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Certificate in Accounting Practice and Financial

Management for Non-financial Professionals in NGOs
HERBRBENEBRUBEECGEHBABR)RSE

May - June 2014

Objectives

Good accounting practices and financial management can
support steady growth of an organization and serves as a
sign of good management behind. The course is organized
to enable non-financial background NGO staff members who
are responsible for accounting / financial issues to strengthen
their knowledge in managing NGO finance, with the following
objectives:-

e To provide essential knowledge of financial management
and accounting for center supervisors / service managers in
handling the accounting records

¢ To provide knowledge for the accounting staff to handle a
full book of accounts effectively with due diligence

e To help managerial staff in mastering cost function and
control for decisions made

e To assist centre supervisors / service managers in developing
and implementing internal control for their service units

Course Details

Target Participants

Center Supervisors, Service Managers (non-financial professionals)
responsible for accounting and financial operations of NGOs

Certificates

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

Remark

Those CPAs may apply to claim the CPD hours from CPA Australia
and Hong Kong Institute of Certified Public Accountants.

Enquiries

HKCSS Institute: 2876 2470
Website: www.institute.hkcss.org.hk

Date: 28 May, 4, 11,18 June 2014 (Wednesdays)

Time: 0930 - 1700 (6 hours)

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

Medium: Cantonese (supplemented with English), course materials in English

Class size: 30 (Preference will be given to applicants who enroll in full certificate course)

Fees: Each session Full Certificate
Early bird price for staff of HKCSS Agency Member* $800 $3,040
Staff of HKCSS Agency Member $880 $3,344
Non Agency Member $980 $3,724

*Early Bird Deadlines: Full Certificate: 7 May 2014 (Wednesday)

Individual session: Three weeks before the session commences

Course Committee

Ms Bernice Chan € B & +

Member of CPA Australia

Head of Finance & Human Resources Office, Hong Chi Association
Member of Public Sector Committee, CPA Australia-Greater China

Ms Elizabeth Law MH JP BZ X &t
FCPA(Practising) CA(Canada) ACA(England & Wales)
FCPA(Australia) CPA(Canada)

Stephen Law & Company, Certified Public Accountants
Law & Partners CPA Limited

Member of LAWCPA Network

Mr Steve Lam &8 5 4

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

Deputy Director (finance & General Administration),
Hong Kong Society for the Protection of Children

Mr Ng Hang Sau A& & £ 4
Chief Executive Officer
The Hong Kong Society for Rehabilitation

Ms Annie Wong EE®R &+
Member of HKICPA and CPA Australia
Finance Manager, Baptist Oi Kwan Social Service



Course Structure
Basic Accounting Knowledge
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Course Code: 14A- CO1

K E
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To provide an overview of the financial accounting principles and practices of NGOs

e Functions of Financial Management

e Conceptual & Regulatory framework of financial reporting in Hong Kong

e Overview of different funding requirements and compliance in statutory reporting, such as:
SWD, JC, Chest etc.

How to read financial statement of NGO?

Date: 28 May 2014
Time: 0930-1700
Trainer: Mr Steve Lam

Course Code: 14A- C02

Overseeing the service unit's accounting function, to demonstrate and master an overall

picture on how to read and obtain valuable data from an NGO's financial report

e Understanding of a full book of accounts and accounting records used by the service units

e Understanding the structure of NGO's financial statements: statement of comprehensive
income, statement of financial position and Cash flow statement

e Reading, interpreting and analyzing the service unit’s financial statements

¢ Financial accounting, records and reporting standards in meeting SWD's requirements

e Practicing the preparation of financial statement for services units

Budgeting & Financial Projection

Date: 4 June 2014
Time: 0930-1700
Trainer: Mr Steve Lam

Course Code: 14A- C03

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

e Budgeting Planning & Preparation

e Budget process and control

e Financial projection, Financial performance & Monitoring system through controllable cost

and the Balanced Scorecard
Internal Control -

How to conduct financial health check?

