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1. 77[@ (Direction)

2. S8E 51 (Leadership)
3. 3X{LEEIRE (Culture and Climate)
4. ¥ Eh(Motivation)

5. B & (Accountability)
6. 1 A EE B #2 (Coordination and control)
7. BE 71 (Capabilities)

8. [ SMER[E (External orientation)

9. £l (Innovation)

ZIONES 2 R 3T EEIRIT RPN - B
WmAEREHBRHIEERTR - HRAH
& (shared vision) - & M & % B
(strategic clarity) 18 T2 8 (employee
involvement) 425K - Hi W BRITR/AI 2
Z(E1) - ELAHLRESH LS EHE
BBO0IEH 25T ~ B200EAE /A
ROEBRBRPITELR  WEES T
#B600FT 2K B T RHb[E R 1T MEER 2
B A B T 48 A4 LH R A o

MEBHER - —HEEENEE - £1E37
EERTREBREEANER - AM—H

2ERFR : BEHRAMEE

(http://www.mckinsey.com)
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Direction

7/\—.er
Leadership

YA IR
Culture and
Climate

i)

Motivation

B
Accountability

195 5 B BL 42
Coordination
and control

NS
e
Capabilities

BEENE
External
Orientation

=k
Innovation

HFERE S (shared vision)
2. 7EMTHIEREE (strategic clarity)
3. B T2 (employee involvement)

4. %= EE (consultative leadership)
5. #EE 788 (authoritative leadership)
6. #5483 (supportive leadership)

7. Pk&z04BE (challenging leadership)

8. FRAAN{Z1T (open and trusting)

9. BAEFZF (internally competitive)

10. B4 2H)& & (operationally disciplined)

1. BRIE REERIEM (creative and entrepreneurial)

12. B A E&MB{E (open and meaningful values)
13. B NLKISBEE (inspirational leaders)

14, B33 RS (career opportunities)

15. BBk 2EE) (financial incentives)

16. HZEIFNZKE (rewards and recognition)

17. AEIEMT (role clarity)

18. A (A (performance contracts)

19. £ REE (consequence management)
20. & AFEAEE: (personal ownership)

21. NA &R FT (people performance review)
22. &iBE R (operational management)

23. I E 2 (financial management)

24, BEIZH (professional standard)

25. ERRE IR (risk management)

26. B AA (talent acquisition)

27. FEE AT (talent development)

28. T2 EE (process based)

29. [AISMEERE 2 (outsourced expertise)

30. LABEE A FERL (customer focus)

31. BFF MR (competitive insights)

32. £ E L (business partnerships)

33. BT EL1L [ B3 1R (government and community relations)

34. ¢ M TN EYRIFT (Top-down innovation)
35. it ™M _EBIBIFT (Bottom-up innovation)
36. A9 F (Knowledge sharing)

37. S| HEINIBFTE S (Capturing external ideas)

(81)
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CEO Roundtable 2013

CEO Coaching

(REHEXR)

- a Journey to Becoming More Effective and Impactful

21 June 2013

Introduction

GOs have been facing challenges in short notice / alert on

needs identification, creating services to manage new needs,
and identifying solutions that best match the service needs of
the public. The retirement waves of NGOs' CEO in recent years
have given high tension to the new CEOs. What can our new CEOs
do to equip / enhance their capability in managing the organization
under him / her? Some wonders if coaching would be a way in
expanding their horizons to manage their work.

Coaching is done in form of a confidential conversation between
you and your coach, focusing on what you want and how to get
there. To unveil what CEOs would get from Coaching and to share
the views of those who had experienced how the coaches had
helped them in their leadership passageways, a CEO roundtable
is organized for NGOs' CEO.

Objective

e To unveil what coaching is through sharing the functions of
coaching with invited expert and the CEOs

¢ To enrich the knowledge on Executive Coaching for CEOs

e To develop a platform of CEO support network, sharing
experiences with the participants, guest speakers and some
invited NGOs' CEO who taken coaching training, being coached,
and under a coaching engagement

Details
Code: 13A-CEORoundtable
Date: 21 June 2013 (Friday)
Time: 0930 - 1300 (3.5 hours, registration starts at 0915)
Venue: Above & Beyond Private Dining Room |, Level 28, Hotel ICON,

17 Science Museum Road, Tsim Sha Tsui East, Kowloon, Hong Kong (Hung Hom MTR Station Exit D1)

Target Participants: | HKCSS Agency Members' CEOs
Quota: 20

Language: Cantonese (supplemented with English)
Fees: $700 (Enrollment received on/before 30 May 2013: $650)
Enquiries: 2876 2470 or institute@hkcss.org.hk

Programme Rundown

Time

0915 - 0930

Programme / Guest Speakers

Registration

0940 - 1030

Ms Christine Fang A 8% &+
Chief Executive, The Hong Kong Council of Social Service

Executive Coaching for CEOQ, the What and How of coaching, will matching be carefully considered?

Ms Bonnie Chan B/ &z +

Lecturer of Corporate Coaching, HKU SPACE

Board member of Certification at International Association of Coaching (IAC)

Coach Bonnie is one of first-batch Chinese professional coaches in Asia and Greater China. She focused on coaching CEOs
& senior management on strengthening personal leadership to achieve their own and organization change. Coach Bonnie
is the first MMC (IAC) certified coach from Hong Kong, and served as the Director on the Board of Governors of International
Association of Coaching (IAC) in 2007-2010 to assist the growth of professional coaches. She was also the founding member
of the Hong Kong International Coaching Community (HKICC). She is now the teacher of the Corporate Coaching Course
in the HKU SPACE. She has renowned reputation in the coaching profession for her accurate insight, outstanding leadership
and deep empathy in leading the development of coaches in HK & mainland. Coach Bonnie completed her coaching training
in The Graduate School of Coaching, Coachville. She graduated from the Keio University of Japan in Human Science and
attained Msc. Degree from West Coast University in Applied Eco-Psychology.

1030 1100 Networking Break - N—

1100 - 1200

-

CEO Sharing on the engagement with an Executive Coach

e Experience sharing on the engagement with an executive coach
e Difference between coaching and counseling
* Present engagement with an International coach supported by International Women's Foundation.

Ms Lillian Law ZREZ +

Executive Director, The Boys' and Girls' Clubs Association of Hong Kong

Ms Lilian Law is currently the Executive Director of The Boys 'and Girls' Clubs Association of Hong Kong. She has taken
up the current position since April 2008. Ms Law possesses 30 years of experience in social services on children and youth,
women, elderly services and community development. Being the Executive Director of the Association, she has to lead
over 1,000 employees from 73 service units for the services of children, youth and families; the organization has aimed to
extend their services to construct a ‘child-centered' environment. Lilian has been extending her leadership through and
benefited from various development programs including coaching. She is interested to share her views through this
roundtable.

Ms Irene Leung 2{RE L+

Social Services Director, The Salvation Army

Ms Irene Leung graduated from Hong Kong University with B.Soc.Sc. (1981) & M.Soc.Sc (1991). Ms Leung is currently
the Social Services Director of the Salvation Army, managing around 100 service units and projects for different service
recipients in the community. She has been working in the welfare sector for over thirty years; her profound experience in
social services and management efficiency has an extensive periphery to services, management and networking. Irene has
taken coaching training which gets her experienced executive coaching with a thorough understanding on the functions
and roles of a coach in supporting the work of CEO in social welfare sector. Irene is now an Executive member of Hong
Kong Council of Social Service and member of the Standing Committee on Sector Development and Capacity Building.

Ms Sania Yau i FE 2+

Chief Executive Officer, New Life Psychiatric Rehabilitation Association

Ms Sania Yau is currently the Chief Executive Officer of New Life Psychiatric Rehabilitation Association. Ms Yau is working
with a team of 900 employees committed to the development and delivery of recovery-oriented mental health services to
render residential, employment and training as well as community support for people in recovery and their families. The
Association has been operating 20 social enterprises since 1994 to promote social inclusion and self-reliance for people in
recovery through job training and employment. In addition, it launches mental health promotion and prevention programs
and operates the New Life Institute of Psychiatric Rehabilitation to provide specialized training for mental health professionals.
Sania will share her experience in working with local and international coaches.

1200 - 1300 Q & A Session and Lunch
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h Certificates & Short Courses
i;%fii;ﬂZ§iQ§L,r ﬁﬂﬁiéEL

HERREAE? International Summer School in Forced Migration
KUzt BMEREREEANEE University of Oxford
Refugee Status Determination Associate

ELET (B8) BRAREIASEE - EEH : francis.y.l.hon@hsbepb.com
A B gRBEE SEE D ZIH EE : kim.ma@hkcss.org.hk

BREHBER « FFBEERE - FBZEwww.hkess.org.hk/institute
For English version, please VISIt our website
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NGO Executive Development Programme

T F IR HEIBITEA BB RIEIIRE

September - November 2013

Objective

he programme is composed of 4 themes to provide NGOs'

Supervisors or Centre-in-charges with the tools and frameworks
needed to understand the context in improving personal and
organizational performance, it will help participants to:

e Broaden strategic horizon through interaction with distinguished
trainers, guest speakers and peers

e Learn powerful strategies and skills for leading change, crisis
management, effective communication

e Understand their strengths and weaknesses, and develop plan(s)
for continuous learning and professional growth.

Target Participants

Supervisors or Centre-in-charges with at least 5 years' experience
in the social welfare sector (of which 3 years at supervising
position), who are ready to take up leading role in their future
career.

Certificates

e Certificate will be conferred by HKCSS Institute with over 80%
attendance and a deliverance of a sharing in peer learning session.

Enquiries

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

Course Details

(RERHER)

Features
1. DISCStyles Online Assessment

e Gain awareness of personal strength and motivation
e Uncover career development opportunities

¢ Improve methods for interpersonal communication

2. Individual Assessment - One-on-One Debriefing (Optional)

After completing the DiSC online assessment, you can join a 25-
min One-on-One debriefing. The debriefing will be conducted by
an individual consultant, who will provide professional consultancy
service, advices on your personal development, and discuss direction
and action plan on how to improve yourself in working with
different profiles.

3. Interfacing with Different Sectors for Networking

In addition to the provision of distinguished trainers from consulting
firms or respective professional organizations, esteemed guest
speakers from corporations and professional bodies are also invited
to share their insights with participants.

4. Peer Learning Sessions*

Apart from a holistic training program delivered by respected
trainers, the experienced participants will form groups to present
an incident of their organizations, to lead discussions and invite
comments / insights from peers regarding different training topics.
The topics will cover areas mentioned below:

2. Staff Motivation (Session 4)
4. Complaint Handling (Session 7)

1. Team Conflicts (Session 3)
3. Communications (Session 5)
5. Crisis Handling (Session 8)

Course Code: 13A-EDP
Date: 12,19, 26 September, 3, 10, 17, 24, 31, October, 7, 14 & 21 November 2013 (Thursdays)
Welcome & Graduation Luncheon: 12 September & 21 November 2013
Time: 0930 - 1730 (6.5 hours)
(Sessions 3, 4, 5, 7 & 8 with peer learning session*: 0930 - 1800 ( 7 hours) ; Session 6: 0930 -1230 (3 hours))
Venue: Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong
Medium: Cantonese (supplemented with English)

Training Materials: | English

Class size: 30

Fees: HKCSS Agency Member Staff enrolled on/before 22 August 2013 $9,000
HKCSS Agency Member Staff $9,500
Non Agency Member Staff $10,000
DISCStyles Individual Assessment (Optional) + $2,000

For information of course structure, trainers and guest speakers, please refer to p.36 & 37.
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Course Structure

Session/Date

Module 1: Personal Development & Leadership _

1
12 September
0930 - 1730
2

19 September
0930 - 1730

_________________________Module2 Managing People

3*

26 September
0930 - 1800

4%

3 October
0930 - 1800

5*

10 October
0930 - 1800

Module 3 : Managing External Environment

6

17 October
0930-1230

7*

24 October
0930 - 1800

8*

31 October
0930 - 1800

Module 4: Social Innovation and Organizational Change

9

7 November
0930 - 1730

10

14 November
0930 - 1730

1

21 November
0930 -1730

e How to be an Organization Leader (From Personal Effectiveness to Organization Effectiveness)

e Staff Motivation & Coaching for Serving / Potential Supervisors / Managers

Topics/Contents

Personal Development & Lifelong Learning

Self Awareness and Improvement/ Team Leader (DISCStyles self assessment & briefing)

Building High Performance Team and Managing Team Conflicts

Effective Communications

NGO Branding

Complaint Handling for Supervisors

Crisis Management and Media Relations

Social Innovation

Social Entrepreneurship

NGOs Strategic Planning / Strategic Thinking and Decision Making

Leading Change

Programme Reflection & Evaluation

* Sessions 3, 4, 5, 7 & 8 are following with peer learning sessions.

