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Purpose 
 
 This paper briefs Members and seeks their views on the draft Code of 
Practice (draft CoP) for Employment Agencies (EAs).  
 
 
Background 
 
2.  At present, EAs in Hong Kong are regulated by Part XII of the 
Employment Ordinance (EO) (Cap. 57) and the Employment Agency 
Regulations (EAR) (Cap. 57A).  According to section 51(1) of EO, any person 
who wishes to operate an EA1 in Hong Kong is required to obtain a licence or a 
Certificate of Exemption from the Commissioner for Labour (C for L), or 
otherwise he/she may be held liable for an offence.  At present, there are about 
2 900 licensed EAs, amongst which 1 400 are EAs providing placement service 
of foreign domestic helpers (FDHs) (herein after referred to as “FDH EAs”). 
 
3. The Employment Agencies Administration (EAA) of the Labour 
Department (LD) is responsible for enforcing the above legislation.  It ensures 
that EAs would operate in compliance with the laws through conducting regular 
and surprise inspections, complaint investigations, as well as instituting 
prosecutions against EAs which are suspected of breaching the laws.  
 
4.     The Government has all along been taking stringent enforcement 
actions against EAs which have violated EO and EAR, in particular against their 
involving in unlicensed operation and overcharging of commission from 
job-seekers.  LD will initiate investigation immediately upon receipt of 
complaints; where there is sufficient evidence, prosecution will be instituted 
accordingly.  Having regard to public expectations and concerns, especially 
those from employers and job-seekers (with particular regard to the situation of 
FDHs) on services of EAs, EAA has strengthened the manpower in the past two 
                                                       
1 An EA is defined under section 50(1) of EO as “a person who operates a business the purpose of 
which is to obtain employment for another person; or to supply the labour of another person, to an 
employer, whether or not the person who operates the business will derive any pecuniary or other 
material advantage from either the employer or such other person”. 
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financial years to strengthen the monitoring of EAs by increasing the annual 
inspection targets to EAs from 1 300 to 1 800 inspections each year 
(representing a 38% increase).  
 
5.  In 2013, 2014 and 2015, LD conducted 1 341, 1 806 and 1 803 
inspections respectively to EAs across the territory, amongst which 1 013 (76%), 
1 352 (75%) and 1 348 (75%) were inspections to FDH EAs.  In the first three 
months of 2016, LD conducted 563 inspections to EAs across the territory, 
amongst which 422 (75%) were inspections to FDH EAs.  In 2014, LD 
successfully prosecuted four EAs, amongst which one was convicted of 
overcharging commission from job-seekers; whereas in 2015, a total of 12 EAs 
were prosecuted by LD, amongst which nine were convicted of overcharging 
commission from job-seekers.  In 2014 and 2015, C for L revoked/refused to 
renew licences to five EAs each year, for reasons including the licensee being 
convicted of overcharging commission from FDHs, unlicensed operation before 
a licence was granted, perverting the course of public justice, as well as the 
licensee was considered by C for L on reasonable grounds that he/she was not a 
fit and proper person to operate an EA. 
 
6.  To promote professionalism and quality service in the EA industry, 
C for L is promulgating a CoP for EAs to follow during their operations.  The 
draft CoP is at Annex.  LD is conducting a consultation on the draft CoP, the 
consultation period of which will end on 17 June 2016.  
 
 
Content of the draft CoP 
 
7.      The draft CoP consists of five chapters and eight appendices.  Of 
these, Chapter 3 lists out salient legislative requirements that EA licensees must 
follow.  They are by no means exhaustive and EAs shall ensure that their 
operations are in full compliance with all laws of Hong Kong at all times.  
 
8. Section 53(1) of EO sets out the grounds upon which C for L may 
refuse to issue or renew, or may revoke an EA licence.  C for L may exercise 
such power if he/she is satisfied on reasonable grounds that –  
    

(a) the name under which the EA is operated or is intended to be operated – 
(i) is identical with the name of another EA which is being, or has been, 

carried on by another person; or 
(ii) so nearly resembles the name of another EA as to be likely to 

deceive the public; 
(b) the EA is being, or is likely to be, used for unlawful or immoral 

purposes; or 
(c) the person operating, or intending to operate, the EA – 
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(i) is an undischarged bankrupt; 
(ii) has, within the preceding five years, been convicted of an offence 

against the person of a child, young person or woman or of an 
offence involving membership of a triad society, fraud, dishonesty 
or extortion;  

(iii) has knowingly furnished to C for L any false or misleading 
information in connection with his/her application for the issue or 
renewal of the licence;  

(iv) has contravened any provision of Part XII of EO or any regulation 
made under section 62 of EO; or 

(v) is not, for any other reason, a fit and proper person to operate an 
EA. 

 
In this connection, section 53(1)(c)(v) empowers C for L to take into account all 
relevant facts in determining whether a person is fit and proper to operate EA 
business, and Chapter 4 of the draft CoP provides elaboration in this regard. 
 
9. Without prejudice to C for L’s power to consider all relevant facts in 
determining whether a person is fit and proper to operate EA business, Chapter 4 
of the draft CoP sets out the minimum standards which C for L expects from EA 
licensees in operating their business.  Apart from complying with the statutory 
requirements (particularly those set out in Chapter 3) at all times, whether an EA 
licensee or an applicant can meet the standards set out in Chapter 4 is one of the 
important factors which C for L will take into account when considering if a 
person is a fit and proper person to operate an EA.  
 
10. The standards set out in Chapter 4 cover all aspects in operating an EA, 
including – 

(a) Management’s responsibilities; 

(b) Display of notices as required by law and government authorities; 

(c) Act honestly and exercise due diligence; 

(d) Maintain transparency in business operations; 

(e) Draw up service agreements with job-seekers and with employers; 

(f) Provision of payment receipts; 

(g) Provision of the employment contract to the contracting parties; 

(h) Maintain professional knowledge and stay up to date with latest laws 
and regulations relating to the industry; 
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(i) Promote job-seekers’ and employers’ awareness of their rights and 
obligations; 

(j) Adopt good record management practices; and 

(k) Avoid involving in financial affairs of job-seekers. 

11.   Amongst the standards set out in Chapter 4, some of them are 
particularly relevant to FDH EAs.  Whether EAs could meet such standards is 
one of the important factors which will be taken into account by C for L when 
issuing licences to or renewing licences for FDH EAs (please refer to paragraph 
9 above).  
  
12.  To facilitate EAs’ compliance and for ease of reference by FDHs and 
their employers, LD has also provided some sample forms in the Appendices of 
the draft CoP, including: 
 

(i) Sample record sheet for keeping information of job-seekers; 

(ii) Sample service agreements which EAs should respectively draw up 
with FDH job-seekers and FDH employers; 

(iii) Sample resume of FDH job-seekers; 

(iv) Sample receipts from EAs for FDH job-seekers and FDH employers; 

(v) Sample wage receipt for FDHs; 

(vi) Sample letter of termination of SEC initiated by FDHs and by FDH 
employers; and 

(vii) Sample receipt for payment upon termination/expiry of SEC. 

 
EAs may, having regard to their own business operations, add further 
details/items to the above sample forms as they deem it appropriate.   

 
13.  In relation to the implementation of the CoP, LD may issue warning 
letters to EAs for rectification of irregularities detected (which may include but 
not limited to failing to meet the statutory requirements and/or standards set out 
in the CoP).  C for L may also consider, amongst other relevant factors, the 
relevant track record2   of the EAs and/or their capability of meeting such 
requirements/standards, in making decision of revoking or refusing to issue or 
renew EA licenses under section 53(1) of EO.  
 

                                                       
2 For example whether systematic and intentional abuse has been detected or EAs have persistently 
failed to meet the requirements and / or standards set out in this CoP, as well as records of failure to 
rectify upon warning of LD, etc.. 
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14. To enhance transparency, LD will publish a list of licensed EAs at its 
website for verification by members of the public.  LD will also issue press 
statements and publish such on its website upon an EA being convicted, and/or 
the licence of an EA has been revoked or refused for renewal. 
 
 
The Consultation Exercise 
 
15. The Secretary for Labour and Welfare has already notified the relevant 
Consulates-General about the draft CoP.  LD has also uploaded the draft CoP to 
its website (www.labour.gov.hk/en/copconsultation.htm), and has provided a 
copy of the draft CoP to various stakeholders, including the EA associations, EAs, 
FDH employers groups and FDH groups.   LD will later arrange consultation 
sessions for different stakeholder groups, while other parties may send in their 
views in writing. 
 
 
Way Forward 
 
16. LD will collect views in the consultation period as mentioned in 
paragraph 6 above so as to further refine the CoP, and will publish in due course 
the details regarding the CoP.  LD will closely monitor the effectiveness of the 
CoP (please refer to paragraph 13 above).  If the effectiveness of the CoP is far 
from satisfactory, LD may consider adopting other means including, inter alia, 
seeking legislative amendments to EO and/or EAR to suitably regulate the 
industry.   
 
 
Public Education 
 
17. Apart from introducing the CoP to tighten regulation, LD will also 
continue with its public education efforts to enhance the professionalism and 
service quality of the EA industry, as well as promoting the awareness of 
job-seekers and their employers about their rights and obligations, and the points 
to note when engaging an EA.  In this regard, LD has published a simple and 
easy to understand leaflet this month (April), setting out the respective “Do’s” 
and “Don’ts” for FDHs, employers and EAs.  The leaflet is available in Chinese, 
English, Tagalog and Indonesian languages (with the Tagalog and Indonesian 
versions to be available shortly), and is distributed through offices of LD, the 
Immigration Department and the Public Enquiry Services Centre of District 
Offices of the Home Affairs Department.  It is also available at LD’s website 
(http://www.labour.gov.hk/en/pblic/pdf/Dos_and_Donts_Leaflet_Eng.pdf).  
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Advice Sought 
 
18.   Members are invited to offer their views on the draft CoP.  
 
 
Labour and Welfare Bureau 
Labour Department 
April 2016 
 
 
 
 



Draft Code of Practice for
Employment Agencies

勞工處
Labour DepartmentApril 2016

Annex



This Code of Practice is issued free of charge and can be obtained 
from the Employment Agencies Administration of the Labour 
Department.  Its contents can also be downloaded from the Labour 
Department website.  Except for advertisement, endorsement 
or commercial purposes, this Code of Practice may be freely 
reproduced/extracted without prior written permission from the 
Labour Department provided that the party producing/extracting 
this Code has acknowledged the source as "Code of Practice 
for Employment Agencies published by the Labour Department”.  
For detailed legislative requirements governing the operation of 
employment agencies in Hong Kong, please refer to the relevant 
legislation.  The Labour Department has also published a “Practical 
Guide for Operating an Employment Agency” which sets out the 
procedures for making various applications and notifications to the 
Labour Department as required under the Employment Ordinance 
(Cap. 57), and the Employment Agency Regulations (Cap. 57A).

You are welcome to submit your views 
in writing on this draft Code of Practice 
to the Labour Department on or before 
17June 2016 : 
Address : Employment Agencies Administration, 

Labour Department 
　　　	 	Unit 906, 9/F, One Mong Kok Road 

Commercial Centre,	1 Mong Kok Road, 
Kowloon

Fax : 2111 3395

Email : copconsultation@labour.gov.hk

Your views submitted may be published. Please 
specify so if you request anonymity in your submission.
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Introduction

1.1 The Commissioner for Labour (C for L) regulates employment agencies (EAs) 
through licensing, conducting regular and surprise inspections, as well as 
complaint investigation pursuant to Part XII of the Employment Ordinance 
(EO) (Cap. 57) and the Employment Agency Regulations (EAR) (Cap. 57A).  
These legal provisions apply to all EAs in Hong Kong and an EA is defined 
under section 50(1) of EO as “a person who operates a business the purpose 
of which is to obtain employment for another person; or to supply the 
labour of another person, to an employer, whether or not the person 
who operates the business will derive any pecuniary or other material 
advantage from either the employer or such other person”.

1.2 Section 53(1) of EO specifies the conditions that C for L may refuse to issue 
or renew an EA licence, or may revoke an EA licence.  C for L may exercise 
such power if he/she is satisfied on reasonable grounds that –

(a) the name under which the EA is operated or is intended to be 
operated –

(i) is identical with the name of another EA which is being, or has 
been, carried on by another person; or

(ii) so nearly resembles the name of another EA as to be likely to 
deceive the public;

(b) the EA is being, or is likely to be, used for unlawful or immoral 
purposes; or

(c) the person operating, or intending to operate, the EA –

(i)  is an undischarged bankrupt;

(ii) has, within the preceding five years, been convicted of an offence 
against the person of a child, young person or woman or of an 
offence involving membership of a triad society, fraud, dishonesty 
or extortion; 

(iii) has knowingly furnished to C for L any false or misleading 
information in connection with his/her application for the issue or 
renewal of the licence; 

Chapter 1
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(iv) has contravened any provision of Part XII of EO or any regulation 
made under section 621 of EO; or

(v) is not, for any other reason, a fit and proper person to operate an 
EA.  