Date: 11 June 2014
Time: 0930-1700
Trainer: Mr Steve Lam

Course Code: 14A- C04

Significance of sound internal control, how to develop and implement accounting policies &

procedures, and equipping knowledge & skills of internal auditing to add value and improve

an organization’s operations

¢ The financial control system - Developing / improving control guidelines and procedures in
internal control system to safeguard organization assets

e Importance & fundamentals of internal control

¢ Roles of internal audit

¢ Deciding control objectives and areas for investigations

e How to read and master the guidelines given in Lump Sum Grant Manual by SWD

¢ Internal control reports for management review and action

e Monitoring of risk management activities

Trainers

Mr Steve Lam #hE#E S 4 (Sessions 1, 2, and 3)

BSc(Econ), MBA, FCMA, CPA (Aust), FCPA
Deputy Director (Finance & General Administration)
Hong Kong Society for the Protection of Children (HKSPC)

Date: 18 June 2014
Time: 0930-1700
Trainer: Ms Annie Wong

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 NGO staffs in topics relating to
financial management. Prior to 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 for social work professionals. Steve is a popular speaker in many NGO seminars with topics relating to financial management.

Ms Annie Wong E ¥ 2+ (Session 4)

Finance Manager
Baptist Oi Kwan Social Service

member of HKICPA and CPA Australia.

Ms Annie Wong has over 15 years of accounting experience in commercial and NGO sectors. She is currently the
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Certificate in Fundraising for NGOs
LS RBEBERE

August - September 2014

Introduction Target Participants

In order to be sustainable, social service organizations need to e The full programme is designed for NGO staffs working

find and diversify the funding source. This course helps social
work practitioners to formulate their fundraising strategy
and identify different ways of fundraising to enhance their
organisations’ fundraising capability. It is designed for social

in fundraising, communications, and donor relations at
managerial or supervisory levels.

e [ndividual sessions are suitable for NGO staffs who are

interested in such topics.

work practitioners who would like to equip and advance their .
practical skills on fundraising. Certificates
e “Certificate in Fundraising for NGOs” will be issued by the
HKCSS Institute to participants who have completed 24 hours
workshops, PLUS participated in project presentation.
Attending hours of the project presentation will not be counted.
e Attendance Certificates will be issued to participants upon

completion of each individual whole session.

Objectives

¢ To introduce the fundraising strategic plan and its planning cycle
¢ To describe the concept and application on donor relations

management and it’s relation to network building and sustainability
e To introduce typical fundraising tools with NGO examples

Course Details

Date: August - September 2014 (Thursdays)

Venue: Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong
Medium: Cantonese (supplemented with English)

Class size: 30 (Preference will be given to applicants who enroll in full certificate course)

Fees:

Early bird price for Staff of HKCSS Agency Member* $800 $1,600 $400 $3,800
Staff of HKCSS Agency Member $880 $1,760 $440 $4,180
Non- HKCSS Agency Member $980 $1,960 $490 $4,655

*Early Bird Deadline: Full Certificate: 17 July 2014
Individual session: Three weeks before session commences

Course Committee (ordered by surname)

Fundraising & Communications Manager
The Society for AIDS Care

Ex-Executive Director, Senior Citizen Home Safety Association
Executive Director, Project Flame, City University of Hong Kong

Director of Fundraising & Communications Director
Oxfam Hong Kong TREATS

Head, Communications & Resource Development
Hong Kong Red Cross
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Course Structure
Fundraising Strategic Plan & Planning Cycle

Course Code: 14A- C05

Revisiting VMV of the Organization

Fundraising Plan: to align with agency strategic direction

Basic concept of fundraising

Overview of fundraising methods and choosing suitable tools by using SWOT analysis
Core functions of fundraising team/department

Integrative models of fundraising

Return on Investment on fundraising

Legal knowledge related to fundraising: illustrated with cases

Session 2 Donor / Sponsor Relations -
Network Building Leading to Sustainability

Date: 7 August 2014
Time: 0930 - 1700 (6 hours)

Trainers: Mr Timothy Ma
Ms Kanie Siu

Guest Speaker: Ms Kris Tong

Course Code: 14A- C06

Session 2a: Donor Relations Management (6hrs)
¢ Importance of Donor Relations Management
Identify your Target Donors

Perform Donor Segmentation

Donor Database Management

Donors’ Expectations of NGOs

Session 2b: Network Building with Target Donors (6hrs)
1. Select Suitable Approaches to Network and Build Relationships for Each Segment

a. Corporate Donors
b. Major Donors
¢. Individual Donors
d. Foundations

2. Fundraising Accountability and Donor Due Diligence

Session 3 Innovative Models of Fundraising -
The Virtual World

Date: 14 & 21 August 2014
Time: 0930 - 1700 (12 hours)
Trainer: Mr Timothy Ma

Guest Speaker: Ms Florence Tsang

Trainer: Ms Winnie Wong
Guest Speaker: Ms Josephine Lee

Course Code: 14A- C07

Pros and cons of fundraising in the virtual world

Internal preparations to face the virtual world

The current trends of critical succesful factors in e-Marketing
The current online fundraising solutions for NGOs

