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Policy on Personal Data Privacy Protection

H Y Objective
RiE (EAER (RARE) RE1) (55 486 &) > B —(EHEHEE ANERTLARE - &
SPORFEE R RIGY IR

To demonstrate commitment in respecting personal data privacy, complying with data

protection principles and all relevant provisions of the Personal Data (Privacy)
Ordinance (Cap. 486).

KE)*(%‘ MRFTEES - Z8EIE - e (EREEIHEIRNTEERRE) -
CHEBIE - 2R BHE - DINS B E SRR - TEBEEENEE A -

It apphes to all Executive Committee members, Committee Members, and staff

irrespective of their terms of employment, i.e., including short-term contract or part-

time staff, members, athletes, coaches, umpires, and every person involved in the

Association’s business, activities, competitions, matches or events.

FABE Fr o HH Privacy Policy Statement

EERERMERE - SEEANERRLRE - '8 oE~r (EAER (7
=) &) (55 486 =) KAEANERIFLEE XN (BB T irEERIR
RIAR B IARRIE - G EEBR IR ERFTAES - ZEGHNEA - BENE &
JBTTARET - &

The Association, as a Data User, respects personal data privacy and is committed to

fully implementing and complying with the data protection principles and all relevant
provisions of the Personal Data (Privacy) Ordinance (Cap. 486) and Code of Practice
issued by the Privacy Commissioner for Personal Data. The Association is equally
committed to ensuring that all its Executive Committee Members, Committee Members,
staff and members uphold these obligations. The Association undertakes to:
- REFBHEBESCEEARMNGIAEN - WEEEAER
Collect personal data directly related to the functions and activities of the
Association only for lawful purposes, and by lawful and fair means;
- BRHEPTEVIE TR ER - DIHECRIFA I N ERRERERER - ORI A
R R AR H VIR
Take all reasonably practicable steps to ensure that personal data are accurate, up-
to-date and kept no longer than necessary;
- BIMSEIERES AN BBRG THIHRE R GRHE NSRS HE
R S S BB (s F SRR Y Y LM HEY S

Use the personal data collected only for purposes or directly related purposes for



which the data were to be used at the time of collection, unless the Data Subject
concerned has given consent to a change of use or such use is permitted by law;
PR VDB ATTHVEER - CRIE(E A BRI e R BRI M AR ~ i
B~ R - eEICECEER

Take all reasonably practicable steps to ensure that personal data are protected
against unauthorized or accidental access, processing, erasure or other use;

PR VIDIE AITTHVER - S RHE FHZ PR A B E A BRI EE R
EIEFEHEEY 5 A

Take all reasonably practicable steps to ensure that the public is informed of the
kinds of personal data that the Association holds and the purposes for which the
data are to be used; and

FeEFERNE B AERE KSUEE CHE AN &R -

Permit Data Subjects to access and correct their personal data and process the data

access/correction requests in a manner permitted or required by law.

R R A\ ERPEERI Types of Personal Data Processed by the Association
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G ELEFERE D  Areg R MERR(E N ER BT ER - Z8E

A~ BRE - EBA - 2R BHIA - 208 ALY

The Association, in the course of its operations, may process the following types of

personal data of Executive Committee Members, Committee Members, staff, athletes,

coaches, umpires, participants and other individuals:

FOrEft (Gl & #E S 7756 /5808 ) Identification data (e.g., name and
Hong Kong Identity Card/passport details) ;

EAFEAHE R (BN ~ Mpl ~ HA BHE ~ S8R0 ~ BE ~ Bl ~ B3
SN ~ EREN A AR 7 =0)

Personal details (e.g., age, sex, date of birth, marital status, occupation, address,
telephone number, email address and other contact details) ;

fefEzcs: (PN TIFEEE - BUA RABER TIEEE - ¥ ~ M5 ~ 188~ K
& ~ BEIECE: - BIRGER R A RIORbRECs: - st AfEeat ] - TIERIEEY
% M40 R EETEZ ) Employment record (e.g., job applications, past and present
staff’s job particulars, details of salary, payments, benefits, leave, training records,
group medical and dental insurance records, mandatory provident fund schemes,
performance appraisals, and disciplinary matters) ;

