
HKFDF Harassment Resolution Process

Objective

The Hong Kong Flying Disc Federation (“HKFDF”) has implemented the following resolution  process for

any individual who believes that he or she has been subjected to harassment. This document  should be

read in conjunction with the Harassment Guideline, which can be found here:

http://www.hkupa.com/governance.

It is important that individuals follow this process because failure to report harassment may allow the

inappropriate behaviour to continue unchallenged. This can signal to the perpetrator and the

community at-large that the behaviour may be acceptable and create an opportunity for more

individuals to be harassed. HKFDF’s harassment resolution process is set out below.

Resolution Process

1. Report the Harassment

If an individual observes or becomes aware of harassment or believes that he or she has been
the subject of harassment, he or she should promptly report his or her concerns about the
conduct to a harassment officer (“Harassment Officer”). The current Harassment Officers and
their contact details are set out here: http://www.hkupa.com/harassment-reporting/. Together,
the Harassment Officers form the Harassment Committee.

The Harassment Committee is composed of two HKFDF Board Members and one non-Board
HKFDF Member. The Harassment Committee is separate from the Board and is in charge of
dealing with cases of harassment in accordance with this document, including investigating any
Formal Complaints and recommending disciplinary sanctions, if any, to be imposed by the
Board.

A person making a complaint may choose to either make an informal (“Informal Complaint”) or
a formal complaint (“Formal Complaint”). An Informal Complaint may be made by a person to a
Harassment Officer who wishes to report an incident of harassment, but for whatever reason
does not wish that the Harassment Committee commence an investigation into the matter or
that the Board impose disciplinary sanctions on the alleged harasser. An Informal Complaint will
not be entered into the Harassment Committee’s records, and will hold no weight if a Formal
Complaint is subsequently made against the alleged harasser by the person making the Informal
Complaint, or any other person. This mechanism is purely to give persons wishing to report
incidents of alleged harassment an avenue to do so, and to promote a channel of
communication and/or support. A Harassment Officer to whom an Informal Complaint has been
made may inform the alleged harasser that an Informal Complaint has been made against them
and take any other measures as agreed by the person alleging harassment to resolve the issue.



If a Formal Complaint is made, the person being harassed (“Complainant”) is required to identify
themselves and the alleged harasser (“Respondent”) to the Harassment Committee so that it can
proceed with an investigation and, if necessary, recommend disciplinary sanctions to be
imposed by the Board against the Respondent. This is to ensure proper handling of Formal
Complaints and fairness to all parties involved in the process. All information received by the
Harassment Committee will be kept in strict confidence, please see the section below on
“Confidentiality”.

In order to facilitate the investigation, Complainants are encouraged to keep a record of all
events of harassment, from the first instance.

2. Investigation Process

When a Complainant makes a Formal Complaint, the Harassment Committee will be required to
commence an investigation.

If the Harassment Committee considers that the circumstances are such that an investigation is
not appropriate, warranted or viable, it will take such other steps as it considers appropriate to
resolve the matter.

Where the Harassment Committee decides to carry out an investigation, this will take place as
soon as possible however the number of individuals involved and scope of the investigation will
impact the time required. This will involve conducting a thorough fact-finding investigation,
which includes interviewing the Complainant, Respondent and all relevant witnesses, and
reviewing and analysing relevant documents as they relate to each allegation of the
Complainant.

In respect of each investigation a Harassment Officer will be appointed by the Harassment
Committee as the investigator (“Investigator”) who will be in charge of overseeing and carrying
out the investigation. The Investigator may delegate investigatory duties to other Harassment
Officers. Upon the conclusion of the investigation, the Investigator will prepare a written
investigation report (“Investigation Report”) to be made available to the Harassment
Committee. The Investigator’s written report will contain:

1. the Complainant’s allegations;
2. the Respondent’s statements in response to the allegations;
3. the Complainant’s reply, if any, in response to the Respondent’s statements; 4. a
description of the relevant information provided by witnesses or obtained from
documents including comments submitted in response to the draft summaries; and 5.
the Investigator’s analysis and findings.

Where a Formal Complaint is made against a Harassment Officer, the relevant Harassment
Officer will be required to recluse him or herself from the investigation. If the Harassment
Officer is also a Board Member, the Harassment Officer will be required to recluse him or herself
from any Board meetings in which the Formal Complaint is discussed. This includes any meeting
in which disciplinary sanctions are imposed by the Board.



3. Submissions
The Investigator will provide to the Respondent in written form the Complainant’s allegations,
and the Respondent will have 7 days to submit his or her statements, if any, in response to the
allegations to the Investigator. The Investigator will then provide the Respondent’s responses to
the Complainant, who will then have 7 days to submit his or her reply, if any, to the
Respondent’s responses. The Investigator will then close submissions and proceed to interview
the Complainant, the Respondent, and all relevant witnesses. The Investigator will then review
all relevant documents required to finalise the Investigation Report. When the Investigator has
finalised the Investigation Report, he or she will provide a copy to the Harassment Committee.

