perpetrator, the matter must be reported immediately to the
employee’s superior, the Chief Executive Officer, Human Resources Department, and Corporate
Communication & Public Relations Department.
2.4.4.2 Suspend the employee’s duties immediately and prohibit the employee from contacting any
service recipients and/or unit documents/records, etc.
2.4.4.3 Coordinate with the Human Resources Department on the relevant procedures for suspending
duties, and, as needed, notify the Information Technology Department to stop the employee’s
computer account access.
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2.4.4.4 If the suspected employee involves multiple staff members, and the suspension of duties affects
routine operations, other service units should cooperate according to the instructions of the
superior to mobilize staff support.

2.4.4.5 During the police investigation of the employee, the supervisor should not discuss the contents
of the suspected child abuse case with the employee, so as to ensure fairness.

2.4.4.6 If the employee is eventually judged to be a non-perpetrator, arrangements may be made for
reinstatement, and emotional needs and, if necessary, psychological counseling support
services should be provided.

2.4.4.7 If the employee is ultimately judged to be a perpetrator, the matter shall be handled according
to the organization’s “Employee Disciplinary Policy.”

2.4.4.8 If the suspected incident affects service recipients, psychological experts may be arranged as
needed to provide relevant assessment and follow-up services.

2.4.4.9 If the suspected incident causes negative impact on the team, arrange employee support
services as needed.

2.4.4.10 Submit relevant case reports in a timely manner according to the requirements of the Kuk,
social welfare or other government departments.

Note:

This policy’s Chapter 3, “Assessment Procedures and Implementation Guidelines,” is based on the basic guidelines.
Service units/schools should follow it carefully. If the “guidelines” do not fully cover the operations of a specific
service unit/school, the service unit/school may formulate internal implementation instructions relating to the
“Mandatory Reporting of Child Abuse Ordinance” to achieve more effective child protection.
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Attachment 1: Normal Reporting of Suspected Child Abuse Case Flowchart

[ Discover suspected child abuse case J

1. Initial assessment
2. Report to supervisor for support

Assessment
Normal reporting of suspected abuse case

Proceed simultaneously
I . - |
If no staff involved If staff invoived
. ' . .

Proceed simultaneously

]
1 = A

'S \ (& B\ % )
'ReporttoFCPSUor | |  Reportto | | Reportto GEO, HR
responsible social department and CCPR
worker supervisor or o

I - |principal and above
Proceed simultaneously

|
! |

—
| Further collect evidence under Contact parents/guardians
"Procedural Guide for Multi- and provide support
disciplinary Co-operation”

Prepare a detailed written report for
the unit's supervisor / principal or

personnel at or above that rank (the
unit should keep records)

Assessment
Non-suspected child abuse case

Proceed simultaneously
|

Contact parents/guardians
and provide support

School social worker should
provide follow-up services

If staff involved, report to

supervisor, carry out ongoing
monitoring and supervision
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Attachment 2: Mandatory Reporting Flowchart

{ Discover suspected chiid abuse case }

' ) i ¥ )
{Complete the decision tree on the e- platform for] _l_fPOSSIble 1. Initial assessment to determine whether there is a serious case of child abuse
L reference and for record J* 2. Report to supervisor/ principal or above for support

N

Assessment
Mandatory reporting case

| Proceed simultaneously

1

Make a report in accordance with the Mandatory Report to the supervisor, CEO, HR and CCPR

Reporting of child Abuse Ordinance #1
I

Choose between the two options

s ~ ( \

Report to FCPSU or Hong Kong Police Force Report to FCPSU or Hong Kong Police Force
for Individual Reporting for Team Reporting

G J \

&
The main reporter should be the professional most familiar with the case or !
who understands the serious incident, other knowledgeable professionals
should report as other reporters

\

J

Proceed simultaneously

Provide copies of the acknowledgment forms to the
supervisor/principal (or above) and to the other reporting parties

Cooperate with the department's investigation

for record purposes, to confirm that the case has been reported

|

Prepare a written report in accordance with the
Kuk's general procedure

#1: under section 4(1) of the Ordinance, it is a professional’s personal legal obligation to report suspected child abuse, and the organization cannot carry out

this responsibility on their behalf. If the staff has made a report before notifying the organization, it is recommended that the staff notify the organization and
provide the acknowledgement to the supervisor.
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