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KM Forum for NGOs 201 | e, B
HERFEHENEEEMNE2011 i

-

Are you ready for the new KM Era®

4 November 201 |

g2
o

Introduction Details

nowledge becomes a crucial asset of an organization in recent Code : | IB-KMForum

decade of the 21Ist century. The applicability of knowledge Date : 4 November 201 | (Friday)
management can help organization tied to its organizational objectives Time : 1415 - 1715 (Registration starts at 1400)
and lead the achievement of specific outcomes. So effective knowledge Venue : Auditorium, |/F Duke of Windsor Social Service Building,

management is crucial to enhance organization's performance, competitive |5 Hennessy Road, Wanchai, Hong Kong

advantage and level of innovation. Medium : Cantonese
This KM Forum for NGOs 201 | will cover different perspectives of Target : Agency Heads, Department Heads, Centre-in-charge,

knowledge management. Speakers from Education and NGO sectors Managers and those who wish to explore the applicability
will share with participants their thoughts and insight of knowledge of Knowledge Management in their own NGOs
management implementation. Besides, KM experts from the Knowledge Fees : $200 (HKCSS Agency Members: $120; Early Bird Discount
Management Research Centre (KMRC) of The Hong Kong Polytechnic on/before 14 October 2011 (For HKCSS Agency Members
University will also talk about the recent KM application and KM only): $100 each)

development in NGO sector. ¢ Method of Registration:

* Please read the Application Guidelines before enroliment.

* Please complete the Application Form and fax to 2876 2485 for
reservation. Then send it together with a crossed-cheque made
payable to "The Hong Kong Council of Social Service".

* Only the complete set of application will be preceded on a first-
come-first-serve basis.

» Confirmation will be sent to all participants via email one week prior
to the event commence. Please contact us if you do not receive any
notification.

Enquiries: 2876 2470 or institute@hkcss.orghk

Co-organizers: Sponsored by:
1
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Programme and Guest Speakers

1415 - 1430

Time Programme

Opening Remarks

Ms Christine Fang A& &t

Chief Executive, The Hong Kong Council of Social Service

1430 - 1500

1500 - 1530

1545 - 1615

1615 - 1645

[645 - 1705

[705- 1715

1530 - 1545

Application of Knowledge Management in Primary School
DrWu SiuWai #14 ## +

Hong Kong Primary Education Research Association

DrWu Siu Wai has started his career as a teacher educator since September [995. He works in the department of
International Education and Lifelong Learning in HKIED. He had completed Bachelor Degree programme in the Chinese
University of Hong Kong, Master of Education programme of the University of Hong Kong and Ph.D programme in Beijing
Normal University. He now serves as the Secretary of the Hong Kong Primary Education Research Association, and be
the project coordinator of "Knowledge Management and Development of Primary School" which is funded by Quality
Education Fund.

Knowledge Management in Hong Kong Young Women's Christian Association
Mr Daniel Cheung R £ 4

Social Work Supervisor, Hong Kong Young Women's Christian Association

Mr Daniel Cheung obtained his BA degree (Social Work) from the City University of Hong Kong and Master Social Work
degree (Social Service and Social Administration) from The Hong Kong Polytechnic University (PolyU). He also obtained
the qualification of Certified Knowledge Professional (CKP) from PolyU in 2006. In the past twenty years, Mr Cheung has
been closely involved in developing youth and community service. And now, he is working in HKYWCA as a social work
administrator and playing a key role in developing knowledge sharing and management platform in the agency.

Networking Break

Leveraging Web 2.0 and Social Media Tools for Non-Profit Organisations
Prof Eric Tsui #RitRHIT

Associate Director, Knowledge Management Research Centre, The Hong Kong Polytechnic University

Prof Eric Tsui is also an Editorial Board member of the Knowledge-Based Systems, Knowledge Management Research and
Practice, and the Information and Knowledge Management Journals. His research interests are on Knowledge Management
Technologies, Enterprise Portals, and E-Learning. He is also the Program Leader of Asia Pacific's very unique Master of
Science in Knowledge Management degree, a program that is delivered via blended E-Learning and face-to-face environments.
He has published in journals like Knowledge-Based Systems, Expert Systems with Applications, Information Processing
and Management.

KM Development in NGO
Ms Nicole Sy b EL+

Knowledge Management Specialist, Knowledge Management Research Centre, The Hong Kong Polytechnic University

Ms Nicole Sy graduated from the University of Guelph, Canada and obtained a Master of Science in Information Systems at
The Hong Kong Polytechnic University (PolyU). She is working as Knowledge Management(KM) Specialist in The Hong Kong
Polytechnic University, and is responsible for conducting KM projects for internal business units and external corporate clients
where she acquired extensive KM training and consultancy experience with leading companies, including CLP Power Hong
Kong Ltd, Dragon Air Ltd, Hong Kong Post and the HKSAR Government. She is currently the program director and trainer
for the Certified Knowledge Professionals course at the PolyU.

Q&A

Closing Remarks

Prof W.B Lee ZZEHHi%

Chair Professor and Director of Knowledge Management Research Centre, The Hong Kong Polytechnic University

27




28

Certificate in Accounting Practice and Financial Management
for Non-financial Professionals in NGOs

HERGERESTEGIMBGEECFIBAR)ES

November 2011

Objective

ood accounting practice and financial management can support
Gsteady growth of an organization and serves as a sign of good
management behind. The courses are organized with objectives to enable
non-finance background NGO staff who are responsible for accounting/

(REHER)

Target Participants

* The full programme is designed for centre supervisors, service
managers or management staff (non-financial professionals) responsible
for accounting and financial issues

* Individual sessions are suitable for NGO staffs who are interested

financial issues to strengthen their knowledge in managing NGO finance. in the topic
Course Details
Date: 9,23 & 30 November 201 | (Wednesdays)
Time: 0930 - 1730 (7 hours)
Duration: 21 hours
Venue: 2/F Duke of Windsor Social Service Building, |5 Hennessy Road, VWanchai, Hong Kong
Language: Cantonese supplemented in English (course materials in English)

Class Size: 30

Fees:

Early bird price for Staff of HKCSS Agency Member
Staff of HKCSS Agency Member

Non HKCSS Agency Member

Early Bird
Deadline:

Full Certificate  : 19 October 201 | (Wednesday)

Individual Session

Full Certificate (3 Sessions)

$700 $1,900
$770 $2,100
$850 $2,400

Individual session : Three weeks before the course commences

* Preference will be given to applicants who would enroll in 3 sessions (Full certificate course).

Trainers

Ms Alice Wong RIEEX L (Session | & 2)
FCPA, MCom, BCom

Ms Alice Wong has extensive financial management
experience at senior level with large organizations.
She has delivered presentations as a guest speaker
for different organizations. Alice was a part-time
university lecturer for several years. She holds a Master
of Commerce degree and is a fellow member of HKICPA, a member
of CPA Australia and its Public Sector Committee (Chairperson of the
Committee from 2009 to 2010).

Ms Bernice Chan &4t (Session 3)
Head of Finance & Human Resources
Hong Chi Association

Ms Chan is a Certified Practicing Accountant who
has extensive accounting and financial management
experiences in the public sectorMs Chan is currently
the Public Sector Committee Chairlady of CPA
Australia-Greater China and working as the Head of Finance and Human
Resources of Hong Chi Association.

Course Structure

Session

|
9 November

0930 - 1730
Room 202

2
23 November

0930 - 1730
Room 201

3
30 November

0930 - 1730
Room 202

Certificates

» "Certificate in Accounting Practice and Financial Management for
Non-financial Professionals in NGOs" will be issued by the HKCSS

Topics / Contents

Basic Accounting Knowledge -

How to read financial statements of NGO?

To provide an essential accounting knowledge for participants in understanding,
interpreting and analyzing financial statement with an overview of why and how to
comply with SWD requirements.

* Regulatory framework & SWD requirement
* Financial management function
* Understanding the structure of financial statements

Budgeting & Financial Projection -

What subvention comprise of ?

To provide participants with an overview of the importance of budgetary control
and applications, and to demonstrate an overall picture on how to make use of
financial projection in monitoring financial performance.

* Budgeting preparation & process
* Budgeting planning & control
* Financial projection & monitoring system

Internal Control -

How to conduct financial health check?

To arouse the awareness of significance of sound internal control, how to develop
and implement accounting policies and procedures, and equipping knowledge &
skills of internal auditing to add value and improve an organization's operations.