1.3 Having regard to public expectations and concerns, especially those from 
employers and job-seekers (with particular regard to the situation of 
foreign domestic helpers (FDHs)) on services of EAs, C for L is promulgating 
this Code of Practice (CoP) for EAs to follow when operating business. The 
CoP should help promote professionalism and quality service in the EA 
industry.

1.4 This CoP consists of two major parts, namely Chapters 3 and 4.  Chapter 3 
of this CoP restates the salient legislative requirements in EO and EAR that 
EA licensees must follow when operating their business.   It also sets out 
the provisions of other legislation which are considered most relevant to 
the operation of EAs and which EA licensees must also observe.    

1 According to section 62 of EO, the Chief Executive in Council may make regulations for all or any of the 
following purposes- 
(a) prescribing the procedure for the issue of licences and certificates of exemption (CoE);
(b) fixing the fees to be paid for the issue and renewal of a licence or CoE and the method of 

payment of such fees;
(c) prescribing the procedure to be followed when a licensee or holder of a CoE - 

(i) ceases to operate his EA; or
(ii) changes the place of business of his EA;

(d) prescribing the procedure to be followed when- 
(i) a company is issued with a licence or CoE; and
(ii) there is a change in the management of the company;

(e) requiring a licensee and the holder of a CoE to display his licence or CoE conspicuously at the 
place of business of the EA;

(f ) providing for the publication in the Gazette of particulars of all licences and CoE;
(g) prescribing the nature of services in respect of which an EA may charge and receive any fee, 

commission or expenses;
(h) prescribing the maximum fees and charges which may be charged and received by an EA;
(i) prescribing any thing which is to be or may be prescribed under Part XII of EO; and

(j) generally for the better carrying out of the provisions and purposes of Part XII of EO.

EAR is made under section 62 of EO.

Chapter 1 : Introduction
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1.5 Chapter 4 of this CoP sets out the factors which C for L may take into 
account when exercising his/her power of granting, renewing, revoking or 
refusing to renew EA licences under section 53(1) of EO.  Specifically, section 
53(1)(c)(v) of EO gives C for L the power to refuse the granting or renewing, 
or revoking an EA licence if he/she is satisfied on reasonable grounds that 
the person is, for any other reasons, not a fit and proper person to operate 
an EA.  The factors set out in this Chapter are the minimum standards which 
C for L expects from EA licensees, the director(s) of the company (which are 
referred to as “company directors” herein thereafter), and/or the “nominated 
operator”2. Meeting the standards in this Chapter is a factor, among other 
relevant considerations, that C for L may take into account when assessing 
whether one is qualified as a fit and proper person to operate an EA.

1.6 To enhance transparency, the Labour Department (LD) will publish a list 
of licensed EAs at its website for verification by members of the public.  LD 
will also publish press statements and post them on its website when an 
EA has been convicted, and/or the licence of an EA has been revoked or its 
application for renewal has been refused.

1.7 This CoP should be read by all EA licensees, company director(s), 
nominated operator, personnel and staff, as well as parties interested 
in joining the EA business. It should be stressed that this CoP is NOT a 
replacement of EO and EAR.  EO, EAR, the Immigration Ordinance (IO) 
(Cap. 115), the Trade Descriptions Ordinance (TDO) (Cap. 362), the Personal 
Data (Privacy) Ordinance (PDPO) (Cap. 486), and all other relevant laws of 
Hong Kong (including the anti-discrimination legislation) remain the sole 
authority for the provisions explained in this CoP.  EA licensees, company 
director(s), nominated operator and applicants for EA licences shall refer to 
the relevant provisions at all times.  In case of doubt, EAs (or applicants for 
EA licences) can approach:

2 According to regulation 7 of EAR, “a company to which a licence is issued shall notify C for L in 
writing of the name of the person appointed by the company to operate, manage, or assist in the 
management of, the employment agency to which the licence relates”.  This appointed person is 
defined as the “nominated operator” under paragraph 2.1 of this CoP.

Chapter 1 : Introduction
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(a) the Employment Agencies Administration (EAA) of LD for enquiry on 
EO and EAR, 

(b) ImmD for enquiry on IO, 

(c) the Customs & Excise Department (C&ED) for enquiry on TDO, 

(d) the Office of the Privacy Commissioner for Personal Data (PCPD) for 
enquiry on PDPO, and

(e) the Equal Opportunities Commission (EOC) for enquiry relating to 
anti-discrimination legislation.  

 It is also important to note that compliance with this CoP does not in itself 
confer immunity from legal obligations in Hong Kong.  

1.8 LD reserves the right to amend and update this CoP as and when necessary, 
particularly having regard to legislative changes and practices of EAs. 

1.9 LD will closely monitor the effectiveness of the CoP, particularly whether 
EAs have been meeting the standards set out in Chapter 4 of this CoP.  In 
case the CoP could not achieve its objective, LD may consider adopting 
other means including, inter alia, seeking legislative amendments to EO 
and/or EAR to suitably regulate the industry.  

Chapter 1 : Introduction
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Interpretation and Abbreviations

2.1   Interpretation
2.1.1 In this CoP –

“duplicate licence” (牌照複本 ) means a duplicate of a licence issued 
under section 52 of EO for each branch location of an EA where a 
licensee operates an EA at more than one place of business. 

“employment agency” (職業介紹所 ) means a person who operates 
a business the purpose of which is-

(a)  to obtain employment for another person; or
(b)  to supply the labour of another person to an employer,

whether or not the person who operates the business will derive any 
pecuniary or other material advantage from either the employer or 
such other person. 

“employment agency staff ”  (職業介紹所職員)  means an 
employee or any other personnel who is authorised by the licensee, 
company director(s), and/or nominated operator to stay in the EA and 
who will have dealings with job-seekers and employers.

“foreign domestic helper”  (外籍家庭傭工)  means a person who 
is admitted into Hong Kong for full-time, live-in employment with 
a specific employer to perform domestic duties at the employer’s 
residence specified in the Standard Employment Contract (SEC) (ID 
407).

“nominated operator” (被提名經營者)  means the person 
appointed by the company to which a licence is issued to operate, 
manage, or assist in the management of, the EA in accordance with 
regulation 7 of EAR.

Chapter 2
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“foreign domestic helper”  (外籍家庭傭工)  means a person 
who is admitted into Hong Kong for full-time, live-in employment 
with a specific employer to perform domestic duties at the 
employer’s residence specified in the Standard Employment 
Contract (SEC) (ID 407).

“nominated operator” (被提名經營者)  means the person 
appointed by the company to which a licence is issued to operate, 
manage, or assist in the management of, the EA in accordance with 
regulation 7 of EAR.
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“prescribed commission”  (訂明佣金)  means the maximum 
commission which may be received by an EA as specified in the 
Second Schedule of EAR, which is no more than 10% of the first 
month’s wages received by the job-seeker after he/she has been 
placed in employment by EA.

“prescribed records and returns” (訂明的紀錄及申報表)  means 
a record maintained by a licensee as required under section 56 of 
EO of all job-seekers registered with his/her EA containing the person’s 
name, address, Hong Kong Identity Card (HKID) number (or in the 
case of a non-resident, passport number and citizenship), fee and 
commission received, date of employment and name and address of 
employer. 

2.1.2 Unless specified otherwise, the terms and expressions used in this CoP 
shall have the same meaning assigned to them under Part XII of EO and 
EAR.
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2.2   Abbreviations
2.2.1 The abbreviations used in this CoP shall have the following meanings:  

C for L Commissioner for Labour

CG Consulates-General

C&ED Customs and Excise Department

CoE Certificate of Exemption

EA Employment agency

EAA Employment Agencies Administration of the Labour 
Department

EAR Employment Agency Regulations (Cap. 57A)

ECO Employees’ Compensation Ordinance (Cap. 282)

EO Employment Ordinance (Cap. 57)

EOC Equal Opportunities Commission

FDH Foreign domestic helper

HKID Hong Kong Identity Card 

HKSAR Hong Kong Special Administrative Region

ImmD Immigration Department

IO Immigration Ordinance (Cap. 115)

LD Labour Department 

MAW Minimum Allowable Wage

PCPD Office of the Privacy Commissioner for Personal Data

PDPO Personal Data (Privacy) Ordinance (Cap. 486)

SEC Standard Employment Contract prescribed by the 
Government for hiring foreign domestic helper from 
abroad (ID 407) 

SLS Supplementary Labour Scheme

SWD Social Welfare Department

TDO Trade Descriptions Ordinance (Cap. 362)
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Statutory requirements in relation to operating an 
employment agency 

3.1 Introduction 
3.1.1 This chapter lists out the salient statutory requirements which EAs must 

observe.  They are by no means exhaustive and EAs shall ensure that 
their operations are in full compliance with all laws of Hong Kong at all 
times.  Failure to comply with the laws may lead to legal consequences, 
including prosecution, and upon conviction, C for L may consider 
revoking or refusing to renew the EA licence.  

3.2 All EAs must be licensed before commencing operation 
3.2.1 Save for the exceptions as provided under section 50(3) of EO13, any 

person who wishes to operate, manage or assist in the management 
of an EA in Hong Kong to provide job-placement service must obtain a 
licence or a CoE4 from C for L beforehand. 

3 Part XII of EO and EAR does not apply to any EA -  
(a) which is carried on or subvented by the Hong Kong Government;
(b) which is carried on under the terms of a permit to maintain a crew department granted or 

deemed to be granted under the Merchant Shipping (Seafarers) Ordinance (Cap. 478);
(c) which is carried on by an employer for the sole purpose of recruiting persons for employment on 

his own behalf;
(d) which is carried on by a contractor, or sub-contractor, who employs any person on work for 

another person;
(e) which is carried on by the proprietor of a newspaper or other publication if the operation of an 

EA is non-profit making and is not the principal purpose of the publication of the newspaper or 
other publication;

(f ) which is –
(i) non-profit making;
(ii) wholly maintained, or managed by the owner, staff or students of a school, college, university 

or other educational institution recognized by the Permanent Secretary for Education; and
(iii) carried on solely for or in connection with the employment of the students or graduates of 

such school, college, university or other educational institution; or
(g) subject to any regulations which may be applicable thereto, in respect of which a CoE has been 

issued.
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licence or a CoE24 from C for L beforehand. 

3.2.2 The licence is valid for operating an EA at the place of business 
specified in the licence or CoE issued in respect of the EA only.  
A duplicate licence must be obtained for each of the branch office(s) of 
the EA which is located at different address(es). 

3.2.3 Operating an EA without a valid licence or a CoE shall be liable for an 
offence, subject to a maximum penalty of $50,000 upon conviction.  LD 
may initiate prosecution against any unlicensed operation without prior 
warning.

3.2.4 No person other than the licensee shall use or make use of, directly or 
indirectly, an EA licence.  The licensee shall not lend, transfer or assign an 
EA licence to another person. 

3.2.5 Any person or entity who operates a business either to obtain 
employment for another person or supply the labour of another person 
to an employer must obtain an EA licence, regardless of the mode of 
his/her operation (e.g. providing job matching service via a website or 
mobile applications etc.) and whether the user will be charged for the 
service. 

3.2.6 While the laws of Hong Kong do not require EAs to provide other 
ancillary services for job-seekers (e.g. pre-employment training, visa 
processing, school search for job-seekers’ children, airport transfer, 
arranging temporary accommodation, etc.) and/or employers, if any of 
such services are offered, EAs must ensure that the necessary approval(s) 
or licence(s) have been obtained from the relevant government 
authorities for the provision of such services.  EAs must also comply with 
the relevant laws in relation to provision of those ancillary services.  

4 Pursuant to section 54(1) of EO, C for L may, upon application in such manner as may be prescribed, 
exempt an EA from obtaining a licence under section 52 of EO, subject to conditions as he/she may 
specify, if he/she is satisfied that the EA is non-profit making and should, in the public interest, be so 
exempted.  C for L shall issue to any person exempted under section 54(1) a CoE.  EAs granted CoE are 
still subject to the regulations stipulated in Part XII of EO and EAR.
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3.3 Manner and form for applying for a licence
3.3.1 To apply for an EA licence, the applicant shall submit an application no 

later than one month before the intended date for commencement of 
business to EAA in the prescribed form together with other documents 
as required.  Where the applicant is a company, the application shall be 
submitted by a director of the company on its behalf.  It is the applicant’s 
responsibility to ensure that all information and supporting documents 
required are provided in full and correct in a timely manner.  Failure to 
provide the necessary information and/or documents may result in the 
licence application being delayed or refused.  Anyone who furnishes 
false information in connection with any licence application shall be 
liable for an offence and subject to a maximum penalty of $50,000 upon 
conviction. 