Trainers &
Guest Speakers
(Partial List)

Mr Stanley Chak

Mr Hillman Chung

Mr Joseph Wong

Mr Hillman Chung

Mr Lee Kam Hung

Ms Annita Mau

Ms Cindy Yu

Mr Sam Ng

Mr Joseph Wong
Mr Ma Kam Wah

Dr Philip Fung

Mr Joseph Wong
HKCSS Institute

Trainers & Guest Speakers (Partial List)

Mr Stanley Chak
BRlIEEE
Managing Consultant
LRT Consulting

J Mr Chak is committed to helping organizations develop people
i potential, talents engagement and customer value. 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.

Mr Hillman Chung
EITRE

Independent Human Resources Consultant

‘.;.\ Mr Chung has more than 25 years working experience in Human
Resources and Consulting field. He has assumed human
A”L resources leadership in different business natures such as
= 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 | & II.

Mr Joseph Wong
HEETE

Principal Consultant

Pro-Key Learning Services Ltd.

Mr Wong 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 Expert
in IT Service Management and Project Management Professional (PMP).

Mr Lee Kam Hung
Rt

Publisher & Chief Editor
Christian Times

Mr Lee is a veteran journalist for more than 30 years, he has
j‘J been involved in the print media, radio and TV public affairs

programme production. Mr Lee is now co-host of daily radio
news programme "DBC News World" produced by Digital Broadcasting Corporation
Hong Kong Limited. He is also the part-time lecturer of the EMBA Programme of The
City University of Hong Kong and senior associate consultant and key speaker of Public
Communication Strategic Consultancy Limited.

Dr Philip Fung
Director
Houston Leadership Training Center

Dr Fung has more than 20 years experience in human resources
management and management development, now being an
independent management consultant. Dr Fung is very active
“in social services, being committee member of Heep Hong
Society and the Advisory Committee on Social Work Training and Manpower Planning
of the Government of HKSAR.

Ms Annita Mau

Zoaat

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, 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.

Ms Cindy Yu
#EFLL

Senior Training Consultant and Facilitator

3 Ms Yu possesses more than 25 years work experience in tourism,
- financial & training fields. She was responsible for training

. ‘u and coaching all frontline sales and oversee the entire operation
and front lines servicing, set direction and strategies for market

segment. She has been accredited as Certified International Services Quality Management
Practitioner (ISQMP), Internal Quality Auditor of Qualicert by SGS. Besides, she also
certified as Professional Corporate Trainer (Level 1) by Ministry of Human Resources
and Social Security of the People's Republic of China. She has a highly successful track

record in working with groups and facilitating learning, activities and interpersonal
communication for all levels of participants.

Mr Ng Chi-sum
REHFKE
EREEA

Mr Ng is a veteran in the mass media with 30 years of experience
in various influential media organizations. He is now hosting
RTHK TV program "Headliner" (S8 1531 ). He worked for
TVB's news department for 9 years, and was the producer of
TVB's renowned program “News Magazine" (¥ E % 15). He was the host of the well-
known phone-in radio program "Tea Cup in the Storm" (/& & R ZSAL), "An Hour
More" (/& # — 2$Z), and "Openline Openview" (& Fi /&l & B phone). In addition,
he is also the commentator and columnist for several reputable newspapers, including
"Mingpao" (A #R)and "Apple Daily" (3% H#R). Mr. Ng has solid experience as a
trainer. Since 1996, he has organized a lot of workshops on media skills and crisis
communications for Government officers, politicians and NGOs.

Mr Timothy Ma
BEREEE

Experienced Training Consultant

Mr Ma is former Executive Director of Senior Citizen Home
Safety Association serving this tenure for more than 15 years.
Under Mr Ma's leadership, the organization is now commented
as the most successfully self-finance social enterprise serving
more than 85,000 service users in Hong Kong. With his successful fundraising experience,
he is a trainer on Fundraising and SQS and has conducted lots of staff training for the
NGOs on topics like Team Building, Creativity and Innovation, Leading Efficient Meeting,
Resource Development, Efficient and Effective Supervision Funding Proposal.
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Certificate in Human Resources Management for NGOs

HERBEBEANBEREEES

2013F5HETH

Objective

ffective Human Resources Management is one of the critical

success factors in corporate management and governance of
NGOs. Its function has been extended to a horizon that people
management is a "must" for every staff member holding a
supervisory / managerial position. HKCSS Institute has organized
the Certificate in HRM to facilitate supervisory and managerial staff
to:

e Enhance / refresh the necessary HR knowledge required in
effective day-to-day people management in the organization

e Strengthen the skills required in practicing people management
and handling related issues

e Understand the complimentary role of supervisors in achieving
efficient and effective people management with the HR

(REBHBEIUhR)

Characteristics
e Responding to common HR issues of NGOs in the welfare sector
e Focusing on the HR role to be performed by supervisors

e HR specialists are invited to be trainers

Target Participants

e The full programme is designed for NGO staff at managerial or
supervisory level

e Individual sessions are suitable for Centre Supervisors, Service
Managers or management staff who are interested in the topic

Date: 16, 23, 30 May, 6, 13, 20 June & 4 July 2013 (Thursdays)
Time: 0930 - 1700 (6 hours); Session 5a: 0930 - 1730 (7 hours)
Venue: Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong

Class size: | 30

Medium: Cantonese (supplemented with English)

Fees: Session 1 & 2 Session 3,4 & 5a, 5b & 6 Full Certificate
(each session) (each session) (5 sessions)

Early bird price for HKCSS Agency Member Staff $400 $800 $3,800

HKCSS Agency Member Staff $440 $880 $4,200

Non Agency Member Staff $490 $980 $4,700

Early Bird Deadline: Full Certificate: 25 April 2013 (Thursday)

Individual session: Three weeks before the session commences

* Preference will be given to applicants who enroll in full certificate course.

Certificates

e "Certificate in Human Resource Management for NGOs" will be
issued by the HKCSS Institute to participants who enrolled for
the full certificate course, and with attendance of at least
24 out of 30 hours.

e Attendance Certificates will be issued to participants upon
completion of each individual whole session.

Enquiries
HKCSS Institute: 2876 2470
Email: institute@hkcss.org.hk

Trainers

Mr Hillman Chung

SELT A

(Sessions 1, 3 & 5a)

Independent Human Resources Consultant

Mr Chung has more than 25 years of working
* experience in Human Resources and Consulting
‘\';{/ h field. He has assumed human resources leadership
- in different business natures such as 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 (MBT® Step | & II.

Course Structure

Session/Date

1 Overivew: HR Functions & HR Strategy Course Code:13A-C01
16 May Develop your Human Resources Strategy and Human Resources Plan for your Organization:
0930 - 1230 e The Human Resources Function in an Organization

¢ Role of HR: From HR Administration to Business Partner
e Recent HR Challenges in Hong Kong context and its relations with your organization

2 Employment Law
23 May e Employment Related Legislations
0930 -1230 e Equal Opportunities Legislations

e Personal Data (Privacy) Legislations

e Employee Relations Related Legislations

Course Code:13A-C02

3 Interviewing Skills Course Code:13A-C03
30 May e The Different Forms of Interview, its Functions and Applications
0930 - 1700 ¢ The 3 Stages (Prepare, Conduct and Close)

e Essentials Skills for Conducting an Effective Interview
e Using Competency Base Interview to Develop Consistent Selection Criteria
e Essential Elements for Exit Interview and its uses

4 Reward and Employee Engagement
6 June e Base Pay and Benefits Management
0930 - 1700 e Survey and Analysis

Course Code:13A-C04

e Employee Engagement in the Context of Reward Management

¢ Roles of HR and Line Managers
e Linking Reward with Performance

5 Performance Management
13 June or Course details can be referred to the page indicated.
20 June 5a How to Conduct a Meaningful Appraisal (p.55) (Course Code:13A-14)( Trainer: Mr Hillman Chung)
0930 - 1700 5b Coaching & Mentoring (p. 56) (Course Code:13A-16) (Trainer: Dr Michael Kwong)
6 Training and Development for NGOs - Needs Identification Course Code:13A-C05
4 July ® Analyzing Performance Gap(s): From Organization Needs to Employee Competencies
0930 - 1700 ¢ Training Need Analysis and Identification: Organization Level, Employee Category and Job Level

e Employee Development through Performance Management Cycle

Mr K T Lai, F1.H.R.M (HK), M.HKloD
REREE

(Sessions 2 & 4)

Independent Human Resources Consultant

In his thirty-seven-year career as an HR professional,
Mr Lai has gained extensive experience and

- thorough understanding on human resources
L] management strategy, performance, reward
management and succession planning. Prior to his current role,
he was the Group Human Resources Manager of CLP Holdings,
Ltd., the parent company of the China Light & Power Group,

managing the Group's remuneration and benefits policies, as well
as its HR information system.

Mr Stanley Chak
EREFSRE

(Session 6)

Managing Consultant
LRT Consulting

% Mr Chak is committed to helping organizations
‘ develop people potential, talents engagement

and customer value. 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.
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Certificate in Customized Knowledge

(R EETR)

Management Training for NGOs

WNHAxZ =5
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June - July 2013

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 experience will be invited as guest
speakers to share their experience on KM implementation.

Course Details

Date: 4,11, 18, 25 June & 2 July 2013 (Tuesdays)
Time: 0930 - 1700 (6 hours)

Duration: | 30 hours

Target Participants

1. Centre Supervisors / Services Managers

2. Management Staff who is responsible for Knowledge
Management, staff training or IT system development

Venue: Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong

Language: | Cantonese (supplemented with English) (Course materials in English)

Class size: | 30

Fees:

Early bird price for HKCSS Agency Member Staff

HKCSS Agency Member Staff

Non Agency Member Staff

Early Bird Deadline: Full Certificate: 14 May 2013 (Tuesday)

Individual module Full Certificate

$800 $3,800
$880 $4,200
$980 $4,700

Individual session: Three weeks before the module commences

* Preference will be given to applicants who enroll in full certificate course.

Trainer

Ms Nicole Sy, MSc, BComm(Hons)
LRt

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

Ms Sy has over 13 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.

Course Structure

Module Topics/Contents

1 Introduction of KM

4 June Session 1: Introductory of Knowledge Management

¢ Drivers of Knowledge Management (KM)
¢ Typologies of Knowledge

e Knowledge Management Process Development
e Development & Challenges of KM in NGOs

7E BRI

Course Code: 13A-C06
Session 2: How to develop KM Strategy Plan

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

2 Strategic Planning of KM Course Code: 13A-C07
11 June Session 3: Exploration of Critical Knowledge through Session 4: How to build Knowledge Sharing Culture
Knowledge Audit ¢ Knowledge Sharing Culture Assessment

e Knowledge Audit including Knowledge Mapping,

Knowledge Inventories
e Case Studies in Knowledge Audit

e Stakeholder Analysis
e Critical Success Factors of Nurturing Knowledge Sharing
Culture

3 Knowledge Management Systems Course Code: 13A-C08
18 June Session 5: Nurturing Collaborative Culture through Session 6: Facilitating Organizational Sharing
Web 2.0 through KM System & Portal

e Personal KM Systems
e Blogs and Weblogs

e Wiki and Wikipedia
e RSS Readers

4 Knowledge Management Tools

25 June Session 7: Methodologies of developing KM

Programme (Part 1)

e After Action Review
e Narrative Inquiry
e Community Development

e Approaches and Infrastructure for introducing
Knowledge Management System (KMS)

¢ Collaborative Technologies, Taxonomy & Enterprise
Knowledge Portal

Course Code: 13A-C09
Session 8: Methodologies of developing KM
Programme (Part 2)
e After Action Review

e Narrative Inquiry
e Community Development

e Elicitation e Elicitation
5 Implementation of KM Course Code: 13A-C10
2 July Session 9: How to develop a Taxonomy Structure Session 10:

and explore the Value Folkonomy? (Methodology

of Knowledge Categorization)

¢ Typologies of Knowledge Categorization
e Approaches for Developing Taxonomy

e Maintenance Strategy of Developed Taxonomy

Certificates

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

e Attendance Certificates will be issued to participants upon
completion of each individual whole module.