Basic Proposal Writing

Date: 28 August 2014
Time: 0930 - 1230 (3 hours)
Trainer: Ms Kanie Siu

Course Code: 14A- C08

e Writing an effective proposal

e Essentials dos and don'ts in presenting proposals

¢ Preparations and follow up actions after submitting proposals
e Sharing by a Funder

Setting Up Channels for Stable Income

Date: 28 August 2014
Time: 1400 - 1700 (3 hours)

Course Code: 14A- C09

Consolidations when making the choices on channels of fund raising
e Direct Mailing

e Face-to face team

e Support Tools: Mass media & telemarketing

Million-dollar Flag Day Fundraising

Date: 4 September 2014
Time: 0930 - 1230 (3 hours)

Trainers: Mr Timothy Ma
Ms Winnie Wong

Course Code: 14A- C10

Formulating FR Target & Promotional Strategy
Sponsorship Solicitation

Strategic Distribution Spots on Flag Day
Logistics Arrangement & Volunteer Recruitment
Crisis Management

Evaluation Tools

Date: 4 September 2014

Time: 1500 - 1800 (3 hours)
Trainer: Mr Timothy Ma

Guest Speaker: Ms Fanny Leung

Fundraising Projects Presentation and Diagnosis (Lunch Gathering + Presentation)

Adjudicators: Mr Timothy Ma
Ms Kanie Siu
Ms Winnie Wong

Date: 4 September 2014
Time: 1245-1500

Enquiries
HKCSS Institute: 2876 2470

Website: www.institute.hkcss.org.hk



Trainers

Mr Timothy Ma B8 E %&£

(Sessions 1, 2a, 5 & 6)

Executive Director, Project Flame,City University
of Hong Kong

Ex-Executive Director, Senior Citizen Home
Safety Association

Under Mr Ma’s 16 years' leadership, SCHSA is now commented
as the most successfully self-finance social enterprise serving
multi-thousand service users in Hong Kong. With his prior solid
fundraising experience, he is now a trainer on Fundraising and
Risk Management 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. He is
now leading the operation of a social innovation and social
entrepreneurship development project at the City University of
Hong Kong

Ms Kanie Siu MBA, MSSDS @& X1E& t
(Sessions 1 & 3)

Director of Fundraising and Communications
Oxfam Hong Kong

Ms Siu joined Oxfam Hong Kong (OHK) in
1998. Before joining OHK, she had 10 years
of experience in marketing and public relations in various
commercial industries. She has been serving at OHK for more
than 16 years. She is now the director of fundraising and
communications and is responsible for overseeing OHK's
fundraising, branding and communications work in Hong
Kong, Macau, Mainland China and Taiwan. She has a wealth of
experience in developing marketing strategies and new sources
of funding, as well as building brand equity at OHK.

Ms Winnie Wong E&F#E &+
(Sessions 2b & 5)

Head, Communications & Resource Development
Hong Kong Red Cross

Ms Wong has 20 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 loyalty and relationship
building, and to maintain a high standard of accountability to
donors.
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Guest Speakers

Ms Josephine Lee ZEZ &+
(Session 2b)

Deputy Chief Executive Officer
St. James' Settlement

Ms Fanny Leung %% Z £ (Session 6)

Head of Corporate Development
Heep Hong Society

Ms Kris Tong R 8Z £ (Session 1)

Director
TREATS

Ms Florence Tsang &#E &zt
(Session 2a)

Head, Resource Development Unit
SKH St. Christopher’s Home




NGO Leadership & CompetencyCase
Studies cum Seminars

s £ E B Eae NRHIR

HKCSS and HKU-HKJC Excellence in Capacity-building on Entrepreneurship and Leadership
for the Third-sector Project (HKU-HKJC ExCEL3 Project) have completed a competency
modeling research to identify the core competencies of strategic leaders of NGOs in
the Hong Kong social welfare sector. For the purpose of demonstrating competencies
in fulfilling different NGO functions, a series of executive leadership case studies
and seminars will be organized in the coming months. The first two seminars will
be held in March.

Target

Senior Executives in NGOs

Objectives

© To introduce the core competencies needed at the senior management level of NGOs.
@ To capture and articulate wisdom of senior NGO leaders withinto case studies and
learning points.

