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Project Management for NGOs

HERBHENEE EE

n recent years, many NGOs are running their services in project basis or self-finance model. After the initial start up stage, the project will then
be integrated into their daily operations. To have a good start up will lead to higher rate of success of new services. As such, two project
management workshops are offered to suit the different needs of NGO practitioners.

The 'Certificate in Project Management for NGOs' is designed for NGO practitioners who need to oversee sizeable projects, such as
constructing a new service building, managing IT projects etc, with annual project sum around $300,000, or aiming to pursuit internationally recognized
PMP examination qualification. If you need to manage small to medium size projects or executive the plans, such as fundraising dinner, community
service projects, etc, you can consider the 2-day 'Effective Project Management Skills for NGOs'.

Certificate in Project Management for NGOs

HERGHBEREEES

October - November 2012

Objective

hrough the certificate programme, it aims to give participants
with clear framework and processes of project management (PM)
and have full understanding on the nine knowledge areas.

Target Participants

The programme is designed for NGO managerial staff who need to
oversee social service, IT or renovation projects, with annual project
sum around $300,000, or aiming to pursuit internationally recognized
PMP examination qualification.

Course Details

(REFEEIRAE)

Upon Completion of the programme,
participants will:

» Get a good overview of PM framework and basic concepts

* Get a good understanding of PM methods and fundamental PM skills,
concepts and techniques

Learn real life examples of practical experience in proven PM techniques
* Practice learned skills in-class exercises

* Be able to take the PMP examination. If participants are interested
to take the Project Management Professional (PMP) examination,
please visit www.pmi.org

Course Code: [2B-CPM

Date: 8, 15,22 & 29 October & 5 November 2012 (Mondays)

Time: 0930 - 1730 (except for 29 October & 5 November: 0930 - 1800)

Venue: Duke of Windsor Social Service Building, |5 Hennessy Road, Wanchai, HK

Language: Cantonese (supplemented with English)

Training Material: English

Class size: 28

Fees: Staff of HKCSS Agency Member enrolled on/before |7 September 2012 $6,000
Staff of HKCSS Agency Member $6,600
Non Agency Member $7,300

Course Content

Contents

I. Framework for PM
2. PMBOK® Knowledge Areas:
* Integration Management

Basic Concepts and Terms

* Scope Management Project Plan

* Time Management

* Cost Management

* Risk Management

* Procurement Management

* HR Management
Tender Preparation

» Communications Management
PM Roles & Responsibility

* Quality Management

Members

34

Detail Contents

Project Stakeholders, Project Objectives, and Life Cycle Models
Clear Needs of the Stakeholders, Scope Definition, Planning, and Control. How to Develop WBS and

Critical Path Calculation & Critical Chain Method

Project Scheduling, Network Diagrams, Resource Planning, and Schedule Control
Project Costing, Budgeting, Project Estimates and Earned Value Analysis

Risk Identification, Assessment, Risk Response to Control and Quantitative Risk Analysis

Basic Contract Law, Contract Management and Tender Evaluation, as well as essential elements of

Organization Planning, Staff Acquisition, and Team Development, such as Motivation, Influencing Team

Concepts, Tools and Techniques in Project Communication Planning, Distribution, and Progress Reporting
Project Quality Management Activities and Quality Assurance Plan, and Quality Control

Trainer & Guest Speaker

Mr Raymond Wong, PMP, M.Sc. 54
President, Project Management Institute (PMI)

- Hong Kong Chapter

' MrWong has over 25 years of executive experience with
leading edge corporations. He has held senior positions such
as Managing Director; General Manager; and Principal Consultant
of leading edge technology, and System Integration firms in
Canada, Hong Kong and China. In addition to [T consulting, PM training services,
and teaching at various universities, Raymond has been involved in an advisory role
with various NGOs such as Christian Communications Ltd., HKSR and HOHCS.
Being a seasoned executive and project director with expertise in [T and Technology,
Raymond understood the significance of professional project management and its
importance to an organization. Raymond is very passionate about the professionalism
in project management. He was one of the founders of the PMI, Hong Kong Chapter
in 1997 and has been serving as an Executive Committee Member of the Hong
Kong Chapter since then. Kong Chapter since then.

Certificates

PMIHK and HKCSS Institute will issue completion certificate separately
to each participant meeting the PMP examination criterion of 35 contact
hours of PM education.

55 & om e

Trainer

. Mr Paul Mau Kwok Bun, B. Sc., MBA, MSS,
PMP, Certified Project Director ZERE4LE

Vice President (Special Projects)
PMI - Hong Kong Chapter

Mr Mau specializes in helping clients to identify cnitical business
fl issues, developing and implementing appropriate solutions.

¢ Paul has solid regional expeniences from in-house T departments
to vendors in analyzing requirements, designing, modeling, implementing processes,
managing projects, and re-engineering to achieve business objectives. He has been
with HP for 8 vears and has over 20 years on IS, Project Management, BPR experience,
and change management of IT projects. Paul has specialized in providing consultancy
for Business Strategy, Project Management, and implementing ERP systems. Paul is
now an independent consultant, delivering full spectrum of courses of project
management and other interpersonal courses to the internal and external of HP
customers since 2002. He has served the PMI for more than seven years and he
was one of the early batches PMP trainers of PMI, Hong Kong Chapter. He has
eamed the degrees of the Master of Business Administration and the Master of
Social Science from UK and Australia respectively.

Enquiries

HKCSS Institute: 2876 2470
Email: institute@hkess.org.hk

Co-organization:

] LW
# & 4 4 Mg

Project Management Institute
Hong Kong Chapter

Effective Project Management Skills for NGOs

e RSB S BUER RIS

Objective

* Understand project management framework and best practice to manage
NGO projects

* Acquire practical skills to improve project efficiency and effectiveness

Content

Introduction to Project Management

Five phases and six constraints of a project
Nine knowledge areas of a project
Requirement analysis and project planning
Time management techniques

Risk management techniques

Case study and application

Course Details

Course Code ¢ 12B-10

Date ¢ 14 & 22 November 2012 (Wednesday & Thursday)
Time 1 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 staff or project leader

Class Size ¢ 30
Language : Cantonese (supplemented with English)
Fee ¢ $1,860

Fees for HKCSS

Agency Member Staff : $1,700 (Enrollment received on/before 24 October
2012:$1,540)

Enquiries 2876 2470 or institute@hkess.org.hk

Trainer
y Mr JosephWong BB R & 4

Principal Consultant
. Pro-Key Learning Services Ltd.

- MrWong is specialized in corporate training and
1 coaching in the areas of project management,
. business planning and IT service management.
Joseph has more than twenty years experience
in education and IT services and facilitated over
a hundred workshops in Hong Kong and China to develop management
knowledge, team and personal effectiveness, and business plan for
enterprises. Joseph is a certified Project Management Professional (PMP)
and ITIL Expert in [T Service Management. 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.
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Supervision Skills - Supervising Frontline Workers & Professional VWorkers

BERT - BERIRRA I REEAT

Content

Workshop I: Supervising Frontline Workers (Course code: 12B-01)
» Concepts:Values and Beliefs, Needs and Motivation in Supervision
* Skills:Team Supervision for Frontline Workers

* Supervising New Staff and Team Development

* Issues and Problems : Local Case Study and Discussion

Workshop II: Supervising Professional Workers (Course code: 12B-03)

» Concepts:Values and Beliefs ,Needs and motivation in Supervision

* Skills: Professional Supervision Model for Social Workers

* Supervision in Local context: Coaching, Live Supervision and Leadership
* Issues and Problems : Local Case Study and Discussion

Course Details

Date : Workshop | : 28 September 2012 (Friday)
Workshop Il : 26 October 2012 (Friday)

Time : 0930 - 1700 (6 hours)

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

Language : Cantonese (supplemented with English)

Class Size : 30 each class

Target Participants ~ : NGO Managerial Staff

Fee . $930 each class

Fees for HKCSS 1 $850 each class(Enrollment received 3 weeks
Agency Member Staff  before the courses commence: $770)
Enquiries 1 2876 2470 or institute@hkess.org.hk

s AN LT
|:|//|b$£ : //Ib i

Trainer

Ms Rita Lam Yu Kiu EF B4 T

Director

Reanimated Links Consultants & Services

Ms Lam has been in managerial positions of social services
“| since 1983, with experiences in youth services, elderly

services, social work education and training. Currently she

serves the government, educational institutes, NGO and
enterprise of Hong Kong, Mainland China. Rita was the co-founder of Hong Kong
Federation of Women's Centers, Cyber Senior Network Development Association
Ltd, Hand-in-hand Network for Tsunami Suffering Families in Hong Kong and
Social Venture Hong Kong. She is Associate Fellow of Hong Kong Professional
Counseling Association.