3.3.2 A licensee shall ensure that his/her EA licence (including main and 
duplicate licence(s)) is renewed before the present one expires.   The 
renewal application shall be submitted to EAA not later than two months 
before the expiration of the EA licence.  

3.3.3 Submitting an application does not necessarily mean that an EA 
licence will be granted or the applicant is deemed to be authorised to 
commence operation of EA.  The licence applicant must not start any 
operation or provide any service before an EA licence has been granted, 
or to continue business when the existing licence has expired but yet to 
be renewed.  Otherwise he/she shall be held liable for operating an EA 
without a valid EA licence. 

3.3.4 Please refer to “Practical guide for operating an employment agency” 
(http://www.labour.gov.hk/eng/public/guide/) issued by LD for more 
details about the procedures and documents required for application or 
renewal of an EA licence.

Chapter 3 : Statutory requirements in relation to 
operating an employment agency 

- 12 -



3.4 Requirements under EO and EAR when EA is in business 
3.4.1 The EA licence (including main and duplicate licence(s)) as well as the 

Second Schedule of EAR regarding the prescribed commission shall be 
displayed in a prominent position at the place of business of EA.    

3.4.2 The licensee shall maintain a record showing particulars of every 
person who registers with his/her EA for employment.  The record shall 
contain the job-seeker’s name, address, HKID (or a passport number 
and citizenship if the job-seeker is not a Hong Kong resident), fee and 
commission received, date of employment as well as name and address 
of employer.  A sample of the record sheet is at Appendix 1 in Chapter 5.  
Such record shall be retained for a period of not less than 12 months 
after the expiration of each accounting year of EA and shall be kept 
at the place of business of EA (i.e. the licensed address) to be made 
available for inspection by LD. 

3.4.3 The EA licence (including main and duplicate licence(s)), the Second 
Schedule of EAR regarding the prescribed commission and the records 
of particulars of job-seekers (as referred to in paragraph 3.4.2 above) 
shall be made available for inspection by LD at all times at the place of 
business of EA. Failure to do so shall be liable for an offence, subject to 
a maximum penalty of $10,000.  Prosecution may be instituted without 
prior warning.  

3.4.4 The licensee shall notify EAA in writing of any change of nominated 
operator, director or partner, within 14 days after such change.  In the 
case where the change is the place of EA business, the licensee shall give 
notice to EAA not less than 14 days prior to such change.  Failure to do 
so shall be liable for an offence and subject to a maximum penalty of 
$10,000.

3.4.5 In the event of cessation of business, the licence (including main and 
duplicate licence(s)) shall be returned to EAA within 7 days after the 
cessation of business.  Failure to do so shall be liable for an offence and 
subject to a maximum penalty of $10,000.
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3.4.6 Below is a summary of the above-mentioned notifications to EAA 
for easy reference.  Please refer to “Practical guide for operating an 
employment agency” for details – 

 Change of nominated operator – within 14 days after the change

 Change of director or partner – within 14 days after the change

 Change of place of EA business – not less than 14 days before the 
change

 Cessation of EA business – within 7 days after the cessation of 
business

3.5 Fees that may be charged by EAs 
3.5.1 In relation to fees, EAs must strictly observe the requirements under 

section 57 of EO that it shall not, directly or indirectly, receive from 
job-seekers reward of any kind, or any payment or advantages 
in respect of expenses or otherwise (e.g. photocopying fees, visa 
processing fees), except the prescribed commission.  According to 
regulation 10 and Part II of the Second Schedule of EAR, the maximum 
commission which may be received by an EA shall be, from each 
person applying to EA for employment, work or contract or hire of 
his/her services, an amount not exceeding a sum equal to 10% of the 
first month’s wages received by such person after he/she has been 
placed in employment by EA.  The prescribed commission shall only be 
charged after the job-seeker has received his/her first-month wages, 
rather than charging them in advance.  Contravention of the relevant 
law is an offence and shall be liable on conviction to a maximum fine 
of $50,000. 

3.5.2 The fees, if any, that EAs may charge job-seekers arising from any 
ancillary services, in relation to or in connection with obtaining or 
seeking to obtain employment for job-seekers, together with the 
commission for placement service, must not exceed the prescribed 
commission as set out in paragraph 3.5.1 above. 
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3.6 Protecting personal information of employers and 
job-seekers 

3.6.1 EAs are required under EO and EAR to maintain records showing 
particulars of every person who registers with EAs for employment.  
When handling the personal information of employers and job-seekers, 
EAs shall also observe the requirements under PDPO.  For example, the 
data collected shall be directly related to the purpose of obtaining the 
employment only and shall not be kept longer than is necessary for the 
said purpose unless otherwise required by or permissible under PDPO.  

3.6.2 EAs shall also consider carefully whether and what kind of information 
about the job-seekers would be made available to the prospective 
employers having regard to PDPO’s requirements.  EAs shall brief the 
job-seekers as well as employers in full on the intended use of the 
personal data collected and their rights of requesting access to such 
data, and ensure that they have agreed in writing to the proposed uses.  
Unless with express and written consent from owners of such personal 
data for the specified purpose, EAs shall not post, display or disclose 
personal information of job-seekers (e.g. name, photo, age, religion, 
body measurements, etc.) or their previous employers (e.g. name, 
address, phone numbers, etc.) publicly. 

3.7 Carrying out other activities at EA’s licensed address

3.7.1 An EA must ensure that the necessary approval(s) or licence(s) have 
been obtained from relevant government authorities beforehand for 
any other activities (e.g. holding training classes or providing temporary 
accommodation) or non-EA related business (e.g. food business) that will 
be conducted in his/her EAs’ licensed address or other premises; and the 
relevant laws, regulations, licensing requirements shall be complied with 
at all times. 

3.7.2 Should EAs use their EA premises to provide boarding facilities or 
bedspaces (especially for job-seekers like FDHs who come from 
overseas), or provide such facilities in other non-EA premises to 
job-seekers, they must ensure that relevant approvals or licences for 
operating the boarding facilities or bedspaces have been obtained from 

Chapter 3 : Statutory requirements in relation to 
operating an employment agency 

- 14 - - 15 -



all relevant government authorities, and the prescribed standards in 
respect of building structure, fire safety as well as health and hygiene as 
specified in all relevant laws of Hong Kong (e.g. the Buildings Ordinance 
(Cap. 123), the Fire Services Ordinance (Cap. 95), the Hotel and 
Guesthouse Accommodation Ordinance (Cap. 349) and the Bedspace 
Apartments Ordinance (Cap. 447) (if applicable)) and/or any other 
licensing requirements as devised for such facilities have been fully and 
satisfactorily met at all times.  Furthermore, the fees EAs may charge 
job-seekers for the provision of placement service, together with the 
ancillary services provided in relation to or in connection with obtaining 
or seeking to obtain employment for job-seekers, must not exceed the 
prescribed commission as explained in paragraph 3.5.1 above. 

3.8 Adopting fair trade practices 
3.8.1 In their commercial practices, EAs must not deploy against consumers 

unfair trade practices prohibited by TDO, including false trade 
descriptions, misleading omissions, aggressive commercial practices, 
bait advertising, bait-and-switch and wrongly accepting payment.  C&ED 
is the principal enforcement agent of TDO.  Convicted traders may be 
liable to a maximum penalty of a fine of $500,000 and imprisonment for 
five years. 

3.8.2 Unlike the placement of local job-seekers where they could meet the 
prospective employers before signing employment contracts, and 
prospective employers would have more knowledge and channels to 
verify the academic qualifications, work experience, date of availability, 
etc. of the local job-seekers, prospective employers of overseas 
job-seekers (including FDHs) would mostly rely on the information 
provided by EAs in deciding whether to employ the overseas job-seekers 
concerned.  Likewise, the overseas job-seekers (including FDHs) would 
heavily rely on the information provided by EAs regarding the employers 
to decide whether to accept offers by the prospective employers.  In 
other words, EAs will, in most of the cases, be the only information 
source for both overseas job-seekers (including FDHs) and their 
prospective employers.  EAs must not take advantage of employers and 
job-seekers in this regard.  EAs must observe the statutory requirements 
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against unfair trade practices prohibited by TDO as mentioned in 
paragraph 3.8.1 above or they shall be held liable to an offence, subject 
to a maximum penalty of  a fine of $500,000 and imprisonment for five 
years upon conviction. 

3.9 Observing immigration laws
3.9.1 When the placement involves job-seekers from overseas, EAs must 

observe the relevant immigration requirements and restrictions relating 
to the employability of the job-seekers.   

3.9.2 EAs shall not aid or abet job-seekers or employers to breach the 
job-seekers’ conditions of stay in Hong Kong or otherwise the EAs 
concerned shall be held liable for an offence, subject to a maximum 
penalty of $50,000 and imprisonment of two years. 

3.9.3 If the placement involves FDHs, EAs are reminded that FDHs are granted 
permission to stay and work in Hong Kong only during the contractual 
period, which is normally two years as stated in SEC unless the contracts 
are pre-maturely terminated.  Under the prevailing policy, FDHs must 
leave Hong Kong upon completion of their SEC or within 14 days from 
the date of termination of their contract, whichever is earlier.  EAs shall 
not aid or abet FDHs to overstay after expiry of their visa, or after 14 days 
from the date of their termination of SEC or otherwise EAs shall be liable 
for an offence as mentioned in paragraph 3.9.2 above.  

3.9.4 Pursuant to Clause 3 of SEC, FDHs are required to work and reside in 
the employer’s residence specified therein.  Clause 4(a) of SEC provides 
that FDHs should only perform domestic duties for the employer in 
the latter’s residence as specified in SEC.  It is also stated in Clause 4(b) 
of SEC that FDHs should not take up any other employment with any 
other person.  EAs should not aid or abet FDHs to work in other places 
or carry out any work for any other person, or otherwise EAs will be held 
liable for aiding or abetting FDHs to breach their conditions of stay as 
mentioned in paragraph 3.9.2 above.
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3.10 Not to aid or abet employers to breach EO on payment of 
wages 

3.10.1 According to EO, employers must pay their employees on time and not 
to deduct wages unlawfully35.  EAs shall not aid or abet employers to 
underpay their employees, or make unlawful deduction of wages.  An 
employer who fails to pay wages to an employee on time commits an 
offence and is liable, upon conviction, to a maximum fine of $350,000 
and imprisonment for three years.  Making unlawful deduction from 
wages of an employee is also an offence and shall be liable to a 
maximum fine of $100,000 and imprisonment for one year.  EAs or any 
persons aiding or abetting the commission of such offences shall be 
guilty of the like offence and be liable to the same penalty.

3.10.2 If the placement involves FDHs, EAs shall not aid or abet employers 
to offer FDHs a salary that is lower than the prevailing Minimum 
Allowable Wage (MAW) when SEC is signed, or advise employers to 
make unlawful deduction of wages for any reasons (e.g. repaying a 
loan to a third party including overseas intermediaries) or paying 
wages to a third person instead of paying directly to FDHs.  As stated 
in paragraph 3.10.1 above, EAs or any persons aiding or abetting the 
employers to make unlawful deduction of wages of an employee shall be 
guilty of the like offence of unlawful deduction from wages and be liable 

5 Section 32 of EO prohibits an employer from deducting wages from his/her employee, except under 
certain circumstances, including :
(a) deductions for absence from work.  The deduction shall not exceed a sum proportionate to the 

period of time the employee is absent from work;
(b) deductions for damage to or loss of the employer’s goods, equipment, or property by the 

employee’s neglect or default.  In any one case, the sum to be deducted shall not exceed the 
equivalent in value of the damage or loss suffered by the employer or $300, whichever is the less.  
The total of such deductions shall not exceed one quarter of the wages payable to the employee 
in that wage period;

(c) deductions for the recovery of any advance or over payment of wages made to the employee.  
The total sum to be deducted shall not exceed one quarter of the wages payable to the employee 
in that wage period;

(d) deductions, with the employees’ written consent, for the recovery of any loan made by the 
employer to the employee;

 The total of all permitted deductions, excluding deductions for absence from work and certain 
deductions made pursuant to court orders, shall not exceed one half of the wages payable to the 
employee in that wage period.
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to the same penalty therefor.  Any person, including EA, who aids or 
abets the commission by another person (e.g. employers) to make false 
statement or representation to an Immigration Officer by proclaiming to 
pay MAW on SEC but underpays the FDH during the employment period 
shall be liable for an offence under IO, subject to a maximum fine of 
$150,000 and imprisonment for 14 years upon conviction on indictment.