L ASHTEEAIER (USRI (5 A RAVRRAIZDRIS ) Payment details (e.g.
bank/credit card details) ;

feRER (PRNEEREEE - RhlE e Bk - SV RS R TS TT
T, ) Health information (e.g., data from medical tests and emergency contact details) ;
#HEREEN A Vehicle information; and



- BRGIEG (B2 EGE S/ EEAIRA - 2R MRS ) Videos and
Images (e.g., video, photo and audio record of an individual participating in
Association’s events/activities) ©

EAERIAI BRI H #Y Main Purposes for Processing Personal Data

e R E(E AN BRI EHAT

The purposes for which the NSA processes personal data are:

- ZE(E A B1{7 To verify an individual’s identity ;

- WECREC Y K EIERE S B BRIV AT D] To ensure compliance with
the rules and regulations of the Association and that of international sports

governing bodies ;

- HERNIBREAENIRRS 0 BRETEE ~ JEEITIFESE To maintain and develop
services, including programs, activities, and events ;

- hEEE) BT R B S EIIRSE S #EE)E To enable athletes and Executive
Committee Members to participate in international multi-sports Games ;

- ZHE% ~ B RI(E RS B dE e Y S E/EE S To organize, conduct and promote the
Association’s events/activities ;

- HERFER @ 5 HYRER (% To maintain relationships with the NSA’s members ;

- EENEEEE SR/ 5 To handle complaints/enquiries as appropriate ;

- ETTHRE - s R EIE ST To carry out surveys and statistical analyses ;

- AR LIEANE - BEANEIRKAER (R (% For purposes related to
recruitment of staff, manpower management, and maintenance of employment
relationship ;

- HRZE4HAY 5 Fl For security purposes; and

- AT EAf e R TRREE Y & B N Where otherwise reasonably necessary for
the NSA to carry out its functions °

: BN NES Lawful Basis for Processing Personal Data

& RAEA GVARIRIIE L MR {E A &R

The Association only processes personal data where there is a lawful basis for doing so.

L RN N IR R T B AR [H Ak The Data Subject has
given clear consent for the Association to process their personal data for a specific
purpose ;

- EAEMEREANEREETT SRR - TR LZEER The processing is
necessary for a contract the Association has with a Data Subject, or because a Data

Subject has asked the Association to take specific steps before entering into a
contract ;

- WAL AEEAYEESK The processing is necessary for the Association to comply



with the law ;

- BT REBRESE AIYA %4 The processing is necessary to protect the Data
Subject’s life ;

- RREAEMN M FERRAL ; F1 The processing is necessary for the NSA to
perform a task in the public interest; and

- 4EERE S =TT HNARER TS BRI A EY - FRIFA TR YR -
ORa&(E &/ P/ Bk E S AW AN B2 R IR 2 [ The
processing is necessary for the Association’s legitimate interests or the legitimate
interests of a third party, unless there is a good reason to protect the individual’s
personal data which overrides those legitimate interests °

FERFETE I - BEEROEERATEORN R (R EER - 10 BaT 5 e BRI A B E A
Bl (BIAIMRIERAH BRI RIS R AR E sEoK - T R B B2 A S 2R SR )
SUUIRECEE R (B TR USEEC R/ MU TREC SR BT ) - EFEGEFE - freg
EAFLRRFIORIE (R (R RR (% - IRIBVABINVEDK » [FECHWENEFR -

In addition, the Association will on occasion need to process special category personal
data (e.g., when conducting medical/anti-doping tests) or criminal records information
(e.g., when carrying out No Criminal/Sexual Conviction Record Checks) in accordance
with rights or duties imposed on it by law, including as regards safeguarding and

employment, or from time to time by explicit consent where required.

el EE{E A\ &K How the NSA Collects Personal Data
- S e o DLEZEREE A PR EAER - IREEEEE - 4R L
ﬁ%ﬁ H ﬁﬁ?ﬂ&&f}ﬂjﬁéﬂy °

Generally, the Association collects personal data from the individual directly. This

may be via a form, an online platform or simply in the ordinary course of interaction
or communication.

- FREEENT B AE R A RE e =TT ER Mt (BN HMECE N SRR ER )
BT E HA AL E R -
In some cases, personal data may be supplied by third parties (e.g., other
professionals or authorities working with that individual) or collected from publicly
available resources.

- REEREFE AR RIEEE N FEIERD 38 5 R E A R AR E A & -
The Association will not collect personal data from a minor without prior consent

from a person with parental responsibility for the minor.