Cost-Saving and Eff|C|ency Enhancement through Rapid Process Improvement
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Workshop on Social Innovation
HERBEESIEY

Objective
Acquire innovative mindset and skills to generate innovative ideas for new service
and service improvement

Content

* Innovative Mindset and Process
* Innovation Statement and Idea Generation
* Real-life Application in Social Service

Course Details

Course Code : 12B-05

Date : 31 January 2013 (Thursday)

Time : 0930 - 1300 (3.5 hours)

Venue : Duke of Windsor Social Service Building,

|5 Hennessy Road, Wanchai, Hong Kong

: Middle level personnel in existing self-finance projects,
social enterprise projects or those planning to start
self-finance projects in NGOs

Target Participants

Class size : 30
Language : Cantonese (supplemented with English)
Fee . $550

Fees for HKCSS : $500(Enrollment received on/before
Agency Member Staff 10 January 2013: $450)
Enquiries 1 2876 2470 or institute@hkess.org.hk

Q SRz

BEREL
DBA, MBA, FIIM, Mimgt, MCIM, MHKIM, RFP, DIP.M,
C.Mgr, B.A.(Hon)
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Trainer

Mr Joseph Wong EEH &

Principal Consultant

Pro-Key Learning Services Ltd.

MrWong is specialized in corporate training and coaching
in the areas of project management, business planning
| and IT service management. Joseph has more than twenty

years experience in education and [T services and facilitated
over a hundred workshops in Hong Kong and China to develop management
knowledge, team and personal effectiveness, and business plan for enterprises.
Joseph is a certified Project Management Professional (PMP) and ITIL Expert in
IT Service Management. 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.
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Team Building - Leadership Workshop with MBTI Personality Indicators

EfxE — BETIEY  ERAMBTIER DT

Objective

* Understand personality types through the use of MBTI (Myers-Briggs Type
Indicator); thus understand oneself and also work-counter parts

* Enhancement on team building and management can be reached through
better communications and co-operations

Content

The basic understanding of MBTI type

Self-estimation and using Form M*

Understand team dynamics and characteristics

Use activities to understand behavior preferences

The process of "Aware, Adjust and Adopt" to make conscious change
Leverage individual strengths in team formation process to build a
stronger team

* Develop appreciative mindset to handle differences

* Value differences and always look for a better solution

.
.
.
.
.
.

Course Details

Course Code 1 12B-06

Date : 6 & 13 November 2012 (Tuesdays)

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 Staff

Class size : 25
Language : Cantonese (supplemented with English)
Fee : $1,860

Fees for HKCSS : $1,700 (Enrollment received on/before

Agency Member Staff |6 October 2012: $1,540)

Remark : Participants need to purchase MBTI Form M Self Scorable
Booklet and Introduction to Type at the cost $350.
Please submit the cheque, with a total cost of this fee
($350) and the enrollment fee, to HKCSS Institute.

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

Trainer

Mr Hillman Chung E#T X% &
Principal Consultant
Human Focus Consulting

- —
dasay

i Resources and Consulting field. He has assumed human
‘ o . resources leadership in different business natures such as
F N hotel, food and beverage operations, estate management,

transportation services and resort establishment. Hillman holds a Master degree

Mr Chung has more than 25 working experience in Human

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 (MBTI) ® Step | & Il.

BERPREG LIEY —Ea kil hERRL (AR MERR)

Quality Customer Service - Counter Service & Telephone Enquiry (Basic & Advance)
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Service Challenge Workshop - How to Handle Complaints (Basic & Advance)
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Output Costing for Non-finance Managers and Professionals

PRE R K AN AL 8 RIS DATA

Objective

To enable non-finance background managers of social service to acquire the concept
and methodology of output costing with a view to achieving better understanding
of the cost structure of services and strengthening their capability to:

I. Cost service outputs
2. Analyze cost information

3. Identify areas for improvement, and make business/operational decisions, such as
 Redesigning services or processes to improve efficiency
» Changing service mix or delivery mode
* Improving service cost and performance
» Formulating service and pricing strategy

Content

* Understanding basic accounting and cost management
* Practising the preparation of financial statements for services

* Introducing output costing, its application for social service, the methodology,
key steps and tools

 Sharing real life examples of applying output costing in agencies
* Using real life example to practise analysis on output costing information

Course Details

Course Code : 12B-18

Date : 10 January 2013 (Thursday)

Time : 0930 - 1700 (6 hours)

Venue 1 Duke of Windsor Social Service Building,

I'5 Hennessy Road, Wanchai, Hong Kong

Target Participants Non- finance NGO Managers and Professionals

Class size ¢ 30
Language 1 Cantonese (supplemented with English)
Fee : $930

Fees for HKCSS 1 $850(Enroliment received on/before
Agency Member Staff 20 December 2012: $770)
Enquiries 1 2876 2470 or institute@hkcss.org.hk

Trainer

Mr John Ng REIER &
Managing Director

Tricor Consulting Limited

Mr John Ng has extensive experience in strategic

management, organization design, HR and financial

w= management, training and development. Previously, he was

4 a consulting director of Pricewater house Coopers. He

' has worked with over 40 NGOs to review corporate

governance and agency policies, develop organization

structure, design salary structure, and improve HR and financial management.

He has also conducted holistic leadership training programs for a number of social

service agencies. He has developed various management models specific for the

sector, including the output costing methodology that has been implemented in
around 20 agencies. He is a Chartered Management Accountant.

Guest Speaker

Ms Yau SauWai, Sania ifE 24T

Chief Executive Officer

New Life Psychiatric Rehabilitation Association

Ms Sania Yau, MSW, a Registered Social Worker, is the
Chief Executive Officer of New Life Psychiatric Rehabilitation
Association. She leads a team of over 850 staff serving
12,000 persons in recovery from mental illness and their
families/carers annually through 33 service units rendering
recovery-oriented services spanning from residential,
vocational and community mental health services. To provide job training and
employment for people in recovery of mental iliness, the Association has been
operating social enterprises since 1994 and the developed |19 social enterprises
including Teresa New Life Coffee Shop, café330, farmfresh330, rwb330 and
ecotour330, etc. To promote mental health in the community, the Association
launches various community mental health promotion and prevention projects
for the general public. In addition, it operates the New Life Institute of Psychiatric
Rehabilitation to provide specialized training for mental health professionals.
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Objective Trainer