3.11 Personal documents and property of job-seekers 
3.11.1 EAs in the course of placing job-seekers to/from overseas may need 

the passport or personal identification document of the non-local 
job-seekers, or local job-seekers who are seeking overseas employment.  
However, upon obtaining the employment or relevant visa for 
the job-seekers concerned, EAs shall return the passport or personal 
identification document directly to the job-seekers without delay.  

3.11.2 EAs shall not retrieve or withhold any personal property, including but 
not limited to job-seekers’ passport, personal identification document, 
employment contract, bank credit or debit cards, school certificates, 
any other materials distributed to the job-seekers by LD or any other 
relevant authorities (e.g. Consulates-General (CGs)) without their explicit 
consent.  Withholding the personal property of job-seekers, including 
but not limited to the items mentioned above, without the owners’ 
explicit consent may constitute an offence, for example, under the 
Theft Ordinance (Cap. 210).  If convicted upon indictment for theft, a 
person shall be liable to a maximum imprisonment of 10 years.
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Standards which the Commissioner for Labour 
expects from employment agencies 

4.1 Introduction
4.1.1 As pointed out in paragraph 1.2 above, under section 53(1)(c) of EO, 

C for L may refuse to issue or renew an EA licence, or may revoke an 
EA licence, if he/she is satisfied on reasonable grounds that the person 
operating, or intending to operate, the EA : 

(i) is an undischarged bankrupt;

(ii) has, within the preceding five years, been convicted of an offence 
against the person of a child, young person or woman or of an 
offence involving membership of a triad society, fraud, dishonesty 
or extortion;

(iii) has knowingly furnished to C for L any false or misleading 
information in connection with his/her application for the issue or 
renewal of the licence;

(iv) has contravened any provision of Part XII of EO or any regulation 
made under section 62 of EO16; or

(v) is not, for any other reason, a fit and proper person to operate an 
EA.

4.1.2 Compared to the conditions set out in sections 53(1)(c)(i) to (iv) of 
EO which are primarily based on factual evidence, section 53(1)(c)(v) 
provides certain discretionary power for C for L to holistically take into 
account all relevant factors. 

4.1.3 Without prejudice to C for L’s power in considering all other relevant 
factors as he/she deems appropriate in determining whether a person 
is fit and proper to operate EA business, this Chapter sets out the 
minimum standards which C for L expects from EA licensees in operating 
their business.  Apart from complying with the statutory requirements 

6 Please see footnote 1.
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(particularly those set out in Chapter 3 which are relevant to EAs) at 
all times, whether an EA licensee has met or an applicant can meet 
these standards is one of the relevant factors which C for L will take 
into account when considering if a person is a fit and proper person to 
operate an EA. 

4.1.4 LD may issue warning letters to EAs for rectification of irregularities 
detected, including but not limited to failing to meet the statutory 
requirements and/or standards set out in this CoP.  C for L may also 
consider, amongst other relevant factors, the relevant track record27of 
the EAs and/or their capability of meeting such requirements/standards,  
in making decision of revoking, or refusing to grant or renew EA licenses 
under section 53(1)(c)(v) of EO. 

4.1.5 As of end-2015, there were some 340 000 FDHs who were mostly female 
workers coming from the Philippines (53%) and Indonesia (44%), with 
the rest from other economies including India, Thailand, Nepal, Sri Lanka 
and Pakistan.  FDHs help meet the proven and long-standing shortage of 
full-time live-in domestic workers in the Hong Kong labour market.  They 
also enable more local women (especially those with young children 
or elderly family members) to stay/enter or re-join our labour market 
which is facing manpower shortage.  FDHs, particularly those who 
come to Hong Kong to work for the first time, may lack family support, 
face language barrier, and take time to establish their social network in 
Hong Kong.  Most newly-arrived FDHs need more attention, care and 
assistance for settling and integrating into society than local workers.  
EAs are one of the institutions that FDHs know and which FDHs may 
approach for assistance, particularly shortly after their arrival in Hong 
Kong.  Indeed EAs have a duty in ensuring proper placement of their 
FDH clients.

4.1.6   At present, FDHs already enjoy the statutory employment rights and 
benefits under EO and ECO like local workers.  In addition, the Hong 
Kong Special Administrative Region (HKSAR) Government has prescribed 

7 For example whether systematic and intentional abuse has been detected or EAs have persistently 
failed to meet the requirements and / or standards set out in this CoP, as well as records of failure to 
rectify upon warning of LD, etc..
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SEC under which FDHs enjoy wage protection through MAW, and 
benefits provided by their employers including free accommodation, 
free food (or food allowance in lieu), free medical treatment, and 
passages to/from their home countries, etc..  To ensure FDHs are aware 
of their rights and obligations, and channels for seeking assistance, the 
HKSAR Government has been undertaking various promotional and 
educational activities to enhance their awareness, as well as working 
closely with CGs of FDHs’ home countries in Hong Kong in coordinating 
efforts and sharing relevant information (e.g. information on problematic 
EAs).  

4.1.7 As stated in paragraphs 4.1.2 and 4.1.3 above, C for L may take into 
account, amongst other factors, an EA’s compliance with the statutory 
requirements (particularly those set out in Chapter 3 which are more 
relevant to EAs) and whether that particular EA has met or can meet the 
relevant standards C for L expects from an EA in determining whether 
an EA licensee (or an applicant for licence) is a fit and proper person 
to operate an EA as set out in section 53(1)(c)(v) of EO and accordingly 
whether an EA licence should be issued upon application, renewed 
or revoked.  This Chapter sets out the standards applicable to all EAs, 
amongst which some are particularly relevant to EAs engaged in FDH 
placements.  For those standards which are particularly relevant to EAs 
engaged in FDH placements, meeting such standards, among other 
relevant considerations, may be taken into account by CL when issuing 
licences to or renewing licences for EAs engaged in FDH placements. 

4.2   Management's responsibilities 
4.2.1 The licensee, company director(s) and/or nominated operator have the 

responsibility and are fully accountable for the operation of their EA. 

4.2.2 The licensee, company director(s) and/or nominated operator are 
required to closely supervise all of their employment agency staff.  They 
will be held accountable for all acts and conducts of all of their staff in 
relation to the provision of job-placement services even though they 
may not be the one(s) who failed to meet the statutory requirements 
and/or standards in this CoP. 
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4.2.3 The government authorities may need to contact the licensee, company 
director(s) and/or nominated operator if and where necessary.  As such, 
EAs are required to notify EAA as soon as practicable and preferably 
within 14 days of any change of the contact particulars of the licensee, 
company director(s) and/or nominated operator.  This is particularly 
relevant to EAs engaged in FDH placements as those EAs could well be 
one of FDHs’ major contact points in Hong Kong.

4.3   Display of notices as required by law and government 
authorities

4.3.1 EAs are required to display their licences and the Second Schedule of 
EAR (which is a statutory requirement mentioned in paragraph 3.4.1 
above) at the window-panel (if applicable), billboards near the entrance, 
or at the service counter(s) of their licensed premises to ensure that 
employers and job-seekers could easily notice and read such important 
information once they enter the premises.  If an EA maintains a website 
and/or mobile application, the licence number of the valid EA licence 
should also be displayed thereat for easy reference by the public.  This 
is applicable to all EAs including, among others, EAs engaged in FDH 
placements.

4.4   Act honestly and exercise due diligence 
4.4.1 To facilitate job-seekers and employers to make an informed decision, 

EAs should exercise due diligence in checking the accuracy of the 
information provided by both job-seekers and employers, including 
the information provided in the resume of the job-seekers as far as 
practicable (e.g. the accuracy and/or validity of the qualification and 
work experience set out therein) and the details about the job.  At the 
time of accepting payment of their service fees, EAs should ensure that 
the candidates offered to employers are available for filling the vacancy, 
and could satisfy the qualification and/or requirements (e.g. language 
proficiency, skills, past work experience, etc.), if any, set out specifically 
by the employers.  These are particularly relevant to those EAs engaged 
in FDH placements.
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4.5 Maintain transparency in business operations 
4.5.1 EAs should set out the service terms, fees schedules and complaint 

procedures for job-seekers and employers in writing respectively in the 
service agreements that they enter with job-seekers and employers.  
To avoid disputes, it is suggested that the job-seekers and employers 
be asked to acknowledge in writing that they understand the terms 
provided in the respective service agreements.  EAs should also provide 
opportunities for job-seekers and employers to raise questions and 
supply sufficient information through suitable means.  These are 
particularly relevant to EAs engaged in FDH placements.

4.6  Draw up service agreements with job-seekers and with 
employers 

4.6.1 To protect the interest of job-seekers, employers as well as EAs and to 
avoid / minimise misunderstanding on the services to be provided by 
EAs, a service agreement needs to be drawn up and agreed by concerned 
parties (i.e. one between EA and job-seeker; and another between EA 
and employer), preferably at the beginning of the job-placement process 
or before any payment is made.  The service agreement needs to list 
out the service terms and scope as well as the fees (if any) that will be 
charged by EA for the services38.

4.6.2 A sample service agreement for EAs with FDHs and another one for EAs 
with FDH employers are provided respectively in Appendices 2a and 2b 
in Chapter 5 for reference by EAs involved in FDH placements.  EAs may 
add other items as they deem it appropriate when drawing up their own 
service agreements with FDHs and employers but such agreements shall 
include the items as set out below:

(a) The EA’s service agreement with FDHs (Appendix 2a in  Chapter 5) 
needs to include, but not limited to, the following items: 

 The types of service to be provided (e.g. seek for new employer, 
direct hire, contract renewal, etc.); 

8
　 Fees charged by EA against the job-seeker should not exceed 10% of the job-seeker’s first-month 

wages received upon successful placement.
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 Whether commission would be charged, and the amount if 
charged, which is in any case not more than 10% of the FDH’s 
first-month’s wages received upon successful placement;

 Date of which the commission will be paid (which cannot be 
prior to receipt of first-month’s wages by FDHs after successful 
placement); and

 FDH’s employment history in the past two years etc. (if FDH is 
agreeable to disclose such to prospective employers).

(b) The EA’s service agreement with FDH employers   (Appendix 2b in 
Chapter 5) needs to include, but not limited to, the following items: 

 The types of service to be provided (e.g. to recruit FDHs from 
overseas, FDHs already in HK, direct hire, contract renewal, etc.);

 Details of the fees to be charged by EA and how they will be 
calculated (e.g. amount or method of calculation, the itemised 
fee such as visa fee charged by the relevant authorities including 
governments of FDHs' home countries, passage/airfare for 
the FDH to travel from his/her place of domicile, medical 
examination fee, etc.); 

 The payment schedule to EA (e.g. by instalment or payment 
upon completion of service); 

 Whether refund is available in case the EA services are not 
delivered in full (e.g. the selected FDH fails to obtain working 
visa, he/she fails to report duty as per the agreed date, or the 
employer’s application is not approved by the authorities, etc.); 

 Whether EA’s service fees would be charged in case the selected 
FDH fails to report duty eventually; 

 Whether EA’s service fees would be charged in case replacement 
of FDH is required;

 Employer’s history of employing FDHs, if any, in past two years 
(if the employer is agreeable to releasing the information to 
prospective FDHs); and

 When a FDH has been selected, the information (e.g. the name, 
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nationality, his/her passport number) and a copy of the resume 
of the selected FDH (sample at  Appendix 3 in Chapter 5) and 
the expected date when FDH reports duty. 

4.7   Provision of payment receipts 

4.7.1 EAs should provide receipts for any payments received from job-seekers 
and employers as soon as practicable.  The receipts should bear the name 
of EA and with its authorised company chop.  Copies of receipts issued to 
job-seekers should be kept together with the employment records of the 
job-seekers concerned for inspection by LD. 

4.7.2 To provide more guidance to EAs involved in the placement of FDHs, a 
sample of the receipts provided to FDHs and employers are provided in 
Appendices 4a and 4b in Chapter 5 respectively.  EAs could add other 
items as they deem it appropriate when drawing up their own receipts for 
employers and FDHs but such receipts shall include items as set out below:

(a) The receipt to FDHs (Appendix 4a in Chapter 5) needs to include, 
but not limited to, the following items:

 The name of FDH, his/her address and contact telephone 
number/email address; 

 The amount of money received from FDH and its nature; and

 The date of receipt, etc..