FEVRIFHEE=AE A ERL Access to and Sharing of Personal Data
- g ERE N ER K S RN > WHEEEI A SRR T FE




FE ) HRAE L S m B R RE

For the most part, personal data collected by the Association will remain within the
Association and will be processed by appropriate individuals on a “need-to-know”
basis.

e TR AL E B R =0T R T - &R RS - (EBAS R EE
Ui fr A BLIERS o TR & YR (R IERG I 2 S LU B4R - TR
PEREEIN— VR B RS AORE » DARG IR RS el ~ (E RGeS -
Some of the Association’s processing activity is carried out on its behalf by third
parties, such as IT systems, web developers or cloud storage providers. All the
Association’s service providers are bound by contractual duty to keep confidential
any data they come into contact with against unauthorized access, use and retention.
e A A RE R LI N =7 = A&

Where necessary, the Association may be required to share personal data with third
parties, such as:

B ECERAR (PIANERET - PRBE A SIFIEEETAN ) Professional advisers (e.g.,
lawyers, insurers and auditors) ;

B FUFERFY Government authorities ;

B S{ERH SRS (PIE RS - PREEERRAREZS -
SR ABMIE R B  GEaET G2 HmZ 2 9% ) F Partners or
related organizations (e.g., Sports Federation & Olympic Committee of Hong
Kong, China, China Hong Kong Paralympic Committee, International
Paralympic Committee, Organizing Committee of multi-sports Games); and

B EEEERT e EREET R E SRS T o BiE
% #ESF A R/ 20 (17 5 BE] A\ 1= Where appropriate, parties who will be
contacted by the Association during the handling of a complaint/enquiry case
including the party being complained against and/or other parties concerned

WERAIEAN BRI G BEGE =07  FRIERIR e BRI
SCEPEHBIRYHEY - SUSEIERE SNBSS T RER -

Personal data held by the Association will not be disclosed to third parties unless
the disclosure is for the purpose for which the data was to be used at the time of
collection of the data or a directly related purpose, or with the express consent of
the data subject given voluntarily unless the obtaining of such consent is exempted
under the law.

e EIE LA L ENIE A E N BRI EE - BB/ A = s i
BIAA AN E A D ZE A E N E AR R A 4R -

Unnecessary and excessive disclosure of personal data will not be made, e.g., in
issuing documents in relation to complaint/enquiry case or disciplinary matters,

unnecessary personal data will be removed and redacted.



Tyt FUTEREEH Information Collected on the Association’s Websites

o {5 P {5 B R B B 4R sy - /N AEZE (Cookies ) &L ERREA
/NI A R e —(EE A TE A IR - LA (E 2R - e
R Cookie ARUTEEF] 7 EUEAEUEAY B » DU = 517 & 48y 5 I 1w
4 J HAT A4S BB VB © PP A] DUBBIEREZ BHE4E Cookie - (ISR FTESE
Cookie » il {FTEGRIMZ(E FHAEREHTFEETIRE - BIANGEEF(E A fmdr BE AR HL
H oré DA
A cookie is a small amount of data created in a computer when a person visits a
website on the computer. It often includes an anonymous unique identifier. A cookie
can be used to identify a computer. Cookies are used by the Association to collect
statistics about the number of visits of users to the Association’s websites and the
users’ preference of websites and online services offered on the Association’s
websites. Users may choose to accept or reject cookies. If users reject cookies, they
will not be able to use some of the functions of the websites, such as saving
preferences and accessing some online services.
R F RS e A nn - 4 ik as S G HRCE: - BEER PR TP 3
sk (g atE ) ~ Bl NEE ~ shaacE ~ HELE - #4855k
FILBI R 4 B DL R 2 i 80 B A A 40 B i A2 B T e PR 4 1577 48 iy B T
(4asEIas P AU H 55 ) - foh & i A 4& El AR es 097 L H sE AR AEE M UE A &
HIAEES > BIARE S PR - DU RSB HES - e Eeiitt
SRS PN S BECSOE S (B AR - hE A G - i A =Y
BagAGE AT AR E A S -
When a user visits the Association’s websites, the webserver makes a record of the
visit that includes the user’s IP addresses (and domain names), the types and
configurations of browsers, language settings, geo-locations, operating systems,
previous sites visited, and time/duration and the pages visited (webserver access
log). The Association uses the webserver access log for the purpose of maintaining
and improving its websites such as to determine the optimal screen resolution,
which pages have been most frequently visited etc. The Association uses such data
only for website enhancement and optimization purposes. The Association does not

use, and have no intention of using the visitor data to personally identify anyone.