* Importance & function of internal control
* Accounting policies & procedure and financial control system
* Role of internal audit

Enquiries
HKCSS Institute: 2876 2470

Institute to participants who have fully completed 3 sessions.

» Attendance Certificates will be issued to participants upon completion

of each individual whole session.

Website: www.hkess.org.hk/institute

x = o
5% = of IE
Trainer

Course Code: 1 I1B-CO1I

Ms Alice Wong

Course Code: 1 I1B-C02

Ms Alice Wong

Course Code: 1 1B-C03

Ms Bernice Chan
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Certificate in Customized Knowledge Management

Training for NGOs
HEREEENBEEIRES

December 2011 - January 2012

Objective

he objective of the programme is to equip participants with actionable
knowledge with a range of applicable KM methods and techniques
that can be practiced and adopted by participants in the social service
sector: All basic principles will be illustrated through a series of real-life
examples. Leading KM experts with years of KM implementation

Target Participants

I. Centre Supervisors / Services Managers

(REHEIRA)

2. Management Staff who is responsible for Knowledge Management,

staff training or IT system development

Course Structure

|
14 December

Session | 0930 - 1230
Session 2 1400 - 1700

Room 202
2
2| December

Session 3 0930 - 1230
Session 4 1400 - 1700

Introduction of KM

Session I: Introductory of Knowledge Management
* Drivers of Knowledge Management (KM)

* Typologies of Knowledge

* Knowledge Management Process Development

* Development & Challenges of KM in NGOs

Strategic Planning of KM
Session 3: Exploration of Critical Knowlegde through
Knowledge Audit

* Knowledge Audit including Knowledge Mapping, Knowledge
Inventories

55 S on iz

Module Topics / Contents

Course Code:| 1 B-C04
Session 2: How to develop KM Strategy Plan

 Formation of KM Strategy in NGOs
* Benefits, Lessons Learnt & Critical Success Factors for
Knowledge Management

Course Code: | IB-C05
Session 4: How to build Knowledge Sharing Culture

* Knowledge Sharing Culture Assessment
* Stakeholder Analysis
* Critical Success Factors of Nurturing Knowledge Sharing

experience will be invited as guest speakers to share their experience Room 201 + Case Studies in Knowledge Audit Culture
on KM implementation.
P 3 Knowledge Management Systems Course Code: | 1B-C06
4 January Session 5: Nurturing Collaborative Culture through Session 6: Facilitating Organizational Sharing through KM

Course Details

Session 5 0930 - 1230

Web 2.0

System & Portal

Date: 14,21 December 2011,4, I'l & 18 January 2012 (Wednesdays) Session 6 1400 - 1700 : Elecr;;:r;ildel\\’l/esgssz?s . ingzzcr:;fr;jsg:sz;ﬁjre for introducing Knowledge
Time: 0930 - 1700 (6 hours) Room 202 * Wiki and Wikipedia + Collaborative Technologies, Taxonomy & Enterprise
Duration: 30 hours * RSS Readers Knowledge Portal

Venue: 2/F Duke of Windsor Social Service Building, |5 Hennessy Road, Wanchai, Hong Kong 4 Knowledge Management Tools Course Code: | 1B-C07
Language: Cantonese supplemented with English (Course materials in English) I'l January Session 7: Methodologies of developing KM Programme  Session 8: Methodologies of developing KM Programme

Class Size: 30

Session 7 0930 - 1230

(Part 1)
o After Action Review

(Part 2)
* After Action Review

Fees: Individual Module Full Certificate Session 8 1400 - 1700 |\, tive Inquiry « Narrative Inquiry
Early bird price for Staff of HKCSS Agency Member $720 $3,200 Room 202 * Community Development * Community Development
* Elicitation * Elicitation
Staff of HKCSS Agency Member $800 $3,500
Non Agency Member $880 $3,850 5 Implementation of KM Course Code: | IB-C08
. . I8 January Session 9: How to develop a Taxonomy structure and Session 10:
EZI:Z’“B,:;? FuII. Certlﬁcate + 23 November 201 | (Wednesday) Session 9 0930 - 1230 explore the value Folkonomy? Marketing Programme of KM
Individual module : Three weeks before the module commences essilon ) (Methodology of Knowledge Categorization) * Development of Promotion Program
Session 10 1400 - 1700 Typologies of Knowledge Categorization + |dentify Stakeholders
Room 202 * Approaches for Developing Taxonomy * Development Change Management Program
Trainer Guest Speaker * Maintenance Strategy of Developed Taxonomy Performance Measurements
* Performance Measurements & Case Studies
Ms Nicole Sy, MSc,BComm(Hons) 5%t Ms Anita Siu HRET L * Knowledge Asset & Intellectual Capital Based Management
Knowledge Management Specialist Skills and Research Manager in NGOs
Knowledge Management Research Centre Arup
The Hong Kong Polytechnic University
Ms Sy has over |2 years solid experience in Strategic
Planning in Sales & Marketing and Customer Relationship Certificates Enq uiries

Management. She provides knowledge management
related consultancy services to external clients which covers a wide range
of industry and also non-government organizations. She is also the Programme
Leader for the Certified Knowledge Professional (CKP) Programme.

Certificates will be issued by HKCSS Institute to participants who
enrolled full certificate and have fully completed 24 out of 30 hours.

Attendance Certificates will be issued to participants upon completion

of each individual whole module.

Organizer:

HKCSS Institute: 2876 2470

Website: www.hkess.org.hk/institute

Supporting Organization:

Management Research Centre
A HEHL T A " '

\:I:
iss QQEA POLY TECHNIC UNIVERSITY Lii\fl;ﬁ‘c Joi G IR T

30 31




55 B i 55 = om Iz

B24RSE : 11B-C10

32

> =r o
?‘igﬂﬁi%%*ﬁﬂﬁﬁﬁ E¢§~%§ ;-1 HBTIYRIEZFEIHTIT Production of Electronic Newsletter and BAHLZE
. . : . : 2A23H In-house Magazine EEHES
Certificate in Appliec C TN | | 0030-1700  + EESOIBHTETESTIREDATINGOER MBI AEE L
2012%2H 23R (Chinese Version Only) - EREETNEY - UEEAREE R RESE DARBEREE MK et
=[0q! @ f0 = 2.2 HABTIH Z 45 = 1 Writing Feature Articles for your Organization REEELL
o I ot 18 3810 - NS R R,
Eﬁ;%Wﬁﬁ%%ﬁﬁﬁﬁ%'EM%E%EEﬁEW¢ﬁ& o8 - 201229, 16, 23A%3 A1, 8 22 F (REM) 0930 - 1230 < EBRBIEINT S A BRSBTS
gﬁﬂlgﬁi%{ ’ ?%?:'JEEEE’JE@E ° /ﬁi\%ﬁﬁﬁ N I%%% N img;ﬁ . éi:: ﬁﬁiﬁzﬁéﬁﬁﬁuﬁt%@g?iﬁﬁﬁ%ji}%
KB ERMSRBHE YEEEEEROERELAER & —= | SRS AR 23 FIR T — SRR 2 TR Press Releases REmE L
BEIHESRAIFEENACERBREE - ARREERATER RRBS - | BRECARERD) 3A1H e TERIEEE | SR - e SIREMREE - MDA - RAORE
ﬁﬁ%ﬁlﬁiﬁéwﬂﬁ’ﬂg?ﬁﬁﬁ—fﬁﬁéﬁW%ﬂﬁ B8 - SETTI0A 1400 - 1700 - RS ERREEN [AAR] & [RANRE]
75 REMRRTERNRGS FRNNE - ABEHR : Wit: | ARBAR=EER SEETHAI2NE SN EHIHE

B
A ERD
HERSE
HRRE
RUEHBETI
SR
FRRESE L

# R
HERBRENEBERASNBALERREENET

B /RREEEETT -

g
RPHAER
HEE SRERE
(EhEw $1.400

(SRS | =2
TERT | =R L)

HERE $3,800
(BfEEET - | (FA201249F1 A19H 5
$£36/)M8) ZRITRA)

HEEE | RHES
WIS HBRE

$1,540 $1,700

$4,200 $4,800

*mEREREREE (AHZEET  36/V)  HEELEE -

1.1 BIERBWiEE 2 Be a Creative and Effective Communicator
2R9H - EIERAIE M A
0930 - 1700 < R E MIEEE RERD
« ZARAARPowerPoint © #isaE HEth B ER
1.2 & AR A8 T LIS E Effective Visual Communication through New Media
2A16H s A ERBEER ERIWEBUERAX T - BERIREK
0930 - 1230 « AERUBE AN EERERERTR 2 ABER
1.3 SR 2 R R BEEE Persuasive Messages & Persuasive Material
2A16H - EH AR MRS
1400 - 1700 - BEER