(b) The receipt to employers (Appendix 4b in Chapter 5) needs to 
include, but not limited to, the following items: 

 The name, address, and contact telephone number/email 
address of the employer;

 Details of FDH (e.g. name and his/her nationality) that the 
employer has offered employment; 

 The agreed date of reporting duty; 

 The itemized fees of the amount collected; and 

 The agreed refund policy, etc..
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4.8   Provision of the employment contract to the contracting 
parties 

4.8.1 If EA is responsible for handling the employment contract between 
employers and job-seekers, the signed originals of the employment 
contract should be provided by EA to both signatories as soon as 
practicable.

4.8.2 In respect of FDHs and workers imported under the Supplementary 
Labour Scheme (SLS), the Government has prescribed SECs respectively 
for each of them (sample of SEC for FDHs is at Appendix 5a; and sample 
of SEC for SLS workers is at Appendix 5b in Chapter 5).  EAs should 
ensure that FDHs and SLS workers are entering into SECs with their 
employers, and should provide originals of the signed the contract to 
both signatories for retention as soon as practicable.

4.8.3 It is quite common for EAs involved in placement of FDHs to assist both 
employers and FDHs to handle SEC, e.g. arranging SEC to be signed by 
FDHs who are still residing in their home countries and arranging the 
signed SECs to be notarized by the CGs concerned (if applicable).  In case 
that FDHs concerned are still residing in their home countries and hence 
SEC could not be signed simultaneously by both parties, EAs should still 
provide a copy of SEC that has already been signed by the employer 
for the latter’s retention.  EAs should later arrange to send a copy of the 
completed SEC (i.e. signed by both parties) to both FDHs and employers 
as soon as practicable. 

4.9 Maintain professional knowledge and stay up to date 
with latest laws and regulations relating to the industry

4.9.1 The licensee, company director(s), nominated operator as well as all EA 
staff should ensure that they have reasonable knowledge of the legal 
provisions relevant to the operation of EAs, including but not limited to 
EO, EAR, ECO, TDO and PDPO, as well as anti-discrimination ordinances 
that are employment related, and requirements and standards set out in 
this CoP.  EAs engaged in FDH placements should also be familiar with 
SEC and other documents relevant to the employment of FDHs.
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4.10 Promote job-seekers' and employers’ awareness of their 
rights and obligations

4.10.1 The HKSAR Government attaches great importance to enhancing 
job-seekers’ awareness of their employment rights and available 
channels for seeking assistance.  For employers, it is important for them 
to understand and observe their obligations related to employment. 

4.10.2 EAs, being the intermediaries between job-seekers and employers, 
should clearly explain to their clients (i.e. job-seekers and employers) 
their statutory rights and obligations and ensure that the clients are fully 
aware of, and understand such.  

4.10.3 Local job-seekers may have more channels to obtain information 
on their labour rights, and are likely to know how to approach the 
relevant authorities particularly LD, if they have enquiries.  This may not 
necessarily be true in the case of FDHs particularly those who newly 
arrive. 

4.10.4 EAs should brief FDHs on their rights under SEC, EO, ECO, PDPO, as well 
as anti-discrimination ordinances that are employment related.  EAs 
should also brief FDHs where they could seek assistance from the HKSAR 
Government and/or other related organisations (e.g. relevant CGs).  In 
relation to enhancing FDHs’ awareness of their rights under SEC, EAs 
should provide FDHs with a copy of the sample SEC in their mother 
language (Appendix 5a in Chapter 5), and ask the FDHs concerned to 
acknowledge or confirm in writing that EAs have briefed them about the 
content and provided them with a copy of the sample SEC.  EAs should 
keep the acknowledgement or confirmation as part of their placement 
records for inspection by LD.

4.10.5 There is also a possibility that employers of FDHs, especially those who 
employ FDHs for the first time and, who are individuals or families not 
necessarily familiar with employment matters, may not fully appreciate 
their obligations in relation to the employment of FDHs.  EAs should 
brief FDH employers properly about their obligations under EO, IO 
and SEC.  EAs should also remind FDH employers to take out suitable 
employees’ compensation insurance for their employees as required 
under ECO and their obligations under SEC to cover all medical expenses 
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of their FDHs during the whole employment period.

4.10.6 While the HKSAR Government will continue its efforts in educating and 
raising the awareness of FDHs and their employers about their respective 
rights and obligations, EAs, being the primary contact points of both 
FDHs and their employers, are effective channels to help disseminate the 
relevant publications and publicity materials to them.  In this regard, EAs 
involved in placement of FDHs should observe the following standards:

(a) To display the publicity materials (e.g. posters, pamphlets, 
guidebooks)  produced by LD and/or other government 
departments on the rights of FDHs prominently within the 
EAs’ premises so that FDHs and their employers can access the 
materials easily.  Suggested places of display are: window-panel 
(if applicable), service counter(s), billboards, etc., which are 
prominently located within the EAs’ premises.  If EAs have hosted 
websites and/or mobile applications, they should also post a link 
to LD’s website to facilitate FDHs’ and their employers’ access to the 
relevant publicity information.

(b) To provide FDHs and their employers with the guidelines and 
information pamphlets, etc. relating to the rights and benefits 
of FDHs as published by LD or any other relevant authorities 
(e.g. SWD, Police and ImmD, etc.), which include, but not limited to, 
the following:

 “A concise guide to the Employment Ordinance” by LD;

 “Practical guide for employment of foreign domestic helpers 
– What foreign domestic helpers and their employers should 
know” by LD;

 “Foreign domestic helpers’ rights and protection under the 
Employment Ordinance” by LD;

 “Important notes for foreign domestic helpers and their 
employers when using the service of employment agencies in 
Hong Kong” by LD; and

 “The Do’s and Don’ts" leaflet for foreign domestic helpers, 
employers and employment agencies by LD.
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(c) To provide FDHs with handy card produced by LD concerning 
important advice from the Government; “Conditions of employment 
for foreign domestic helpers - A general guide to the helper” by 
ImmD; Contact card by Police; leaflet on integrated family services 
by SWD; leaflet on family and child protective services by SWD; and 
leaflet on the crisis intervention and support services by Tung Wah 
Group of Hospitals CEASE Crisis Centre. 

(d) To provide employers of FDHs with “Points to note for employers 
on the employment of foreign domestic helpers” by LD; “Conditions 
of employment for foreign domestic helpers - A general guide to 
the employer” by LD; and “Underpaying foreign domestic helpers is 
a serious offence” by LD.

(e) To provide the sample forms listed below to facilitate FDHs 
and their employers for record-keeping or perusal as and when 
necessary: 

 Sample wage receipt for FDHs (Appendix 6 in Chapter 5),

 Sample letter of termination of SEC initiated by FDH 
  (Appendix 7a  in Chapter 5) and by FDH employer
  (Appendix 7b in Chapter 5),

 Sample receipt for payment upon termination / expiry of SEC 
(Appendix 8 in Chapter 5).

4.10.7 To avoid disputes, EAs should ask FDHs and their employers (whoever 
as appropriate) to acknowledge receipt of the publications as listed in 
paragraph 4.10.6 above, and to confirm that they have been briefed 
about their rights and obligations in full and understand such in writing.  
EAs should include the written acknowledgement or confirmation as 
part of the placement records for inspection by LD, particularly in case 
there are any disputes or complaints against the EAs concerned.

4.11   Adopt good record management practices 

4.11.1 EAs are required to keep records relating to their dealings with 
job-seekers and their employers.  Apart from keeping the employment 
records as required under the law (see paragraph 3.4.2 above), EAs 
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should also keep other relevant records including the service agreements 
(paragraph 4.6.1), payment receipts issued (paragraph 4.7.1), the 
acknowledgement from employers and job-seekers regarding their 
receipt of SEC signed by both the employer and FDH concerned 
(paragraph 4.8.3), the sample SEC in the mother language of the FDH 
concerned (paragraph 4.10.4), and publicity materials (paragraph 4.10.6), 
enquiries handled, and assistance or advice rendered to job-seekers and 
their employers, etc..  These records could serve as useful information in 
case the government authorities contact EAs to investigate disputes in 
relation to their dealings with employers and/or job-seekers.  These are 
particularly relevant to EAs engaged in FDH placements.

4.12   Avoid involving in financial affairs of job-seekers 

4.12.1 EAs should not be involved in the financial affairs of job-seekers.  They 
should not advise, arrange, encourage or force job-seekers to take out 
loans from any financial institutions or individuals.  This is particularly 
relevant to EAs involved in FDH placements.  They should not help any 
other persons, organisations or companies (including recruiting agents 
or intermediaries located in or outside Hong Kong) to collect fees for 
arranging FDHs concerned to come to Hong Kong, or training fees for 
any local or overseas recruiters, agents or training centres, etc..  They 
should not advise, arrange, encourage or force FDHs to borrow money 
from any institutions in or outside Hong Kong.
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References
To implement and comply with the statutory requirements and standards set out 
in this CoP, this Chapter provides the sample forms as mentioned above as well 
as some useful reference materials for EAs’ easy reference. 

(A) SAMPLE FORMS FOR EAs

Sample record sheet for keeping information of 
job-seekers

– Appendix 1

Sample service agreement for EAs
- Sample service agreement with FDH 

job-seekers
– Appendix 2a

- Sample service agreement with FDH 
employers

– Appendix 2b

Resume of FDH job-seekers – Appendix 3

Sample receipt from EAs
- Sample receipt for FDH job-seekers – Appendix 4a
- Sample receipt for FDH employers – Appendix 4b

Sample SEC 
- for FDHs (in English, Chinese, Tagalog, 

Indonesian and Thai)
– Appendix 5a

- for workers imported under SLS
 (in English and Chinese)

– Appendix 5b

Sample wage receipt for FDHs – Appendix 6

Sample letter of termination of SEC
- Sample letter of termination initiated by FDH – Appendix 7a
- Sample letter of termination initiated by FDH 

employers
– Appendix 7b

Sample receipt for payment upon termination / 
expiry of SEC

– Appendix 8
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(B) RELEVANT GUIDEBOOK AND PAMPHLETS

For EAs:

 "Practical guide for operating an employment agency" by LD
 (http://www.labour.gov.hk/eng/public/guide/)

 "The Do’s and Don’ts" leaflet for foreign domestic helpers, employers 
and employment agencies by LD

 (http://www.labour.gov.hk/eng/public/pdf/Dos_and_Donts_Leaflet_
Eng.pdf)
	✤ Versions in Tagalog, Thai and Indonesian are also available

For both FDHs and employers:

 "A concise guide to the Employment Ordinance" by LD
 (http://www.labour.gov.hk/eng/public/ConciseGuide.htm)

 "Practical guide for employment of foreign domestic helpers – What 
foreign domestic helpers and their employers should know" by LD

 (http://www.labour.gov.hk/eng/public/wcp/FDHguide.pdf )
	✤ Versions in Tagalog, Thai and Indonesian are also available

 "Foreign domestic helpers' rights and protection under the 
Employment Ordinance" by LD

 (http://www.labour.gov.hk/eng/public/wcp/FDHLeaflet_Eng.pdf)
	✤	Versions in Tagalog, Thai and Indonesian are also available

 "Important notes for foreign domestic helpers and their employers 
when using the service of employment agencies in Hong Kong" by LD

 (http://www.labour.gov.hk/eng/public/wcp/Important_FDH_Eng.pdf)
✤ Versions in Tagalog, Thai, Indonesian, Nepali, Myanmar, Urdu, Hindi, 

Bengali and Singala are also available

 "The Do’s and Don’ts" leaflet for foreign domestic helpers, employers 
and employment agencies by LD

 (http://www.labour.gov.hk/eng/public/pdf/Dos_and_Donts_Leaflet_
Eng.pdf)
✤	Versions in Tagalog, Thai and Indonesian are also available
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For FDHs:

 Handy card produced by LD on important advice from the Government
	✤ Versions in Tagalog and Indonesian are available

 “Conditions of employment for foreign domestic helpers - A general 
guide to the helper” by ImmD

 (http://www.immd.gov.hk/pdforms/ID911A.pdf)
	✤ Versions in Tagalog, Indonesian, Thai, Nepalese, Hindi, Sinhalese are 

also available

 Contact card by Police 

 Leaflet on integrated family services by SWD
 (http://www.swd.gov.hk/en/index/site_pubsvc/page_family/sub_

listofserv/id_ifs/)

 Leaflet on family and child protective services by SWD
 (http://www.swd.gov.hk/en/index/site_pubsvc/page_family/sub_

listofserv/id_familyandc/)