+3% = op%"°ﬂs
i 2

BARES

Personal
Competency

Seminar Details HBIRE RSB B

. . . . . . NGO CEO Competency Model
A documentary video of the speaker will be demonstrated in each seminar with his/her -+ 4

experience sharing. It will be followed by group discussion to consolidate learning among participants.

lang"age: Cantonese (supplemented with English)
F@e: Free of charge
Capacity: «

Speakers
Seminar1-13 March2014

Mr Ng Shui-lai
Sk @
Former Chief Executive

Hong Kong Christian Service

Seminar 2 - 27 March 2014 .

Mrs Priscilla Lui Tsang Sun-kai

EREELZT
Former Director (/
Against Child Abuse

Facilitator: Ms Bonnie So Yuen-han Facilitator: Ms Sania Yau Sau-wai

Deputy Secretary General (Services), Chief Executive Officer, New Life
Hong Kong Red Cross Psychiatric Rehabilitation Association

Upcoming Case Studies

© WMs Christine Fang Meng-sang A {4 &+ © Mrs Justina Leung Ngai Mou-yin BB £+
Former Chief Executive Former Director
The Hong Kong Council of Social Service The Boys’ & Girls’ Clubs Association of Hong Kong
© Mr Michael Lai Kam-cheung 38855 54 © Mr Ngai Kong-yiu fiTiB5%E4E
Former Chief Executive Officer Former Executive Director
St. James' Settlement Evangelical Lutheran Church Social Service - Hong Kong
Organizers

For more details, please visit
www.institute.hkcss.org.hk or
www. hkcsshkuexcel3.com/ceocompetencymode!

1
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The Hong Kong Council of Social Service A HKU project supported by The Hong Kong Jockey Club
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Working
with Others
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Mastering Your Communication Skills at Workplace i O
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Manager as Coach "@“‘|
ERE FHR s
Bt A S
Objectives Course Details v
With a combination of lecture, experiential activities, games, case study sharing, Course Code D 14A-21
exercises, action plannin_g and role-plays of tailor-made NGO workplace scenarios, the Date - 2 September 2014 (Tuesday)
course aims to let participants to: . . Time © 0930 - 1700 (6 hours)
e Understand the role of manager in coaching and performance management ) ) . -
e Enhance skills in communicating performance expectations & standards to Venue + Duke of Windsor Social Serylce Building,
employees N 15 Hennessy Road, Wanchai, Hong Kong
e Learn to motivate self and others to higher performance according to their Target Participants: * Supervisory and Managerial Staff
leadership style Class Size 1 25
Content Language : Cantonese (supplemented with English)
1. Leadership Fee + $980 )
, — Fees for HKCSS : $880 (Enrollment received on/before
o Understand'the expgct.atlo.n, role & responsibilities of a leader Agency Member Staff 12 August 2014: $800)
e Explore the issues, difficulties and challenges faced by a leader e . _—
e The leader as a coach Enquiries : 2876 2470 or institute@hkcss.org.hk
2. Performance Evaluation with Coaching and Counselling Skills i
Trainer

e How to prepare for the appraisal and coaching process
e Techniques of staff-self evaluation Ms Cindy Yu RE3
¢ Give constructive feedback; follow-up and monitor the improvement process

3. Case study on Coaching Subordinates (see above)

o |dentify signals from staff when a problem arises
e "7-Sin” exercise on “staff problems”

e Positive Responding Method
e Professionally Say “No” Method
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Employment Related Ordinances Refresher Course

with Case Study
BEEBRE — =BIHER

Introduction

These two reloaded courses will focus on court cases to let participants have a better
understanding of the employment related ordinances. Case analysis and group
presentation on practical NGO cases will be included to enhance experience exchange
among participants.

Content
Session 1 (Course code: 14A-11)

e Employment Ordinance
Session 2 (Course code: 14A-12)

Employees' Compensation Ordinance
Minimum Wage Ordinance

Equal Opportunities Ordinances
Personal Data (Privacy) Ordinance
Labour Relations Ordinance

Course Details

Dates : Session 1: 15 May 2014 (Thursday)
Session 2: 22 May 2014 (Thursday)

Time : 0930 - 1700 (6 hours each)

Venue : Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong
: NGO Managerial Staff, HR Executives,
Personnel Officers and Administrative Staff
Class Size 1 30
Language : Cantonese (supplemented with English)
Fee 1 1 Session: $980, 2 Sessions: $1,960
Fees for HKCSS : 1 Session: $880, 2 Sessions: $1,760
Agency Member Staff  (Enroliment received on/before
24 Apr 2014: 1 Session: $800, 2 Sessions: $1,600)
: 2876 2470 or institute@hkcss.org.hk