- P BHE KA K

RI24RSE : 11B-C09

SEAHZE

HREELZL

BI24R5R 1 11B-C11

3.1 {B1% A 1% B2{5 50 Media Relations and Communications EEExt
3H8H BB
0930 -1230 o Q{ATFE S O S| (E I BB AN R E 1) )8 B A EED
* QNI 7 ANERFS BE X R AV BR R
- BEEEEHE
3.2 BIE B {E R {FENERET Creative Copywriting and Communication Bgmz+
3A8H cBIERIEEH
1400 - 1700 - RS EHES
- RIS ESERR
MR E L RMERS T
3.3 AN ER BRI ZE Effective Marketing and Branding BRABEE L
3A22H  BRSHERER
0930 - 1230 s RINEES GahE 2 TT0E
3.4 HAEF R ATN Z3E Production of Annual Report SR &+
3H22H c TREEFHNBERMEEEN BEEE
1400 -1700 ° ﬁéIFEQE N Wg%&gﬂ_ * :iﬁ * T%&%T’E$ﬁﬁf§ﬂﬁ%@iﬂ]$$&ﬂ@§§?& ﬁgk%%ti

B NRBEBRS

y RRmELE
RRBINRBR LD =

PITES
RAERZLOIRA - HBARNR - HEB
B+ HEYRBNAN ERE R OERCER P B
B—ERBENER - BERA BB -
HEWIE - BITERE AR - REERTHR
ERESFAENES AP AE R EN RN LA RS LES
RFESRATNAR - HPIRESDER AL -

Bt
BBBEAH RO
Ei B BB BB LA KRG LB KE

SERLRRBGEXCHAXBEL REAIBREE
| SR - DN EIFEFIUEREMERE - —
BHIREEMITH - f1E S8 - KEAIE - #i5E -
At R HE THE - RBNEBRMH LR A -
IEARAIBHRERERAEHE 2K YRENTREEEE

KiERERE
B K
RIBEHLE

R HEREELancaster University IE- 2% - £
FEREBRVEVAGARBHMEREE - WEEME
EEREELERSHENABMIE - BIBEK
FERBE(EESR®M) M (ERBRKR) 8FL
& oOBERAERESE MR NERREEEES - ANGOsK
MR AN RERIE - LA 2 RIRTEEMRE - #HEhiE (4

Rl [ERITE] -~ [4DEE] - [RERZH] SiheEs -
mamat
BERABERAA

LS

EZLBREREREMEHMBELE =HLHA
AIEELEER - TERIEE  HEARREIIR
REATIF - SRIEB EH AR QB ABEIFIEE -
BERYEREAG SCEVR  EHREKET
EREEREIE - ER L RERARBEARBERF - B ARG
KERIFETER  BTEBEE  BERBRRERES -

33




34

REEZLL
BEBEERE
EEER—GEM

BRLIHARR SFNE LHELR  ARIE
EHEHEEE  ARTRREEHEEE  BH
REMETISEHEMERBRNER - BREMS

id . Bl - BEE  HBETTR  ABEE - A
RE - BRUTBEREAR  RELEVRERAEEATE #EE
B REMER

1 BEETT
HEEES
EEERKE

BEULEEHTHEAMAER  UEAEXBR
B R —BRATEEBRARBREIGRERA
e © o BENE IFEMEESL  RREBREET
BT LABENERE  BZLERBEZH
A RS E A LSENEMALRELR -

HEBRE
EEREBEEE
\ HRRHHEERE(LRER)

C MELERERMT - EFEERSBEEBE - #®
| BIERERE ZURAESE  REFRBERL
o B - 2006576 - ML B BB REEE
- : w [E2] o [ER] B—AIREEERER
REH - NRBRBEUNTBEBETY - ESEF19HHR -

REELT
EREE

BT AERDE 1993 FRBEEETE 8
EPOAHHE  WHEABB+ N\ FEETIEEE
BRrztERAYREERE  WERKBHIRE
HRIE - HEERE (FR) « (HR) - (F
BEHE) ~ (—RAFKRZ) - (HERER—
AR - (HEFPER  EFFNREAR) £ -

£
=

Fll'

NBEFEZREE  HESL24/)F(WEET)  HAER
HKCSS InstituteZ 8 [(tERBEBERAEEZES] o EH)
BILWES - oK EEETRIER - TJEHRHKCSS Institute 3
HHEFEES -

Ryt

EEEEARAR

HITES

Bzt REERSAMERRBTIFE27F  FHES
MEREESEUE - HRIEBRNMARSRR  28%
EEERmIEEBIELIE - QOFERFBIECH AR
REPRH—UEANBESRI REUERT - TP 8
REEEABSE WHEENRERS  HERLBNE  HEEF -
IRESHE - 248 K Speedos

BRIEREE
BRBEAERAT
EBRKE

BRICEAEBHBEBRARBIMA - EFYREESR
IS ERBEE AR o B4 B1EBXerox &IBM - #
BT MIGHERENEY MBS - RILEEHE
RER - AESE2S4RIHEEEL -  FELER
BALEEFHeeRABNALEBHELER -

ERfixt
mEeE
HeE

WREEAEE "B IABRERFTENTEMN
MM RERE RN ARTIERE LSRG
\} o BT EXENEREEHAUniversity of
L Southwestern Medical Center @ F{&18 EaE Rl
CHEEIdeRAERESLEREHENEZE S R TIENEK
BT EENERMTERER  BLLHRABERERERE
=gk 8 - WIEIR2HHKRE RREHE MERYE /AN TIIE - §F
HECHAEERTTIE  09M10FE 2 XA [EHORER] -

T

\

REgtRR Lt
BERERATE
DAWE

PRIKZERL LR ATEEBERARRAWE » A
PEEERYRTCEEARINER  BER
%  BREZTHMAEBTAFINEREERENZEZA

: AMERE/NMAEF - N ARWERBHA S
R ZERBAARKREIRIBT5,0008 A TMEREREXAL - &
BHRAR QT FIRA2003FE2009F B E - FRIBAEFTEEIRE
(e [REFTRE] RESSHAAEN [RECEEERE
B EAE]  MAR2010FRIRETEEREER SN [HEFRE
([TELE] B &8 ULRBELESESHIIAEYN [REDLEE
SRER IR TESE — A

B

B3 1 2876 24705k EFfinstitute@hkess.org.hk

IS mBER ) e

EQ and Stress Management

B&
s THRBEHEBBAEHERNERE
 FEERBEBEIENTE

nB

« BEBBZAAXME

« ZRUREBEZHE

c FMEREBMEEEBER

s BEHREREE

s TRENNEH

c BENUENRLIELHNEZE
o BB RITHE

Gy
BIZEE 11B-01

B © 2011F11A108 (RHm)

b5 [ © 0930 - 1700 (6/)\FF)

ith 86 D BREBTHEFBISHASABHERBEAE1E103E

& DAL BEEME RBLEREEAS

&8 © 30A

BREBES - BIE CAREBH)

&M © $850(HEtE BMIBEEEMST70 : MPN2011410H8208
sk A% - B$700)

& 1 2876 2470k EHinstitute@hkcss.org.hk

R HAGR 2

BiEEEL
DBA, MBA, FIIM, Mimgt, MCIM, MHKIM, RFR,
DIPM, C.Mgr, B.A.(Hon)

BETRENREZRTARNEREEREXR
2 mR2005FEE A TEERR EEME
ABEREIRIEREER - THEER
LEFIE(ZR) R EXEIIEEEEE -

Advanced Accounting Knowledge for NGOs Accounting Staff

HERFEESTELR

Objective

To provide an essential financial and management accounting knowledge for
participants who prepare financial statements and discharge their accounting
roles properly in their workplace.