Organizer:

1

iss
EBUNERBBS
The Hong Kong Council of Social Service

Marketing Programme of KM

e Development of Promotion Program

e |dentify Stakeholders

e Development Change Management Program
Performance Measurements

e Performance Measurements & Case Studies
e Knowledge Asset & Intellectual Capital Based
Management in NGOs

Enquiries
HKCSS Institute: 2876 2470
Email: institute@hkcss.org.hk

Supporting Organization:

KMRC o ransid s
Knowledge Manapement Research Cenire

<zz POLYTECHNIC UNIVERSITY

fai i MW
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H - : - (RARHIAR) Course Structure
Certificate in Accounting Practice and
= = Session/Date Topics/Contents
Financial Management for NGOs _ , _ _
N N . 1 Essential Accounting Knowledge for Service Managers/Supervisors Course code: 13A-C26
y. = i/ = AT = . . . ) . . .
ﬁ: = HEH’%*@% Tﬁ ,ﬁﬁ %7% '_E.{ﬁr E% =N T% a’?'f % 6 August * Introduction to financial management function, control and processing the environments of NGOs and service
August - September 2013 0930 - 1700 units - mainly highlighted on the relationship of service units with Agency
e Reading, understanding, interpreting and analyzing service unit's financial statements
e Assessing service unit's financial performance from financial control aspect - this gives more focus on the
monitoring of result and assessing the performance from the service units' perspective
Introduction Objective e Budget planning, preparation, monitoring and control of operations
GOs have been Iooking for accqunting practitioners to join * To provide essential knowledge of fin_ancial management and 2 Advanced Accounting Knowledge for NGO Accounting Staff Course code: 13A-C27
the sector, to apply their professional knowledge to support accounting for center supervisors/service managers in handling . ) . ) .
the organizations. In light of fulfilling the requirements of funding the accounting records 13 August e Regulatory framework of financial reporting and accounting standards relating to NGOs

providers and the general public, centre supervisors/ service managers « To provide knowledge for the accounting staff to handle a full 0930 - 1700 . Periodic' measurgment 9f financial s'tate'ments for subver?ted ahd non-subvented sgrvices and reporting in NGOs
meet different challenges in handling the daily financial demands. book of accounts effectively with due diligence e Mastering practical skills and applications for SWD's financial reports and requirements
This Certificate is planlned for NGO centre §uperylsors/ service « To help managerial staff in mastering cost function and control : : :
managers to get the gist of the up-to-date financial knowledge for decisions made 3 Financial Planning & Strategy Course code: 13A-C28
and contemporary approaches in managing NGO finance. i i iaction i ' i
porary app g e To assist centre supervisors/ service managers in developing and 20 August * Financial perJeCtIOH n NGQ > envllron'me'nt
implementing internal control for their service units 0930 -1230 * NGO's policy and strategic planning in finance management
e The financial role of service managers/ supervisors in supporting policy implementation and policy improvement
Target Participants 4 Cost Monitoring and Control for Service Operations Course code: 13A-C29
e Center Supervisors, Service Managers & Accounting staff of NGOs 27 August ¢ An essential cost accounting knowledge and its usage in subvented and self-finance services
0930 - 1700 e (Cost allocations and measurements for determining different service costs
C D i e Mastering break-even analysis and it's applications for daily operations
ourse Detalls e Contemporary financial decision-making and pricing decision for different services and operations
Date: 6, 13, 20, 27 August & 3 September 2013 (Tuesdays)
. . : . 5 Internal Control Course code: 13A-C30
Time: Sessions 1, 2, 4 & 5: 0930 - 1700 (6 hours each session) ; Session 3: 0930 - 1230 (3 hours) )
3 September ¢ Importance and fundamentals of internal control
Venue: Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong 0930 - 1700 « Deciding control objectives and areas for investigation
Class size: | 30 e How to read and master the guidelines given in Lump Sum Grant Manual by SWD
Medium: | Cantonese (supplemented with English) (course material in English) o Develppi[ng/ Ilmprotving control guidelines and procedures in NGO internal control system to safeguard
- - — organizational assets
Fees: Ses(smrr': 1.2,4 )& 3 Session 3 Full Certificate ¢ Internal control reports for management review and action
each session e Monitoring of risk management activities
Early bird price for HKCSS Agency Member Staff $800 $400 $3,400
HKCSS Agency Member Staff $880 $440 $3,800 Trainers
Non Agency Member Staff $980 $490 $4,210
Mr Steve Lam Ms Ivy Chan
Early Bird Deadline: Full Certificate: 16 July 2013 (Tuesday) b i pR/NEL T
Individual session: Three weeks before the session commences (Sessions 1, 2, 3 & 4) (Session 5)

* Preference will be given to applicants who enroll in full certificate course.

Certificates

e Certificates will be issued by the HKCSS Institute to participant
upon successful completion of all sessions

Enquiries
HKCSS Institute: 2876 2470

Email: institute@hkcss.org.hk

Remarks

Those CPAs may apply to claim the CPD hours from CPA Australia

and Hong Kong Institute of Certified Public Accountants.

BSc(Econ), MBA, FCMA, CPA (Aust), FCPA

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

Mr Steve Lam is responsible for the areas of Agency's finance,
accounting, general administration and information technology.
He has fruitful experiences in dealing with practical financial issues
of social service organizations. With his experiences in the financial
profession of over 25 years and in the social welfare sector, he is
able to provide insights to the NGO staff in topics relating to
financial management. Prior to his joining HKSPC, he was the
Finance Manager of a NGO and has already had well experience
in financial and management accounting, financial management
and taxation in commercial sector. He is also an experienced
instructor in many similar training courses/workshops for social
work professionals. Steve is a popular speaker in many NGO
seminars with topics relating to financial management. He currently
holds the qualifications of Certified Public Accountant, Chartered
Management Accountant and Certified Practicing Accountant
(Australia).

BSc(Econ & Accountancy), HKICPA
Scout Executive (Finance)
Scout Association of Hong Kong

Ms Ivy Chan is responsible to lead a team of
accounting staff in managing the financial operation of the Scout
Association, responsible for the development and implementation
of accounting / financial management system. She possesses over
10 years of practical experiences in dealing with financial issues
of NGO. Prior to her working for the NGO, she had over 8 years
of accounting experiences in the business sector. She worked as
consultant in the business field, to perform feasibility studies and
financial monitoring of the business in Guangzhou.
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Professional Certificate in

(R EETR)

Certified Risk Planner (CRP) for NGO Practitioners

R R G R BIAD R X EE RIE

August - September 2013

Background

W ith the changing of the funding model of the social service
sector, agency members of the Hong Kong Council of Social
Service (HKCSS) are now having greater flexibility to deploy their
resources to promote the betterment of social welfare service
development in Hong Kong. Yet, they are also exposed to the
highly turbulent world where unrecognized, unplanned, and
unmitigated risks and /or crises could probably sink a business. In
view of this change and the challenge faced, HKCSS will collaborate
with The Institute of Crisis and Risk Management (ICRM) to launch
a series of Professional Certificates in Certified Risk Planner (CRP)
for different professionals in the social service sector.

Target Participants
All managers, in particular superintendents and officers-in-charge
of NGOs

Course Details
Course code: | 13A-CRP

Objective

The CRP Programme is the most advanced, comprehensive and
professional certification course emphasizing both the theory and
practice of business risk and crisis management. It is designed to
assist the managers, directors, executives and professionals in
managing and controlling the critical situations, especially before,
during, and after crisis. To fit the needs of the NGO practitioners,
cases on different aspects of the sector will be developed and
incorporated into the six modules of the certificate.

Admission Requirements
Preference will be given to applicants who have:
o At least three years supervisory experience; and

e Recommendation from their employer (please supplement the
recommendation letter together with HKCSSI application form.)

Date: 28 August, 4, 11, 18 & 25 September 2013 (Wednesdays)

Time: 0930 - 1700 (6 hours each day, total 5 days)

Duration: 30 hours (Tutorial: 27 hours; Assessment: 3 hours)

Venue: Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong

Class size: 30

Medium: Cantonese (supplemented with English) (Course materials in English)

Fees: HKCSS Agency Member Staff enrolled on/before 7 August 2013 $6,800
Staff of HKCSS Agency Member Staff $7,200
Non Agency Member Staff $7,500

Assessment & Attendance

The formal assessment of the course consists of course works and
an examination/group project presentation. To pass the course,
participants must pass in both two assessment requirements, plus
an attendance rate at 80% or above.

Assessment Attendance
1. Course Works: 50% 80%

2. Examination or Group Project Presentation:  50%

Total: 100%

Trainer

Dr Freddie Lee

FiEERL

Chairman

The Institute of Crisis and Risk Management

' Dr Lee is the chairman of The Institute of Crisis

g -1/ and Risk Management. Over twenty five years'
‘ - management consulting experience in Asia, he
has helped many corporations to solve the areas
of critical business issues, cases, and risks and crises. He is a regular
professional adviser and keynote speaker at various multinationals
and conferences in areas of issue and case management, risk and
crisis management, and strategic business and general management.
His research is concerned with the full spectrum of risk and crisis
management and has appeared in several academic journals, HBR,
and professional articles, white papers, and case reviews in a variety
of popular press, based primarily on original field research.

Fees Discounted Fee For NGOs Normal Fee

Course Structure

1 Corporate Asset (Safety and Security) Management

e |dentification of safety and security risks and threats to the organization, products, and services
e Developing the protective system engineering and design planning process

¢ Implementing a systematic safety and security management survey, audit, and training

¢ Integrating the key security and safety matrix for organization

¢ Fulfilling legal liability, practices and social responsibility, and organization culture and goals

2 Enterprise Operational Risk Management

¢ Understanding the operational risk management concepts and types of risks in Asia Pacific Region and global business
e Using the risk assessment and analysis

e Choosing the risk management tools for business and management decisions

e Developing business risk management balanced scorecard

e Benchmarking with different business risk management model

3 Strategic Crisis Management

e Conducting the business impact analysis

e Formulating a crisis management plan

e Reviewing organization structure and functional responsibilities
e Defining the strategic and operational management approach
e Demonstrating the crisis leadership and resources management
e Driving the organization change

4 Six Sigma Approach to Risk and Crisis Planning

e Understanding the key concept, and tools of six sigma

e Application of sigma into the organizational products, services, processes, systems, and structures
¢ Integrating the six sigma into the business risk and crisis management planning

e Developing the critical and creative thinking and best practices

e Sustaining the critical success factors in the industries

5 Financial Management in Corporate Decision Making

e Understanding the significance of financial management in corporate decision-making
e |dentifying the corporate investment issues

e Reducing the business and financial risks

¢ Integrating the decision models

e Practical case studies and assessment

6 Business Ethics, Professional Code of Conduct and Social Responsibility

e Developing the best-in-class business ethics

¢ Implementing the business ethics in the organizations internally and externally

¢ Maintaining the professional code of conduct

e |eading management approach to social responsibility and corporate citizenship
e Practical case studies and assessment

Certificates Enquiries

e Certificates will be issued by ICRM and HKCSS to participants HKCSS Institute: 2876 2470

upon meeting the assessment and attendance requirements listed. Email: institute@hkcss.org.hk

o Certificate holders would be awarded the title of "Certified Risk
Planner" (1% /& Rk FF(EH 2R EIBM) if they register as a member of
ICRM. The total discounted fee is $2,500. The details of the fees

breakdown is listed as follows: Organlzers:

Entrance Fee & Assessment Fee $2,000 $2,200 -

EEBMNEREMS

\
1-year Membership Fee $300 $600 }:%%

Examination Fee Waived $800 The Hong Kong Council of Social Service

AEERFOREREN
T i b e e Wik Mg

Total $2,500 $3,600
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Introduction to Social Marketing for NGOs

HERBEBLENE2NR

Introduction

Recently, social marketing has been widely used in health
organizations, environmental organizations, government
organizations overseas and in international bodies. Aiming to
change the behaviors of the public to achieve a better and safer
life, they have been introducing social marketing concepts in
running their education programmes and activities with their clients
and community groups.