Target Participants:

Enquires

[EWEE| —EIFMBIEEIERRE

“Attain Trust by Wisdom" - Build Trust in Workplace Relationships

B
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o AIVEREETIEHRNERRR

o EEHRAT R LA

AES

o RIUETIFRREM LRI
EERBR TR

RERES N OIS
EERNE - T REEES

o EMRIXLENFERERITNEE

o BSA AR

o [EZXRME AR ERF®

REAR

RERER 1 14A-07

B & 1 20144558158 (EH3m)

B FS : 0930 - 1700(6/)\6F)

b 2% C EAEAEEFEISRES A ABHEREANE
ESE CAERAEMS - RESEMATGEEAR

ZE 1 30A

BRES c B

2H : $980

HBESEREREER : $880 (R2014F4 524 Bk 2 ATk 4 - F(1$800)
& 1 2876 24708k B Hinstitute@hkcss.org.hk

BHIRE
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Results/
Tasks Orientation
THER R A

AN

Trainer

Mr K T Lai REZR K4+

FI.H.R.M (HK), M.HKloD
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 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.

Working
with Others
Bt ASE

(o)

o) |
A >
BRERE

REEIRERRA]
WITES

REFREBRIEABER  —+%
FRATR RBBRELR - BF
R E A RAEISR R SIAR AL -
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"Work Smarter" - Efficient Time Management
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EQ & Stress Management
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Managing Your Boss
[EE RN LH

Objectives

e To focus on key issues and challenges relating to the relationship with a “boss”

e To introduce powerful and flexible tools and techniques for effective relationship
management

¢ To enable participants to increase awareness of their personal style, and the effect
on their relationship with their boss

¢ To facilitate the development of strategies for improving participants’ personal
approach and building on their natural style

Content

¢ Positive working relationships - Identifying characteristics of good working
relationships and understanding what 'managing your boss' is and isn't about

¢ Dealing with differences and difficulties - How to capitalise on commonalities;
establish your relationship and respond positively to conflicts and difference in
style

e Supporting your boss - Using personal strengths to mutual advantage; sharing
responsibility and outcomes

e Assertiveness skills - Developing an honest and assertive communication style
for positive effect

e Responding to requests - Identifying familiar responses; balancing personal
versus organisational interests; saying "no" without appearing unhelpful;
accepting tasks without compromising other priorities

e Accessing support - Being accountable for mistakes and admitting difficulties;
helping your boss to help you; communicating your own progress

¢ Personal development planning - Extending learning back into the workplace

Course Details

Course Code 1 14A-08

Date : 23 May 2014 (Friday)

Time 1 1430 - 1730 (3 hours)

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

Target Participants: : NGO Managerial and Project Staff

Class Size 1 25

Language : Cantonese (supplemented with English)

Fee : $490

Fees for HKCSS : $440 (Enrollment received on/before

Agency Member Staff 2 May 2014: $400)

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

BHIRE

[ ( ““‘
o

Working

with Others

By A E1E

Trainers v

Dr William Yu fRiEEE+

CEO
World Green Organisation

Dr Yu is the Founder and Chief Executive
Officer of World Green Organisation
(WGO). He is an energy economist and
climate professional by training and
completed his PhD at the University of Cambridge in the United
Kingdom as well as earned an Executive MBA degree from the
Thunderbird School of Global Management in the United States.
Also, he has gained valuable regional management experience by
working at US multinationals. He has also delivered topics such
as Climate Change & Business Risks Management Stakeholder
Engagement and Sustainability Leadership to the Senior
Management of multinationals and he lectured EMBA at the City
University and Chinese University of Hong Kong and has refereed
climate and renewable energy articles for several energy journals.

Ms Betty Yeung #5428k & +

Training Programme Director
World Green Organisation

Ms Yeung is the Training Programme
Director of World Green QOrganisation
(WGO), a seasoned HR professional,
with specific experiences in the talent
acquisition, organization development and HR generalist
functions. Prior to that, Betty has over 20 years of broad
commercial experience and has held senior positions with
Cathay Pacific Airways, Organisation Development Limited,
Right Management Consultants, Global Top Fashion Group. She
is also a certified career coach, certified personal coach with
recognised accreditations, including Birkman, Facet5 and LEA360
assessment tools.

rersonai

Influencing Leadership - How to Inspire your Team Efecivencss

BEREHNEES — MBI ERX

Objectives

e To understand and use your typical influencing style

¢ To identify the essential elements that contribute to the ability to influence and
persuade

¢ To understand the essential elements of high quality, persuasive and influential
presentations

e To exercise your influence and persuasion skills across a range of situations

¢ Toinfluence and persuade workplace interactions up, down, and across organizations

Content

Circle of concern and influence

Influential behaviours

Influencing models

What's your style?