Content

* Regulatory Framework of Financial Reporting and Accounting Standards relating
to NGO

* Periodic Measurement of Financial Statements and Reporting in NGO

* Mastering Practical Skills and Applications for SWD's Financial Reports and
Requirements

¢ Cost Information and Determination for Financial Control in NGO

Course Details

Course Code ¢ [1B-04

Date 1 19 October 201 | (Wednesday)

Time : 0930 - 1700 (6 hours)

Venue : Room 202, 2/F Duke of Windsor Social Service Building,
I5 Hennessy Road, Wanchai, Hong Kong

Target Participants ~ :  Accounting staff of NGOs

Class size ¢ 30

Language : Cantonese (supplemented with English)

Fees : $850 (HKCSS Agency Member Staff: $770; Enroliment
received on/before 28 September 201 |: $700)

Enquiries 1 2876 2470 or institute@hkess.org.hk

Trainer
Mr Steve Lam HEE K &
BSc(Econ)(Hons), MBA, FCPA, FCMA, CPA(Aust)

Deputy Director
(Finance & General Administration)

{
&S 3 Hon§ Kong Society for the Protection of Children
— (HKSPC)

! —
m Mr Steve Lam is responsible for the Agency's
finance, accounting, general administration and

information technology issues. He has fruitful experiences in dealing with

practical financial issues from the perspective of social service organisations.
With his experiences in the financial profession over 25 years and the
social welfare environment, he is able to provide insights to the NGO
staff of the welfare sector in topics relating to financial management. Prior
to joining HKSPC, he was Finance Manager of a NGO and has already
had well experience in financial and management accounting, financial
management and taxation in commercial sector: He currently is a Certified
Public Accountant, Chartered Management Accountant and Certified
Practising Accountant (Australia).
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Creativity for Problem Solving
RIEMET RS

Objective

To identify the creativity potential in you, so that you can face up to the challenges
in life, solve the emerging problems in work, and even anticipate future problems
and devise the appropriate solutions.

Content

* Understand Your Creativity Potential
* Learn Major Creativity Tools
* Apply Creativity Tools in Problem Solving in Simulated Scenarios

Course Details

Course Code : 11B-03

Date 1 24 October 201 | (Monday)

Time : 0930 - 1700 (6 hours)

Venue : Room 201, 2/F Duke of Windsor Social Service Building,
|5 Hennessy Road, Wanchai, Hong Kong

Target Participants  : NGO staff

Class Size ¢ 30

Language : Cantonese (supplemented with English)

Fees 1 $850 (HKCSS Agency Member Staff: $770; Enrollment
received on/before 3 October 201 1: $700)

Enquiries 1 2876 2470 or institute@hkess.orghk

[ BEREE] —ETFREVBEETIFRE
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Trainer
Ms Annita Mau @0 8¢+

Director
Professional Mediation Consulting Centre

Ms Mau has held senior positions in the field
of public affairs and corporate communication
for over 20 years, serving major non-government
organizations and public corporations, including
the Hong Kong Council of Social Service,
Kowloon-Canton Railway Corporation and the Hospital Authority
where she was the Chief Public Affairs Manager when she retired
in Feb 2006. Ms Mau's strengths are in government relations,
communsity relations and media relations. Ms Mau holds a Bachelor
Degree in English (Minor in Chinese), a Master Degree in Social
Sciences (Criminology) and a Master Degree in Arts (Teaching Chinese
as a Foreign Language). Since 2006, Ms Mau teaches communication,
health care management and mediation in various tertiary institutes.
She also conducts public engagement projects.
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Crisis Management - an Agency Level Approach

RIBEmEEREE

Objective

* KeyTools to Identify and Assess Potential Risks, Issues and Crises in the Organization
* Develop and Implement Crisis Management Plan

* |dentify Crisis Stakeholders and Manage their Demands and Expectations

* Develop Strategic Plan on Crisis Communication

Content

* What is Crisis?
» Conduct Crisis Audit to Analyze
Potential Threats

* Key Elements of Crisis Management
Plan
 Steps in Managing Crisis

« Crisis Scenarios and Contingency  * Strategic Plan on Crisis Communication
Planning

Course Details

Course Code ¢ 11B-05

Date : 16 & 23 November 201 | (Wednesdays)

Time 1 0930 - 1700 (6 hours each, total 12 hours)

Venue : Room 202, 2/F Duke of Windsor Social Service Building,

I'5 Hennessy Road, Wanchai, Hong Kong

Target Participants NGO managerial staff

Class Size ¢ 30

Language 1 Cantonese (supplemented with English)

Fees 1 $1,700 (HKCSS Agency Member Staff: $1,540; Enrollment
received on/before 26 October 201 |: $1,400)

Enquiries 1 2876 2470 or institute@hkess.org.hk

BEXPRFIES —

HE & AR K% B i e (=

Trainer
Mr Tsang Wing Keung, Johnny & k3 5% &
Chief Executive Officer
Baptist Oi Kwan Social Service (BOKSS)
- ("l:

p Prior joining BOKSS, MrTsang was Deputy Chief

;. Executive (Corporate Development) of the Hong

Kong YWCA. Started his career in Social Service

M as a Youth outreaching social worker, then
committed in training, re-training, employment and employee assistance
programme, MrTsang has rich experience in management, training and
consultancy. The Government Departments he served including the
Education Bureau, Civil Service Bureau and Correctional Service
Department of Hong Kong and Social Work Bureau of Macau. MrTsang
holds Bachelor Degree of Social Work, Master Degree in Management

(Public Sector Management) and Master Degree of Social Science in

Criminology.
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Effective Decision Making for NGO Executives

H 8 IRBEBITHA B B BURRIT

Objective
To provide a visible and organized framework for Decision Making using a step-
by-step process, emphasis on comprehensiveness and efficiency

Content

¢ Decision-Making Process

» Comprehensive Evaluation Criteria

* Risk Assessment and Management

* Apply Decision Making in Different Context

Course Details

Course Code ¢ 11B-08

Date : 14 December 201 | (Wednesday)

Time : 0930 - 1700 (6 hours)

Venue : Room 103, I/F Duke of Windsor Social Service Building,

I5 Hennessy Road, Wanchai, Hong Kong

Target Participants NGO Executives

Class Size ¢ 30

Language 1 Cantonese (supplemented with English)

Fees : $850 (HKCSS Agency Member Staff: $770; Enrollment
received on/before 23 November 201 |: $700)

Enquiries : 2876 2470 or institute@hkess.org.hk

Trainer

Mr Joseph Wong HEH & &
Principal Consultant
Pro-Key Learning Services Ltd.

MrWong is specialized in training, coaching and
people development solution for enterprise in

the areas of IT service management, project
Ar

and career and business planning. Joseph has more than twenty years

management, team and personal effectiveness,

experience in education and IT services and facilitated over a hundred
workshops in Hong Kong and China to develop service management
knowledge, team and personal effectiveness, and business plan for
enterprise. Joseph is a certified ITIL Expert in IT Service Management,
Project Management Professional (PMP), NLP master practitioner and
Coach U graduate (CEG). He holds a Master degree in Lifelong Learning
from University of Surrey, a Bachelor degree in Electrical & Electronics
Engineering from University of Hong Kong, and is currently pursuing his
doctorate in Lifelong Education at University of Nottingham.

Human Resources Management - Coaching and Mentoring

ANERERE — HRERE

Objective
* To equip the coaching skills and master the critical steps of effective coaching
* To understand the importance of mentoring in maximizing the team performance

Content

* Identifying, Planning and Making Coaching Opportunities

* Critical Steps of Coaching as an Effective Intervention

» Difficult Coaching Situation: Conflict Preference and Resolution
* Mentoring On-going Progress

Course Details

Course Code ¢ 11B-09

Date ¢ 10 January 2012 (Tuesday)

Time : 0930 - 1700 (6 hours)

Venue : Room 202, 2/F Duke of Windsor Social Service Building,

I'5 Hennessy Road, Wanchai, Hong Kong

Target Participants Centre supervisors, service managers or management staff

Class Size : 30

Language : Cantonese (supplemented with English)

Fees 1 $850 (HKCSS Agency Member Staff: $770; Enrollment
received on/before 20 December 201 |: $700)

Enquiries 1 2876 2470 or institute@hkess.orghk

Trainer

Dr Michael Kwong B 21§ +
DBA, MBA, FIIM, Mimgt, MCIM, MSIS, FISCM,
MHKIM, EPR, Dip.M, C.Mgr, B.A.(Hon)

Graduated from the University of Nottingham
(UK., Dr Kwong has worked in various leading

media corporations with over |5 years' successful

experience in sales and marketing field. Dr Kwong
served as Executive Committee member of the Chartered Institute of
Marketing (HK branch) and Training Director of the Hong Kong Institute
of Marketing. He is now a training consultant specialized in Marketing,
Selling, Negotiation and CRM and frequently invited to be trainer by
corporations and NGOs.