BEMELE 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

Dr Michael Kwong B} & &1+
DBA, MBA, FIIM, MIimgt, MCIM, MSIS, FISCM, MHKIM,

 BEEEFASTTREERNEENESLER A DERR theoretical and practical sides of effective presentation. EP, Dip.M, C.Mgr, B.A.
° kﬂi E;ﬂIEF:]/DIEﬂEZ:ﬂ B IE AR A B _ BB LN BEE LEES T E;-};T:/L\ﬁ g,g E%rh In completion of the workshop, the participants will: Graduated from the University of Nottingham (UK), Dr
' ﬁLiEEiﬁ%%ﬁ A% ERREGRBRETRBTI EONE Yﬁﬁ&%/\%jiﬁﬁﬁﬂ@uﬁgm%%% = LREEE * Identify the essential elements of an effective presentation Kwong has worked in various leading media corporations
EARRERERDLE E’] DESeRKOBEENERAERE E 2005¢ LG * Learn to organize information and materials in a clear and concise manner with over |5 years' successful experience in sales and
1 10 ¥ fek REXIRAEER 5'5@ %iﬁz%ﬁﬁf‘* RIAGE AN + Know how to deploy techniques for varying the vocal tones and body language - marketing field. Dr Kwong served as Executive Committee
o iz ot 17 - B BRI RERETETE - R "REH * Be able to draw attention from the audience in the presentation a member of the Chartered Institute of Marketing (HK
i@ T 12B-19 =R REDIVHEIT T * Be capable of developing strategies in handling queries and questions raised branch) and Training Director of the Hong Kong Institute of Marketing. He is
B4 ¢ 201341716 ‘ﬁZ3 EIJ &13 A208 (2#=) by the audience now a training consultant specialized in Marketing, Selling, Negotiation and CRM
By © 0930 - 1700 (R 18/ ) . ils in thei : d frequently invited to be trainer b tions and NGOs.
025 BN ABN S REAE Know how to apply these skills in their presentations and frequently invited to be trainer by corporations an S
K : Ti@ﬂ&ﬁ%%%ﬁl()zvﬁammﬁka— >6/)N ) IE /] D) Content
BERE  FRRENRMHEEER ) . Success Factors of Making Effective 7. Handling Challenges during C D il
Zza : 30)\ Presentations Presentations | p oursce g etails 9890
SiE = D OBIE (PHEEE 2. Owning your Presentations and * Handling questions ourse Lode : -
g;"” — 7E§OA9% AH ) overco%n)i’ng stage fright « Overcoming objections Date : 17 & 24 January 2013 (Thursdays)
am « The BEACH principle « Coping with management issues Time : 0930 - 1700 (6 hours each, total |2_ hours)
HESEWE - $2,550(R2012512A27THE 2RI 4 - ) during presentations Venue : Duke of Windsor Social Service Building,
= 3. Delivering your Presentation uring p : :
HE&ER 5£1$2,310) . ; ; |5 Hennessy Road, Wanchai, Hong Kong
F - * The WIIFM principle 8. Handling Challenges during » C r
EE 1 2876 24708k EHinstitute@hkcss.org.hk 4. Intonation in Action Presentations Il Target Eartlapants : NGO Managerial and Supervisory Staff
5' Use of Visual Aids and P ith * Handling emotional audience Class Size 2 30 ‘ ‘
- Use of Visual Alds and Frops wit during public forums Language : Cantonese (supplemented with English)
Maximum Impact * Managing challenging Fee : $1,700
oo 6. Delivering Narrative Stories ; ; Fees for HKCSS : $1,540(Enrollment received on/before
AES ! ¢ haaa confrontational audience
=S * Narrating stories using visual « Presenting with the presence of Agency Member Staff 27 December 2012: $1,400)
technique ; ; Enquiries 1 2876 2470 or institute@hkess.org.hk
public media
* Touching the audience's heart and
feelings
1  EMOLEENES NEEE R
17168 o MIBREREROE SRR
M :FZT:E! RAPE &u*{ﬁ
e L BTEERRREBNES R
2 ERNESBEEAGRNER 81
1H238 NI i
o [EMILIEIAE (Positive Psychotherapy)
N o . 7, = A= 4=4
0930 - 1230 o [ERLIEHAR (Positive Psychology Coaching) J:E' n—& T ud ;‘%% y}r\_mum
3N }EH& 77 AVA %R E 1GN 5
2 BRSZERIE[VESFERHR
14238 KETEBAMUREH TERAR  ABATROAELHEFER - MBBNEEREDLUMABRBHED - BHEHTALES B
1400- 1700 REBAREB2E - ZRREE & NEATRUTAR 0D TrxBR TANRHELAS %O BERBLTEEEL - FNEE - WRA - 5 EsE&L
31 HREELE KB BEHE - @ﬁﬂﬁ;%ﬁ - IERBOREE SRS EREN R RS S
- (SQS)EABTE T ARSI AHE2ZE Eﬁufamﬁﬁ@}ﬁﬂﬂhr J//{/JEJZ EEREEE
3 EmOESEEHERERNER 85 : EERERBRBRBERENTE - /
871208 - EBRHATEMHE (Positive Education) B BBATATES R R E SRR R - EXTE1983F BT EREERIE HBHE
0930 - 1230 o RN MBS MR UL (Positive Organization) ~ EERAZERFTAL - B WA FEREEKR
3|\ o EHEEREMREL (Positive Family) A3 fﬁﬁ?ﬁ& . BZW&‘%NE%T%%VE C2ERERE A
o BRI GE TR TR R A R B M FHIRBETE MEEEBRNEELZE]ZE
3 AESERERRE S c TASHMEZEEFIES  AEREYSTERRTCSH BT E&%M&mﬁ}@*{ﬁ JT//\ u@,@awm& - REBEREERR
08 A7 RoEIR n S o WE RBRNGS BT ERAHE § EFERIBERERRERERE RFNERENREYE - 155
SHEEEREL22 K  IERUMREALERRRERRTH2D  WERTIMAOEE A FRERLE -  EABLEAREA S B E e ENEREAERGEEEERENAE T ASSNEBEREERL
1400 - 1700 HETEREMURENZEERMER - . EEMEE [BTREE %%m ol
AN
G A AES
RIZHRSR ¢ 12B-22
B ¢ 2013F1A21B(EH )
b5 8 © 0930 - 1700 (6/)K)
1h 85 D ABETHEFEISRAESABHERBEAE
HER CRLERE - RBEBERAREREAS
&8 ¢ 30A
RRBS C B
&M © $930
HESEME - $850 (WKN2012F12A31AZATRE - BLL$770)
BHE&R
&5 © 2876 2470 EH institute@hkcss.org.hk
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Strategic Planning for NGOs
e RIS R R A 5 2

Introduction

Strategic planning is a systematic process for making decisions and managing work
to guide an organization towards its desired outcomes. For NGOs, it helps the
organization to focus its attention on the crucial issues and challenges. By focusing
on these issues, NGOs can fulfill its mission with maximum efficiency and impact.

Content

. Common perception and fallacies of strategic planning

Importance of strategic planning for NGOs
Strategic thinking and strategic thinkers

AW

Developing and implementing a strategic plan
* Preparation and staff engagement

* Review mission and core values

* Stakeholder analysis

» External environment analysis

* Benchmarking

* SWOT analysis

* Strategic issues and strategic goals

» Change management

* Annual plan and monitoring

Trainer
Dr Philip Fung

Director
Houston Leadership Training Center

Dr Fung has more than 20 years in human resources
management and management development, now being

RN, an independent management consultant. Dr Fung is very
S active in social service. Currently, he is a member of the
} ﬂ executive committee of Heep Hong Society. He also served
as a member to the Hong Kong Government s Advisory Committee on Social
Work Training and Manpower Planning until 201 |.

Course Details

Course Code : 12B-33

Date : | February 2013 (Friday)

Time : 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service Building,

|5 Hennessy Road, Wanchai, Hong Kong

Target Participants NGO Managerial Staff

Class size : 30

Language : Cantonese (supplemented with English)
Fee : $930

Fees for HKCSS $850 (Enroliment received on/before
Agency Member Staff || January 2013:$770)

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

Effective Decision Making for NGO Executives

HERBEETHA BB RRERXIT

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
Date

Time

Venue

Target Participants
Class size

Language

Fee

Fees For HKCSS
Agency Member Staff
Enquiries

12B-34

: 5 February 2013 (Tuesday)
: 0930 - 1700 (6 hours)

Duke of Windsor Social Service Building,
|5 Hennessy Road, Wanchai, Hong Kong
NGO Managerial and Supervisory Staff
30

: Cantonese (supplemented with English)
: $930
: $850 (Enroliment received on/before

I'5 January 2013: $770)

1 2876 2470 or institute@hkess.org.hk

Trainer

Mr Joseph Wong HEHt &

Principal Consultant

Pro-Key Learning Services Ltd.

MrWong is specialized in training and coaching in
_ the areas of IT service management, project

management, customer service and business planning.

Joseph has more than twenty years experience
in education and IT services and facilitated over a few hundred workshops
in Hong Kong and China to develop management knowledge, team and
people effectiveness, and business plan for enterprises. Joseph is a certified
ITIL Expertin [T Service Management and Project Management Professional
(PMP).? 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.

12 SR iz

Basic Financial Management for Non-financial Professionals of NGOs

HERGEEIVHTERAR - EAMGEETIEY

Introduction

To provide participants with an overview of the financial accounting principles
and applications, and to demonstrate an overall picture on how to read and
obtain valuable data from an NGO's financial report. Meanwhile, participants
are able to grasp some contemporary management accounting practices for their
daily operations.

Content

* Regulatory framework of financial reporting and basic financial accounting
principles and applications

* Reading, understanding and analyzing financial statements

* Budget: a powerful tool for planning and control in NGO environment

» Uses and applications of break-even analysis

Remark: Pre-course preparations on reading financial statements and case studies

on budgeting and breakeven are required.

