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Remarks: Chinese version is available as enclosed. Summary of Changes: 1. To stipulate that the CGE
Secretary shall be nominated by the Chair and appointed by the Rector, for a term of two years in general,

and may be reappointed (Item 4.2.3); 2. To stipulate that if the alleged behaviour is suspected of committing
a criminal offence, the University shall follow up the complaint according to the law (Item 5.2.2); 3. To remove
the stipulations related to the lodging of the complaint as a third party to ensure that the complaint is lodged
with consent of the victim (Items 6.1.1 and 6.1.5); 4. To define that the complaint case and the Investigation

Application Form shall be submitted to the “Committee on Gender Equity” instead of the “Gender Equity
Officer” (Items 6.1.4 and 6.2.1), 5. To stipulate that the Gender Equity Officer, the Chair or Secretary of CGE
may arrange meeting(s) with the complainant and/or the accused upon receipt of a complaint case (Item 6.2.2);
6. 1o define the complaint handling steps' duration calculation, i.e. counting from the day following a specific
incident (Items 6.2.1 to 6.2.6); 7. To define the parties with obligations to maintain the confidentiality (Item

6.3); 8. 1o revise the format and content of the Investigation Application form (Appendix 1); 9. Minor editorial
changes.

1 General Principles

1.1 The Guidelines for Handling Sexual Harassment and Sexual Bullying Cases
(hereafter referred to as the “Guidelines”) aim to effect gender equity in the
academic and working environment of the University. The Guidelines also serve to
prevent and discipline behaviours of sexual harassment, sexual bullying or other
behaviours violating gender equity.

1.2 The Guidelines emphasize both educational and disciplinary action.

1.3 The University regularly provides its staff members and students with information
and training relevant to gender equity, as well as the awareness and avoidance of

sexual harassment, sexual bullying or other behaviours violating gender equity.

1.4 1t is essential that all the University members respect one another and the
University strives to maintain an academic and work environment that is free from

sexual harassment, sexual bullying or other behaviours violating gender equity.

1.5 The University has zero tolerance of sexual harassment, sexual bullying or other
behaviours violating gender equity and will apply disciplinary punishment or take
legal action if the case is substantiated after investigation.
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2 Sexual Harassment, Sexual Bullying or other Behaviours Violating Gender Equity

(also referred to as “sexual harassment or sexual bullying, etc.”)

2.1 According to Article 164-A of the Macau Penal Code, sexual harassment refers to
forcing others to endure sexual physical contact, or forcing others to engage in such
behaviour with the perpetrator or a third person to harass others, regardless the

contact is made with a certain part of the body or an object.

2.2 Sexual bullying or other behaviours violating gender equity includes behaviours that
are unwelcomed or unaccepted and related to sex, for example:

2.2.1 Threatening behaviour against somebody that is based on or by taking

advantage of their sexuality or gender through the use of technology or other

tools, regardless whether the behaviour in question is physical, verbal or

otherwise and regardless whether it is carried out in their presence or absence;

2.2.2 Language or behaviour consists of sexual nature or gender discrimination
that is unwelcomed or unacceptable by others, regardless it is by explicit or

implicit means.
3 Applicability
3.1 The Guidelines apply to the staff and students of the University of Macau.
4 Committee on Gender Equity
4.1 The Committee on Gender Equity aims to promote gender equity and oversee the
tasks related thereto. The Chair and members of the Committee are appointed by
the Rector for a term of two years in general, and may be reappointed, except for
the situation stated in 4.2.2 ¢) and 4.2.2 d).
4.2 Composition

4.2.1  Chair: Served by senior academic staff member, residential college staff

member or administrative staff member;
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Members:
a) Three staff members who are ecither academic staff member(s) or

b)

d)

residential college staff member(s);

Three administrative staff members;

One student representative appointed by the University of Macau
Students’ Union (UMSU) for a term of office defined by UMSU;

One student representative appointed by the University of Macau
Postgraduate Association (UMPA) for a term of office defined by
UMPA;

Gender Equity Officer, serving as an ex-officio member of the

Committee on Gender Equity without voting right;

A legal consultant with no voting right, to attend regular meeting and

assist in legal issues;

A secretary responsible for administrative support with no voting right,

nominated by the Chair and appointed by the Rector, for a term of two

years in general, and may be reappointed.