How to be an Effective Leader
Anfa] kA L B By 4B 1

Objective

* To instill a correct mindset of leadership - from leading self to leading others

» To enhance personal effectiveness through managing emotion, time and
objectives

 To align team effort and contribution through understanding organization's
mission and establishing team mission

» To create a win-win culture amongst teams so that organization effectiveness

can be maintained

To understand the behaviour differences of individual and adopting an appreciative

mindset in the organization

Content

I. A Correct Mindset of Leadership - From Leading Self to Leading Others
» The Correct Mind Set of a Leader
* The Essentials Leadership Attribute
* Establish Leadership Principles to Lead Self and Team

2. Manage Personal Effectiveness
» Manage Emotion and Produce Positive Energy
* Align Personal Mission to Align with Organization Mission
* Manage Time Effectively

3. Contribute to Team Effectiveness
For Supervisor or above: (Course Code: | [B-10)
* Develop a Win-Win Culture within the Organization
* Understand Personal Behaviour Preference
* Develop Appreciative Language within the Team
* Demonstrating Leadership in Team Development Stages

For Frontline Social Worker: (Course Code: | IB-11)

* Adopting a Win-Win approach with Team

» Understand Personal Behavior Preference

* Using Appreciative Language to strength Team relationship

* Understand Team Development Stages and Exercise Personal Responsibilities
to strengthen Team Cohesiveness

R EAGRE

Trainer

Mr Hillman Chung E#TX &4
Principal Consultant
Human Focus Consulting

Mr Chung has more than 23 working experience
in Human Resources and Consulting field. He
has assumed human resources leadership in different

a
d4.n

operations, estate management, transportation services and resort

business natures such as hotel, food and beverage

establishment. Hillman holds a Master degree in Human Resources
Management from University of Surrey. He has been a licensed Trainer
of a series of programs under an American Consulting Firm and accredited
practitioner of the Myers-Briggs Type Indicator (MBT® Step | & II.

Course Details

Dates . For Supervisor or above:
12 January 2012 (Thursday)
For Frontline Social Worker:
|7 January 2012 (Tuesday)

Time : 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service Building,
I'5 Hennessy Road, Wanchai, Hong Kong

Class Size : 25 each class

Language : Cantonese (supplemented with English)

Fee for Each Class $850 for each class (HKCSS Agency Member
Staff: $770; Enrollment received 3 weeks before
the courses commence : $700)

Enquiries 1 2876 2470 or institute@hkcss.orghk
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Service Challenge Workshop - How to Handle Complaints (Basic & Advance)
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Constructing a Touching Story - Story Telling Technlques and Practices
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Project Planning and Management in Practice

ERIEBEINERE IS

Instead of theoretical lectures, the program is characterized with action learning
design. The best value of the workshop is that relevant NGO project cases will
be used for simultaneous learning and applying project management skills and
tools. Participants will learn the contents by a series of modules and step-by-
step exercises. This approach is proven to be highly participative and interesting
to enhance the learning effectiveness.

Objective

* Use a structural process and tools to plan project effectively

¢ Define values and returns of the project

» Communicate the project goals and expectations clearly

* Empower and delegate right tasks to right people

* Apply work breakdown structure and resource planning tool to maximize the
project effectiveness in terms of people, time and quality of deliverables

* Motivate and monitor project team performance

* Determine and manage the risks for the project

* Appreciate tools to implement a project

Content

« Differentiate Project and Routine Job

¢ Define and Communicate Project Objectives and Deliverables
« Structure a Project Team and Roles

* Develop Project Plan by Work Breakdown Structure

* Schedule Resources by Gantt Chart, Critical Path Analysis and Budgeting
* Project Launch & Communication

* Manage Project in Changing Environment

* Manage Project Risk and Risk Management Plan

* Manage and Track Variances

» Conduct Project Review Meeting

* Evaluate and Handover Project

» Group Cases Practice & Presentation

FHitkE
EEYRHAREER
&

FTHEREARNEHRA NBEIZF X
HBEARONRERE ESaRERERER
HEBHRE - FHRRRBBUTERESR
. REBRAMTEESGENIRZ — - Ik
gh - ﬁﬂ?ﬂf‘&? W ASBEMBARZMFRBEM LA K EEE
MERRRAERABHMNEEEE -

Trainer

MrTerence Chung REE X4

MSc in Management, PgD in Management
Consulting & Change, Certified Management
Consultant (CMC), Certified Professional
Facilitator (CPF), Project Management Professional
(PMP)

Principal Consultant, Design & Facilitation
Integral Training & Consulting Ltd

Mr Chung is an instructional designer and facilitator with expertise in talent
development, organization development, strategic planning, team alignment,
project management, facilitation, and organizational performance consultancy.
With over 23 years local and regional experience in training and consuftancy
in Asia organizations, Terence consulted or trained are diversified. Prior
to starting Integral in 2004, he was the Principal Consuttant of Forum Asia,
where he was awarded the Chairman's Award. Before that, he was the
Manager, Learning Solutions of Motorola University, and was awarded
Creativity Award, Collaboration Award and President Award. Terence is
a certified Project Management Professional (PMP). He has designed,
facilitated and coached practical project management workshops in Hong
Kong, China and Asia Pacific for different clients.

Course Details

Course Code : LIB-16

Date : 22 & 29 February 2012 (Wednesdays)

Time : 0930 - 1700 (6 hours each, total 12 hours)
Venue : Duke of Windsor Social Service Building,

|5 Hennessy Road, Wanchai, Hong Kong

Target Participants NGO managerial and supervisory staff

Class Size 124

Language : Cantonese (supplemented with English)

Fee 1 $3,000 (HKCSS Agency Member Staff: $2,750;
Enrollment received on/before | February
2012:$2,500)

Enquires 1 2876 2470 or institute@hkess.orghk

Effective Presentation Skills Workshop
BRURH BRI T

Objective

Presentation is an essential skill for managers to excel in the 21st century which
emphasizes much on people-based culture. The workshop focuses on both the
theoretical and practical sides of effective presentation.

In completion of the workshop, the participants will:

- Identify the essential elements of an effective presentation

- Learn to organize information and materials in a clear and concise manner

- Know how to deploy techniques for varying the vocal tones and body language

- Be able to draw attention from the audience in the presentation

- Be capable of developing strategies in handling queries and questions raised
by the audience

- Know how to apply these skills in their presentations

Content

. Success Factors of Making Effective 7. Handling Challenges during
Presentations Presentations |

- Handling questions

- Overcoming objections

- Coping with management issues
during presentations

2. Owning your Presentations and
Overcoming Stage Fright
- The BEACH principle

. Delivering your Presentation
- The WIIFM principle

4. Intonation in Action

w

8. Handling Challenges during

Presentations Il

- Handling emotional audience during
public forums

- Managing challenging
confrontational audience

- Presenting with the presence of
public media

5. Use of Visual Aids and Props with
Maximum Impact

6. Delivering Narrative Stories
- Narrating stories using visual
technique
- Touching the audience's heart and
feelings

English Made Easy for NGO Staff
SRR AA RN ER RITRIE

Objective

Does your message in written English go to the stakeholders' heart? Or you just
talk to their head? To protect and enhance the professional image of your organization,
you must improve your English writing for better promotion on your organization's
services and mission. This course carries out the essence of effective writing with
interactive teaching manner. It is particularly suited to non-native speakers who
find it difficult to create messages, without copying previous examples.

Content

PART | : Grammatical Syntax PART 2 : Combination of Role- play

I. Analysis of sentence construction and Effective Writing

2. Topic, developing and concluding I. Promotion Letters and Press Release
sentences 2. Notices and Memos

3. Beginning, middle and ending 3. Agenda and Minutes

4. Basic rules: Courtesy, Clarity 4. Letters of Complaint and Adjustment
and Consciousness 5. Fax and Emalil

5. Expressions and vocabulary 6. Letters of Inquiry and Invitation

6. Edit to improve your writing

Note:

"Certificate of Attendance” will be issued to participants who completed at least

7 lessons of this course.