Course Details

Course Code : 12B-23

Date 1 21 February 2013 (Thursday)

Time : 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service Building,

I5 Hennessy Road, Wanchai, Hong Kong
Target Participants NGO Managerial Staff
Class size : 30
Language : Cantonese supplemented with English
(Course materials in English)
Fee . $930
Fees for HKCSS
Agency Member Staff 31 January 2013: $770)
Enquiries 1 2876 2470 or institute@hkcss.org.hk

$850 (Enroliment received on/before

Trainer

Mr Steve Lam WG &

BSc(Econ)(Hons), MBA, FCPA, FCMA,

CPA(Aust)

Deputy Director (Finance & General Administration)
Hong Kong Society for the Protection of Children
(HKSPC)

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
(Awustralia).

Financial Decision Making for Non-financial Professionals of NGOs

HERGBEIFVBEERAR - FHAREET(EY

Introduction

To provide an essential knowledge for participants to understand the importance
of financial planning and control and formulate appropriate financial decision-
makings in their workplace.

Content

* Financial planning and control framework in NGO environment

» Contemporary financial decision-making principles and methodologies

» Costs and benefits for decisions

* Pricing analysis and decision for self-finance operations

Remark : Reading pre-course case studies on price setting and cost and benefits
decision making are required.

Course Details

Course Code : 12B-26

Date 1 28 February 2013 (Thursday)

Time : 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service Building,

I5 Hennessy Road, Wanchai, Hong Kong
Target Participants NGO Managerial Staff
Class size : 30
Language 1 Cantonese supplemented with English
(Course materials in English)
Fee : $930
Fees For HKCSS 1 $850 (Enroliment received on/before
Agency Member Staff 7 February 2013: $770)
Enquiries 1 2876 2470 or institute@hkess.org.hk

Trainer
Mr Steve Lam WGBSR & (See above)
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Staff Motivation - Energizing Staff and Workplace
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Be a Competent Team Leader
fi R €5 B B

Objective

* Toinstill 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
* Develop a Win-Win Culture within the Organization
» Understand Personal Behaviour Preference
* Develop Appreciative Language within the Team
* Demonstrating Leadership in Team Development Stages

w
il

hER%4E, BSc, MBA

CHEEBERERATAAMA

ROTES

MEEE1996FRABR BT ELERERIZERE

RIART - BEEERERE - RERE - RIEEULa

BE - thSHHTRABEAKRESERSEERR &4
CHRB(REEAEREARNE)LAESEEER

HEREVELERES RIS -

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 business natures such as
A hotel, food and beverage operations, estate management,

transportation services and resort 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 (MBTI) ® Step | & Il.

Course Details

Course Code ¢ 12B-35

Date : 21 February 2013 (Thursday)

Time : 0930 - 1730 (6.5 hours)

Venue : Duke of Windsor Social Service Building,

I'5 Hennessy Road, Wanchai, Hong Kong
Target Participants NGO Managerial and Supervisory Staff
Class size 1 25
Language : Cantonese (supplemented with English)
Fee : $1,010

Fees For HKCSS
Agency Member Staff
Enquiries

1 $920 (Enrollment received on/before

31 January 2013: $835)

1 2876 2470 or institute@hkcss.orghk

12 SRz

Complaints Handling - Turning Dissatisfaction to Satisfaction

BRI - AL IR RBE R LmE R

Objective

* Understand the inverse impact of complaints handling towards agency image
» Understand the related applicable laws related to current social services

* Introduce proper attitudes and skills in complaints handling

Content

I. Relationship of Agency Image with Complaints Handling
2 Legal Aspects in Complaint Handling
* Understanding of Some Legal Issues
* Interpretation of the Applicable Laws?Related to NGO Services
3. Attitudes in Complaint Handling
4. Knowing of the "Self" in Complaint Handling
5. Skills Required for Complaint Handling
Remarks: Games, role plays and discussions will be conducted during the
workshop.

Trainer

Mr Chan Wing Kai [ K £ 5t £
Director of Social Services

HonéKoné Council of the Church of Christ in China
(HKCCCC)

Mr Chan is currently the Director of Social Services of
the Hong Kong Council of the Church of Christ in China.
Prior joining the HKCCCC, Mr Chan spent over 20 years

) working for the Consumer Council and left in 2008, being
the head of the Complaints & Advice Division.

Course Details

Course Code : 12B-25

Date : 27 February 2013 (Wednesday)

Time : 0930 - 1730 (7 hours)

Venue : Duke of Windsor Social Service Building,

I5 Hennessy Road, Wanchai, Hong Kong
Target Participants NGO Managerial Staff
Class size 2 30
Language : Cantonese (supplemented with English)
Fee : $1,090
Fees for HKCSS $990 (Enrollment received on/before 6 February 2013:
Agency Member Staff ~ $900)

Enquiries 2876 2470 or institute@hkcss.org.hk

Train-the-Trainer Workshop - Training and Facilitation

SR RHA B L — 157l E 5

C]
5

Objective

* To identify the expectations of learners and their sponsoring companies
* To design training sessions to suit the needs of the participants

* To use facilitation skills to promote learner' participation

* To identify and evaluate the four levels of training effectiveness

Content

Part I: Learning Methods and Training Design

* Importance of training & development to employees and organizations
» Different learning components of knowledge, skills and attitude

* Training design and session plan

* Starting with well written learing objectives

Part II: Training Delivery and Facilitation Skills

* |0 steps instruction planner

* Balance between "instruction" and "interaction”

* 10 critical skills in giving presentation and instruction

10 critical skills in interacting with trainees and facilitating learning
Part lll: Evaluating Training Effectiveness

* Learning evaluation and reinforcement

* Skill practice sessions

* Individual development plan to become a more confident and professional
trainer

Trainer

Mr Stanley Chak ZR|E K4
Managing Consultant
MBA, MSc Electronic Commerce Management, Certified
Six Sigma Black Belt, Certified Practitioner of NLP
Mr Chak is committed to helping organizations develop
! people potential, talents engagement and customer value.
L With more than 25 years of people and organization
development experience, Stanley has consulted to a wide
range of local and multinational organizations such as Nike, Levi Strauss, Citibank,
CLP Power, HSBC, Education Bureau and schools, SWD, The Hong Kong Council
of Social Service and NGOs. To help develop the professional standard of
presenters, trainers and HR managers, Stanley was commissioned by the Hong
Kong Institute of Human Resources Management to develop a Body of Knowledge
(Learning & Development) for her membership in 2009. Over 2500 managers
and professionals have attended Stanley's High Impact Presentation and Train-
the-Trainer workshops in Asia Pacific since 1996.

Course Details

Course Code : 12B-28

Date ¢ | &8 March 2013 (Fridays)

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

I5 Hennessy Road, Wanchai, Hong Kong

Target Participants
Class size
Language

Fee

Fees for HKCSS

Agency Member Staff

Enquiries

NGO Professional Staff who need to deliver trainings
25

Cantonese (supplemented with English)

$3,330

$3,030 (Enroliment received on/before

8 February 2013: $2,750)

2876 2470 or institute@hkcss.org.hk




54

g Hishiz

B G IR HIE RS

Objective

» Understand the rationale and tactics of corporate communications for agencies
and establish image and brand for own agencies

» Formulate media relations strategies and implementation of media activities
in positive and negative times

Content

* Establishing Image and Brand for Agencies - Rationale and Tactics

 Formulating Corporate Communications Strategies and Implementation of Tactics -
|dentification of Stakeholders and Development of Stakeholder Relations

* Developing Media Relations and Conducting Activities in Positive and Negative
Times - Media Interview Skills

Remarks: Exercises, such as media interviews and press conference role plays

and discussion and projects in formulation of own Corporate Communications

strategies and tactics will be conducted during the workshop.

Course Details

Course Code : 12B-21

Date : 5 & 12 March 2013 (Tuesdays)

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

I'5 Hennessy Road, Wanchai, Hong Kong

NGO Managerial Staff, especially for those who are
responsible for public relations and corporate
communications

Target Participants

Class size ¢ 30
Language : Cantonese (supplemented with English)
Fee : $1,860

Fees for HKCSS $1,700 (Enroliment received on/before
Agency Member Staff |2 February 2013:$1,540)
Enquiries 1 2876 2470 or institute@hkcss.org.hk

Developing Corporate Communications Strategy for NGOs

Trainer

Ms Annita Mau £ 84+

Director
Professional Mediation Consultancy 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, community
relations and media relations, writing /editing, and academia. 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.