Influencing audiences up, down and across with effective communication styles
Positive influence method to earn long term commitment from others
Influencing strategies

Persuasive presentation of ideas

Simulation exercises will be recorded with instant playback and discussion,
participants can get back video clips recorded after the workshop.)

—

we @
I'I'Ig
Course Details R 1 _2

Course Code D 14A-14

Date : 4 July 2014 (Friday)

Time : 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong
Target Participants:  : NGO Managerial and Project Staff
Class Size 1 25

Language : Cantonese (supplemented with English)
Fee : $980

Fees for HKCSS : $880 (Enrollment received on/before

Agency Member Staff 13 June 2014: $800)

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

Dr William Yu RizEEfE+
Ms Betty Yeung B4 %k Z +

(see above)
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DISC Workplace Behavioral and Personality Analysis
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Event Planning and Management

EHREAREE

Objectives

e To provide comprehensive knowledge for NGO staffs who are responsible for

organizing events

o To further equip NGO staffs as event managers

Content

Course Details
Course Code

Date

Time

Venue

Target Participants:

Class Size
Language
Fee

Fees for HKCSS
Agency Member Staff

Enquiries

38

What are the objectives for the event?

Who are to be involved to ensure success?

How to plan and implement the event (the cycle of event management)?
What to do in time of unexpected outcome at any stage of the cycle?
Sharing of practical tips along the road of event planning

A full complete : post-event follow-ups

: 14A-13

: 26 June 2014 (Thursday)

: 0930 - 1700 (6 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: Centre-in-Charge, Supervisor, Social Worker

and Project Staff

1 30

: Cantonese (supplemented with English)
: $980

: $880 (Enrollment received on/before

5 June 2014: $800)

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

Ms Winnie Wong E&FEz+

Head, Communications & Resource
Development
Hong Kong Red Cross

Ms Wong has 20 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 relation-
ship building; and to maintain a high standard of accountability
to donors.
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Professional Presentation Skills Workshop
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Innovative Problem Solving for NGOs
HERBEHBNRIFERT R

Objectives

e To introduce practical steps in generating innovative ideas for sticky problems at
both organization and project levels

¢ To enhance the success rate of innovative solution by risk analysis

Content

e Practical steps to turn problem into innovation
Four effective ways to generate innovative ideas
Decision making analysis to select the best solution
Risk analysis to strengthen the solution

NGO cases and discussion on innovation

Course Details

Course Code : 14A-02
Date : 19 June 2014 (Thursday)
Time : 0930 - 1700 (6 hours)

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

Target Participants: . Centre-in-Charge, Supervisor, Social Worker and

Project Staff
Class Size : 30
Language : Cantonese (supplemented with English)
Fee : $980

: $880 (Enrollment received on/before
29 May 2014: $800)

: 2876 2470 or institute@hkcss.org.hk

Fees for HKCSS
Agency Member Staff

Enquiries

Trainer
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Mr Joseph Wong EE & &4

Principal Consultant
Pro-Key Learning Services Ltd.

Mr. Wong is specialized in training
and coaching in the areas of project
management, leadership, business planning
and IT service management. Joseph has
more than twenty years experience in education and IT services,
he has facilitated hundreds of development workshops for
global and local organizations. Joseph is a Project Management
Professional (PMP), ITIL Expert in IT Service Management and
Certified Behavioral Consultant (CBC). He holds a Master
degree in Lifelong Learning and is currently pursuing his
doctorate in Lifelong Education.
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Developing a Talent Pipeline in NGOs for Succession Planning

BYAT BB RS REHBHOEERD

Introduction

This workshop is designed for management of NGOs on how to build a steady stream
of people, or talent pipeline, for the sustainable development of the organization.
Models and framework for assessment will be introduced. Practical examples, case
analysis, exercises and discussion will be applied to reinforce the application of
concepts and assessment tools.