 Leaflet on the crisis intervention and support services by Tung Wah 
Group of Hospitals CEASE Crisis Centre 

 (http://ceasecrisis.tungwahcsd.org/document/pamphlet_eng.pdf)

For FDH employers:

 “Points to note for employers on the employment of FDHs" by LD
 (http://www.labour.gov.hk/eng/public/wcp/PointToNotesForEmployer

sOnEmployment(FDH).pdf )

 “Conditions of employment for foreign domestic helpers - A general 
guide to the employer” by ImmD

 (http://www.immd.gov.hk/pdforms/ID(E)954.pdf )

 "Underpaying foreign domestic helpers is a serious offence" by LD
 (http://www.labour.gov.hk/eng/public/wcp/Underpaying_FDH_EN.pdf)

Chapter 5 : References

- 34 -



(C) USEFUL CONTACTS

 1823 (Government general enquiries and complaints service)

Telephone : 1823
Fax : 2760 1823
Mobile App : Tell me@1823
Email : tellme@1823.gov.hk
Send text SMS : 6163 1823
Mail : Tsuen Wan PO Box 1823

 Labour Relations Division, Labour Department
✤	Telephone : 2717 1771 (handled by “1823”)

Office Address
Hong Kong
Hong Kong East 34/F, Revenue Tower, 5 Gloucester Road, Wan 

Chai, Hong Kong
Hong Kong West 3/F, Western Magistracy Building, 2A Pokfulam 

Road, Hong Kong
Kowloon
Kowloon East UGF, Trade and Industry Tower, 3 Concorde Road, 

Kowloon
Kowloon West Room 1009, 10/F, Cheung Sha Wan Government 

Offices, 303 Cheung Sha Wan Road, Kowloon
Kowloon South 2/F, Mongkok Government Offices, 30 Luen Wan 

Street, Mongkok, Kowloon
Kwun Tong 6/F, Kowloon East Government Offices, 12 Lei Yue 

Mun Road, Kwun Tong, Kowloon
New Territories
Tsuen Wan 5/F, Tsuen Wan Government Offices, 38 Sai Lau 

Kok Road, Tsuen Wan, New Territories
Kwai Chung 6/F, Kwai Hing Government Offices, 166 - 174 

Hing Fong Road, Kwai Chung, New Territories
Tuen Mun Unit 2, East Wing, 22/F, Tuen Mun Central Square, 

22 Hoi Wing Road, Tuen Mun, New Territories
Sha Tin & Tai Po Rooms 304-313, 3/F, Sha Tin Government Offices, 

1 Sheung Wo Che Road, Sha Tin, New Territories
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 Information and Liaison Section, Immigration Department

Telephone : 2824 6111
Fax : 2877 7711
Email : enquiry@immd.gov.hk
Mail : 2nd Floor, Immigration Tower, 7 Gloucester Road, 

Wan Chai, Hong Kong

 Customs and Excise Department

General Enquiry Hotline : 2815 7711

Reporting of Information Hotline : 2545 6182

Fax : 2543 4942

Email : customsenquiry@customs.gov.hk

Mail : Hong Kong General Post Office Box 1166

 Office of the Privacy Commissioner for Personal Data

Telephone : 2827 2827

Fax : 2877 7026

Email : enquiry@pcpd.org.hk

Mail : 12/F, Sunlight Tower, 248 Queen’s Road East, Wan 
Chai, Hong Kong

 Equal Opportunities Commission

Telephone : 2511 8211

Fax : 2106 2324

Email : enquiry@eoc.org.hk

Mail : 19/F., Cityplaza Three, 14 Taikoo Wan Road,  
Taikoo Shing, Hong Kong
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(D) ENQUIRIES

Employment Agencies Administration (EAA), Labour Department

For enquiries about Part XII of EO, EAR and this CoP, you may contact 
EAA through : 

Address : Unit 906, 9/F, One Mong Kok Road Commercial Centre,   
1 Mong Kok Road, Kowloon

Telephone : 2115 3667
Fax : 2115 3756
E-mail : ea-ee@labour.gov.hk
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Page 1 of A
ppendix 1

Record Sheet for Keeping Information of Job-seekers
Sample

求職者資料紀錄表
樣本

Details of Job-seeker
求職者資料

Details of Employer
僱主資料

Date of 
Employment
受僱日期

Commission received from job-seeker (must not be more 
than 10% of the job-seeker’s first-month’s wages received 

for successful job placement)
(if no commission is charged, please indicate “NIL”)

向求職者收取的佣金
(不得多於求職者覓得職位後收取的第一個月工資

的百分之十)
(如無收取任何費用，請填「無」)

Name
姓名

Address and Contact 
Tel No./email address

地址及
聯絡電話號碼/
電郵地址

HKID Card No. 
(in case of a 
non-resident, 

passport no. and 
citizenship)

香港身分證號碼
(如非香港居民，其
護照號碼及國籍)

Name
姓名或名稱

Address and 
Contact Tel No. /

email address
地址及

聯絡電話號碼/
電郵地址

(Please keep copies of written receipts for Labour 
Departmernt’s inspection)

(請保留書面收據副本以供勞工處查閱)

Commission
佣金

Receipt No.
收據號碼

Date
日期
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Page 1 of A
ppendix 1

Record Sheet for Keeping Information of Job-seekers
Sample

求職者資料紀錄表
樣本

Details of Job-seeker
求職者資料

Details of Employer
僱主資料

Date of 
Employment
受僱日期

Commission received from job-seeker (must not be more 
than 10% of the job-seeker’s first-month’s wages received 

for successful job placement)
(if no commission is charged, please indicate “NIL”)

向求職者收取的佣金
(不得多於求職者覓得職位後收取的第一個月工資

的百分之十)
(如無收取任何費用，請填「無」)

Name
姓名

Address and Contact 
Tel No./email address

地址及
聯絡電話號碼/
電郵地址

HKID Card No. 
(in case of a 
non-resident, 

passport no. and 
citizenship)

香港身分證號碼
(如非香港居民，其
護照號碼及國籍)

Name
姓名或名稱

Address and 
Contact Tel No. /

email address
地址及

聯絡電話號碼/
電郵地址

(Please keep copies of written receipts for Labour 
Departmernt’s inspection)

(請保留書面收據副本以供勞工處查閱)

Commission
佣金

Receipt No.
收據號碼

Date
日期
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[Name of Employment Agency]

[Address]
[Telephone and Fax Number/Email Address]

Sample Service Agreement
(Between employment agency and FDH)

This Agreement is made on            [Date]            between            [Name of Employment 
Agency]            and the foreign domestic helper (FDH) whose personal particulars are set out in 
Parts I and II.

Part I : FDH Information
Job-Seeker Information

Name： HKID/Passport* No.：

Nationality： Telephone No.：

Address and Email Address：

Part II : Employment History in Past Two Years (to be completed by FDH)
Name of Employer Employment period How was the contract ended

Part III : Type of Services Sought#

□	 Seek for new employer in HK □	 Direct Hire

□	 Others (please specify) : 		
	 	

□	 Contract renewal
	 Name of employer:	

Appendix 2a
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＊	 Please delete where appropriate
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Part IV : Commission Fee Details
Upon successful placement, the [Name of Employment Agency] will charge a commission fee 
of HKD$                     from the above-mentioned FDH.  The commission must not be more 
than 10% of the job-seeker’s first-month’s wages received for successful job placement.  The 
commission will be paid after he/she has received the first month’s wages.

Part V : Consent for disclosing personal profile to potential employers
□	 I,                                                    , agree that       [Name of Employment Agency]       may 

disclose my personal profile (Appendix 3 attached) to potential employers for the purpose 
of seeking employment as       [post title]       for me.

																																 																																 																																

Signature of FDH

(Name	:                       )

Date :                          

Signature of Employment 
Agency Representative

(Name	:                       )

(Position	:                       )

Date :                          

Company Chop of 
Employment Agency

Note : This is a sample document for reference only. Parties referring to this sample should ensure 
that its contents are appropriate for their use before adoption. They are also reminded to 
seek independent professional advice where appropriate.
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[Name of Employment Agency]

[Address]
[Telephone and Fax Number/Email Address]

Sample Service Agreement
(Between employment agency and FDH employer)

This Agreement is made on            [Date]            between            [Name of Employment 
Agency]            and the undersigned client (i.e. FDH Employer) whose personal particulars are set 
out in Parts I and II.

Part I : Information of FDH Employer
Name in Chinese :

Name in English :

Telephone No. :

Email address :

Address :

Part II : History of Employing FDHs in Past Two Years (To be completed by 
FDH Employer)

Name of FDH Employment period How was the contract ended

Part III : Type of Foreign Domestic Helper Sought#

□	 Newly arrived FDH from overseas
□	 FDH already working in HK
□	 Contract renewal

□	 Direct Hire
□	 Others (please specify):  
	 	

Appendix 2b
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Part IV: Service Charge Details#

Agency fee : $                 which covers the following services as marked with “”.
□ Consulate fees □ Airport pick-up upon helper’s arrival
□ Visa fee and departure expenses at the 

domicile of the helper
□ Arrange helper to report duty to concerned 

Consulate
□ HK visa fee
 (as required by HK Immigration 

Department)

□ FDH in-service follow-up and counseling 
services

□ One-way airfare to HK
 (as required by Standard Employment 

Contract)

□ FDH working manual

□ 2-years Overseas Workers Welfare 
Administration (OWWA) fee for Filipino 
helper

□ Translation, allograph and consultation 
services of relevant labour legislations

□ Helper’s HKID card application
 (HKID card application at Immigration 

Department is free of charge)

□ Useful forms for employer (e.g. salary and 
holiday receipt)

□ Medical examination in helper’s home 
country 

 Tests include : 
 HIV I & II antibodies (AIDS) / Sexual 

diseases / VDRL / Chest X-ray / Pregnancy 
test / HbsAg / Others (Please specify) *

  

□ Medical examination in HK
 Tests include :
 HIV I & II antibodies (AIDS) / Sexual 

diseases / VDRL / Chest X-ray / Pregnancy 
test / HbsAg / Others (Please specify) *

  

□ Others (please specify) :   

  

□ Others (please specify) :  

  

Other items with / without* extra charge
Item Amount

□ Employees’ Compensation insurance          
1 year/2 years*

 Other details : 

□ Mandatory insurance as required by the 
Philippines Government

□ Others (please specify):  
  

□ Others (please specify):  
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Part V : Payment Schedule#

□ Payment in full upon selection of FDH □ By                                       installments:
 1st installment ($                                         ) 

due by (date)                                              
 2nd installment ($                                         ) 

due by (date)                                              
 3rd installment ($                                         ) 

due by (date)                                              
 4th installment ($                                         ) 

due by (date)                                              

□ Payment in full upon completion of 
recruitment service

□	 Others (please specify):  
	 	

Part VI : Terms of Guarantee#

□ Guarantee period :                           months
 Fee for replacement of FDH : $                   

for                     times maximum during the 
guarantee period

 Additional conditions (if any, please specify):

  

□ No guarantee period

Part VII: Refund / Other arrangements#

Refund / Other arrangements * (e.g. selecting another FDH) in case the service is not delivered 
in full (please specify):
□ If FDH fails to obtain working visa :  

□ If employer’s application not approved by authorities :  

□ If FDH fails to report duty :  

□ If FDH’s actual date of reporting duty is different from the agreed date :  
 

□ Other situation (please specify) :  
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Part VIII : Other Terms and Conditions of this Service Agreement
<List other terms and conditions of this Service Agreement here>

																																 																																 																																

Signature of Client
(FDH Employer)

  
Name of Client 
(FDH Employer)

Date :                            

Signature of Employment 
Agency Representative

(Name	:                          )

(Position	:                       )

Date :                            

Company Chop of 
Employment Agency

Part IX : Information of FDH (with CV attached) (Fill in when the 
suitable FDH is selected)

Name :

Nationality :

HKID/Passport* No. :

Expected date of reporting duty:

																																 																																 																																

Signature of Client 
(FDH Employer)

  
Name of Client 
(FDH Employer)

Date :                            

Signature of Employment 
Agency Representative

(Name	:                          )

(Position	:                       )

Date :                            

Company Chop of 
Employment Agency

Note : This is a sample document for reference only. Parties referring to this sample should ensure 
that its contents are appropriate for their use before adoption. They are also reminded to 
seek independent professional advice where appropriate. 
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[Name of Employment Agency]

[Address]
[Telephone and Fax Number/Email Address]

Sample Form for Profile of Foreign Domestic Helper
Part I : Personal Particulars
Name :

Nationality :

Education :
**  Note to employment agencies : Employment agencies are reminded to observe Personal 

Data (Privacy) Ordinance (PDPO) and anti-discrimination ordinances administered by Equal 
Opportunities Commission (EOC) when collecting, handling and displaying the personal 
information of foreign domestic helpers, e.g. religion, age, marital status. 