ANIE{REERE ] Six Data Protection Principles

B AN ERIFLRE JETHH L T ANRIREERE A - E AR T ROV LA

e

75

The Privacy Commissioner for Personal Data recognizes six Data Protection Principles

(DPPs) that represent the core of the Ordinance:



JFEAIT - WEEHAY R TT=
DPP1 - Collection - Purpose & Means

WEE Y H Y E E R I BE BOE B A R - WERIVERIEZ T e
{EAREFEE -

The purpose of collection must be directly related to the functions or activities of
the Association, and the data collected in relation to a specified purpose should be
adequate but not excessive.

FEWCERE N BRI - BV EE AR SR DL NI

During the collection of personal data, Data Subjects should be informed explicitly
of the following:

B ERLE AR EEE HHY Purpose for which the data is collected ;

B ER o] gE g 2 45 E BESH Bl A 1= Parties to whom the data may be
transferred ;

B RHERES RSB - DU TR R Whether it is obligatory
or voluntary to supply the data, and the consequences of not doing so ;

B EREE NAREEORER MSUER SR A ERIYRER] o R Rights of
the Data Subject to request access to and correction of the data held by the
NSA; and

B EEBERER MSUIFAYER4E A Person to be contacted for data access and
correction °

B R A R AR - R AR —( T U E BRI | - B 1 3
ST R A TR A TR E BRI ) iUE - TR E AR
S 2 -

A Personal Information Collection Statement (PICS) should be included when
collecting personal data directly from a Data Subject. Appendix I lists out some
circumstances under which a PICS is or is not required. A form of PICS is shown
at Appendix II.

EWEEE RS Rest i sE AN - B E RN RIURRRY T - flaidiss
S Oraa e a8 LA E 4 A1 - JRATfE ) & TR s A A IR A
R B E S - AREIEF2S HAERLRBE R N FEN
HIAERE BB~ Al -

When proposing to collect HKID card numbers or copies, consideration should be
given to adopting other less privacy-intrusive alternatives, e.g., collecting the first
four digits of HKID card numbers should be sufficient for the purpose of
identification of persons with the same names. Staff cards or other photo
identification documents could be used instead of HKID card to check the identity
of a person. For further information, reference should be made to the relevant Code

of Practice issued by the Office of the Privacy Commissioner for Personal Data.



JRAN 2 - ZEHEME R R B HATR
DPP2 - Accuracy & Retention

Trh e 5 € B T RIS B (B A\ B0k} - TECRERH RN - ARy E R Rl
15 11 {58 SIS

The Association should review and update the personal data periodically to ensure
that it is accurate. Inaccurate data and data no longer in use should be deleted.
W E B REEANERES - SE AERE T E T « B8] W -

The Association should keep a personal data inventory to keep track of the types of
personal data it holds and how the personal data is being processed.

Tt R AE N B ORI A B AR R AR A E X BRI e Y B e et
FABHY HHIRT AR -

Ensure that personal data is not kept longer than necessary to fulfil the purpose for

which it is used.

BT RIS AR E R E R E EAEEANER - REHE=T712
itk - RIEAEE T A Z R AR SR - SR EARAE R &R A
TisE K &R -

As a good practice, personal data not collected directly by the Association but
transferred from another source should be disposed of properly immediately after
use. Fresh data should be requested each time it is required.

NERAI T g A A EERIE A E R R R R AR

The below table shows the recommended maximum retention periods for different

types of personal data held by the Association:

{E AN ERHE R Type of Personal Data PR H
Maximum Retention
Period
FIE R Secretariat
GEIEEES ShnEHIE N &R JEEN/IE H 5ER HEEET 7
Events/Programs Personal data of past | &
participants 7 years from  the
completion of the
event/program
SFaTEEEE REEREREANE | RFEFHZWRZ H s 8
Multi-sports Games B . 8 years from the
Personal data of | completion of the Games
Delegation members
gH BEERE /g 8l | §BER/REREL
Membership FAREAENE R} Z HREET 2 4