Content

e The process of succession planning
e Considerations in each step
¢ Insights for NGOs

Course Details

Course Code 1 14A-18
Date 1 18 July 2014 (Fri)
Time 1 1430 - 1730 (3 hours)

: 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 $490

Fees for HKCSS : $440 (Enrollment received on/before

Agency Member Staff 27 June 2014: $400)

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

Venue

Induction Course on Enterprise Risk Management for NGOs

BERREERENR

Objectives

The aim of this induction level course is to provide participants with a general
understanding of risk management and the importance and procedures for
incident reporting. The scope of risk management includes hazard identification,
risk assessment and control measures relevant to the employees at the NGOs. The
course provides participants with an awareness of the risk management and general
requirements and procedures to ensure the organizational effectiveness, safety and
security with the NGOs' setting.

Content

Hazard and Risk

Risk Assessment Process

How to identify hazards

Assessing Risks

Evaluating the risks and taking corrective action
Implement risk control measures

Review Risk Control

Incident Reporting

. Risk management case studies

10. Terminology and Definitions

11. Models and templates

12. Considerations for emergency response and continuity plans

VNV A WN

Course Details

Course Code 1 14A-20
Date : 4 September 2014 (Thursday)
Time : 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service Building,
15 Hennessy Road, Wanchai, Hong Kong
Target Participants: : Supervisory and Managerial Staff of NGOs

Class Size 130

Language : Cantonese (supplemented with English)
Fee : $980

Fees for HKCSS : $880 (Enrollment received on/before
Agency Member Staff 14 August 2014: $800)

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

{

Mr Daniel Shim k#8554

General Manager - Human Resources
(China/International & Development),
MTR Corporation Limited

In his current role, Daniel oversees a
number of HR Functions including China
and International HR Team, Management
Training Team and Organization Development Team.

Before returning to HK, Daniel was based in Macao for 3 years
and led Las Vegas Sands Corp’s human resources operations in
Asia covering the Venetian Macao Resort Hotel, Sands Macao,
Cotai Strip® project (developing 14 hotels, malls and casinos) in
Macao , as well as Marina Bay Sands Singapore. Daniel spent 14
years in GE prior to relocating to Macao. During his tenure in GE,
Daniel held a number of human resources leadership roles in Asia
and was the first and only Asian recipient of the GE Global HR
Excellence Award in 2005.
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Trainer

Dr Freddii Lee Z#Z & #+

Chairman
The Institute of Crisis and Risk Management

Dr Lee is the chairman of The Institute
of Crisis 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.



Brand Development and Management for NGOs

HERBERENREEYREE

Introduction

You can't feel it, you can't touch it, but a brand is one of the most important assets
any company can own. A strong brand can attract customers, secure their loyalty,
and defend against intensifying competition. On the other hand, an ill-thought out
and communicated brand can hurt a company no matter how good its products and
services are. This course is designed to give participants insights into that intangible
beast called a Brand, and how successful it can be used to achieve marketing and
business objectives.

Content

e Why a brand is important to an organization’s overall business/service strategy
The criteria to build a strong brand

Formulating a competitive brand strategy with key components

How to use various marketing tools to make a brand come alive

What are the best practices for brand management and execution for optimal
results

¢ How to manage and evolve an existing brand

Course Details

Course Code T 14A-16
Date 1 5 August 2014 (Tuesday)
Time : 0930 - 1730 (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 : $880 (Enrollment received on/before

Agency Member Staff 15 july 2014: $800)

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

Integrated Marketing Communications

HERBERBNGETSBRRK

Introduction

Integrated Marketing Communications (IMC) is an indispensable part of any
organization’s overall marketing strategy. A well-orchestrated and integrated
communications plan consolidates brand image, nurtures relationships and
maximizes the promotion dollar. Conversely, the pitfalls of not having an integrated
marketing communication strategy will be inconsistent messaging, wasted resources,
fragmented brand image and consumer confusion. This workshop introduces
participants to the concepts and principles to effective marketing communications
planning, imparting know-how on how best to apply the various communications
tools available today for marketing, and on how to pull them together for synergistic
results.

Content

e What is Integrated Marketing Communications Planning, and what are its benefits?

¢ What are advantages and disadvantages of the various tools available for integrated
marketing communications planning today, e.g. Social Media Marketing, Public
Relations, Event Marketing, Direct Marketing, Sales Promotions, Advertising etc.

e How can these tools be applied efficiently and effectively within a comprehensive
IMC Strategy?