Part II: Capabilities#

Language :

Excellent Good Fair Poor Supplementary Information/
Remarks

Cantonese □ □ □ □

English □ □ □ □

Mandarin □ □ □ □

Others (please specify):                              □ □ □ □

Skills:
Care of infant □ □ □ □

Care of child □ □ □ □

Care of Elderly □ □ □ □

Care of Disabled Person □ □ □ □

Care of Bedridden Person □ □ □ □

Care of Pet □ □ □ □

Cooking □ □ □ □

General Housework
(e.g. Cleaning, Washing & Ironing) □ □ □ □

Car Washing □ □ □ □

Others (please specify):                              □ □ □ □

Others (please specify):                              □ □ □ □

Appendix 3

Page 1 of Appendix 3

＊	 Please delete where appropriate
#  Please “” as appropriate

- 44 - - 45 -



Part III : Qualifications
Name and Address of 

Issuing Institute
Issue Date Expiry Date

(if applicable)
Qualifications

Part IV : Working Experience in Hong Kong
Working Location Working Period Duties

Part V : Overseas Working Experience relevant to the work of FDH
Working Location Working Period Duties

Part VI : Other Related Information
[Please provide other related information here, if any]
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Part VII : Verification of Information
(Please “ ” to indicate to what extent the information provided in this form has been verified by the 
Employment Agency.)
□ All the information in relation to the foreign domestic helper set out in this form had been 

verified by this EA.

□ This EA had verified Part I / II / III / IV / V / VI* of this profile whereas the rest of this profile 
was provided by the foreign domestic helper/ overseas employment agency/ training school/
government*.

□ The above profile was solely provided by the foreign domestic helper.

□ Others (Please specify)       

Part VIII : Personal Information Collection Statement
	

	

	

	

	

EAs should provide a personal information collection statement based on the information they are 
going to obtain from the FDH.

Note : This is a sample document for reference only. Parties referring to this sample should ensure 
that its contents are appropriate for their use before adoption. They are also reminded to 
seek independent professional advice where appropriate. 
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Appendix 4a

[Name of Employment Agency]
[職業介紹所名稱]

[Address 地址]

[Telephone and Fax Number/Email Address
電話及傳真號碼/電郵地址]

Sample Receipt from EA – to FDH
職業介紹所收據樣本–發給外籍家庭傭工

Date 日期：	 	

Name of Foreign Domestic Helper 外傭姓名：	

Name of Employer 僱主姓名：	 	

Telephone/Email Address of Employer 僱主電話／電郵地址：	

Working Location (Employer’s residential address)

工作地點	(僱主地址)：	 	

Commission fee (must not be more 
than 10% of the job-seeker’s first-
month wages received for successful job 
placement)
佣金費用	(不得多於求職者覓得職位
後收取的第一個月工資的百分之十)

□	 Cash 現金

□	 Bank Transfer 銀行轉帳
$																					

□	 A copy of the Service Agreement with employment agency and signed by both parties has 

been provided to the FDH

	 已向外傭提供由職業介紹所及外傭雙方簽署的服務協議

□	 A copy of the Standard Employment Contract signed by both the employer and FDH has 

been provided to the FDH

	 已向外傭提供由僱主及外傭雙方簽署的標準僱傭合約

#		 For items with “□”, please “” as appropriate 
 請在適當方格內填上「」號
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□ EA does not keep the personal properties of the FDH such as passport, Hong Kong Identity 

Card, Automatic Teller Machine Card (ATM card), etc. (if applicable)

 職業介紹所並無代為保管外傭的個人物品，如護照、香港身分證、提款卡等（如

適用）

                                                                                       

Signature of FDH
外傭簽署

(Name 姓名：                  )

Date 日期：                    

Signature of Employment 
Agency Representative
職業介紹所代表簽署

(Name 姓名：                  )

(Position 職位：               )

Date 日期：                    

Company chop of
Employment Agency

職業介紹所的公司印鑑

Note : This is a sample document for reference only. Parties referring to this sample should 
ensure that its contents are appropriate for their use before adoption. They are also 
reminded to seek independent professional advice where appropriate. 此樣本文件只供

參考，有關人士在使用前須確保其內容適合作相關用途。如有需要，應尋求專業

人士的獨立意見。

#  For items with “□”, please “” as appropriate 
 請在適當方格內填上「」號
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[Name of Employment Agency]
[職業介紹所名稱]

[Address 地址]

[Telephone and Fax Number/Email Address
電話及傳真號碼/電郵地址]

Sample Receipt from EA – to FDH Employer
職業介紹所收據樣本–發給外傭僱主

Date 日期：	 	

Name of Employer 僱主姓名：	 	

Telephone/Email Address of Employer
僱主電話／電郵地址：	 	

Name of Foreign Domestic Helper 外傭姓名：	

Expected date of reporting duty 預計到職日期：	

Agency fee for Employing FDH
(Please refer to the Service Agreement for the service included in 
the agency fee)
聘請外傭費用
(請參閱「服務協議」內列明的收費及其包括的服務)

$

Other charges (if applicable)
其他費用（如適用）

$

Total
合計

$

Paid amount
已付金額

□	 Cash 現金

□	 EPS 易辦事

□	 Cheque 支票

$

Outstanding balance
尚欠金額

$

＊	 Please delete where appropriate 請刪去不適用者
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□	 Service	Agreement	has	been	provided	to	the	employer

	 已向僱主提供「服務協議」

□	 Terms	of	Guarantee	is	set	out	in	the	Service	Agreement	/	set	out	here*:	

	 	

	 保證條款已在「服務協議」內列明／列明如下*：

	 	

□	 Refund / Other arrangements are set out in the Service Agreement / set out here*: 

	 	

	 退款／其他安排已在「服務協議」內列明／列明如下*：

	 	

																																							 																																							

Signature of Employment Agency 
Representative

職業介紹所代表簽署

(Name 姓名：																										)

(Position 職位：																									)

Date 日期：																												

Company chop of Employment Agency
職業介紹所的公司印鑑

Note : This is a sample document for reference only. Parties referring to this sample should 
ensure that its contents are appropriate for their use before adoption. They are also 
reminded to seek independent professional advice where appropriate.	此樣本文件只供
參考，有關人士在使用前須確保其內容適合作相關用途。如有需要，應尋求專業

人士的獨立意見。
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1 Fill in the employee’s town and country of origin. 
2 Must be less than or equal to 24 months. 
3 Must not be less than 100%. 
*Delete whichever is inapplicable. 
LD 294 (5/2014)

No. : SLS
EMPLOYMENT CONTRACT 

(For an employee recruited from outside Hong Kong under the Supplementary Labour Scheme) 

 This employment contract is made between _____________________________________________________of 
_____________________________________________________________________________________ (“the employer”) and 
________________________________________ of _______________________________________________________ 
______________________________ (“the employee”) as follows.  The employer and employee understand and agree that this 
contract is governed by Hong Kong law.  In particular, the Employment Ordinance, Chapter 57, and the Employees’ 
Compensation Ordinance, Chapter 282, apply. 
1. The employee’s place of origin1 for the purposes of this employment contract is _____________________________. 
2. The employee shall be employed by the employer and only work for the employer as _________________________ for 

_____________________ months2 commencing on ______________________/the day on which the employee arrives in 
Hong Kong*.  The employer shall not require the employee to work for any other person or to take up any other post. 

3. Employment for a further period not exceeding 24 months may be agreed between the employee and the employer provided 
that the employer is able to obtain a new approval for importing workers, that a new Employment Contract (For an employee 
recruited from outside Hong Kong under the Supplementary Labour Scheme) is signed and that before any such further 
period commences the employee shall at the expense of the employer return to his/her* place of origin for a paid/unpaid* 
vacation of not less than seven days.  Such vacation shall be in addition to the rest days, statutory holidays and annual leave
days which the employee is entitled to under this employment contract. 

4. The employee shall work as directed by the employer at the address of                                             
     ________________________________________________________ (place of employment). 
5. The employee shall receive: 

(a) wages (excluding any overtime pay) of HK$            per month and shall be employed on a full-time basis; 
(b) overtime pay at         %3 of the wage rate per hour of Clause 5(a) of this employment contract if he/she* is 

required to work more than the normal number of hours as stated in Clause 7 of this employment contract; and 
(c) if any other sum is payable to the employee under other provisions of this employment contract or the laws of Hong 

Kong, such other sum. 
6. The wage period shall be one month/half-a-month*.  Wages (including overtime pay payable, if any) shall become due on 

the expiry of the last day of the wage period and shall be paid as soon as is practicable but in any case not later than seven 
days thereafter.  Similarly, wages and other sums due in respect of this employment contract, if any, must be paid within 
seven days upon completion or termination of the contract.

7. Normal hours of work excluding meal break shall be _________________________________ per day. 
8. The employee shall not be required to work for more than 12 hours, overtime work included, in a continuous period of 24 

hours.  Where relevant, the employer shall comply with the Employment of Young Persons (Industry) Regulations made 
under the Employment Ordinance, Chapter 57. 

9. All wages (including overtime pay payable) shall be paid directly by the employer by way of automatic payment into a bank 
account in the employee’s name with a bank licensed under the Banking Ordinance, Chapter 155.  Any other arrangements 
on payment of wages require the written consent of the employee and the acceptance in writing by the Commissioner for 
Labour.  No deductions may be made by the employer from the wages of the employee other than pursuant to this 
employment contract or under the Employment Ordinance, Chapter 57. 

10. The employee shall be entitled to not less than one rest day in every period of seven days and 12 statutory holidays in a year
in accordance with the Employment Ordinance, Chapter 57.  The employee shall be entitled to at least seven days’ paid 
annual leave for every period of 12 months’ service following completion of the first and of the second year of service.  
Thereafter, the number of annual leave days shall be increased as stipulated in the Employment Ordinance. 

11. The employer shall grant paid leave at the rate of Clause 5(a) of this employment contract to the employee to attend a 
compulsory briefing arranged by the Labour Department, the purpose of which is to brief the employee on his/her* rights 
and benefits under the employment contract and the conditions of the Supplementary Labour Scheme.  Such paid leave 
shall be in addition to the rest days, statutory holidays and annual leave days which the employee is entitled to under this 
employment contract. 
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1 Fill in the employee’s town and country of origin. 
2 Must be less than or equal to 24 months. 
3 Must not be less than 100%. 
*Delete whichever is inapplicable. 
LD 294 (5/2014)

No. : SLS
EMPLOYMENT CONTRACT 

(For an employee recruited from outside Hong Kong under the Supplementary Labour Scheme) 

 This employment contract is made between _____________________________________________________of 
_____________________________________________________________________________________ (“the employer”) and 
________________________________________ of _______________________________________________________ 
______________________________ (“the employee”) as follows.  The employer and employee understand and agree that this 
contract is governed by Hong Kong law.  In particular, the Employment Ordinance, Chapter 57, and the Employees’ 
Compensation Ordinance, Chapter 282, apply. 
1. The employee’s place of origin1 for the purposes of this employment contract is _____________________________. 
2. The employee shall be employed by the employer and only work for the employer as _________________________ for 

_____________________ months2 commencing on ______________________/the day on which the employee arrives in 
Hong Kong*.  The employer shall not require the employee to work for any other person or to take up any other post. 

3. Employment for a further period not exceeding 24 months may be agreed between the employee and the employer provided 
that the employer is able to obtain a new approval for importing workers, that a new Employment Contract (For an employee 
recruited from outside Hong Kong under the Supplementary Labour Scheme) is signed and that before any such further 
period commences the employee shall at the expense of the employer return to his/her* place of origin for a paid/unpaid* 
vacation of not less than seven days.  Such vacation shall be in addition to the rest days, statutory holidays and annual leave
days which the employee is entitled to under this employment contract. 

4. The employee shall work as directed by the employer at the address of                                             
     ________________________________________________________ (place of employment). 
5. The employee shall receive: 

(a) wages (excluding any overtime pay) of HK$            per month and shall be employed on a full-time basis; 
(b) overtime pay at         %3 of the wage rate per hour of Clause 5(a) of this employment contract if he/she* is 

required to work more than the normal number of hours as stated in Clause 7 of this employment contract; and 
(c) if any other sum is payable to the employee under other provisions of this employment contract or the laws of Hong 

Kong, such other sum. 
6. The wage period shall be one month/half-a-month*.  Wages (including overtime pay payable, if any) shall become due on 

the expiry of the last day of the wage period and shall be paid as soon as is practicable but in any case not later than seven 
days thereafter.  Similarly, wages and other sums due in respect of this employment contract, if any, must be paid within 
seven days upon completion or termination of the contract.