Personal data of past
individual members /
representatives of

Member Associations

2 years from the date of
cessation of

membership/representation

RS

Employment record

ves BE Y SR B Y (8 A
=ikt
Job applications of

unsuccessful candidates

FANS TAESER . HiERT 2
it

2 years from  the
completion of the

recruitment exercise

BT B A (E A AEZE

BN I SOIEEET 7

P& AT N AT AR | FeFoepit& 2 A Fr
Complaints &k AH o8] {1 A\ A MR o
Personal ~ data  of | EEL (FRIFAHEAIHE
complainants /| BVAREEREEOR KA

complainees BHRF BRI
2 years from  the
completion of the

complaint, after which all
related personal data shall
be deleted or anonymized
(unless there are any
relevant  statutory  or
regulatory requirements to

keep the data for a longer

period of time)

A 3 - BRI
DPP3 - Use of Data

{E AN E LA WCEEE Y H Vs E B R HEY - BRIEEEIEREEA
HEf%E THVETIHER - AHEAERA AR ERY -

Personal data must be used for the purpose for which the data is collected or for a
directly related purpose, unless voluntary and explicit consent with a new purpose
is obtained from the Data Subject.

A FELE A N ERE S RN EARHEE - G Sfes/ A O sec B HA
BRI - Frp R B N BRI R AR -

Unnecessary and excessive disclosure of personal data should not be made, e.g., in
issuing documents in relation to complaint/enquiry case or disciplinary matters, the

Association should not disclose unnecessary and excessive personal data and should



remove or redact the same.

- EEANERERG ST BT E R AR DUE & i & B B
& ERAREERENER -
When personal data is transferred to another party, the transferor should remind the
receiving party to process and handle it with an appropriate level of confidentiality
and to use the data only for the agreed purpose.

- EEFEHT CGOEECEHIEE) - ZKBE/ERE)
In direct marketing (e.g., promoting programmes/activities, soliciting
donations/contributions, etc.):

B PUHERERESRANEE AR HEEANER - B EENEEW

RS R - ELE AN ERHEE B B REESH T m ISR B (e SE AR T 4%
fEH - (esiEEEaE G 3 -
Written or verbal consent must be obtained from Data Subjects for the use of
their personal data. Data Subjects should also be informed of the classes of
marketing subjects in relation to which the Data Users are going to carry out
direct marketing. A form of a consent for direct marketing is shown at
Appendix III.

B EZHEEEOEERE S ERHE ST B WS EE RS 14 H
N A% ESEAE TR DL N EEAE A -

If only verbal consent is obtained from a Data Subject, a written confirmation
should be issued to the Data Subject within 14 days after the consent is
received.
- HHEEENECRE
The written confirmation should include:

B F[EER HHEA Date of receipt of the consent ;

B R FEEE A ER 5 K Permitted types of personal data; and

B HREZF e E R e SSTERY Permitted class of marketing subjects °

- WIREREE N IEER MRS BRI R AR R T R - N REEE
B AE R A Z MR - AR A RIESAUEE -
Valid consent is considered not obtained if a Data Subject refuses to provide his/her
contact information and as a result the written confirmation could not be sent, or

when the written confirmation sent to the Data Subject is returned undelivered.

JFAI 4 - BEREIIRE

DPP4 - Security

T EREREUT A VI E rI TR R iR ERHE AR A E N BRI 2 R IE AT
SRS M HEERD ~ BREE - MR - BB A R

The Association should take all practicable steps to safeguard personal data from



unauthorized or accidental access, processing, erasure, loss or other uses by adopting

the following measures:

- EREFEE] Access control

T & Y A B0 R AR A B S i PR A N B =2 R R R R
FYIERIFARIR o CBIAnE B AT & TS 15 I & 8 (21 HoAt el (7
HIERU N SBAEZEAVRERIETLRI4% 1F) -

Personal data collected and retained should be disseminated to another party
only if necessary. Access based on a “need to know” and “need to use” basis
(e.g., when a staff who handles human resources, matters are transferred to
another post, his/her right of access to personnel records should cease
immediately).

TEPREEERBE % BRI Y BT ~ FIHRRIE R EERE /T (BIAnZRosT
I 2 B (ORI N B RIFARREUR ) » ZOKI B E IS InfrE E R
HITZEFBIREEWHE) -

Ensure the integrity, prudence and competence of authorized persons (e.g.,
requiring new staff to read the Code of Practice on Data Protection, requiring
staff to participate in data protection refresher workshops periodically,
signing of a confidentiality statement by Executive Committee Members,
etc.).