Conflict Management - "The Nine" Model

HEEIE — “The Nine” Model

Objective
* Understand the nature of conflicts

* |dentify different types of conflict and different techniques in order to manage
conflicts

Content

* The Nature and Common Beliefs of Conflict
* Causes and Sources of Workplace Conflict

* Conflict Handling Models

* Managing Team Conflicts - The four principles
* Techniques in Managing Conflict Cases

Course Details

Course Code t 12B-29

Date 1 6 March 2013 (Wednesday)

Time : 0930 - 1700 (6 hours)

Venue . Duke of Windsor Social Service Building,

|5 Hennessy Road, Wanchai, Hong Kong

Target Participants  : Senior Management Staff of NGOs

Class size : 30
Language : Cantonese (supplemented with English)
Fee 1 $930

Fees for HKCSS : $850 (Enroliment received on/before
Agency Member Staff |3 February 2013:$770)
Enquiries 1 2876 2470 or institute@hkess.org.hk

Trainer

Mr Tsang Wing Keung, Johnny & 7k 3§ 5t &£

Chief Executive Officer

Baptist Oi Kwan Social Service (BOKSS)

Prior joining BOKSS, MrTsang was Deputy Chief Executive
(Corporate Development) of the Hong Kong YWCA.
Started his career in Social Service 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. Mr
Tsang holds Bachelor Degree of Social Work, Master Degree in Management

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

Knowledge Management

12 SRz

- Capturing Critical Knowledge of Your Organization through KM Diagnosis

MAEE - (CAEEE D U TS R 5 A

Objective

* To be able to plan and conduct a knowledge audit and KM diagnostics exercise,
covering both operational needs and cultural factors

* To be able to build and analyse activity-based knowledge maps for the
development of KM interventions

Content

* What is a knowledge audit and what can they be used for?

* Planning and conducting knowledge audits

* The process of developing and analysing an activity-based knowledge map

* Identifying KM opportunities from knowledge maps

* Developing recommendations for practical interventions to support tactical
KM needs

Course Details

Course Code : 12B-27

Date : 28 February 2013 (Thursday)

Time : 1430 - 1730 (3 hours)

Venue . Duke of Windsor Social Service Building, |5 Hennessy

Road, Wanchai, Hong Kong

Target Participants NGO Managerial Staff

Class size ¢ 30
Language : Cantonese (supplemented with English)
Fee 1 $465

Fees for HKCSS $425 (Enroliment received on/before
Agency Member Staff 7 February 2013: $385)
Enquiries 1 2876 2470 or institute@hkess.orghk

Knowledge Management

Trainer

Ms Nicole Sy gV &+

MSc, BComm(Hons)

Knowledge Management Specialist

Knowledge Management Research Centre

The Hong Kong Polytechnic University

Ms Sy has over |3 years solid experience in Strategic
Planning in Sales & Marketing and Customer Relationship
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.

- Developing a Clear Classification Scheme of Your Knowledge to Enhance Job Efficiency
HIHEIR - HIE PR AR T EI A B R A TIERCE

Objective

* To be familiar with the different forms that taxonomies can take, the uses
and functions for taxonomies in an organisation

* To be able to use taxonomy design principles to design simple taxonomies

* To be able to scope and plan a taxonomy project, including conducting
appropriate tests and evaluations at different stages of taxonomy development
and deployment

Content

» Defining taxonomies and identifying different taxonomy forms

* The different kinds of value that taxonomies and taxonomy work can bring
within organisations

» Taxonomy building: scoping a taxonomy project

» Taxonomy design principles

» Taxonomy testing techniques

* Taxonomy deployment - metadata and search

* The importance of taxonomy governance

Course Details

Course Code : 12B-30

Date : 7 March 2013 (Thursday)

Time : 1430 - 1730 (3 hours)

Venue : Duke of Windsor Social Service Building, |5 Hennessy

Road, Wanchai, Hong Kong

Target Participants NGO Managerial Staff

Class size : 30
Language : Cantonese (supplemented with English)
Fee . $465

Fees for HKCSS $425 (Enroliment received on/before
Agency Member Staff |4 February 2013: $385)
Enquiries 1 2876 2470 or institute@hkess.org.hk

Trainer
Ms Nicole Sy i 2 E &t (See above)
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Certificate in Residential Child Care

Practice and Research
for Social Service Excellence
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Introduction
ApErT HERE (Ex—ZN)

The social service sector is dedicated to the pursuit of service excellence.To stimulate exchange and learning among NGO practitioners and to
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promote service development and innovation, the Council and the ExCEL3 project is going to organize a conference and a workshop this year % o &= =
bringing together overseas and local wisdom on evidence-based practice (EBP) for service excellence. 5§ = HEE SEBES A $440 $3,000
N _ o . (BERRBER) ($400) ($2,720)
Conf REERERES - HESRDLEET - 1A EHHKCSS Institute FHEESREREE | $480 $3.300
onference Bl [RECERRLEARE]  @RERARE RRRE oo o SEEE 2013528128 (BF)
Keynote Speech: % INEPEMHKCSS Institute A9 HEHE o o ERIE 5 - B = 2 =
Evidence-based Practice and the Search for Intervention Effectiveness:Why Context Matters? A S
Objective Content BEn/BY EH/ AT
* Promote service excellence through practice-based research to * The whole day conference will cover various topics on EBP in NGOs Br— REREHERERR RIZMRSE - 12B-PE02
demonstrate and articulate the values and impacts of social services setting, including the experience and difficulties NGOs face in EBP 201343850 s e 1 R . L g e .
* Introduce latest research findings and related information or resources * Panel and Floor Discussion sessions are arranged to facilitate the - RAIRERBOERATE - BREE  OF 14X BE - BREEEERE
that facilitate practice research and social service development participants to exchange their view with the speakers and identify 09330J‘ 511230 s NBEEREREEREXNEZENRES
* Establish a regular networking platform for workers and social service solutions to problems arising in the process of practice research and N . o EE RS A | 7 ST IO L hEE | ASTEikIE | SEEhooHE . [RiEins
NGOs to share their experience in practice research service development . . gé%ﬁ;%?g@%%??%ii%;ngﬁg&g@)i)\E&EE Eﬂ%ﬁ%ﬁﬁgﬁg’?ﬁ;uéﬁgﬂu BT
* A symposium will be conducted to discuss the production and R = mTe * ~ Al R
consumption of evidence for practice excellence e - = o
Workshop zﬂ:— EERBERELFSNABTEE 2RSS  12B-PEO3 am—ﬁnp#ﬁétﬁﬁz
. . . . . . 201353 A5H eyt , uEt z = ¢ — T
Social Work Data are all around us: Using available Information in Practice-based 4001700 . Mﬁff@ﬁﬂ@ﬁ%i‘?mg SIASRz 13@5&5‘%/5‘“@1{'5%?%%@?& T Ipi
. - o BREIN EERAERRNEE  RENGREREN T TEEBERNT) BRERLNET
Reseal"ch fOI" SerVICe Exce"ence 3/J\H:rtf T?FIJ—J‘;Z {E”EL.[%:I{}F)&%E@%E TELH EN &ﬁ)ﬂ D{}Eﬁa'f?mﬁ/i TzFEF’LrH:
Br= RELEZHSHER RI2MRYS 1 12B-PE04 Eﬁﬁf\ﬁﬁiﬁ
. . = i oy
Objective Content 13FIA2E | ppzawer FaREFE  MRLEEOROOE - B8 RERHRER
+ To introduce the principles, methods, limitations and uses of practice- * Share evidence from Clinical data mining (CDM) studies conducted 0930 - 1230
based research methods such as Clinical Data Mining(CDM) developed in Australia, Hong Kong, Israel and the United States demonstrating 37N
by the trainer the importance of psycho-social differences in assessing effectiveness — ; . N
* To describe the way CDM has been employed in practitionerinitiated » CDM studies conducted in Hong Kong will be highlighted Bl BERERERRER FRIZ4RIE 1 12B-PE05
studies conducted in a variety of social work settings * In class discussion to facilitate participants to conceptualize and 201338128 PN = o = N
» To describe where CDM "fits" in the broader context of the Evidence- conduct their own CDM studies 1400 - 1700 JL’ZL‘EE%E%%EE’?%gTDE%ﬁﬁ ‘E’%Ef\jﬁ/i N
based Practice and Practice-based Research "movements" - - RABEAERVEBEENREERE  BFEST  GHRERERH RERREEREHE ;
in social work Details 3 LB AE] <
» To encourage participants to conceptualize and conduct their own HEETt
practice research studies ' ‘ Conference Workshop BEALER
» To empower participants as contributors to social work knowledge Date |1 October 2012 (Thursday) | 12 October 2012 (Friday) ggg:ﬁﬂ\iﬁ%ﬁ
. Time 0915-1730 (7 hours) 0915-1230 (3 hours) —— — — Sl
Keynote Speaker & Trainer Venuer rditoriam Room 201 ExE REERRRETE SBI24RYE © 12B-PE06 Eﬁ?ghﬁ\'&;&
p— . . . Target Participants NGO middle to senior management staff, frontline 20135319H s NRRERBLVFENE RKIETAOEKRER \ﬁ:‘giﬁi
» 1 Prof Irwin Esptein workers and researchers 0930 - 1230 « BENAREEBHERANRD - B RERSVELIBTANSE Bl{- R EfE
Helen Rehr Professor Seats 0 0 3|\ Al B T IR g B2 TENTD LTI —FR
A!Jplled.SOCI.al Work Research Language English and Cantonese English BN ST R AR AE TS mIo4EnE - 12B-PEQT BEELE
City University of New York Fees $250 ($200") $350 ($300") 20133 H19A et ot A e 1 " » o [, Bl{-H
e - RISWEETEDOERATERS RESNENSE  R2RANEREAR A
Conference $550 ($450") 1400 - 1700 plisbey
& Workshop 3N BlZRbt T
*Venue: aikneg clz;\g\gndsor Social Service Building, |5 Hennessy Road, Wanchai, Bt BASE mioesE  12B-PEOS " ¢E%I¥$t§igiﬁ
R — R OME
" Only for HKCSS Agency Member Staff N13FIANE | . s RmERRRRER - REATERE  AREXRHEHYETFRER o
0930 - 1230 T ELRR ' ﬁﬁ:\ﬂ%ﬁi
Enquiries : 2864 2963 or karena.tang@hkcss.org.hk 3/NE . EH TR BRI RS - BN EE R E A B A=A MERET
Co-organizers: — N
¢ BN ERED R EE RR2MRS © 12B-PE09
\ * 201393 A26H - R REEBRERS . RREIEERMEDN
© Ex[ELS 0.0 |+ HRERA AR NEAAATS
8 ' 3N
ERUERAME 4 BREKE
The Hong Kong Council of Social Service A HKU project supported by The Hong Kong Jockey Club i%ﬁ%&
REBERE
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Health Seminar: The Social Impact of our Current Education on Young Children and their Parents