When putting our work focus in bringing betterment for our clients,
are our current methods effective enough? Social Marketing
integrates planning and action framework and utilizes advances
in communication technology and marketing skills. In this session,
concepts and overseas cases on Social Marketing will be illustrated,
and local case studies will be shared.

Course Details

Course Code: | 13A-06

Contents

1. Importance of behaviours in health promotion

2. Background and strength about social marketing

3. Using marketing principles to understand clients' needs and wants

4. Exchanges and competitions involved in adoption of health-related
behaviours

5. Use of marketing mix methods to design health promotion projects

Date: 9 April 2013 (Tuesday)

Time: 1430 - 1730 (Registration starts at 1415)

Venue: Duke of Windsor Social Service Building, 15 Hennessy Road, Wan Chai, Hong Kong
Medium: Cantonese

Target: NGO staff who are responsible for promotion, public education or interested in the topic

Fee for Non Agency Member Staff: | $200
Fees for Agency Member Staff:

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

Trainer

Prof Joseph Lau

BIfEERIR

Professor, The Jockey Club School of Public Health
and Primary Care

The Chinese University of Hong Kong

Prof Joseph Lau holds the positions of Associate

& Director of the School of Public Health and
Primary Care of the CUHK, Head of the Division of Health
Improvement, Director of the Centre for Health Behaviours Research
and co-Director of the Master Programme on Health Education. He
works extensive in research, teaching and consultations on reducing
risk behaviors and promoting preventive behaviours and was one
of the developers of the Understanding the Adolescent Project. He
serves as the Assistant Editor of the international Addiction journal,
and provides consultancy to international organizations and Center
for Disease Control and Prevention in China.

$140 (Enrollment received on/before 22 March 2013: $100)

Guest Speakers

Ms Jenny Chan

PRIEIE <+

Information & Communication Manager

The Family Planning Association of Hong Kong

Ms Jenny Chan has over 20 years' experience
in promoting sexual and reproductive health
awareness among women, men, young people
and marginal groups through publicity campaigns
and community health education projects. The main focus of her
work with The Family Planning Association of Hong Kong in recent
years include enhancing fertility awareness, encouraging early
preparation for parenthood, prevention of unwanted pregnancy,
and promotion of sexual and reproduction health among women
undergoing menopause.

Ms Lisa Lau, MH, JP
21303 MH KFE4+

Chairman, Hong Kong Council on Smoking and Health

Ms Lisa Lau, MH, JP, was appointed as Chairman
of the Hong Kong Council on Smoking and Health
(COSH) in 2008. Ms Lau has been leading COSH
in many education and publicity campaigns on
tobacco control and smoking cessation as well
as policy advocacy actions for smoke-free legislations and raising
tobacco tax. She has been invited to present in many international
and regional conferences and symposiums on tobacco control in
Hong Kong. Apart from her current role as COSH Chairman, Ms Lau
also serves on advisory committees on health and youth development.

®
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Strategic Planning for NGOs
A ERBEBINRETE

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

1. Common perception and fallacies of strategic planning
2. Importance of strategic planning for NGOs

3. Strategic thinking and strategic thinkers

4. Developing and implementing a strategic plan

e Preparation and staff engagement
e Review mission and core values

e Stakeholder analysis

e External environment analysis

e Benchmarking

e SWOT analysis

e Strategic issues and strategic goals
e Change management

e Annual plan and monitoring

Be a Competent Team Leader
1B i €2 Y 4B

Objective

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

e 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
1. A Correct Mindset of Leadership - From Leading Self to Leading Others
e The Correct Mind Set of a Leader
e The Essentials Leadership Attribute
e Establish Leadership Principles to Lead Self and Team
2. Manage Personal Effectiveness
¢ Manage Emotion and Produce Positive Energy
e Align Personal Mission to Align with Organization Mission
e Manage Time Effectively
3. Contribute to Team Effectiveness
e Develop a Win-Win Culture within the Organization
e Understand Personal Behaviour Preference
e Develop Appreciative Language within the Team
e Demonstrating Leadership in Team Development Stages

Course Details

Course Code 1 13A-01

Date 1 16 April 2013 (Tuesday)

Time : 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service

Building, 15 Hennessy Road,
Wanchai, Hong Kong

Target Participants : NGO Managerial Staff

Class size 130

Language : Cantonese (supplemented with
English)

Fee 1 $980

Fees for HKCSS Agency Member Staff:
$880 (Enrollment received on/before 26 March 2013: $800)

Enquiries 12876 2470 or institute@hkcss.org.hk
Trainer

Dr Philip Fung

Director

Houston Leadership Training Center

Dr Fung has more than 20 years experience
in human resources management and
management development, now being
an independent management consultant.
Dr Fung is very active in social services,
being committee member of Heep Hong Society and the Advisory
Committee on Social Work Training and Manpower Planning
of the Government of HKSAR.

Course Details

Course Code 1 13A-03

Date : 22 April 2013 (Monday)

Time : 0930 - 1730 (6.5 hours)
Venue : Duke of Windsor Social Service

Building, 15 Hennessy Road,
Wanchai, Hong Kong

Target Participants : NGO Managerial and Supervisory

Staff

Class size 125

Language : Cantonese (supplemented with
English)

Fee :$1,060

Fees for HKCSS Agency Member Staff:
$960 (Enrollment received on/before 2 April 2013: $870)
Enquiries 12876 2470 or institute@hkcss.org.hk

Trainer

Mr Hillman Chung
SETXEE

Principal Consulttant
Human Focus Consulting

Mr Chung has more than 25 years of
working experience in Human Resources
and Consulting field. He has assumed
human resources leadership in different business natures such
as 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 (MBT)® Step | & II.

2 B ERAE

Effective Decision Making for NGO Executives

HERBEEEITRABNBARRERD

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

Content

e Decision-Making Process

e Comprehensive Evaluation Criteria

e Risk Assessment and Management

e Apply Decision Making in Different Context

Course Details

Course Code 1 13A-05

Date 1 9 May 2013 (Thursday)

Time : 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service Building, 15 Hennessy Road,

Wanchai, Hong Kong
Target Participants : NGO Managerial and Supervisory Staff

Class size 130
Language : Cantonese (supplemented with English)
Fee : $980

Fees for HKCSS Agency Member Staff:
$880 (Enrollment received on/before 18 April 2013: $800)
Enquiries : 2876 2470 or institute@hkcss.org.hk

Mr Joseph Wong
REBTE

Principal Consultant
Pro-Key Learning Services Ltd.

Mr Wong 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 Expert in IT 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.

Developing Corporate Communications Strategy for NGOs

WA B RS R R R

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

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

Content

e Establishing Image and Brand for Agencies - Rationale and Tactics

e Formulating Corporate Communications Strategies and Implementation of Tactics -
Identification 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 1 13A-04

Date 116 & 23 May 2013 (Thursdays)

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

Venue : Duke of Windsor Social Service Building, 15 Hennessy Road,

Wanchai, Hong Kong

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

Class size 130
Language : Cantonese (supplemented with English)
Fee 1 $1,960

Fees for HKCSS Agency Member Staff:
$1,760 (Enrollment received on/before 25 April 2013: $1,600)
Enquiries 1 2876 2470 or institute@hkcss.org.hk

Trainer

Ms Annita Mau
Bruxt

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.
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Supervision Skills - Supervising Frontline Workers & Professional Workers

BERDG - BERIRRAIRERMT

Content

Workshop I: Supervising Professional Workers (Course code: 13A-07)
e Concepts: Values and Beliefs, Functions and Standards at Local Context
o Skills: Professional Supervision for Social Workers

e Supervision in Various Context: Coaching and Live Supervision

e Roles: Supervisors, Leaders and Managers

Workshop II: Supervising Frontline Workers (Course code: 13A-08)

e Concepts: Values and Beliefs, Functions and Standards at Local Context
o Skills: Professional Supervision for Frontline Workers

o Supervision New Staff and Team Development

e Roles: Supervisors, Leaders and Managers

Course Details

Date : Workshop I: 21 May 2013 (Tuesday)
Workshop II: 28 May 2013 (Tuesday)
Time 10930 - 1700 (6 hours)
Venue : Duke of Windsor Social Service Building, 15 Hennessy Road,

Wanchai, Hong Kong
Target Participants : NGO Managerial Staff

Class Size 130
Language : Cantonese (supplemented with English)
Fee : $980

Fees for HKCSS Agency Member Staff:
$880 (Enrollment received 3 weeks before the courses commence: $800)
Enquiries : 2876 2470 or institute@hkcss.org.hk

FIR PR EIE S

Creativity in Adversity

Trainer
e = | MsRita Lam Yu Kiu
EFsxt

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.
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Project Management - Requirement Management

HEEE - IEEER

Objective

e To have a good overview of how to develop better requirements

e To understand the guideline about how to provide clear requirements to others
e To learn real life examples of requirement management techniques

Content

e Significance of requirement to project success

e Project Manager responsibility on requirement management and development
e The requirement management and development process

¢ Difference between Business/Service vs. Project Requirements

e How to develop better requirements for your project

e Applying requirement management in daily NGO situations

Course Details

Course Code T13A-11

Date : 3 June 2013 (Monday)

Time : 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service Building, 15 Hennessy Road,

Wanchai, Hong Kong
Target Participants : NGO Managerial Staff

Class size 130
Language : Cantonese (supplemented with English)
Fee 131,330

Fees for HKCSS Agency Member Staff:
$1,200 (Enrollment received on/before 13 May 2013: $1,100)
Enquiries : 2876 2470 or institute@hkcss.org.hk

Co-organizer: Project Management Institue - Hong Kong Chapter

Trainer

Mr Raymond Wong, PMP, M.Sc.
EREEE
President

Project Management Institute (PMI)
- Hong Kong Chapter

Mr Wong 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 IT 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 IT
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.
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Mastering Your Communication Skills at Workplace
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Effective Meeting Facilitation
MAMBERNER

Objective
e To minimize the time spent in meeting yet achieving meeting objectives
¢ To enhance collective effects among meeting members through effective facilitation

Content
e Why we meet - building a "roadmap" for desired outcomes?
e Preparations before a meeting - know who will be coming for the meeting

e Understanding different styles of meeting participants - stimulating discussions and
generating innovative ideas

Moving a deadlocked meeting

True cost of meetings

Creative and effective meetings

Important meeting management tips

¢ Delegate effectively

o Dealing successfully with disruptive members

Course Details

Course Code T 13A-13

Date : 10 June 2013 (Monday)

Time : 0930 -1700 (6 hours)

Venue : Duke of Windsor Social Service Building, 15 Hennessy Road,

Wanchai, Hong Kong
Target Participants : NGO Managerial Staff

Class size 130
Language : Cantonese (supplemented with English)
Fee 1 $980

Fees for HKCSS Agency Member Staff:
$880 (Enrollment received on/before 20 May 2013: $800)
Enquiries 1 2876 2470 or institute@hkcss.org.hk
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Trainer

Mr Pok Fook Sun
PREREE

Since early 90's, Mr Pok has been in
management positions of different areas
of social services. He has also been a part-
time lecturer and fieldwork instructor in
various tertiary institutes. Over the years,
he has been invited to be a guest speaker in social work
management courses. Besides having a Master of Social Worker,
he also acquired a Master of Philosophy in communications and
Master of Science in information system. He is also a full member
of Hong Kong Computer Society.