PREFATEDL T (AEIR A =S METTHYES) ) - (B NER Al EE i A 2 o
Personal data should not be taken away from the office, unless under special
circumstances (e.g., events that take place outside the office).
WIHSEE AR E T (IR BLERS ) » DB ALE SR E7As A
T LA R T 5% B i B R R B A (E N BRI AT T BRI MY
AR ~ BRER ~ MR - EER e

If a Data Processor (e.g., service provider) is engaged, contractual or other
means must be adopted to prevent unauthorized or accidental access,

processing, erasure, loss or use.

- BRHEFE Data storage

JERHE N ERHFRUE L2 ~ BE LB R (HIa0 > =] By SRR
EHIEAERE) o B AN B RE ZEA 8 B A = 1 B ARG
B EFIRYEE -

An appropriate physical location should be identified where the personal data
can be safely stored (e.g., lockable filing cabinets or rooms with controlled
access or which can be locked when unoccupied). Files containing personal

data should not be left open on desks or in areas where they can be seen by



unauthorized persons.

(& N\ BB R FE P R TR = ae i | > ASNESRCIEAS ~ S5 A
SCPAREERE o AR VHERER I B R R (S B Bt L P
VB RHIE(E Ry b BB R H B A B ORE - LLAL - DVRAE SERFT
F LI EF R MRz &R -

Personal or sensitive data should not be stored in portable devices, such as
USB flash drives, notebooks or tables. In case such data has to be stored in
portable/mobile devices temporarily, the data stored should be the minimum
necessary and should be password-protected. Moreover, the data must be

deleted as soon as the tasks for which it is required has been completed.

- &RMEEG Data transmission

HECRE A BRI 22 e (PR S E AN BRI FERCEIE B
(EEAN - 20 TR M TERBCE R, fYEEEET
s E WA )

Adopt appropriate measures to ensure the secure transmission of personal
data (e.g., documents containing personal data should be put in a sealed
envelope marked “private and confidential” and to be opened by addressee
only” with a specified addressee).

{5 FH B RS 28 Y = 5B mbE . (4075 ) B > SR IRe L AR HVER
s {EEE (B

Make sure of shared drives in the computing system if available and, as far
as possible, communicate personal information in a safe and restricted
environment.

S e T E O TP BRI S IR 2B TN i A B 3
SERTIB P DARE O EC IE A -

Personal or sensitive data, when sent electronically, should be password-
protected. Email addresses and attachments should be double-checked to
ensure that they are correct.

SRR EE TR B EIA (BCC) siE & ffoas Dl
T OREE T NV EE T E A -

When sending out a mass email, BCC or mail merge should be used to avoid

disclosing the email addresses of recipients.

- EPFEEE Data disposal

ENERFBER EN R IR AR 2w B - PR EIC T - 1R
FIECEEERE AL -

Personal data should be disposed of properly after the specified retention
period, e.g., hard copy documents should be shredded while disks and

memory sticks should be formatted.



B RS MT e BRI E R E B AN S - FET LIEAA b -
Information which can lead to the identification of the Data Subject in

statistical analysis should be anonymized.

JRAS - FEBHE

DPPS - Openness

R FTA R E Rt U N &R

The Association will make available the following information to all stakeholders:

- FEEAER T HEAVECE 55| Personal data policies and practices adopted ;

- FrAOE AN EREFERE Types of personal data held ; £ and

- {EABRE BEE e B EEE E S H AU Purposes for which the personal

data is used or to be used -

JRAIN6 - AR Uk

DPP6 - Data Access & Correction

- BREEANARIERERM/ A CHENER - A EERSIEARE
o
A Data Subject must be given access to his/her own personal data and allowed to
make corrections if it is inaccurate;

- BERAEREEREEA R ERE TR EK
A data access request is a request made by an individual to request the Data User:

W SR/ A R E R A E R AR E HAE A &K To inform him/her
whether the Data User holds personal data of which the individual is the Data
Subject ; A1 and

B NREHENERA ISR > mHEE ML ERHYEA If the Data User
holds such data, to supply him with a copy of such data ;

- BEREEARERENERIL R SFTENER 2 N EREREK
Data Subjects shall submit Data Access Requests using Form OPS003 (Form 2) as
prescribed by the Office of the Privacy Commissioner for Personal Data;