2012510A20H
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(Chinese Version Only)
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Life Education Seminar and Workshop for NGOs 2013 5 = ERF

0915 - 0930 BoR

(Chinese Version Only) FEEZt+ BEBUERBBHSTHRAR

0930 - 1010 BIFERARERIR - £EMER

BEREHR

CHRRTEABELEEMEL 2 N2EXEADECERLTHE BHEHE)  ASSGEHARNHES) TEYHE
A B KRR - DAL MBS AEHIE LB EZEER - 2004F % )12 KX The International Network On Personal
Meaning & BEKRFKFE - HENRBEHER L REGREFELRBEHNIHIAKZ LN AELE
WERRRIRERAR - BAIREMBEAZE |UEKE  RERBEASBRIUBREHBEBESHE LA/ NEE

LA BEHNE - £ . RBEAEER

Life Education Seminar - Life and Death ¢ Service Users and |

5N sl @245 - 8 - MMEE AR5, — K6 - @TRARHOFOMRE -
PEFHIECELRE  TRONAELE  MIATRE R : 12B-LifeEd
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Module 2 Training Program for Children with Specific Learning Difficulties
Training on Comprehensive Assessments for the Children with Special Needs Session | | Introduction on Specific Learning Difficulties
=5 jj EE- o 4ma AT s |[2E8 F0 ) . I3 November * Definition, categorization and assessment
¢T§§’i E-Ei E}] W H Fl:HﬁiEl Dm p%ii Co-organizer: Heep Hong Society * |dentification of preschool children at-risk of dyslexia and their deficits in language learning
* The new era in language learning of preschool children - development of Preschool Language Learning Packages:
. . conceptual framework and effectiveness research
Introduction : Course Details : * Key domains in literacy development - reading, listen & say, writing
To provide professional education and training for in-service workers Course Code : 12B-PEOI * The learning elements of "Reading" - print awareness, word learning, orthographic structure, oral reading and semantic
who are involved in taking care of special needs children so that they Date : I October - 20 December 2012 radical , ‘ N ' ' .
can acquire the necessary knowledge and skills in serving these children. Time : 1400 - 1700 (3 hours each, total 33 hours) * Ways to improve the reading ability of preschool children at-risk of dyslexia
Venue ¢ Duke of Windsor Social Service Building, . . "y "
Obiective : |5 Hennessy Road, Wanchai, Hong Kong Session 2 The Learning Elemgnt on Llsten.& Say . . . . .
) ° Target Partici . Social l< d trainine staff 22 November * Verbal vocabulary, auditory comprehension and verbal reasoning, phonological processing skills, syntactic awareness and
I. To enhance the participants' general understanding of children with g . 1c # S0CIAl WOTKETs and training sta morphological awareness
Attention Deficit Hyperactivity Disorder (ADHD), Autism and Specific Class Size : 30 * Ways to improve the listen and say of preschool children at-risk of dyslexia
Learning Disabilities (SpLD) Language : Cantonese
‘ - - Fee : $5.400 Session 3 The Learning Element on "Writing"
2. To teach and provide training to participants to learn how to conduct Fees for HKCSS 27 November « Sensory motor foundation, visual motor integration, stroke and radical formation, stroke sequence
the comprehensive assessments for the children with special needs. Agency Member Staff  : $4,800 (Enrolment recieved on/before * Ways to improve the writing ability of preschool children at-risk of dyslexia
The 4 sets of assessment tools and manual which are developed b 20 September 2012: $4,400
. P 4 . eptem erl i $ ) Module 3 Training Program for Children with ADHD
Heep Hong Society. They are : Enquiries : 2876 2470 or institute@hkcss.orghk
* For Module |: Psycho-educational Profile (Third Edition) & Training Remark: Session | Understanding ADHD in Biological, Psychological and Social Perspective
Package for Autistic Children (PEP 3) (BRERE L EHMA T « Module 1,2 & 3 is compulsory for each enrolment. This course allows 6 December * The behavioural characteristics of ADHD and their impact on these children’s daily functioning
TARMBEEZ=R)) H3XCD-ROM (Optional, $1,200 each) at most 3 participants from an agency in one enrolment and each of * The assessment and classification of ADHD
. them has to complete a whole module. Attendance certificates will » How does different biological, psychological and social factors contribute to the clinical presentation of these children
* ForModule |:Training Package ErlAutlst;c Chlljien basedﬂor\w the be issued to participants upon completion of each module. * The current treatment of ADHD and its future direction
TEACCH model (BEMEREIIRIER - BRBILHER) + Teaching material (for Module |): Purchase of the 2 sets of assessment
(Recommended, $240 each) tool and manual will be arr‘anged on the tr‘aining days, Session 2 Working with the Families to heIp their Children with ADHD
+ For Module 2:The Language Learning Package for Pre-primary I3 December * Assessing the obstacles for these families to help their own children
Children with SpLD (EES#EE/ |\ B4 B EXSTHKM Trainers : * Different ways to remove the obstacles and strengthen the parenting role of these parents
£) (Free f i + a Ms Eva Mak Ms Chan Man Yee, Jamie » Different ways to promote positive behaviour of these children in home setting
(Free for participants) EHRELE (Module 1) BEBLL (Module 2)
* For Module 3: School-based Holistic Support Programme for Educational Psychologist Occupational Therapist Session 3 Working with these Children to overcome their Own Difficulties Associated with ADHD
Children with ADHD (Teacher's Manual & Parent's Guidebook) p| Heep Hong Society Heep Hong Society 20 December * Assessing the training needs of children with ADHD and setting up appropriate training goals

(BFEHZEZRY BRI EE— TN TEEHEL2ESDH * Techniques in working with children with ADHD during the training sessions
R ASTIE TSI (A F /KK FM)) (Free for participants)

3. To equip them with the necessary knowledge and skills to formulate

MsYam Shuk Ling Ms Lau Tse Kay, Jessica

ERE L L Module 1) ZHE LT (Module 2) 2 _\_
Special Child Care Worker : Speech Therapist |_ 3 P ﬁ % r E J % o *E J / 5

Heep Hong Society Heep Hong Society

appropriate educational plans and strategies for children with the
above special needs.