2 B ERAE

Performance Management - How to Conduct a Meaningful Appraisal

BNEE - A B RS

Objective
e To develop a "win-win" mindset when conducting performance appraisal
e To equip participants with skills and techniques in giving feedbacks

Content

e The techniques of developing a correct mindset - "win-win" in the performance
appraisal

e The different stages of performance appraisal and their importance

¢ Practice the effective questioning, listening and giving feedback skill in order to achieve
a meaningful appraisal

e Understand why the appraisee becomes difficult and learn how to deal with the situation

Course Details

Course Code 1 13A-14

Date : 13 June 2013 (Thursday)

Time : 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service Building, 15 Hennessy Road,

Wanchai, Hong Kong
Target Participants : NGO Managerial and Supervisory Staff

Class size 130
Language : Cantonese (supplemented with English)
Fee 1 $980

Fees for HKCSS Agency Member Staff:
$880 (Enrollment received on/before 23 May 2013: $800)
Enquiries : 2876 2470 or institute@hkcss.org.hk

Trainer

Mr Hillman Chung
EUTEE

Principal Consultant
Human Focus Consulting

Mr Chung has more than 25 years of
working experience in Human Resources
and Consulting field. He has assumed
human resources leadership in different business natures such
as 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 (MBT))® Step | & II.

Coaching - Leadership Workshop with MBTI Personality Indicators

B - BETEY - ERAMBTIER DT

Obijective

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

e Through applying the MBTI model, leaders can adjust their coaching styles to match
the needs of different colleagues, aiming to motivate colleagues to reach higher goals.

Content

e The basic understanding of MBTI type

o Self-estimation and using Form M*

Use activities to understand behavior preferences

The process of "Aware, Adjust and Adopt" to make conscious change
¢ Develop appreciative mindset to handle differences

What is Coaching and why use Coaching

The current workforce and their needs

Using Coaching to develop partnership with colleagues

e The Coaching styles & the Essential Skills in Coaching

Course Details

Course Code 1 13A-15

Date 117 & 24 June 2013 (Mondays)

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

Venue : Duke of Windsor Social Service Building, 15 Hennessy Road,

Wanchai, Hong Kong
Target Participants : NGO Managerial Staff

Class size 125
Language : Cantonese (supplemented with English)
Fee 1 $1,960

Fees for HKCSS Agency Member Staff:

$1,760 (Enrollment received on/before 27 May 2013: $1,600)

Remark:

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

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

Trainer
Mr Hillman Chung

ST EE
(See Above)
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Performance Management - Coaching and Mentoring

BNEE-HMEEE

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

e |dentifying, Planning and Making Coaching Opportunities

o Critical Steps of Coaching as an Effective Intervention

o Difficult Coaching Situation: Conflict Preference and Resolution
e Mentoring On-going Progress

Course Details

Course Code 1 13A-16

Date : 20 June 2013 (Thursday)

Time : 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service Building, 15 Hennessy Road,

Wanchai, Hong Kong
Target Participants : NGO Managerial and Supervisory Staff

Class size 130
Language : Cantonese (supplemented with English)
Fee 1 $980

Fees for HKCSS Agency Member Staff:
$880 (Enroliment received on/before 30 May 2013: $800)
Enquiries : 2876 2470 or institute@hkcss.org.hk

BETMZEREF

Writing Feature Articles for Your Organization
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Trainer

Dr Michael Kwong
BEEE:

DBA, MBA, FIIM, Mimgt, MCIM, MSIS,
FISCM, MHKIM, EP, Dip.M, C.Mgr, B.
A.(Hon)

Graduated from the University of
Nottingham (U.K.), Dr Kwong has worked
in various leading media corporations
with over 15 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.
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Policy Advocacy and Communication to Stakeholders
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Quality Customer Service - Counter Service & Telephone Enquiry (Basic & Advance)
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Constructing a Touching Story - Story Telling Techniques and Practices
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Crisis Handling and Media Tackling Techniques
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Event Planning and Management
BEHREREE

Obijective

¢ To provide comprehensive knowledge for NGO staff who are responsible for organizing
events

e To further equip the NGO staff as event managers

Content

e \What are the objectives for the event?

e Who are to be involved to ensure success?

e How to plan and implement the event (the cycle of event management)?
e \What to do in time of unexpected outcome at any stage of the cycle?

e \Who are the ideal event organizers?

Course Details

Course Code 1 13A-24

Date : 23 July 2013 (Tuesday)

Time : 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service Building, 15 Hennessy Road,
Wanchai, Hong Kong

Target Participants : NGO Staff

Class size 130

Language : Cantonese (supplemented with English)

Fee : $980

Fees for HKCSS Agency Member Staff:
$880 (Enrollment received on/before 2 July 2013: $800)
Enquiries : 2876 2470 or institute@hkcss.org.hk

ABET - fTEELTHER

Staff Motivation - Energizing Staff and Workplace
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Trainer

2 B ERAE

Ms Winnie Wong

EFSxL

Head, Communications & Resource
Development

Hong Kong Red Cross

Ms Wong has 19 years of experience in
the field of marketing, project
development and event management

in sizable non-profit organization. She is experienced in the
development and marketing strategies in promotion and
coordination of public exhibitions and fundraising campaigns.
She currently services at Hong Kong Red Cross, taking charge
of the department to develop fundraising strategies, including
driving of fundraising campaigns, enhancement of donor
pool, loyalty and relationship building, and to maintain a high
standard of accountability to donors.
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Service Challenge Workshop - How to Handle Complaints (Basic & Advance)

B #

2R

o DATE R IE TE /0 B8 25 T8 31 3 5
s BIERHFREHHENTS

2

HEHEE

o RifvsEE

s EERLRBHUEFEIEMNIER

o MEEEFH ‘T MXTEREIE
=—@AEF

o EERFHET

ERR
. Eg%’é [REREEE | IR0 E SRR R &
e

o DERREEMARAERERY
[EA] B RIFETE

ERER

s RASCERRMRFBERLEENN
. gﬁﬁzﬁiﬁ%ﬁﬁﬁ [MRER ] 989
o MEBEERBEFEHRAEEH
o MAREHESE - BRKBMEIRAR

o BIGEE BERS [EX] HE
s 22ER  BEMRBEBITE L
o RITRE
By
=t D EHE
(FRIRMESR: 13A-26) : 201348 150 (£ Him)
ERE
F—II RI2HEIT 13A-27) : 201348 A22 H (£ i)
I (GRIZESE: 13A-28) : 2013F9 A 16 23R (2H—)
B 10930 - 1700 (6/)7F)
RS R(E D) £ 1900 - 2200 (3785 » £6/\F)
it 26 BB ETHREHEISRAS ABHERBAE
EaEd D REEAT R RISR T
SEUEE ] D 25N
BREE DBRE (KBS
SUMER $980
HHMEEREREBER © $880 (WRARN-EHXZAIHRSA + B(13800)
A 1 2876 24703 E Hinstitute@hkcss.org.hk

Effective Presentation Skills Workshop
BREHZRIT TS

Objective

Presentation is an essential skill for managers to excel in the 215t 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:

o |dentify the essential elements of an effective presentation

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

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

e 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
e Know how to apply these skills in their presentations

Content
1. Success Factors of Making Effective Presentations
2. Owning your Presentations and Overcoming Stage Fright
e The BEACH principle
3. Delivering your Presentation
e The WIIFM principle
4. Intonation in action
5. Use of Visual Aids and Props with Maximum Impact
6. Delivering Narrative Stories
e Narrating stories using visual technique
e Touching the audience's heart and feelings
7. Handling Challenges during Presentations |
e Handling questions
e Overcoming objections
e Coping with management issues during presentations
8. Handling Challenges during Presentations |l
e Handling emotional audience during public forums
e Managing challenging confrontational audience
e Presenting with the presence of public media
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Course Details

Course Code 1 13A-29

Date 1 12 & 19 September 2013 (Thursdays)

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

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

Target Participants : NGO managerial and supervisory staff
Class Size 130

Language : Cantonese (supplemented with English)
Fee 1 $1,960

Fees for HKCSS Agency Member Staff:

$1,760 (Enrollment received on/before 22 August 2013: $1,600)
Enquiries 1 2876 2470 or institute@hkcss.org.hk

Trainer

Dr Michael Kwong
BEEEt

DBA, MBA, FIIM, Mimgt, MCIM, MSIS,
FISCM, MHKIM, EP, Dip.M, C.Mgr, B.
A.(Hon)

Graduated from the University of
Nottingham (U.K.), Dr Kwong has worked
in various leading media corporations with over 15 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.

Leading Change
kR

Objective
To provide a model for leading and facilitating change in organization and balancing
the people and organization perspectives

Content

e Introducing Transition Management Model
e Leading Organization Change

e Facilitating Change in People

Course Details

Date : 15t Class: 8 & 15 July 2013 (Monday) (Course code: 13A-30)
2nd Class: 17 September 2013 (Tuesday) (Course code: 13A-31)
Time : 15t Class: 1900 - 2200 (3 hours each, 6 hours in total)
2nd Class: 0930 - 1700 (6 hours)
Venue : Duke of Windsor Social Service Building, 15 Hennessy Road,

Wanchai, Hong Kong
Target Participants  : NGO Managerial Staff
Class size 130
Language : Cantonese (supplemented with English)
Fee : $980
Fees for HKCSS Agency Member Staff:
$880 (Enrollment received 3 weeks before the course commence: $800)
Enquiries : 2876 2470 or institute@hkcss.org.hk

2 B ERAE

Trainer

Mr Joseph Wong
RUEBRE

Principal Consultant
Pro-Key Learning Services Ltd.

Mr Wong 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 Expert in IT 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.
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Legal Training for Equal Opportunity Advocates

FE W B 2R M

Objective

While there is an increased awareness of legal protection against
discrimination, there is a lack of understanding on the part of
marginal groups about how to make use of the procedures and
mechanism to seek redress to their grievances. Experience shows

Content

This course consists of 4 workshops. Each workshop deals with
an area of the Discrimination Ordinance, and instructor will due
with principles, case laws and settlement procedures including
complaints, mediation and remedies of each of them.