12 HA SR iz

Trainer

Dr Michael Kwong £ {218
DBA, MBA, FIIM, Mimgt, MCIM, MSIS, FISCM,
MHKIM, EPR, Dip.M, C.Mgr, B.A.(Hon)

Graduated from the University of Nottingham
(UK., Dr Kwong has worked in various leading
media corporations with over |5 years' successful
experience in sales and marketing field. Dr Kwong
served as Executive Committee member of the Chartered Institute of
Marketing (HK branch) and Training Director of the Hong Kong Institute
of Marketing. He is now a training consultant specialized in Marketing,
Selling, Negotiation and CRM and frequently invited to be trainer by
corporations and NGOs.

Course Details

Course Code : LIB-17

Date : 22 & 29 March 2012 (Thursdays)

Time : 0930 - 1700 (6 hours each, total 12 hours)
Venue : Duke of Windsor Social Service Building,

|5 Hennessy Road, Wanchai, Hong Kong

Target Participants NGO managerial and supervisory staff

Class Size ¢ 30
Language : Cantonese (supplemented with English)
Fees : $1,700 (HKCSS Agency Member Staff: $1,540;
Enrollment received on/before | March 2012:
$1,400)
Enquires 1 2876 2470 or institute@hkess.org.hk
Trainer
Mr JamesYiu BhE K E£E

Head of English Channel
Hong Kong Education Web Ltd.

After five years with TVB as subtitling department
head, MrYiu switched to advertising field as creative
director: In the 80s and 90s, his superb creativity
won him several international awards. A few years

after retirement, he made his comeback and did subtitling translation
for hundreds of Hollywood movies. Simultaneously, he wrote two
newspaper columns and published 22 books in the teaching of English
usage, receiving praise from readers all over Asia. In 1997, he became
the first Hong Kong writer interviewed by American media: CBS's
Worldwide Television News and The Asian Wall Street Journal.

Course Details

Course code : 1IB-12

Date : 1,8,15,22,29 February, 7, 14 & 21 March 2012
(8 Wednesdays)

Time : 1500 - 1700 (2 hours each, total 16 hours)

Venue : Duke of Windsor Social Service Building,
I5 Hennessy Road, Wanchai, Hong Kong

Target Participants  : NGO Staff

Class Size ¢ 30

Language : English (supplemented with Cantonese)

Fees : $2,100 (HKCSS Agency Member Staff: $1,900;
Enrollment received on/before |1 January
2012:$1,750)

Enquiries 1 2876 2470 or institute@hkess.org.hk
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Introduction

oices in support of Evidence-based Practice (EBP) are not only

from the funders and the general public but also from the sector
Attentions are drawn to how the impact of the works of NGOs can
be demonstrated with evidence.To go beyond individual research projects
on services and build a strong institutional foundation for EBP to take
root becomes a challenge.

The Hong Kong Council of Social Service (the Council) is now organizing
the first Social Service Evidence-based Practice (EBP) Month \With a

EBP Workshops

Social Service
Evidence-based Practice Month 201 |

November 2011

For more information of the "Social Service Evidence-based Practice Month 201 1", please visit:
www.hkcss.org.hk/institute/l IB/EBPmonth/en_intro.html/

series of conferences and workshops in November, the Council brings
together the overseas and local experiences to give the participants
insights of effecting deeper changes at different levels. In particular, we
shall illustrate how social impact assessment (SIA) can show the influence
of a particular project or organization to individual clients and the
community, as well as the social impact it brings that leads to policy

changes. %

How to Demonstrate the Impacts of Your Work

gnqer e AR AR

Trainers: Mr Michael Weatherhead Dr Raees Baig

Course Code: | IB-EBPWS3

Objective:

Realising the impacts caused by a social intervention is gaining grounds
and momentum. Systematic measurement on social impact can help
to actualise the long term and diverse benefits a social service or a policy
could bring about to the society; give a reflective understanding for the
stakeholders; and an effective means of capacity building for the organizers.

Trainers:

Content:
After this training, the participant will be able to evaluate their service
and demonstrate their success through Social Impact Assessment (SIA)
by:
|. Getting a thorough idea on the concept of SIA
*  Know different kinds of service evaluation and impact assessment
approaches
* Understand the key evaluation concepts and terminology
* |dentify suitable evaluation method for their services
2. Learning about overseas practices on SIA and the possible application
in Hong Kong
 |dentify the suitable environment for conducting SIA
* Understand the differences and similarities between conducting
SIA'in Hong Kong and the overseas
3. Equipping themselves with skills and knowledge on conducting SIA
* Able to identify and clarify the aims and objectives, and the possible
outcome of their service
* Able to set relevant social impact indicators to assess service
achievements and collect sound and relevant data
e Able to articulate the impact of their work to the public

Local Wisdom in Actualizing Evidence-based Practice in an NGO
HERBEEALNER IS A1 E825=F

Trainers: Mr Ng Hang Sau Mr Peter Poon Ms Anchor Hung Course Code: | IB-EBPWSI

Objective: Content:

Mr Ng Hang Sau
EEEEE
Chief Executive Officer

The Hong Kong Society
for Rehabilitation

| (11B-EPBWSI)

Mr Peter Poon
EERKE

Director (Rehabilitation)
The Hong Kong Society
for Rehabilitation

(11B-EPBWSI)

Mr Michael Weatherhead

Ms Anchor Hung
AEExt

Manager

The Hong Kong Society
for Rehabilitation

(11B-EPBWSI)

Dr Raees Baig

After this workshop, the participants will: * Sharing of senior management on leading evidence-based practice

* Have a better understanding of the Evidence-based Practice (EBP)
in local NGO context

* Have a better knowledge of how to promote EBP in their organization

* Be able to develop their insights on bringing about institutional and
cultural changes within their organization for EBP

in Community Rehabilitation Network (CRN): recapitulation of how
changes have taken place in CRN, drivers of EBP challenges and tips
in overcoming obstacles, impacts on the service development, feedback
from stakeholders including fellow service partners and counterparts

* Project Teams sharing on evidence-based practice including patient
self-management programmes, service model development, as well
as advocacy and empowerment

» Dialogue on organizational issues in actualizing EBP in NGO practice

Learning to Learn: Developing an Evidence-based Approach
to NGO Practice -Views from Overseas Expert

HERNBRERREEAANES  BIERHE

Trainer: Mr Garth Nowland-Foreman

Course Code: | IB-EBPWS2

Objective:

After this workshop, the participants will be:

* Able to identify their NGO's relative strengths and weaknesses as
a Learning NGO, and have a preliminary plan in place to develop
at least one key area that will make a difference for their NGO

* Alert to common barriers for institutional and cultural changes
required for a Learning NGO, and have developed some preliminary
strategies to overcome the most significant one(s) for their NGO

* Aware of different ways of understanding what can be useful 'evidence',
within the realistic constraints of an NGO context

* Able to take these learnings and know how to apply them to their
NGO to improve its capacity as a Learning Organization

Content:
|. Prior assessment of participant's own organization:

* Prior to the workshop, participants will be provided with a web
link to enable them to undertake a self-assessment of their own
organizations readiness to be a learning organization.

2. Sharing on:

* The 8 key functions of a Learning NGO for EBP

* Barriers to Learning NGO & strategies to overcome

* What counts as evidence?

At the Workshop, armed with these insights, all the participants will be
able to identify and collaboratively address a key area requiring further
development for their NGO. A booklet of learnings generated by the
workshop and other resource material will be provided to all participants.

Mr Garth Nowland-Foreman
Director
Community Solutions

(I'1B-EPBWS2)

Organizer:

Enquiries:

HKCSS Institute: 2876 2470 :

HKCSS

Managing Director
nef consulting

(11B-EPBWS3)

kAL
Manager
Centre for Social Impact

The Hong Kong Council
J of Social Service

(11B-EPBWS3)

Supporting Units:

L . FAAmR
The Hong Kong ety
SAIDA oo

I
[l
+ Centre for
Social Impact

m
HRRWFRD L
Workshops & Conferences Details:
Details / Workshops Conferences
Course Code 11B-EPBWSI 1 1B-EPBWS2 1 1B-EPBWS3 11B-EPBCI 11B-EPBC2
Date 15 Nov 201 | (Tue) 22 Nov 201 | (Tue) 29 Nov 201 | (Tue) 23 Nov 201 | (Wed) 28 Nov 201 | (Mon)

Time & Venue! 1400 - 1730 Room 201

0900 - 1730 Room 103 0930 - 1730 Auditorium

Target Participants

NGO middle to senior management staff

NGO middle to senior
management staff and
practitioner; academic and
research professionals

NGO middle to senior management staff,
frontline workers & researchers

Capacity 30 30 30 100 150
Language Cantonese® English Cantonese” English and Cantonese

Early Bird Date 25 Oct 201 I Nov 201 | 8 Nov 201 | 2 Nov 201 | 7 Nov 201 |
Fees? A/B/C $360 / $400 / $450 $360 / $400 / $450 $360 / $400 / $450 $360 / $400 / $450 $360 / $400 / $450

For Categories
A & B only

$320 each for participants enrolling 2 or more workshops.