Terms of Reference

4.3.1

4.3.2

433

To promote gender equity in the University by way of publicity, education

or any other means.

To monitor the situation of gender equity in the University and assist in the

investigation and handling of complaints when necessary.

To devise, review and modify the guidelines, for handling the gender

equity issues or any other related guidelines.
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4.3.4 To assist in instituting and implementing the University’s gender equity

initiatives.

4.4 Modes of Operation
4.4.1 The Committee on Gender Equity shall meet at least once in each semester
of an academic year. The minutes of the meeting shall be recorded in the

Human Resources Section of the Office of Administration.

4.4.2 Without violating the personal privacy or confidentiality, the Committee
on Gender Equity may handle the affairs by way of circulating the

documents among the members.

5 Gender Equity Officer

5.1 The Gender Equity Officer is appointed by the Rector normally for a term of two

years, and may be reappointed.

5.2 Powers and Responsibilities
5.2.1 The Gender Equity Officer shall provide information and advice to staff
members and students with an objective of effecting a gender equity

environment on campus.

5.2.2 The Gender Equity Officer shall entertain formal complaint on sexual
harassment or sexual bullying, etc., and shall provide the complainant
information and advice on the options and procedures of lodging a formal
complaint. If the alleged behaviour in the complaint is suspected of
committing a criminal offence, the University shall follow-up the complaint

according to the law.

5.2.3 The Gender Equity Officer has the authority to require all units in the
University to report received complaints and offers advice on handling
them. The Gender Equity Officer shall file all the complaints received

which meet the conditions of 6.1.
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The Gender Equity Officer attends the Committee on Gender Equity

meetings as an ex-officio member.

6 The Processing of Complaints

6.1

6.2

Conditions of Accepting Complaints for Further Processing

6.1.1

The complainant can lodge a complaint when he/she has been or is being

subjected to sexual harassment or sexual bullying, etc.

Complaint should normally be lodged within 12 months after the incident

has taken place.

The accused shall be staff member or student of the University of Macau.

The complainant shall submit the Investigation Application Form (See
Appendix 1) to the Committee on Gender Equity. If the complainant did
not complete the aforementioned application form, provided that he/she
has submitted precise complaint information in writing (e.g., letter or

email), the complaint shall still be accepted for further processing.

If the complainant lodges the complaint anonymously, the Committee on
Gender Equity will review the case and process or investigate if substantial

evidence is provided.

Complaint Procedures and Processing Time

6.2.1

The complainant may lodge complaints of sexual harassment or sexual
bullying, etc. with the respective unit heads or the Committee on Gender
Equity. If the complaint is lodged to the respective unit head, he/she shall
transfer it to the Committee on Gender Equity for further handling within
3 working days counting from the day following the receipt of the

complaint.
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Upon the receipt of the complaint, to understand the case, the Gender
Equity Officer, the Chair or the Secretary of the Committee on Gender
Equity may arrange one or more meetings with the complainant and/or the
accused, the Chair shall decide whether to accept the complaint within 5
working days counting from the day following the last meeting. When
needed, the Chair may consult one or more member(s) of the Committee
to discuss the measures to be taken as well as the proposed follow-up
actions and then make the decision.

If the decision is to accept the complaint, the Committee on Gender Equity
shall nominate members for the investigation panel within 10 working days
counting from the day following the decision was made. The investigation
panel shall be appointed by the Chair and shall consist of at least 3 panel
members, with at least one of them should have the experience or
knowledge in handling cases of sexual harassment or sexual bullying, etc.
The investigation shall be completed within 30 working days counting from

the day following the establishment of the investigation panel.

Within 10 working days counting from the day following the completion of
its investigation, the investigation panel shall submit to the Chair a report
which shall include the content of the complaint, the measures taken, the
result and recommendations. The Chair shall then submit the report to the
Rector within 5 working days counting from the day following the receipt

of the report.