@ FO
AT that people supported by well trained advocates have a higher Workshop 1: Race Discrimination Ordinance
HE : 2013448250 + 589 « 30H %6208 (£ Hir) BER : 0930 - 1230 (3/)\6%) chance of having their cases settled satisfactorily. There is a desperate (Course code: 13A-PE13)
v iis - N — hortage of legally trained equal opportunity advocates in Hon
. ot s e R YN L it T S g gally q pp y 9 . .
aiL : SERTHEE1SHR S AR RRHAR ﬁ%ﬁf%}?jﬁZH Kong. This course intends to address the desperate need for trained Workshop 2: Sex Ordinance
B 50A RRES | B equal opportunity advocates to advance the protection of clients (Course code: 13A-PE19)
&M 2876 24703k & Binstitute@hkcss.org.hk who may face discrimination of different forms. The participants Workshop 3: Disability Ordinance
B EREE FE R4 EERE will learn about how to assist clients to make an assessment of (Course code: 13A-PE20)
. - — — N the grievances, make effective use of the procedures for settlement, . . . .
LI SRR B4 A3 H 2 AT $400 $1,400 and determine remedies and effective settlement. Workshop 4: (I;.the.r areas |nclud.|ng Family Status
N - iscrimination Ordinance and areas where laws
HEBEEMEEEER $440 $1,560
— — have not been developed, such as sexual
G ERIEBREER $490 $1,760 orientation, language discrimination etc.
PP (Course code: 13A-PE21)
N
[ )
Sl N E I |
wiz— 52 A T A O I RAZEY: | 13A-PEO1 Course Details
BE-BEENFEEE AR BEMRSIERENRE  LARNE ERENEARZNREXRNERS & . q
0?88, BT EAREBEENHEERRBERAMEYN YNSRI UEERASBRAE - EREN LIRS 2 Date: 4,11, 18, 25 June 2013 (Tuesdays)
) REMEE FTEEHBIRRAEBYE - ATESBESNED ZHENE EEE N Time: 1400 - 1700 (3 hours, 12 hours in total)
@ — ERE B HER mmmsne - 13A-PEQ2 Venue: Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong
5H9H EE%?%%Kmaﬁﬁﬁgfgmﬁﬁﬁﬂ% : ﬁﬁﬁ%ﬁﬁ%fjﬁﬁﬁi’&ﬁmﬁ%%%ﬁl A ﬁ@%%%fﬁg%ﬁ%éﬁﬁi&ﬁ Target Participants: | Social workers, leaders of self-help organizations and any persons who may aspire to be
0930 - 1230 Eéfﬁﬁ%%ﬁggéﬁ% ﬁog%,g\ﬁ/ll»ﬁlﬁk%$§ %ﬁ&gﬁzﬂé ’ %‘TE@E&E&%%&EE@E’U&E&EHE mAREE" ﬂﬁb?%&&%}% an equa| opportunity advocate
Class size: 40
R FEEREOREERBAEA \ \ \ SR  13A-PE03 Language: Cantonese (supplemented with English)
PLBIMIREEI B ERBEERRED  ERERERELEETR - fIINGERES %5 BIREKNGEOSEE
o505, SERNEERES - R RNEERNBARREXBANEEONNE - —ROESARNERE  NERRSRE Fee: $490 / workshop
. REARRHY - EREE BEXEE - —RHFRAITHRFNME - BENSENZERTZ Bk s RERXNWE . : .
NI - . A - F for HK A M ff: $440 (Enroll f 14 May 2013: $4
ZNEET o RENESEEIERENET  FARRREREERNEE - I TEHNEROERERS - ees for HKCSS Agency Member Staff: $440 (Enrollment received on/before 14 May 2013: $400)
WHE BRI RIZEIREIEE - WA SIRHEZENEE NERE - W TIEGABRNEREAS - WHIRBHHN Enquiries: 2876 2470 or institute@hkcss.org.hk
15 REARAES -  HERNNAGRESZENEERRE - HHB2ERASFUNBRREREONARRERE
FEENRTREATNHERESRERNERWE  WHEERERSONME  SANESTAEAHNAH - #W
HEREWER o
wEn B2 18 B4 A8 T I P B REBWI : 13A-PE04 Trainer
REROAERF—BREAZE  REaE: Ok HERZESHH - REXEEENEY  BELRNERARESH
00295 SEENEARGRAN  NAEREANAHNYEEERANTE - REEREARNRERENEE  FERHN Mr Derry Wong Mr Chan Yau Chong
- HEIRE - —RE TR CRASRIE MALARDHES - ErEBe TUENMERE - K THHEEIARDT o RRARE
FEAEER  THRHARARRERD  —RONEERNREREGSER X - Mr Wong graduated from the University of Hong o
Kong with Bachelor of Laws Degree and the Mr Chong graduated from the University of
5 Postgraduate Certificate in Laws. He has over Hong Kong with a Bachelor of Arts Degree and
s ‘ : barri d has b the London School of Economics and Political
GEHHMBE W EE L 25 years of practice as barrister and has been a Science with a Master Degree in Information
Perfect Skin Surgery Centre ] visiting scholar at Stanford University. He served System. He is currently the Director of the English
REREELE as a bilingual counsel in law drafting and taught laws in the City Learnin i i i
A N ) _ , g Service Provider, EL 2100, the President of the Hong Kong
g B % =W ES . . R . . .
ﬁgg%gii Eﬁej[fri?n/g\ifBﬁf)}\A%jéﬁoﬁnIiarﬁifms%mslraot%imefri:: University of Hong Kong. Blind Union, Vice-Chairman of the Hong Kong Joint Council for
%ZT&EY&H%L fEéi%i%@K?%iI/%EIJ%&ﬁ&?i People with Disabilities, Chairman of the Dialogue in the Dark
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as an Administrative Officer in the Hong Kong Government,
Executive Director of Oxfam Hong Kong, and Director of the HKU
Student Development of the Centre for Development and Resources
for Students.
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CADENZA Workshop Series
e ETTVED RS

March - October 2013

Objective

(REBHEIR)

This Workshop Series is to share the evidence-based practices / services developed by CADENZA Fellows with social and health care
professionals working in NGOs and to promote uptake of these programmes to become part of their regular services. For details about
CADENZA: A Jockey Club Initiative for Seniors and CADENZA Fellowship, please refer to: http//www.cadenza.hk.

Course Details

Venue: Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai
Target: Social work and health care professionals nominated by their organizations
Medium: Cantonese (supplemented with English)

Class Size: 50-80 persons

Fees: $400/workshop (refundable*)

Enrollment Form:

Download from http://www.hkcss.org.hk/institute/13A/pe/cadenza/enroliment_form.pdf

Enquiries:

2876 2427 or el@hkcss.org.hk

*  Please issue one cheque per person for each workshop. Reservation will only be confirmed when the application form and cheque are received.
Participants who have completed the course are entitled for the sponsorship from CADENZA to cover the full course fee. The cheque submitted will
then be returned to these participants at reception counter on the event date.

** Applicants should be nominated by their service units organizations. One service unit/organization can nominate up to 3 staff members for each

workshop.

Course Structure

Workshop Topics CADENZA Fellows
1 Strategic approach for promoting retirement preparation - Innovative use of active Dr Ng Siu Man
27 March 2013 interest development, senior mentorship and traditional Chinese health concepts
(Wednesday) Course code: 13A-PE05
Retirement is a major life transition which is associated with mental health hazards, especially
1000 - 1300  depression and anxiety. Active preparation before retirement is extremely preferable because of
its strong protective value. The workshop introduces the use of active interest development, senior
mentorship and traditional Chinese health concepts such as stagnation syndrome (83¥) in promoting
active retirement preparation. Related gender and cultural issues will also be critically deliberated.
2 System approach: Pain management for older persons living in nursing homes Dr Mimi Tse
17 April 2013 Course code: 13A-PE06
(Wednesday) ~ This workshop aims at providing health care professional with understanding of pain situations,
effects of pain among the older persons and ways to managing pain problems as a routine
client care. Participants will understand the prevalence of pain and pain-related problems
1430-1730 among older persons living in nursing homes; knowing pain assessment and pain management
strategies; illustrating physical exercises, multisensory stimulation, and art therapy as non-
pharmacological strategies in pain management.
3 Narrative therapy: Reconstructing stroke survivors and caregivers' meaning of and Dr Esther Chow
22 May 2013  Purpose in life
(Wednesday) Course code: 13A-PE07
Cerebrovascular disease, as the most significant cause of disability in adults, brings dramatic
1430 - 1730 psychosocial impact to both the survivors and the family members. Narrative therapy(NT) is

applied to externalize the dominant problem-saturated experiences, open diverse possibilities
for reconstruction of identity, and re-authorize alternative storylines to address the problems
in ways that are powerfully connected with their meaning of and purpose in life. Sharing from
community collaborators, practical skills applications, and findings of a randomized controlled
trial on treatment effects will also be discussed in relations to the impact of NT on stroke
survivors and caregivers.

Workshop

4
17 July 2013
(Wednesday)

1430 - 1730

Topics

Sustaining the effect of "Prompted Voiding" programs to manage urinary incontinence
in nursing home residents: A Workshop for Managers

Course code: 13A-PEO8

Prompted voiding(PV) will be taught to initiate the elderly on toileting through positive reinforcement
from caregivers. Principles and techniques necessary to sustain prompted voiding from a
management perspective will be shared. Interactive learning approach in from of demonstration
and case discussions will be used. Superintendent(s) of old age home(s) with successful experience
in implementing this program will be invited to share their practice wisdom.

CADENZA Fellows

Dr Claudia Lai

5
22 August 2013
(Thursday)

1430 - 1730

Digitalize pre-discharge planning for older patients and their family members using
an e-Learning Information Package (eLIP)

Course code: 13A-PE09

This course will take participants along a journey of how the interactive eLIP was conceived,
developed and trialed. To develop a comprehensive, accurate and updated eLIP website and
booklet, the challenges encountered and strategies to overcome will be discussed. The experience
of trialing the eLIP intervention in the study in hospital sites will be shared. Demonstration of
the elIP website and the content of the booklet will be made, participants can navigate the
user-centred website and to provide feedback for improvement.

Dr Lisa Low

6
September 2013
(To be confirmed)

1430 - 1730

Relieving insomnia among older people: the effects of cognitive-behavioral therapy
Course code: 13A-PE10

Prevalence rate of insomnia affecting older people is about 38.2% in Hong Kong. Evidence
has indicated the strong association between later-life insomnia and impaired cognitive, physical
and psychosocial functions and poor quality of life. Randomized controlled trial is used to
investigate the effects of a multi-modal cognitive-behavioral therapy on sleep quality, sleep
pattern and daytime impairment among community-dwelling elderly. This workshop will provide
training to health and social care professionals on its application in community elderly centers,
the multi-modal cognitive-behavioral therapy will be introduced to improve insomnia of older
people and to discuss its implementation.

Dr Doris Yu

7
September 2013
(To be confirmed)

1430 - 1730

Instrumental Reminiscence Intervention (IRI) for alleviating depressive symptoms
among Chinese or older adults

Course code: 13A-PE11

Instrumental Reminiscence Intervention(IRI) is a group therapy aiming to enhance the clients'
depressive symptoms by recalling and effective coping strategies from the past and strengthening
them in their present life. This course covers:

The background of IRI and the scientific evidence supporting its effectiveness; Concepts and
mechanism involved in IRl for reducing depressive symptoms; lllustration on the intervention,
such as its session plans and homework assignment; Practice wisdom and experience sharing
by social workers in the planning, preparation, implementation and evaluation of IRI.

Dr Vivian Lou

8
October 2013
(To be confirmed)

1430 - 1700

Electrical stimulation and rehabilitation following stroke
Course code: 13A-PE12

A major challenge in stroke management is to identify effective rehabilitation strategies to
optimize the motor functions in patients with stroke. The content of the workshop includes
interventions in improving motor functions and outcome measures in evaluating its effectiveness.
The learning objectives are:

1. The evidence of task-related training in improving motor functions in patients with stroke;
2.The application of electrical stimulation and task-related training on clinical practice and

3. The evaluation of current outcome measures used in stroke rehabilitation.

Dr Shamay Ng

For CADENZA Fellows' Biography, please refer to P.68

Certificate of Attendance

e It will be issued to participants who have attended the workshop.

¢ A Graduation Ceremony will be held at the end of the Workshop Series.



CADENZA Fellows

Dr Ng Siu-man

RIkiFL

(Workshop 1)

Assistant Professor, Department of Social Work and
Social Administration

The University of Hong Kong

DrNg's key research area is the application of Chinese
medicine and traditional Chinese philosophies in mental health work.
Current research projects are operationalization of stagnation (a concept
from TCM) as a mental health construct, illness coping strategies in irritable
bowel syndrome (especially symptoms catastrophizing and social
hypervigilance), and chronic fatigue syndrome.

Dr Mimi Tse

AEEE L
(Workshop 2)
Assistant Professor, School of Nursing
The Hong Kong Polytechnic University

DrTse teaches nurses in undergraduate and
postgraduate level. She is the programme leader
for Master of Science in Nursing. Her research interests include health
promotion and interventional strategies to enhance quality of living and
quality of life for older persons, healthy ageing, elderly safety, long-term
care, pain management and E-learning and online learning.

Dr Esther Chow

EEEEL

(Workshop 3)

Assistant Professor, Department of Applied Social
Studies

City University of Hong Kong

Dr Chow is the Associate Program Leader for Bachelor
of Social Sciences in Social Work. She has extensive research experiences on
the effectiveness of various practice-intervention models. After obtaining a
graduate diploma in Narrative therapy from Dulwich Centre, Australia, her
research interests extended to practice of narrative therapy, self-help and
mutual-aid, life wisdom, social support and coping, resilience and spirituality.