4. Written Decision

Within 7 days of receiving the Investigation Report from the Investigator, the Harassment
Committee will confer and prepare a written decision (“Written Decision”) as to whether, on the
balance of probabilities, the allegations (or any of them) are made out. The Harassment
Committee shall also include in their Written Decision whether any disciplinary sanction against
the Respondent is recommended, and if so, what disciplinary sanctions should be imposed.

The Written Decision will be made available to the Complainant and the Respondent within 7
days of the Written Decision being made. If the Harassment Committee determines that
harassment has occurred, a copy of the Investigation Report and the Written Decision will be
provided to the Board for their determination as to whether what disciplinary sanction, if any,
shall be imposed on the Respondent.

5. Disciplinary Sanctions

Upon receipt of the Investigation Report and the Written Decision, the Board shall within 21
days hold a meeting to determine whether disciplinary sanctions shall be imposed by the
Board upon the Respondent. The disciplinary sanction to be imposed will depend on the
following  factors:

1. the severity, frequency and pervasiveness of the conduct;
2. prior Formal Complaints made by the Complainant;
3. prior Formal Complaints made against the Respondent; and
4. the quality of the evidence (e.g. firsthand knowledge, credible corroboration).

One or a combination of the following disciplinary sanctions may be imposed on the Respondent

by the Board:

- verbal apology;

- written apology;

- letter of reprimand from HKFDF;

- referral to counselling;

- removal of certain privileges of HKFDF membership;

- temporary suspension from HKFDF membership; or



- revocation of HKFDF membership.
Once a decision is made by the Board as to what disciplinary sanction, if any, will be imposed on
the Respondent, the Board will prepare a written notification of that decision (“Notice of
Sanction”) to be issued to both the Complainant and the Respondent within 7 days of the
decision being made.

6. Appeal

The Respondent may lodge a written notice of appeal (“Notice of Appeal”) against the
imposition of any disciplinary sanction set out in a Notice of Sanction within one month of
receiving the Notice of Sanction.

Upon receiving the Notice of Appeal, the Board shall, within one month of the date of the Notice
of Appeal, convene a Board meeting to hear and determine the appeal. At the meeting, the
Respondent shall be given the opportunity to make oral submissions appealing the imposition of
disciplinary sanctions, or any of them. The outcome of the appeal shall be determined by a
majority vote of all Board Members in accordance with the Rules of Governance within 7 days of
the meeting taking place. The Board shall issue to the Complainant and the Respondent a
written notification of the outcome of the appeal (“Appeal Decision”).

Evidentiary Standard

The Investigator’s findings will be made using the "balance of probabilities" standard. Under this
standard, individuals are presumed not to have engaged in the alleged conduct unless on “the balance
of probabilities", the evidence supports a finding that the conduct occurred. This "balance of
probabilities" standard requires that the evidence supporting a finding be more convincing than the
evidence offered in opposition to it.

Confidentiality

The Investigation Report and their contents shall remain confidential and will in no instance be shared
outside the Harassment Committee or the Board. Anyone who participates or is otherwise involved in an
investigation (e.g. Harassment Officers, the Complainant, the Respondent, and any person interviewed
by a Harassment Officer) must not disclose or discuss any aspect of the investigation or the allegations,
nor the names of those involved with anyone who is not directly involved in the investigation. The
Complainant must be aware that his or her allegations will need to be put to Respondent and relevant
witnesses in the course of the investigation. A Harassment Officer may only disclose confidential
information to those people required to know in order to further the investigation.

A copy of all Written Decisions, Notice of Sanctions, Notice of Appeals and Appeal Decisions (“Official
Documents”) shall be kept by the Harassment Committee. Official Documents and their contents shall
be kept strictly confidential by those to whom access has been granted, and these confidentiality
obligations shall continue to apply even after such persons have left their positions as either Board
Members or Harassment Officers. Failure by any person to maintain the confidentiality of any Official
Document or their contents may result in disciplinary sanctions against that person being imposed by
the Board.



If a HKFDF Member’s membership is suspended or revoked, the name of the HKFDF Member, date of
the Written Decision, duration of the suspension or revocation, and any other information deemed
relevant by the Board in its sole discretion shall be published on HKFDF’s website here
(http://www.hkupa.com/governance/) for the duration of the suspension or revocation.

Protection against Retaliation/Victimisation

The Harassment Committee and Board will not tolerate retaliation or victimisation of any Complainant
for reporting an allegation of harassment or assisting or participating in any manner in any investigation
into alleged harassment. Victimisation of or retaliation against a Complainant is a form of harassment
and those engaging in such will be subject to the same procedures set out in this document.

Advice and Information

If an individual has any queries about the harassment resolution process, is unsure whether an incident
or series of incidents amounts to harassment, or otherwise requires advice or information regarding
harassment, the individual should contact a Harassment Officer.
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