Positive Parenting Program A HEE
| MrWong Chun Kit, Mr Yung Wai Kit, Trevor g H"] : %-* ’TiEDE %-‘ ll‘EﬁE
| Rex HEBRE Module 3) - a e . o s 4 smzass0 .
HIRETE Module 2) Educational Psychologist ﬁﬁ }Z%E_1?A1ﬁllﬁﬁﬁ{§ﬁ%@& ’ 1E|E.|ETJ"H—:':;E_1@§*TE E%‘TE..RSFL © 12B-PE10
Educational Psychologist Heep Hong Society 5 BERBHR - SAFGVERNER - REERFRRTEE BOf © 201211712 26BR12A10H(EEH—)
Heep Hong Soclety BERNAG AN ASBREBERESIEBTHERARXET  g2p9 © 1430 -1700 (FETT2.5/\65 + 3£7.5/)\8F)
s N7 R/ [ER o
HEE  WEEARTRETORS % L EERTERRESHET AR R REAR
Content : Triple P (Positive Parenting Program)%ProfessoLMatt Sanders = B (LEESE)
(The University of Queensland, Australia)Fi2 4 #95R EE 37 B SR 8K - 5% COBET M T B A B BERRE T Y
Modules / Dates Topics / Contents BRAUMBEEERFENNEERENTABEBE - BEBEN 215 30N o
Triple PEYIESR » B2 B&hR  EET—ERG o
Module | Assessment and Designing Training Programs for Autistic Children Eélpeﬁ,?% ;%Fﬁpﬁgﬂfﬁg];fﬁ R i BRI B &M ¢ $1,200
- L . . HEESSiliE
Session | &2 | AssessmentandTraining for Autistic Children by using PEP 3 A BWEEM  © $1,10000R2012410 S22 A KT A4 - $1,000)
* Introduction on the use of PEP 3: Theories & Assessment (= N
Il & 18 October . o , T &; © 2876 24703k E Hinstitute@hkess.org.hk

* The characteristics and training strategies for autistic children

En— : [ERFEERE?

Session 3 & 4 Theories and Practice in using PEP 3 to Formulate Individual Training Plans o [3P#RF IEJKERIZ | (OAKAIRTE » B3 [3PFRT [E] HERE
25 October & for Autistic Children < BT T REENKE s BERETFHITR B 4B 8 5 4
I November mEe
) T . . T EBx=  infIEBERFER? HELES
Session 5 The Application of TEACCH (Treatment & Education of Autistic and Related Communication . 2 FEBIEN S . SRR ITIT AN T E =X

8 November Handicapped Children) Programme in Training o BIBHRAL T E « (T AREER BRELREBEIAEHELRAEDESHE LS

* The use of "Structured Teaching" in training £ BEHBEERS 1i%ygm$ygx,§(d\m)&§

* Training strategies and guidelines . Bin=: ﬁ‘*ﬂ?’?—ﬂﬁ*"‘"h ? BRYAREHERB(LIEE)LBELEA - JF

" Moo appy TEACCH modeln home seten P RTEABRR S SR - ARFELRER BENELWABRTA EHPET LR/ MERIZEE - (LBRIS

< RIR g?ﬁﬁ(ﬁ%?ﬂﬁ%ﬁ'ﬂjﬁf cBEBRSORMENTE mapgy HEECEDAETESHSDREEREsRER

64 % BARBNREREREMERHREERENEERMHIERY -
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Certificate in Cultural Sensitivity and Equality for Ethnic Minorities
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Family Therapy Approach to Crisis
BB IZ K BE R B A AP

Introduction :

Post modern families in the city encounter illnesses, crimes and technological
accidents beside natural disasters. This one day workshop aims to introduce the
audience family therapeutic concepts and skills in working with victims and their
families in facing crisis such as cancer, sudden death, crimes, violence and abuses
and accidents. Although traditionally mental health problems are being managed
by either medical (psychiatric modal) and individual psychological intervention,
family therapy has been proven as another effective approach to manage and
prevent mental health problems. This program aims to systematically introduce
the family approaches, concepts and techniques in working with victims and their
families in facing crisis.

Content:

l. Introduction to the Family Therapy

* Systemic Approach Vs. Individual Approach

* Historical Overview of Family therapy and Mental Health
* Family Lifecycle

* Regression as a response to illness

* Psycho-social and family Assessment

2. Family Debriefings and crisis intervention model
¢ Debriefing models
* Crisis intervention model

3. Special Populations

* Cancer patients and families
¢ Post-Partum Depression
* PTSD: wife abuse & sexual abuse

Course Details :

Course Code : 12B-PEI9

Date : 31 January 2013 (Thursday)

Time : 0930 - 1700 (6 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)
Fee : $930

Fees for HKCSS : $850 (Enrollment received on / before

Agency Member Staff 10 January 2013:$770)

Trainer :

Dr Albert Chan
Director
Institute for Family & Psychology

Dr Chan received a Master degree in Education and Counseling,
and a Doctoral degree in counseling psychology. He is an
experienced therapist of family, marriage, sex, mental health,
domestic violence, group and rehabilitation, a counselor for
children with behavioral problems, and a registered social worker: Besides, he is
an AAMFT (marriage and family) Approved Supervisor, EAP Consultant and
Career and Employment Counselor. He has wide teaching, practitioner and
curriculum development experience in Canada and Hong Kong. He is also an
experienced therapist for 26 years including Critical Incident Debriefing: sudden
death, suicide, car accidents, industrial accidents, natural disasters, crisis in hospitals;
attained Certificate of Critical Incident Debriefing (Basic and Advance), Nova
and Mitchell models; awarded Approved supervisor of America Association for
Marriage and Family Therapy (Ontario, USA).

Social Impact Assessment Case Workshop Series

Workshop |:Assessment of Social Impacts of Projects for the Low Income Group

Introduction & Objective :

Since 2010, The Hong Kong Council of Social Service has embarked on a new
initiative to explore how social impact assessment (SIA) of service projects or
programme could be promoted in the Third Sector in Hong Kong. In collaboration
with project donors and organizers, HKCSS has attempted a number of SIAs
to articulate the social impacts of service projects. As a result of these attempts,
a framework and a methodology for SIA are emerging. The purposes of this
workshop series are:

* To help NGOs and their practitioners interested in impact articulation to grasp
the methodological principles and steps of SIA in more realistic terms through
examining individual cases of SIA

* To introduce new materials, resources, tools and create network of interested

parties for NGOs' use for SIA

To engage NGOs and their practitioners to contribute to the framework and

methodology being developed with reference to the actual service experiences

in Hong Kong

Remarks: Workshop Il & IIl on SIA of Projects for the "Young People”
& "Community" will be held in August 2013 and March 2014
respectively.

Content :

* Basic concepts and principles about SIA

* SIA Framework developed by HKCSS and ExCEL, HKU
* SIA in specific service contexts

* Procedure and implementation process of SIA

¢ Lessons learnt and tips for NGOs to conduct SIA

Course Details :

Course code : 12B-PE20

Date : 27 March 2013 (Wednesday)

Time : 1430 - 1730 (3 hours)

Venue : Duke of Windsor Social Service Building,

|5 Hennessy Road, Wanchai, Hong Kong

: Practitioners interested in research, researchers
concerning social impact assessment, senior
management in NGOs

Target Participants

Class size : 30

Language : Cantonese (supplemented with English)
Fee : $500

Fees for HKCSS : $450 (Enrollment received on/before

Agency member Staff 6 March 2013 : $400)

Trainer :

Mr Anthony Wong &{&1&%4
Chief Research Officer
The Hong Kong Council of Social Service

MrWong has over |0-year solid research experiences in the
field of social service, education, and social development.Trained
as a social worker though, he has strong interest and knowledge
in social theory and research methodology. He received an
M.Phil in Social Science |3 years ago. He joined the Council in 1998 as a Research
Officer. In 1999-2000, he helped construct the Council's well-known Social
Development Index (SDI). From 2010 to 201 I, he served as a part-time member
of Central Policy Unit of the HKSAR Government. Currently, he is a Ph.D Candidate
at The University of Hong Kong.
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ExCEL3