Dr Vivian Lou

BEE LT

(Workshop 7)

Assistant Professor, Department of Social Work and
Social Administration

The University of Hong Kong

Dr Lou is the Associate Director of Sau Po Centre
on Ageing, and an Honorary Clinical Associate of the Centre on Behavioral
Health in the University of Hong Kong. She teaches social gerontology,
clinical gerontology, and human development. Her research interests
focus on long-term care, family caregiving, social adaptation and mental
health of older adults. She also has keen interest in developing evidence-
based practice for Chinese older adults.

Funded by: Organizer:

C{ﬁz}o 5 0 B 6 0 26 3% 45 92
NZ  The Hong Kong Jockey Club Charities Trust

ifi & 28

Cina

Dr Claudia Lai

R EREL

(Workshop 4)

Professor, School of Nursing

The Hong Kong Polytechnic University

Dr Lai focuses her research program on various
aspects of long-term care and, in particular, on the
care of people suffering from dementia. She has won a number of
awards for her work on dementia care. She is an honorary nursing advisor
to many voluntary service agencies in Hong Kong.

Dr Lisa PL. Low

EimEE L

(Workshop 5)

Professional Consultant, Nethersole School of Nursing
The Chinese University of Hong Kong

Dr Low's research interests resolve around gerontology,
emphasizing on the organization of care and practices,
decision-making in residential care homes, discharge planning for older
patients and family members; and, recently, family decision-making of
older people with mild-moderate dementia using mainly qualitative
approaches. Her deep passion to integrate qualitative research into her
work with older people include the use of action research (combined
with ethnography) to constructivist grounded theory to promote the
quality of life of older residents and staff in an aged care setting.

Dr Doris Yu

BB

(Workshop 6)

Associate Professor, Nethersole School of Nursing
The Chinese University of Hong Kong

DrYuis the Deputy Programme Director of the CADENZA
Training Programme. Her major research interest is to
promote quality of life and healthy ageing in older people with particular
focus on insomnia, oral health, nutrition, mental wellness and symptom
management. She also investigates effective disease management model
and patient empowerment program for chronic illnesses.

Dr Shamay Ng

fhisiEiE L

(Workshop 8)

Associate Professor, Department of Rehabilitation
Sciences

The Hong Kong Polytechnic University

Dr Ng is a registered physiotherapist. She is also the
Visiting Professor at the Health and Nursing Department, The Wuhan
Polytechnic University in China. Dr Ng's research interest is on
neurorehabilitation, particularly on stroke rehabilitation. Her research
findings have been published in international journals such as Stroke,
Archives of Physical Medicine and Rehabilitation, Journal of Rehabilitation
Medicine etc. She received research grants in conducting randomized
controlled trials on efficacy of home-based and community-based stroke
rehabilitation programmes and in developing innovative teaching
methodology in physiotherapy education.

Co-organizer:

1

HIKCSS)
BEEeREHAFER EBUNERBME
A Jockey Club Initiative for Seniors The Hong Kong Council of Social Service

45 7k 4 52 AR %5
— R EEA - FFE R AR R E B 2 A 5 ElEI ARERAE

Early detection, Assessment and Training for Children with Special Needs

Eh:y A - RS
REFEFINREM  FEZERERREENTE - LFINEBREENES @ ETHERARERSENRETE -

o EEYREME R ERRERFBORH

o BZBRMMFIEANA - /MR - BIR - 28k - FBE MERBENERR - B35 R ERREENAB LT

o DERBRFEMBANKEE - XHIEEBIBEFE

B
R 13A-PE14
HE : 2013%7817H ~8H6 813+ 15 2022H(GEEZH = - 10 - 7TA17HKRIN
B 1400-1700 (3/)\BF » F£21/)78F)
B EF—H4  ERETHEFESRAS ABLERBERE
EEH T%)%A%EEP/U (LR ERANAETE T11-18AE)
e F BB O (U 3D YD AR RIESIE12-16 %)
HR: B/ HEEER - FR) T ERD
EE 30A
BE BIE(AKEEBE)
B/ $5,650
HHEEREREER $5,500 (4R 201346 426 Hek 2 A% * #(1$5,350)
faet - ERCPEMERRES DR
1.7ESBEMERTEERTERQ012FR) 2. 251 5% Z 3| 8R3E R (20135 hin)
EH . 2876 2470 =X FEHS institute@hkcss.org.hk
BES
H B/ b B HFBIRNB 3=
B E—H1  BE R L
7A17H RATENERBEROARTRAAE @ SZHZENERES
5% (21F) LERFE
BEIT2E4 BILSET FIp c BB/ ITEH BRI 22
HT (Brt2%4)
876 - 8130 8A15 « 208227 A AERREEREET NMISEENEETERAETEME
mEEEAHL SRBESRE A RHE B RAIREE RBELL
O ) ) (BIT5ET)
BB
REELT BX B i & £ RESEXL
HEE mEE HEE
HEVEER SEtubE il S R
RutHERNERIBAS BEutHERERERE RELTHFRERIKRER
(University of Southern ﬁﬁ?ﬁ?ﬁ(ﬁ%i%fﬁ NI RPRBRRE  TRRE
Queensland) V2R REBE BEBBIREERDT BEEYEEREAHTT
TEM - ANERHKKS %ﬁzmm REKBEELRE {EIEEEE - AN+ ERTY

(Monash University) L\ 2 ERHAMEEEERIZ(RE s - BER RS LB
HERREER)ETSMREBAFEREVHM TREBFD)FEN - BT —EBNMERE  HEHE - 25K BBRAEURHEENDZHE
HER (HHFHE) RATEERMELFIDEE FEZENHERK  BAMMSHTENED E RERHREREREZEIMR -

£ [ERTTABEE] AERM  BRNAEEBRE

FERERRBEANSERS - T2RERFE

RERAHE DR o




Family Therapy Approach to Crisis

e BRI B K BE)AR

Introduction

VNV

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

Introduction to the Family Therapy

o Systemic Approach Vs. Individual Approach
o Historical Overview of Family therapy and Mental Health

o Family Lifecycle

e Regression as a response to illness

o Psycho-social and family Assessment

Family Debriefings and crisis intervention model

o Debriefing models e (Crisis intervention model

Special Populations
o (Cancer patients and families
o PTSD: wife abuse & sexual abuse

e Post-Partum Depression

Course Details

Course Code: 13A-PE15

Date: 27 June 2013 (Thursday)

Time: 0930 - 1700 (6 hours)

Venue: Duke of Windsor Social Service Building, 15 Hennessy Road,

Wanchai, Hong Kong
Target Participants: NGO Managerial and Supervisory Staff

Class size: 30
Language: Cantonese (supplemented with English)
Fee: $980

Fees for HKCSS Agency Member Staff:
$880 (Enrollment received on/before 6 June 2013: $800)

Enquiries: 2876 2470 or institute@hkcss.org.hk
Trainer

Dr Albert Chan

Director

Institute for Family & Psychology

Dr Chan received a Master degree in Education and Counseling,
and Doctoral degrees in counseling psychology and clinical
psychology. He is an experienced therapist of famiIK, 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 II:
Assessment of Social Impacts of Projects for the Young People

e ETHERDZ R —

Introduction & Objective

Since 2010, The Hong Kong Council of Social Service 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.

Based on these fruitful experiences, HKCSS would like to forge a platform for SIA case
sharing to encourage NGOs and their practitioners to think about their projects in terms
of social impacts and to actively conduct SIA on their projects. In specific, the purposes
of this workshop series are:

e 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

o To introduce new materials, resources, tools and create network of interested parties
for NGOs' use for SIA

e Toengage 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 on SIA of Projects for the "Community" will be held in March
2014

Content

e Basic concepts and principles about SIA

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

o Procedure and implementation process of SIA

e Lessons learnt and tips for NGOs to conduct SIA

FOFRBER 2t g EF G

Course Details

Course code: 13A-PE16

Date: 14 August 2013 (Wednesday)

Time: 1430 - 1730 (3 hours)

Venue: Duke of Windsor Social Service Building, 15 Hennessy Road,

Wanchai, Hong Kong
Target Participants:  Practitioners interested in research, researchers concerning social
impact assessment, senior management in NGOs

Class size: 30
Language: Cantonese (supplemented with English)
Fee: $540

Fees for HKCSS Agency member Staff:
$480 (Enrollment received on/before 24 July 2013: $440)

Enquiries: 2876 2470 or institute@hkess.org.hk
Trainer
Mr Anthony Wong
EfgEkE

Chief Research Officer
The Hong Kong Council of Social Service

Mr Wong has over 10-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 13 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 2011, 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.

Understanding and Treating Clients with Personality Disorder(s)

e Mo BB SR TEY

Objective

There is a growing demand in the field of mental health for frontline clinicians to work
with adults with personality disorders. Working with people who suffer from personality
disorders can be a big challenge even to the most seasoned clinicians. The repeated
suicide attempts, the anger outbursts and the instability of individuals with Borderline
Personality Disorder puzzle frontline clinicians and can exhaust the resources of an entire
counseling team. This 2-day training workshop will focus on enhancing the clinician's
ability to assess for these conditions and to apply effective interventions in treatment.
Practical strategies in handling difficult counseling situations with this populations will
also be covered.

Content

Day 1

e Introduction to Personality Disorder

o Assessment of Borderline Personality Disorder (BPD)

e Childhood background and attachment style of BPD

e Suicide Crisis Management of BPD Common Clinical Issues of BPD
e Management of common treatment issues of BPD

Day 2

o Assessment and Management of Narcissistic Personality Disorder, Histrionic Personality
Disorder, and Antisocial Personality Disorder

e Assessment and Management of Obsessive Compulsive Disorder,

o Avoidant Personality Disorder, and Paranoid Personality Disorder Brief description
of Dependent Personality Disorder, Schizoid and Schizotypal Personality
Disorderdiscrimination etc.

ISEN_E BB RRIE < R M FE

HEE (KK ZE

Course Details

Date: 1st Class (Course code:13A-PE17) :
7 & 14 September 2013 (Saturdays)
2nd Class (Course code:13A-PE18) :
23 & 24 September 2013 (Monday & Tuesday)

Time: 0930 - 1700 (6 hours)

Venue: Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai,
Hong Kong

Target Participants: Frontline practitioners, social workers

Class size: 30

Language: Cantonese (supplemented with English)

Fee: $2,160

Fees for HKCSS Agency Member Staff:
$1,960 (Enrollment received 3 weeks before the courses commence: $1,800)

Enquiries: 2876 2470 or institute@hkcss.org.hk
Trainer
Ms Natalie Tong
EFExt

Registered Psychologist
Licensed Marriage & Family Therapist

Ms Natalie Tong is an experienced trainer who has conducted
over 100 training workshops/seminars. She is a Registered
Psychologist who has worked extensively with adults suffering
from various kinds of psychiatric disorders and has trained social
workers, nurses, and other health professionals in working with this population. She provides
psychotherapy, supervision, and training in her private practice. She is a Licensed Marriage
and Family Therapist (LMFT) in the United States and a Clinical Member of the American
Association of Marriage and Family Therapy (AAMFT). She received her training in clinical
psychology and is an Associate Member of the American Psychological Association (APA)
and an Associate Member of the Hong Kong Psychological Society (HKPS). She is also an
Approved Supervisor with the Hong Kong Professional Counselling Association (HKPCA).