$250 each for participants enrolling both conferences.

Remarks: |. All venues are located at Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, HK
2. Category A: Staff of HKCSS Agency Member enrolled on/before early bird date Category B: Staff of HKCSS Agency Member Category C: Non Agency Member

A Supplemented with English
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EBP in the Organizational and Sectoral Contexts of NGOs
HEEEE [BEREAX]

Introduction Content
>

Objective

Details

23 November 201 | (Wednesday)

Keynote Speaker

| with non-profits and funders on strategy, governance

! and evaluation - in New Zealand, Australia and the
Pacific. Having widely published in the areas of NGO funding and
accountability, Garth also teaches part-time in a graduate programme
on not-for-profit management for Unitec NZ. He chaired the landmark
4-year collaborative Study of the Non Profit Sector in New Zealand
and is currently co-chair of the national Tangata VWhenua, Community
&Voluntary Sector Research Centre.

Organizer:

1

HIKCSS

46

Social Service Evidence- based Practice Conferences 201 |
EEAN BEmE 2011

Impact Assessment: Evidencing and Valuing Your Work

AL AR R SRR

Objective

he funding sec
supported services

* In the business sector with a passion towards working for the
community

Mr Michael Weatherhead
Managing Director
nef consulting

Mr Weatherhead joined the nef in 2008 as product
manager on development and deployment of nef's
socio-economic measurement services and tools,
including Social Return on Investment (SROI), well-being@work and
the Developer's Socio-economic Framework.

Being an economist by training and has worked for a number of economic
consultancies, Michael has both delivered, and managed the delivery
of nef consulting's services across a range of private, public and third
sector organisations, including regeneration, employment, health and
housing sectors. Michael is an accredited SROI practitioner and is a
deliverer of nef consutting's SROI training.

Details

28 November 201 | (Monday)

Time
Venue

Target

¢ 0930 - 1730 (Registration starts at 0915)
Auditorium, |/F Duke of Windsor Social Service

Building, Wanchai, Hong Kong

Participants : NGO middle to senior management staff and

Capacity
Language
Enquiries

practitioner; academic and research professionals
: 150
¢ English and Cantonese

2876 2470 or institute@hkess.org.hk

Organizer: Supporting Organization:

i &
nef

consulting
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Certificate in Introduction and Awareness to ISO 22000

ISO 22000B i &

Objective :

Co-developed by HKCSS - HSBC Social Enterprise Business Centre and SGS
Hong Kong Ltd, the course is a comprehensive, hand-on training course which
helps delegates understand how to incorporate all the clauses and sub clauses of
the Standard into their existing food safety systems, the basic documentation
required by the standard, the roles and responsibilities of management in the
process and the process of intemal auditing to verify conformance to the standard.

Who Should Attend?

Social enterprises or NGOs interested in understanding the requirements
of ISO 22000, bridging the gap between their current food safety system
and ISO 22000 and understanding how this single standard can be
applied throughout the food supply chain.

Lecture :

»  Concept of food hazard, food poisoning and contamination

* Hazard analysis and selection of critical control measure

* Understanding the requirements of ISO 22000

* Describe the purpose of a Food Safety Management System (FSMS)
based on HACCP principles

*  Documentation including SSOF, work instruction and record

* Monitoring, validation and verification of control

Site visit :
* Learning quality standard through benchmarking the industry leader
» Experience sharing on industry best practices

HKCSS-HSBC

Social Enterprise

Business Centre g

FERE - 6 L A 0 R D -%
Tv::v;;oﬂmto(s?r Incubate ¢ SGS

BEEAGVIEESRE

Course Details :

Course Code | IB-SEOI
Date ¢ 21 October 201 | (Friday) (Lecture)
28 October 201 | (Friday) (Lecture & Site Visit)
Time : 0930 - 1230; 1400 - 1700
(9 hours lecture & 3 hours site visit)
Venue ¢ Room 1002, 10/F Duke of Windsor Social Service

Building, 15 Hennessy Road, Wanchai, Hong Kong;

Site Visit location to be confirmed
Target

Participants Social enterprise or NGOs practitioners and
supervisory person (Priority given to food industry)

Class Size : 30

Language : Cantonese

Fees + $2.200 (HKCSS Agency Member staff: $2,000; Enrollment
received on/before 30 September 201 I: $1,800)

Enquiries 2876 2494 or eurekatuet@hkess.org.hk

Enrollment http://event.sebc.orghk/FE/eng/FE_eventList.php

Trainer:

Mr Simon Leung-Chin Fan £Riflt4£
Certification Officer
Systems and Services Certification, SGS Hong Kong Ltd

Mr Leung started his career in food industry after his obtained his Master
degree of food science from National Taiwan Ocean University in 1994.
His working experience covers different units in food chain including retailing,
manufacturing, food service, distribution as well as certification bodies and
government sector: The major multinational enterprises that he had served
for including Vitasoy international, Migros Switzerland, LSG Skychef, Yoshinoya
fast food Japan as well as various Quality Assurance Consuttancy Companies.
With over |5 years of experience, Mr Leung has contributed his knowledge
to help the establishment of food safety management system to industry
through deliver high caliber training and auditing.
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Retail Stores Management for Social Enterprise

i/\

THEHER

Objective :

This is an introductory course covering Stores Management, Inventory
Management, Logistics Management, Packaging & Distribution Management
etc. The Course is designed and the lessons are prepared by expert faculties
having professional experience and expertise with a view to impart practical
skills to delegates aspiring to enhance operation efficiency and effectiveness.

Content:

*  General stores management and workflow system
» Stock control and inventory management

» Packaging and store display

* Logistics and distribution management

Course Details :

Course Code I 1B-SEO3

Date ¢ 9 December 201 | (Friday)

Time : 1400 - 1700 (3 hours)

Venue ¢ Room 1002, 10/F Duke of Windsor Social Service
Building, |5 Hennessy Road, Wanchai, Hong Kong

Target

Participants Social enterprise or NGOs supervisory person

Class Size : 30

Language Cantonese

Fees : $400 (HKCSS Agency Member Staff: 300; Enroliment
received on/before 25 November 201 |: $250)

Enquiries 2876 2494 or eurekatuet@hkess.org.hk

Enrollment http://event.sebc.org.hk/FE/eng/FE_eventList.php

Trainer:
Mr Titan Kwan FBES%4E

Mr Kwan is presently an Area Manager of a Convenience store group. In
the past sixteen plus years in retail industry, Titan has worked for department
stores, fashion chain and convenience stores and been responsible for store
operation, staff training and development and strategic planning.
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Objective :
This course provides social enterprises and NGOs management
opportunity to gain better understanding on taxation and corporate
governance issues.

Content:

First Part (1.5 hours):

* Importance of 88 tax-exempt status and criteria for obtaining exemption
* Procedures for setting up charitable organization

* Modes of organization (pros and cons)

* Time frame and fees

» Capital structure

* Documentation

» Tax implications for the social enterprise and charitable organization

Second Part (1.5 hours):

*  Structural and operational separation (using a subsidiary vs business division)
* Maintaining your s88 status

»  Use of profits/surplus (both during and after grant)

» Duties to Government departments

» Accounting and auditing responsibilities

* Business Registration

* Good corporate and operational conduct

Guide to Social Enterprise and NGOs Staff on Information Secu

Data Protection

HEtERFLNMER TEMRTEE REBRE

Objective :

To raise staff awareness on data security issues, and to provide the data
security principles to lower the risk of loss or damage to range of business
data.