ExCEL3 aims to empower the third sector and to boost capacity to cope with the changing
environment and governance arrangements of the third sector; and to build capacity within
The University of Hong Kong to carry out research and teaching in the NGO/civil society
area. Through training and sharing, the Project could nurture innovation and entrepreneurship
for sustainability, help to strengthen the leadership, management and organizational
effectiveness of the large array of nonprofit and civic organizations, and form a hub of leaders

to become a synergy and support network.
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The Project Management Institute of Hong Kong

The Project Management institute of Hong Kong (PMIHK) was established in 1997 as a local
chapter of The Project Management Institute (PMI), the world’s leading not-for-profit project
management professional association, headquartered in the United States. After being
conceived in the late 1960s, by 1990, PMI had started to promote its PM framework
internationally and PMI Hong Kong was formed by local volunteers as one of the first few
chapters in Asia. PMIHK will provide a forum for Project Managers to promote the principles
of the Project Management Institute through networking with other project managers, sharing
project experiences, providing and receiving training, and supporting Project Management
Professionals in their certification efforts.
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Application Guidelines ﬂ%_ 4HKCSS"

*ﬁg;ﬁﬂ] EENERENE 4 Ins’n’ru’re*
/ The Hong Kong Council of Social Service ing and Resource Institute for NGOs
. . _ L . . Form 3#& 01
1. Applicants should complete the appropriate application form and submit with a crossed cheque payable to "The Hong Kong Council of Social A I " . f S " F & c
Service". Applicants who enroll for more than one activity/course should issue a separate cheque for each activity/course. Please verify right payment p p Icat I o n O r e m I n a r o ru m o u rse
for the required fee. Incomplete application form or wrong payment will not be processed. == =
q Zam \ _p\ \p;‘) - o | ton : P yE ; _p_ .y = . i E}I: ﬁEE& u*hiﬁg %*ﬁ (Photocopies are acceptable # 5 FIg/7AN)
MEEREZAERE ERU [EBUSREES | HB2IRXE - BHFIARFIER - MFHEEE—EZH/HRE  BFoRXE - REEEERSER ) )
B B R RNREE N LN RSE o ?ﬁgtf;:og:octl(dfé?ﬁé;:n be downloaded at www.hkcss.org.hk/institute. After reading, please complete "Personal Particulars" in
2. Activities of the HKCSS Institute are specially catered for HKCSS Agency Members. Early bird discount is subject to the application period of [FRABEA | AT LT BHwww.hkess.org.hk/institute B - BUREREEEAEREH o
each course.
HKCSS Institute RS AR BIIBE BTN - [RRHAES] ASLEAREHEEAN - 1. Application for Seminar, Forum & Course #fzf& - 8 K& Ri2HZ
3. Applicants are normally processed on a first-come-first-serve basis. Application result will be notified through email prior to the activity/course Com;rsenCode Programme Title ;ge Ch;cr!ue No.*
commencement. Please contact the Institute if you do not receive any notification one week before the activity/course starts (Tel: 2876 2470). RS EBER 2R REH
Zl—RU [£FEE] FRERTH/HRERS  FRARENEB/HREAKEREL - RFESTEB/MR - 2HANARKENEEBA - FHEBRHE
(EB5E : 2876 2470) °
4. Unless otherwise stated, the closing date for application is three weeks before the commencement of the activity/course. Late applications will ) e [
only be considered if there are vacancies. * Please issue one cheque for each course. ;5 A — 3Rk X Z & f—{E:RI2 -
BRIBITEEIN > FEZS/EHRBIERFI=EHE LIRS - 685 APHEE T SWEEIE [C] 1DO NOT want to record the hour-points of the above course(s) in the "HKCSS - Citi Continuous Learning Recognition —\LJ ﬁ E g a ﬁ m gf E
Scheme 2012". i "l =
5. For award-bearing and professional programme, applicants will normally go through selection process. Please refer to specific programme descriptions ARNTEEE L SRRy SEM SRR [+ o ISR ESBRmETE 2012) 2EAFOR - e S : :
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 2 Personal Pa rticu |a rs 1/\%{ )ii/l'
REEREEERERIEERE  —RECBHERR - F2HENRENENUT BEBEESRGY - MEBRERTIHERREENE  FEELE o
SRRt TR R A o Title B OMreE OMs KX OMskzt  [OMiss/ME [ Other HAh ( )
6. Applicant cannot change to another programme, fees and seats of activities also cannot be transferred from one applicant to another upon Family Name Name in Chinese
acceptance of application. Fees paid are not refundable for withdrawal or absence from the enrolled programme. sy L L B

(as shown on HKID card 207551758 F17T)
Given Name

—HEEER  REETSEBRAMEBE/HRE  BEARBRT T SERMOA - ERPFERHIARERE  CHRZ2BETERE -

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 g2 L L L L L L L g
activity/course owing to insufficient enrollment or other special occasions, and to notify the applicants via email. Programme fee will be refunded o zati
in such case. %r%aé\%a fon
MERE  EREEIZDFENBTRLHELRE - 2R REER > EFB/REABTEREMERBERSIUEZEE/RE - WUASHBHRFE - Alpha
EBRRHE  PESEERERIDRRRORA - HKID first 5 digits Job Title
) i ) o - sagpEEmEsT L1 | | 1 | Bz
8. The personal data provided on application forms are used by the Institute only for enroliment and administration purposes. Under the provision (for verification & enrollment purposes only R 1% & X B22/Hi%)
of the Personal Data (Privacy) Ordinance, applicants have the rights to request access to and make correction of their personal data. Applicants Contact No E-mail
wishing to make amendments on personal data should submit written requests to the Institute by email to institute@hkcss.org.hk. R ERE ' EH
o . T ) icati i i R/ REEA R E X U B
FERMEIVEAGH  ARSEAERERERBLSHSERED - REEAGHEBES - fHE5ESHRERLBEALS - FHENRER _ _ _ _ (For Application Resuf, Course Notice & Promotion &4 / IRIZBAR B /SIX L1t BE)
eu k) 1o . R O 1do not wish to receive e-promotion from HKCSS Institute O 1do not wish to receive all e-promotion from HKCSS
BAER  FUEEANREBF - WBHEinstitute@hkess.org.hk © BRI R ) R S BRI AR Bt M E RS
O 1do not wish to receive e-promotion from HKCSS (except HKCSS Institute)
> St il RFRERHBNEBEWERRIN
Correspondence
- - - Address
ta I n t e n Stltute ros pectu S Please complete the request form and email BT Mk
? E.¥ to institute@hkcss.org.hk or fax to 2876 2485.
Photocopies are accepted £ HEEETHIER  WEH Finstitute@hkess.org.hk Education Level Form 5 Form 7/Post- Secondary Degree _ Master or above _ Other
HII:I* .HH. P pted EESLENEA) HWEE 2876 2485 BERE O+fa OdFt/FE D%% OB+ £ CE
Please complete this form in BLOCK LETTERS. i EAEB I RHE © | want to obtain the next Prospectus. 8 ZXREN T HsRIZ2F M o []Yes, please send to the above address 2 » s st [INo &
Obtain the Prospectus, find out the latest information of upcoming courses and events of the HKCSS Institute!
FHHKCSS Institute:F 2 Fif - BIE] X0FB AR HRERFHEM! : +
3. Declarations ##84
| WOu |d ||ke tO Obta N K}\ %HX 1. I declare that all informgtion giyen in this application form is, to my best knowledge, accurate and complete.
O the "Apirl 2013 - September 2013"issue [2013F4HZE2013597 | FREFM O E-version of Prospectus :RI2FMEFhR RABERBFRZMBAL > FRAFAN - IEEERIERE -
[ new releases of Prospectus F5i— IS M 01 the course infomation by e-mail ZEBIREZEL! 2. | consent that if registered, | will conform to the Rules and Regulations of the Institute.

BARBMAANEREAZR - AABBFERN—I] ERESIRRE -

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

Name %ril\/A;i I;;)rmer p:;rticipants of HKCSS Institute? AACHH - BALFEE [REAK] HEHRE o
5 = = P
E BETHBERZD? OYes= ONom Cheque payable to: The Hong Kong Council of Social Service
Contact No. E-mail Y ERE BERLEREHE
BEERE el Address: HKCSS Institute, Room 906, 9/F Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, HK
31 EREFHEFEISRBES AR ERB AEIEI06E HKCSS Institute
Address Ordanization Enquiry: TelB%: 2876 2470 / 2876 2454  Fax/E: 2876 2485
ik %%%ﬁﬁ &= E-mailE &: institute@hkcss.org.hk
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