Within 10 working days counting from the day following the receipt of the

above said report, the Rector shall decide whether the case shall be subject

to further investigation or handling in either one of the following situations:

a) When the disciplinary punishment of suspension with deprivation of
remuneration or dismissal with justified reason is proposed for the
accused who is a staff member;

b) When a penalty as defined in the Student Disciplinary Regulations of

the University of Macau is proposed for the accused who is a student.
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Otherwise, the Rector shall make the final decision within 10 working days
counting from the day following the receipt of the aforementioned report

based on the report recommendation.

If further investigation or handling is necessary, the Rector shall appoint or
notify the following committee or authorities depending on the identity of
the accused:

a) The Grievance and Disciplinary Committee defined in Chapter 10 of
the Regulations of the Personnel Affairs of the University of Macau if
the accused is a staff member;

b) The disciplinary authorities defined in the Student Disciplinary
Regulations of the University of Macau if the accused is a student.

The Grievance and Disciplinary Committee/disciplinary authorities shall

submit report(s) to the Rector in accordance with their predefined procedure

and timeline. The Rector shall make the final decision within 10 working

days counting from the day following the receipt of the report(s) N,

Note: Penalty for students shall be imposed by the authorized entity in accordance with

Student Disciplinary Regulations of the University of Macau.

After the final decision is made, the Rector shall inform the Committee on
Gender Equity about the decision, the Committee shall inform the
complainant and the accused of the decision in writing within 7 working

days counting from the day following the receipt of Rector’s decision.

On request by the Committee on Gender Equity with sound justifications
provided, the Rector may grant an extension of the time limits stated in
Items 6.2.2 to 6.2.6 above.

Confidentiality

The University shall exercise due care in handling all complaints and

investigations to protect the privacy of all the parties concerned. All involved

parties as well as those who get into contact with the complaint and learn about
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the complaint by any means are obliged to maintain confidentiality on the relevant

information, and shall not disclose or use the information obtained.

Protection

A person, the accused or otherwise, shall be subject to disciplinary action where
his or her action at all material time in relation to the complainant, any witness,
any investigator, or any one assisting in the investigation is seen to be retaliatory

in nature and in violation of his or her duties.

Principles of Fairness

Once the complaint proceedings are initiated, the University will ensure that the
involved parties, including the complainant, the accused, witnesses or persons
assisting in the investigation be treated fairly including equal opportunity of
defense and giving proofs.

Complaint in Bad Faith
Making a complaint in bad faith with the intention of misleading or deceiving shall

constitute grounds for disciplinary procedure.
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Confidential

Investigation Application Form
For Sexual Harassment or Sexual Bullying Cases

Information of the Complainant

Name: (Chinese) (English)
Gender: Date of Birth: (DD/MM/YYYY)
LIID OPassport (Number)

LIStudent (Number)

LIStaff (Number)

LOthers (specify)
Faculty/Unit:
Contact Number: Email Address:
Contact Address:

Complaint Details

Category: [ISexual Harassment [1Sexual Bullying or other behaviours violating gender equity
Name of accused: (Chinese) (English)

O Student [ Staff Gender: Faculty/Unit:
Date and Time of the Incident: (DD/MM/YYYY) AM OPM (HH/MM)

Location of the Incident:

Description of the Incident:

(If the space is insufficient, please use separate sheets for details or explanations.)

Physical Evidence:
OYes (specify and attach: ) CNo
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Witness:
CYes (please provide the following information) [INo
Name: (Chinese) (English) Gender:
[JUM Student [JUM Staff  [COthers (specify)
Relationship with the Complainant: Contact Number:
Contact/Email Address:
[JAttach information of other witness(es)

Expected Outcome of the Complainant:

The information provided in this complaint application form is true.

Complainant (Signature) Date (DD/MM/YYYY)

Note: All information provided in this complaint will be kept confidential except for the purpose of investigation
or concern for public safety. Information of this complaint is subject to revision by Complainant. The Committee
on Gender Equity (CGE) is authorized to transfer the information provided to the investigation panel appointed by

the CGE. The original copy of this complaint and other supporting will be handled by the CGE and will not return
to the Complainant in general terms.
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