- B EER AR EORET - E R
When the Association receives a data access request, the Secretariat should:

B FEEFHKERIEA{S Ascertain the identity of the requestor ; 1 and

B Sl EFEoEEFFAEMEE(E AER Assess whether the Association
hold the relevant personal data ;

- hEaFFAERE AER - FEEWEEEKE 40 O - KIEERESE AT
FAERIERIYEE K
If the Association holds the relevant personal data, a copy of the requested data
should be supplied to the Data Subject with 40 calendar days after receiving the



request;

- WEANIARERAREEKAVER - JRFEAE 40 HANUEF P ST EE
If the Association does not hold the requested data, the requestor should still be
informed in writing within the 40-day time limit;

- g ALK AR E R EOR M S E AT B
The Association may impose an administrative fee for complying with a data access
request which should not be excessive;

- ERUNER > & R IRIE B R EREEK
The Association may refuse to comply with a data access request if:

B RHEORE AR N E R DIk AIEE K& 57 1t is not supplied
with sufficient information to identify the requestor ;

W EE R T EOR E H R A A P B A Y E AN E R It cannot
comply with the request without disclosing the personal data of a third party ;
¢ or

W 7EE EE o RR S A IR B B0 A ] Bt fPR 91 25 1E A AE 5% FEOK Where
compliance with the request is for the time being prohibited under the
Personal Data (Privacy) Ordinance or any other ordinance ;

- JEREACER BB AVUER A BRI EREK - IRHEEERMERERECA
SCEE ©
Record should be kept to register all data access requests for the past four years,

stating reasons if any of them are refused.

{T{#EIE4E K Opt-out Request
ERVE S AR K& RME A E i 1L E A AN B R EE RS - BRES
N B] 28 R B 7 = FH 2R AR AR S 20K -

In direct marketing, a Data Subject may at any time require a Data User to cease using

his/her personal data. Such “Opt-out* requests may be communicated verbally or in

writing.

FARIEE R E B ANIERIRFEEOR - 2B E BRIV S BRI {7 B4
feHE ) WHIHATA R AR EUWNEE— P R E R AL

To comply with a Data Subject’s opt-out request, staff involved in direct marketing
should maintain an “Opt-out List” of all persons who have indicated that they do not

wish to receive further marketing approaches.

R ERIYNE Handling of Data Breach
- WRBEERINA > FEE TR ER S IBEEL -

In case of a data breach, the incident should be reported to the General Secretary in




the first instance.
- AR R AT A AR
Essential information related to the breach should be gathered.
- EEEEN N EALITRIT
The following parties may also be notified as appropriate:
B HREAFEEY Law enforcement agencies ;
B ABRFAEEE/\E Office of the Privacy Commissioner for Personal
Data ; 1 and
B ERHRHCESR IT experts
- FEDREUS IFFE AR RN BE S (B0 - 45 1E AT RE B SRS R Y 24 D RE B
MR RIS RS [ BB R VR I P Y &I ) -
Measures should be adopted to contain the breach (e.g., cessation of a system
function or access right).
- SHEEF SRR -

An assessment of the potential damage and harm caused by the breach should be

made.
- EEEEAZZENEREE ANHER A TARZIINEER - EERES
N SETT B R B AE A IR 2 i 1] =2 i i A o e 4k s A T T B

A ©
Consideration should be taken to notify affected Data Subjects and relevant parties
of the breach. When Data Subjects are not immediately identifiable or where public
interest exists, public notification through the Association’s website or media may
be considered.
- JERRETERSNEEL > TR R GRS S EVERINRERLOR -
A thorough investigation into the breach should be carried out. The investigation
results should be reported to the Executive Committee and kept in a detailed report.
- JESRRIFRELUER T - 51 F RS -
Areas for improvement should be identified to prevent the breach from recurring.
- JERERMI: 4 YT BRSNS ESUERRNE SRR S BN BRI &
PREUHRAE i T R iRaT -
The Data Breach Information Sheet should be used to consolidate information

relating to the breach, take remedial actions and conduct post-incident review.

s M {ZE] Review and Revision
RER A RITETEAIANZ - R TR ES S EET -

The Association will review and, where necessary, revise this Policy and the related

measures from time to time to ensure their effectiveness and compliance with prevailing

legislation, regulatory requirements and best practices.
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