7. Normal hours of work excluding meal break shall be _________________________________ per day. 
8. The employee shall not be required to work for more than 12 hours, overtime work included, in a continuous period of 24 

hours.  Where relevant, the employer shall comply with the Employment of Young Persons (Industry) Regulations made 
under the Employment Ordinance, Chapter 57. 

9. All wages (including overtime pay payable) shall be paid directly by the employer by way of automatic payment into a bank 
account in the employee’s name with a bank licensed under the Banking Ordinance, Chapter 155.  Any other arrangements 
on payment of wages require the written consent of the employee and the acceptance in writing by the Commissioner for 
Labour.  No deductions may be made by the employer from the wages of the employee other than pursuant to this 
employment contract or under the Employment Ordinance, Chapter 57. 

10. The employee shall be entitled to not less than one rest day in every period of seven days and 12 statutory holidays in a year
in accordance with the Employment Ordinance, Chapter 57.  The employee shall be entitled to at least seven days’ paid 
annual leave for every period of 12 months’ service following completion of the first and of the second year of service.  
Thereafter, the number of annual leave days shall be increased as stipulated in the Employment Ordinance. 

11. The employer shall grant paid leave at the rate of Clause 5(a) of this employment contract to the employee to attend a 
compulsory briefing arranged by the Labour Department, the purpose of which is to brief the employee on his/her* rights 
and benefits under the employment contract and the conditions of the Supplementary Labour Scheme.  Such paid leave 
shall be in addition to the rest days, statutory holidays and annual leave days which the employee is entitled to under this 
employment contract. 
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4 Must not be less than seven days. 
* Delete whichever is inapplicable.

12. The employer shall provide the employee with suitable, furnished accommodation of a standard specified in the Schedule to 
this employment contract.  The Commissioner for Labour or his authorised representative is the authority in interpreting the 
Schedule.  The accommodation shall be provided free of charge. /In respect of the period that the employee occupies the 
said accommodation, the employer may deduct 10% of the employee’s wages payable to the employee for the corresponding 
period calculated in accordance with Clause 5(a) of this employment contract or the actual cost of accommodation whichever 
is the less from the employee’s wages.* 

13. If meals are provided by the employer, they shall be provided free of charge. 
14. The employer and employee shall allow officers of the Labour Department to enter and inspect the accommodation. 
15. Prior to the signing of this employment contract the employee shall, at the expense of the employer, have been medically 

examined, including chest X-ray, as to his/her* fitness to perform the work contemplated by this employment contract, and 
the medical certificate to this effect shall be produced to the Director of Immigration, Hong Kong, for inspection. 

16. (a) In the event that the employee is ill or suffers personal injury during the period of employment specified in Clause 2 of
this employment contract, except for the period during which the employee leaves Hong Kong of his/her* own volition 
and for his/her* own personal purposes, the employer shall provide free medical treatment to the employee.  Free 
medical treatment includes medical consultation, maintenance in hospital and emergency dental treatment.  The 
employee shall accept medical treatment provided by any registered medical practitioner. 

(b) If the employee suffers personal injury by accident or occupational disease arising out of and in the course of 
employment, the employer shall make payment of compensation in accordance with the Employees’ Compensation 
Ordinance, Chapter 282. 

(c) In the event of a medical practitioner certifying that the employee is unfit for further service, the employer may, subject
to the statutory provisions of the relevant Ordinances, terminate the employment and shall immediately take steps to 
repatriate the employee. 

17. The employer shall provide the employee with free passage from the employee’s place of origin to Hong Kong and, on 
termination or expiry of this employment contract, free return passage.  The employer shall also pay, or reimburse the 
employee for, the entry permit / visa fees and the subsequent extension fees incurred in relation to this employment contract. 

18. The employer shall pay the levy referred to in Part IV of the Employees Retraining Ordinance, Chapter 423. 
19. In the event of the death of the employee, the employer shall pay the cost of transporting the employee’s remains and 

personal property from Hong Kong to his/her* place of origin. 
20. Either party may terminate this employment contract by giving to the other party ___________ days’/months’*4 notice in 

writing or by paying to the other party wages in lieu of notice to be calculated in accordance with the provisions of the 
Employment Ordinance, Chapter 57.  Notwithstanding this, the employment contract may be terminated without notice or 
payment in lieu of notice in the circumstances permitted by the said Ordinance. 

21. (a) Subject to Clause 21(b) and (c), this is the only employment contract signed between the employer and the employee. 
(b) Any variation, amendment, cancellation or addition to any terms of this employment contract, which purports to alter the 

position of the employee in terms less favourable than this employment contract, shall be void unless such variation, 
amendment, cancellation or addition is accepted in writing by the Commissioner for Labour. 

(c)  Should there be any legislative amendment to the relevant laws subsequent to the signing of this employment contract 
which in effect confers more favourable term on the employee than he/she* is entitled to under this employment contract, 
the provision of the law will prevail and the employment contract will be taken to be varied accordingly. 

22. All references to “Hong Kong” in this employment contract shall mean the ‘Hong Kong Special Administrative Region of 
the People’s Republic of China’. 

SCHEDULE
(1) Clean, self-contained accommodation with minimum net usable floor area of 3.4 square metres per person should be 

provided; 
(2) toilet, bathing and cooking facilities should be provided; 
(3) electricity and potable water supply should be provided; 
(4) bedrooms and common/living rooms should be separated; 
(5) there should be no more than six beds in one bedroom; and 
(6) essential furniture, appliances and supplies including beds, blankets, pillows, electric fans, refrigerator should be provided.
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Dated ___________________________________ 

SIGNED by for and on behalf of the Employer        ___________________________________________ 

in the presence of _____________________________      ___________________________________________ 
      (Name of Witness)            (Signature of Witness) 

SIGNED by the Employee           ___________________________________________ 

in the presence of _______________________________      ___________________________________________ 
     (Name of Witness)        (Signature of Witness) 
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Dated ___________________________________ 

SIGNED by for and on behalf of the Employer        ___________________________________________ 

in the presence of _____________________________      ___________________________________________ 
      (Name of Witness)            (Signature of Witness) 

SIGNED by the Employee           ___________________________________________ 

in the presence of _______________________________      ___________________________________________ 
     (Name of Witness)        (Signature of Witness) 
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Sample Wage Receipt for FDHs

I,                                                                 , HKID/Passport No.                                              , 
acknowledge receipt of payment of the following items from my employer                                          
on (date)                                            * in cash/ by cheque / by bank autopay.

1. Wages                                 (from                                 to                                ) $                                       
inclusive of payment for the following :

(a) statutory holiday(s) (date(s):                                                               )
(b) annual leave (from                                 to                                )
(c) sick leave (from                                 to                                )
(d) others (please specify):                                                                                    

2. Food allowance                   (from                                 to                                ) $                                       
(if no food provided)

 Received by (Signature) : 　　　　　　　　　　　　

 (Name) :   (                                          ) 

 Witnessed by (if any)(Signature) : 　　　　　　　　　　　　

 (Name) :   (                                          ) 

Note 1 : Please refer to “Practical Guide for Employment of FDHs – What FDHs and their 
Employers Should Know” for the rights and obligations of employers and FDHs.

Note 2 : This is a sample document for reference only. Parties referring to this sample should 
ensure that its contents are appropriate for their use before adoption. They are also 
reminded to seek independent professional advice where appropriate. 
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Sample Letter of Termination of 
Employment Contract Initiated by FDH

Dear                                      (name of employer)                                      , 

I,                                                                                       , wish to terminate my employment 
contract with you as domestic helper under the Domestic Helper Contract No.                                  ,         

(please “” as appropriate)

□ by giving you _____________________ days/month(s)* notice.

□ by giving you _____________________ days/month(s)* wages in lieu of notice.

□ without notice.

□ without wages in lieu of notice.

The last working day will be                            (date)                           .

Reason(s) for termination (if any):
  

  

  

  Yours sincerely,

    (Signature of employee)

   (                                                ) (Name of employee)

                                                               (Date)

Acknowledged receipt by employer                                                             (Signature)

   (                                                ) (Name)

                                                               (Date)

Note 1 : Please refer to Chapter 8 of “Practical Guide for Employment of FDHs – What FDHs 
and their Employers Should Know” for the rights and obligations of employers and FDHs 
regarding termination of employment contract.

Note 2 : This is a sample document for reference only. Parties referring to this sample should 
ensure that its contents are appropriate for their use before adoption. They are also 
reminded to seek independent professional advice where appropriate. 
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Sample Letter of Termination of 
Employment Contract Initiated by FDH Employer

Dear                                      (name of employer)                                      , 

I,                                                                                       , wish to terminate your employment 
contract as domestic helper under the Domestic Helper Contract No.                                                ,  

(please “” as appropriate)

□ by giving you _____________________ days/month(s)* notice.

□ by giving you _____________________ days/month(s)* wages in lieu of notice.

□ without notice.

□ without wages in lieu of notice.

Your last working day will be                            (date)                           .

Reason(s) for termination (if any):
  

  

  

  Yours sincerely,

    (Signature of employer)

   (                                                ) (Name of employer)

                                                               (Date)

Acknowledged receipt by employee                                                             (Signature)

   (                                                ) (Name)

                                                               (Date)

Note 1 : Please refer to Chapter 8 of “Practical Guide for Employment of FDHs – What FDHs 
and their Employers Should Know” for the rights and obligations of employers and FDHs 
regarding termination of employment contract.

Note 2 : This is a sample document for reference only. Parties referring to this sample should 
ensure that its contents are appropriate for their use before adoption. They are also 
reminded to seek independent professional advice where appropriate. 
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Sample Receipt for Payments upon Termination / 
Expiry of Contract

I,                                                                 , HKID/Passport No.                                   , 
receive the following items from my employer                                                                                       
on (date)                                           *in cash / by cheque/ by bank autopay.

1. Wages                                 (from                                 to                                ) $                                       
inclusive of payment for the following :

(a) statutory holiday(s) (date(s):                                                               )
(b) annual leave (from                                 to                                )
(c) sick leave (from                                 to                                )
(d) others (please specify):                                                                                    
2. Food allowance                   (from                                 to                                )  $                                       
3. Wages in lieu of notice    $                                        
4. Untaken annual leave pay (                                   days )   $                                        
5. Long service payment / severance payment   $                                        
6. Food and Travelling allowance   $                                       
7. *Payment in lieu of air-ticket / return air-ticket of
                                                                             (Airline)  $                                        
8. Other (a)                                                                           $                                        
 Other (b)                                                                           $                                        

Signature of Helper :                                                                Date :                                            

  (Name) : (                                                 )

Signature of Employer :                                                           Date :                                            

  (Name) : (                                                 )

Witnessed by (if any)(Signature) :                                            Date :                                            

  (Name) : (                                )

Note 1 : Please refer to “Practical Guide for Employment of FDHs – What FDHs and their 
Employers Should Know” for the rights and obligations of employers and FDHs.

Note 2 : This is a sample document for reference only. Parties referring to this sample should 
ensure that its contents are appropriate for their use before adoption. They are also 
reminded to seek independent professional advice where appropriate. 
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This Code of Practice is issued free of charge and can be obtained 
from the Employment Agencies Administration of the Labour 
Department.  Its contents can also be downloaded from the Labour 
Department website.  Except for advertisement, endorsement 
or commercial purposes, this Code of Practice may be freely 
reproduced/extracted without prior written permission from the 
Labour Department provided that the party producing/extracting 
this Code has acknowledged the source as "Code of Practice 
for Employment Agencies published by the Labour Department”.  
For detailed legislative requirements governing the operation of 
employment agencies in Hong Kong, please refer to the relevant 
legislation.  The Labour Department has also published a “Practical 
Guide for Operating an Employment Agency” which sets out the 
procedures for making various applications and notifications to the 
Labour Department as required under the Employment Ordinance 
(Cap. 57), and the Employment Agency Regulations (Cap. 57A).

You are welcome to submit your views 
in writing on this draft Code of Practice 
to the Labour Department on or before 
17June 2016 : 
Address : Employment Agencies Administration, 

Labour Department 
　　　	 	Unit 906, 9/F, One Mong Kok Road 

Commercial Centre,	1 Mong Kok Road, 
Kowloon

Fax : 2111 3395

Email : copconsultation@labour.gov.hk

Your views submitted may be published. Please 
specify so if you request anonymity in your submission.
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