Content:

| - Measures on Business Data Protection

* Prevent data leakage in business process (e.g donation, business transaction,
daily communications)

* Tips on handling e-mail communications (e.g. mass mailing, unintended
recipients and phishing)

*  Proper ways to handle business data (e.g. customer information, donors
privacy, sales data)

Il - Security Management to Protect Your Organization

Guide on Taxation and Corporate Governance for Social Enterp
HEERLFLMNERRF MR nEET NS

Course Details :
Course Code : |IB-SEO4

Date ¢ January 2012 (Date to be confirmed)

Time ¢ 1400 - 1700 (3 hours)

Venue : Duke of Windsor Social Service Building,
I'5 Hennessy Road, Wanchai, Hong Kong

Target

Participants : Social enterprise practitioners and NGOs

Class Size ¢ 60

Language : Cantonese

Fees : To be confirmed

Enquiries : 2876 2494 or eurekatuet@hkcess.org.hk

Enrollment : httpi//event.sebc.org.hk/FE/eng/FE_eventList.php

Trainer:

Course Details :
Course Code : |IB-SEO5

Date : 10 February 2012 (Friday)

Time ¢ 1530 - 1730 (2 hours)

Venue : Rm 202, 2/F Duke of Windsor Social Service
- Building, 15 Hennessy Road, Wanchai, Hong Kong;
Participants : Social enterprise practitioners and frontline staff
Class Size : 60

Language : Cantonese

Fees : FREE Admission for HKCSS Agency Member Staff
: 2876 2494 or eurekatuet@hkcess.orghk
: http://event.sebc.org.hk/FE/eng/FE_eventList.php

Enquiries
Enrollment

Trainer :

Office of the Government Chief Information Officer (OGCIO)
Information Technology Management Unit (ITMU)
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nef consulting

nef consulting is the strategic consultancy arm of nef adapts nef's ideas, tools and
systems for seamless adaptation across a range of public and private sector
competencies.
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Bar o BEiRELD  BRAE  FHBERARE -
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wEXRMS

Application Guidelines
HwaAH

1. Applicants should complete the appropriate application form and submit with a crossed cheque payable to "The Hong Kong Council of Social
Service". Applicants who enroll for more than one activity/course should issue a separate cheque for each activity/course. Please verify right payment
for the required fee. Incomplete application form or wrong payment will not be processed.

REEAEZABERE ERN [EEMEREHE | KHECIRXE  BFIRSFER - MRERE—EETE/HRE  FOHXER - RHEEREASTER
BER - ERTENHERIZIRERZE -

2. Activities of the HKCSS Institute are specially catered for HKCSS Agency Members. Early bird discount is subject to the application period of
each course.

HKCSS Institute RIZE R BT EMR - [REREEE] ASZERRENHREAH -

3. Applicants are normally processed on a first-come-first-serve basis. Application result will be notified through email prior to the activity/course
commencement. Please contact the Institute if you do not receive any notification one week before the activity/course starts (Tel: 2876 2470).
ZlR—RU [EFEE] FRERTHHRERS  PRARKNEHHRENCEREL - RFEESTEH/MIR - 2HANARKIME B - FEBFRHE

E5E 1 2876 2470) ©

4. Unless otherwise stated, the closing date for application is two weeks before the commencement of the activity/course. Late applications will
only be considered if there are vacancies.

BRBTEEN  MAEEFDMARYEMARAMEMBIULRE - BEHRE  BPRFEESTSREEEEE -

5. For award-bearing and professional programme, applicants will normally go through selection process. Please refer to specific programme descriptions
for entry requirements. Admissions are subject to the selection criteria and availability of seats. Applicants meeting the minimum admission
requirements are not guaranteed successful applications.

REEREZEERIEXERE  —RECBIMERF - F2HENRENEN LT HEEIRGRY - EARERFHBEERREENE  FoELE
SREYER 55t MR AL IR AR o

6. Except for special occasions and subject to the approval from the Institute on individual cases, applicant cannot change to another programme,
fees and seats of activities also cannot be transferred from one applicant to another upon acceptance of application. Fees paid are not refundable
for withdrawal or absence from the enrolled programme.

—RKHE - REETSEBHMEBED/RE  BAREATSTEERMA - BERPFEREIRFERE  CHARZBEETERE - HEBEKRER  25K75
SBBEE -

7. The Institute reserves the right to make any change to the activity/course when necessary. The Institute also reserves the right to cancel an
activity/course owing to insufficient enrollment or other special occasions, and to notify the applicants via email. Programme fee will be refunded
in such case.

WERE  BRABEIH/MREARRZHFLHNE - BRTREEF - EEHREABTEREMERERGIEZEB/RE - AUBSHBAREE -
RERZHEZ  PFEENEREZTDIARENER -

8. The personal data provided on application forms are used by the Institute only for enroliment and administration purposes. Under the provision
of the Personal Data (Privacy) Ordinance, applicants have the rights to request access to and make correction of their personal data. Applicants
wishing to make amendments on personal data should submit written requests to the Institute by email to institute@hkcss.org.hk.
BEXRFRIMVEAEN  [UZRAEERERERBLEHRESHBEEE - REBAAERGERB)RE > AEEFRSHREREBEAER - AFEENREN
BAER > FUAEEANIRERE - LEHBZinstitute@hkess.org.hk °

1

i HKCSS ¥+,
ERNEREME !‘ns’ri’ru’re*

The Hong Kong Council of Social Service

. . . Form &4& 01
Application for Seminar, Forum & Course

E}Fﬁ‘ "é." M %ﬁ@&%ﬁ#ﬁg %1@ (Photocopies are acceptable # 52 EJ§/7N)

Application Guidelines can be downloaded at www.hkcss.org.hk/institute. After reading, please complete "Personal Particulars" in
ENGLISH BLOCK LETTERS.
[EREBEH | AT L T #Hwww.hkess.org.hk/institute © ARI% @ FHUA X ERESBEAER IS -

1. Application for Seminar, Forum & Course #isf& - #FE M FIRHRA

Course Code Programme Title Fee Cheque No.*
ERIZARSR EBER 25 RERE

* Please issue one cheque for each course. 754 — 3k 7 =& —1{EFRiE »

[C] 1 DO NOT want to record the hour-points of the above course(s) in the "HKCSS - Citi Continuous Learning Recognition
Scheme 2012".
RATEEZ A L2 2 SERTHHEDER [15 o {EIEEERES R EE S 2012] ZBAFAR -

TN RABERRIE

2. Personal Particulars f@A&#
Title#®® [OwMres  OMsAK [OMs &+
Family Name

w Rl ) R
(as shown on HKID card 21285178 H77T)
Given Name

F3 - 23 I N I I S I ey ) N

Organization

HWEEHE
Alpha F &

HKID first 5 digits Job Title
EsepBmEEsTL 1L | | | | B

(for verification & enrollment purposes only S E#%. 8 K B G0 Hi%)

O Miss /8 [ Other EAth ( )

Name in Chinese

Contact No. E-mail
B4R ER EH

(for Application Result, Course Notice & Promotion ¥85#5-R + FREZIEHI R & (B AGX {1t BE)
Correspondence

Address
bt

Education Level Form 5 Form 7/Post-Secondary Degree Master or above Other

HERE Odxr Oht/f5E O+ [OmEtsibie [ HAs
| want to obtain the next Prospectus. BRI T HI:RTEFM o []Yes, please send to the above address 2 » i5%F Lifithit [INo &

3. Declarations &#g

1. 1 declare that all information given in this application form is, to my best knowledge, accurate and complete.
RABERRFRZFIHER - RKAAFTH  IBTERIER -

2. | consent that if registered, | will conform to the Rules and Regulations of the Institute.
RABBMAENEREAR  AABBETERN— Y LRIESIRRE -

3. I have noted, understood and agreed the content of the "Application Guidelines".

FACHE  AEAEE [REAH] HE2BAR -

Cheque payable to: The Hong Kong Council of Social Service

X RIRHE ERMERBEHE

Address: HKCSS Institute, Room 906, 9/F Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, HK
ik BREFHEFE1SREBES ABHERE AEIEI6E HKCSS Institute

Enquiry: TelZE %: 2876 2470 / 2876 2454  Fax{HE: 2876 2485

& E-mail BE: institute@hkcss.org.hk

Signature EE Date B#A
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www.hkcss.org.hk

The Hong Kong Council of
Social Service

EEHERGHE
HKCSS Institute

Room 906, Duke of Windsor Social Service Building
15 Hennessy Road, Wanchai, Hong Kong
EREFHEFE1SRBESABEERBEANEIN6E

Opening Hours : Monday - Friday  9:00 am - 5:30 pm
WARFE : BH—2FH tFARETFER=T2
Tel No. E:ESRES : 2876 2470/ 2876 2454

Fax No. S E5%H5 : 2876 2485

Email EEHIE  : institute@hkcss.org.hk

Website #3t  : www.hkcss.org.hk/institute

MIX
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