1

Elpel))

TEH&+ aARLe BuHE PN ERUE K E BEEEBRAR
IERzt @%%"A%E@ ERAFRL BRAKERE FEREHXGRERE BRELZL ERAE
hiEEEE EHEEBERARRA BREALZtL E%%’“’ﬁ%%lﬁ BERLZL AN EREHE
SEHEE BEAREEHRBEE R EE BEEL+E RKBEE ﬁFEﬁéﬁﬁﬁE’&ﬂ
ERER L L hEe REHRBLE el RREEE RRIENRERA
REEBEE Tricor Consulting Limited R8BEL+ hEE EF@EEt EFRMATE EEF'EVEBE
REEELE BATRE 2T B Z L BEREEHRGRE ERELE E%E"A%E/‘&%Aqﬂlu
EWBRat EBYETE BEELL EBYEEERE BLBELE i%ﬂﬁ#ﬁﬁf’ﬁ‘?/u
MHEBEE BEHRERATF RERLLE HEE BEDEKE EEEBEBEZeRESE
AXRERHLT BEERE ERELL BERE BT EE Human Focus Consultlng
HEBEE BERERES ZkmEE REEEM SRR EFsut P 32 8 o 2 R R 765 40 4%
mERLL TEHREZEY Z2FHL BEERE BRELT R NERTE
HRORE REENE BEExt HERSRES Mr Jeffery Andrews EEHEITE
3-8 =g g AL ERBHE EES: b B Mr Midhat Hashmi  EE#Eh{TE
RRFHR RERA %ftﬁﬂiﬁ . BEELL EEBTRELR FXFEE

WRAE - BERELE HEEREXZERENE FEFL+

HEBERHELEN BRgLE HRE FEFLE
RAR % E ERBEEN AT BERELE B eREHE REFEVLL
SEHRLE hEE BmmLat %%E‘%ﬂlﬁﬁ%ﬁé BrHEE
BEFELE CEE BEEBAE Pro-Key Learning Services Ltd. REREE
R-b&t BEALBREEANERE BliEmL L BERERERNGE BEEEL

BRBE EREEE BEZEE

RIEBE EATRE 2R BRIERE IR ERES
RWELL Bttt E grmLt hEE
REEBE BEEER glEkut BCTiREf & H



=R (SR

5 5 Rl 1RSI

BERASFEREXE

HKCSS Institutei2 1B RAIMAIEREXMB RN - MEZHEE L8k - EXEE - TEHEE ML RGHE
BRELINFREER  UEEXRRER  AFELTEORE - e kBB UESREEE  XHFE
AHERNANER -

2l B 1 ZE Ik £
A@ EEESR
TEHEBNME—EARPREHESUMNBRITERNMRE  EERRMESR I ENFEEMN
‘ I I B BIRHEIREHE o Rk FRHEIRARKEIE  HHEZTEM—/ - XEME

BB E - R2007F W) - B AHKCSS Institute 2 BIFE (DRI - Bt e @ IRt
BERAGERFEZENEIRNTE @ SFE28 L BLREEE -

8l Fx Z B

AR

CONSULTANT

i 1" 4"! ¥ K
. reinsurance

EMRBRER(EB)BRAA

B BERBRERAF

EMRERER (B%) BRAF  RINBRBRAER LA - +ZFERNBRERE RERE
% RIETROFTBACE - oMBLES T BEEELE  BEQIIHEE
BIEBIERE - BURRRAE M TIEB BURTHL @B AL ) - MUEL B B BIHKCSS Institute -
RETEHES A¥GE -

BIERBH(ERERBEFESB)

BERRTEEXHE

B R EE RS (CRM)ZERRMGEHEE IR ITEMAARS S HEEZ AR
REAFENNBEXZAMABBRRE - ZHEKRLN200143H - ICRMEEBMHE —HH
fDT WIRENRERE  EREE [ERFFHEEE]- CRP Fﬂﬁﬁﬁﬁﬁgﬂﬁﬂﬂ =N
RNEERRERTERANER/EE - £ L BEARENTE A HE - ICRMEER ~ BE K
RFECRPH [T HK S| BaE -

HEEHEXEE - 588

IEEEEEE% S-BEDERIN1997F - HAFMUNER - B—F3ERAEENEZE
2K DG - FR1960F - PMICEEKIRE ERNEREEZBEBRL - WM 1990

Al Eﬂ]fﬁ%ﬂmﬁt%l FENEHBEBIEEN TIEABMAK  A2RE—EFeTEA

REERRER  BXEI MR EMNEE EREENBNISEER -

= Project I'-hnagrnmt Institute
Hong Kong Chapter

Q THE HONG KONG
qz POLYTECHNIC UNIVERSITY

W T RE

KMRCC soit % man st 4w
Knowledge Management Research Centre

CPA

AUSTRALIA

ERETABIXRAGIRERAAREERRH O
EERIARBIEREMRTIRERZRMBEEMRRROR2007EXKL - HWHRERAAA
HMEENEORS - R BILBEERY  STER  BRERAEEERERROHM
MEEAR - PLBEBERIEIEE  KME - PHENIREENER  REBAK
PR AHE T BB o R - ROTERETNRBERMEEREEZI R
% ARAERELANBEETENRERRA -

NSNS

BNEFRHAREEREANEXRGHER L —  E127THAEKER BB 1440006 €8 -
AE-—HHNRHEABIRNFE  EREENEXV/E  LETRAEEREBERS
tE - B RBENST Gt REEES WM S RGN 1985FEE B IEAKILH
R BRRARERZEB ABEE15,000% °

MBI (EREzEaEFESE5)

@

HEEP HONG SOCIETY

T @ e Helpieg Children fhies

Cotn

§t$l ESGRESENER
11IL A Jockey Club Initiative for Seniors

hEE

HESEHE R ERMNAEEZEARERNEXERANMBML  —EURENERTE
RERE - BERMALRAZTENRE - UTRATHEE  FilH - THEHFEA
FREMATEREAGENNRTTE UGB RER BB -

(el EFSREFEFER]

el BESRENEVER] REEAESCERSEAEEN_ZOORFR/A=ZREN
FTEBTHTHREE - (58] RTEEZFENEEIN  EERBMZIEEZIR
NBHBEE  NEHGALTHRENEE - ARNAE2REBARAE  BHRESE
FRRISETE  BRERBEEATENNEE  UEBREBRETLRLET - BE [k
SME | FTEIMEE - EBAIrwww.cadenza.hk °




S ESPEP

Application Guidelines
WA AH

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.
HEERASERN  ERUNU [EBUERBEE | KEZARXE  BEFRRFERX - NREBB—ETH/FRRE  FoOMXE - REEEEIBRLER
B ERTE2NRERIAXIZLTZE -

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 REZE A HHEBEEMR - [RERBER] ASEEBIREHREAH -

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).
2R —RU [RFEE] FRERTH/HRERS - FRERENEB/HRENCEREL - BFEETTB/MR - 2HANARKIE B - FHEBFHE
E5E 1 2876 2470) ©

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

BRBTEEIN  EEHREDEMRN=EHBLRE - EHHE  BPRFETSREEME

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.
REERESZEERIEERE  —RECEBDMERF - F2HENRENEN LT HEEIRGY - EARERFHBEERREANE  FEELE
SREY RSt AR E R EUE ©

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.
— R - REE T SEBREMEERE  BARBESTEERMLA - ERABEREINERRE  CHRZBEBRTERE - HEANFKER  BRkA
EREEE -
= B

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.
WNERE  EREREIHHREBABTRZHFELNE - BERTREERN  EEDREBABTERAMESHRERKEUEZEDRE  YASHBHRFE
KBRZHE  FREESEREZTDHIRENER -

8. The personal data provided on application forms are used by the Institute only for enrollment 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.

BERFRINEAER  RIUSREAEREHERBLEERESHRAEE - REEAERGER)RE - AFEARTSHREREBEAER - AFENREN
BAER > FUAEEAHNIRERE - LEHZinstitute@hkess.org.hk °

9. Application procedure can be completed electronically in Institute's on-line membership system after successfully registering and being accepted as an Institute's member. Please
visit Institute's website (http://www.hkcss.org.hk/institute).
FFETITRERM LEERFATE - B REXERATHEREE%E - AR LETREFE - B2 (htp://www.hkess.org.hk/institute) ©

Obtain the HKCSS Institute Prospectus e o e
BEETHEER » ABEZinstitute@hkess.org.hk
%:\' HX E% %‘EDE ? H?H (Photocopies are accepted 5 Eg/AX) SMHEE 2876 2485 °

Please complete this form in BLOCK LETTERS. s5 A EHEB LR -
Obtain the Prospectus, find out the latest information of upcoming courses and events of the HKCSS Institute!

FHIHKCSS Institute:E 2 F Mt - BITI B AR HEE L EFHEH
| would like to obtain A< AAxZ=E :

[ the "October 2013 - March 2014"issue [20135F108 £2014F3H | R2FM O E-version of Prospectus :R2FMEFhR

O new releases of Prospectus S — 22 F M O the course infomation by e-mail ZIEIHFZER
Name wr/wms Former participants of HKCSS Institute?

g  RE/AE B2 FHBEREE? OYes & ONo&
Contact No. E-mail

Address Or]%anization

Bt HWEEE




i HKCSS”
EELEEENE [ns’ri’ru’re b

The Hong Kong Council of Social Service Training and Resource Institute for NGOs.

Form 34§ 01
Application for Seminar, Forum & Course

ﬁﬁﬁ‘ g M %ﬁ@&ﬁﬁiﬁg%*ﬁ (Photocopies are acceptable 15 EJ§/AN)

Application Guidelines can be downloaded at www.hkcss.org.hk/institute. After reading, please complete "Personal Particulars” in
ENGLISH BLOCK LETTERS.
[#RZ A | A4 L T EHwww.hkess.org.hk/institute  #RI% @ FBUE T EREEBEAER D -

1. Application for Seminar, Forum & Course #:f& - 8 M R2HRS

Course Code Programme Title Fee Cheque No.*
FRIZ AR SR EBER 2% X R

*Please issue one cheque for each course.i5 A —5R S = 1 —fERRIE -

[] 1 DO NOT want to record the hour-points of the above course(s) in the "HKCSS - Citi Continuous Learning Recognition &
Scheme 2013". Eﬁiggﬁn#l
ARATBEB LA ERE 2 SERFRECERR [+l o TEIEEBISER R A8 2013] ZEAFAR

2. Personal Particulars A& ¥}

Title#®E [OMred  OMs AKX OMszt [OMiss M [ Other EAh ( )
Family Name Name in Chinese
F:374 <1 5.v3 N I AN I AN AN N N N S [ I I I S =254 - 1
(as shown on HKID card 21285178 H7TT)
Given Name
E = I N O O O A A
Or}%anization
WEEE
Alpha F&F
HKID first 5 digits Job Title
asagpERmEsE L 1 | | | | B fy
(for verification & enrollment purposes only R {E/Z B % &0 /i)
Contact No. E-mail
BERE E
(For Application Result, Course Notice & Promotion #RE#5R / R FE 41 % & 1B 53X {1 1L BIF)
O 1do not wish to receive e-promotion from HKCSS Institute O I do not wish to receive all e-promotion from HKCSS
RIS B ERNEHEE BAEBEAREEBENENEE

O 1do not wish to receive e-promotion from HKCSS (except HKCSS Institute)
BAREWAH BN E RS E (BRI

Correspondence

Address

BRI

Education Level Form 5 Form 7/Post-Secondary Qe%ree Master or above __ Other
HERE Ofa OFt/FE L1 O ELts CIEA

| want to obtain the next Prospectus. F8ZEUT EiZRF2F M o []Yes, please send to the above address 2 + 7@ % {f Lifitthit
[JYes, please send to the above email address 2 + £ F EFEEEFhR

3. Declarations &#g

1. 1 declare that all information given in this application form is, to my best knowledge, accurate and complete.
RABEARFRZAAER  KAAMM  UETERIER -

2. | consent that if registered, | will conform to the Rules and Regulations of the Institute.
RARBMARANEREAL » KAEBTERN—Y) LRSS RRA -

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

FACHR  ARAREE [REAH] H2BRAR -

Cheque payable to:  The Hong Kong Council of Social Service

X R ERNEREHS
Address: HKCSS Institute, Room 906, 9/F Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, HK
He it BREBIHERE15RBD XBHERBE AEILI06ZE HKCSS Institute
Enquiry: TelEE55: 2876 2470 / 2876 2454  Fax{HE: 2876 2485
EH# E-mail BE: institute@hkcss.org.hk
Signature £ Date B#A
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The Hong Kong Council of Social Service

www.hkcss.org.hk/institute