BHIRE
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Trainer

Ms Carolyn Butt 28BIR&Z +

Chief Consultant
EGNITE

Ms Butt develops and delivers on an
intensive curriculum that includes
Marketing, Branding and Communications
to Corporate Clients in need of such
skillsets. She is currently the lead trainer for the Marketing
Academy for Hong Kong Telecom CSL. She also trains on subjects
such as Strategic Planning and Account Management in various
Advertising Agencies, and at the Bank of Beijing on Branding
and Cultural Integration. As well, she lectures at the Hong Kong
Baptist University on Advertising Management. Prior to her life
as a trainer, Carolyn has built strong brands for a diverse array
of industries in Asia and North America for over 20 years, and is
highly regarded in the industry for her strong strategic mind and
her ability to inspire award-winning creative work that generates
results for her clients. She has developed sizzling campaigns that
have received well over a hundred advertising and marketing
awards from Asia, USA and Canada.

Plan for NGOs ~

Results/
Tasks Orientation
TERMBA
Course Details
Course Code 1 14A-22
Date : 12 August 2014 (Tuesday)
Time : 0930 - 1730 (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 : $880 (Enrollment received on/before
Agency Member Staff 22 July 2014: $800)

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

Ms Carolyn Butt 2Rz +

(see above)
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Managing People Conflicts in NGO Workplace -
HERBAEDHREE
Objectives Trainer R 2 _~

Nothing can destroy productivity, derail projects, or affect your organization

reputation faster than workplace conflict. Managing groups within organization/ Mr Paul Mau B3 £ £
within project team, services targets and the general public who are affected by the
conflicts, is significantly important. The workshop will adopt a blended approach
of management theories and practical soft skills in NGO environment. Through
discussions, case studies, role plays, and presentations, participants will gain insights
and acquire skills to:

e Recognize organization stakeholders, sources of conflicts, nature of conflicts, and

Mr Mau is a corporate trainer, an
independent consultant, and a
psychotherapist & family therapist. He is
a part-time lecturer of HKU and a clinical
supervisor for the Hong Kong students

their escalation over time so they can address them more effectively (Anatomy of in the "Master of Art in Professional
Conflicts) Counseling" program from the Olivet Nazarene University,

e Manage your emotions and influence others emotionally when in conflict with the lllinois of United States. He has delivered formal Project
understanding of your working style (Managing Emotions) Management Training with more than 1000 participants since

e Recognize appropriate conflict resolution style based on your needs to get 2002. Paul has also conducted various training and seminars
maximum results (Handling Conflicts) related to stress management in workplace, PM’s Emotions

¢ Negotiate over what you want and move on to a win-win outcome (Negotiation) Intelligent Series, Quality of Life at workplace, psychological

management in organization change.

Content

e Expectation Tensions amongst NGO stakeholders

¢ Nature & Source of Conflicts

e Consequences on Workplace Conflicts

¢ Managing Emotions by Learning People’s Style

e The Power of Active Listening

e Thomas Kilmann Conflict Management Model

L]

Conflict De-escalation with win-win negotiations

Course Details

Course Code 1 14A-10

Date 1 19 August 2014 (Tuesday)

Time : 0930 - 1700 (6 hours)

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

Target Participants: : NGO Managerial and Project Staff

Class Size 1 30

Language : Cantonese (supplemented with English)

Fee : $980

Fees for HKCSS : $880 (Enrollment received on/before

Agency Member Staff 29 july 2014: $800)

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

Planning & Controlling in NGO Projects L
HERBHBNERRKEIEEE Tk drentation

TR R
Objectives Course Details
This workshop aims to equip and empower project managers with project definition, Course Code . 14A-15
planning, and monitoring tools. Through discussions, case studies, exercises and Date : 24 July 2014 (Thursday)
presentations, participants will gain insights and acquire skills to: Time : 0930 - 1700 (6 hours)
e Understand and identify how to use standard tools and techniques of project Venue : Duke of Windsor Social Service Building,
management in NGOs 15 Hennessy Road, Wanchai, Hong Kong
e Understand the relationship between the Knowledge Areas in the PMBOK (PMI) in Target Participants: : NGO Managerial, Project and Administrative
relation to NGO's way of work Staff who require to lead projects
¢ Understand how to develop a project idea into a project management plan & project control Class Size - 30
Content Language . Cantonese (supplemented with English)
e Basic concepts of project management Fee + $980 .
e Introduction to Project Management Framework including Five Project Fees for HKCSS : $880 (Enroliment received on/before
Management Process Groups and Ten Knowledge Areas of a Project Agency Member Staff 3 July 2014: $800)
e Project Definition, Planning, and Control Framework with high level appreciations Enquiries 1 2876 2470 or institute@hkcss.org.hk
on Project Scope Management, Project Time Management, Project Resources
Management and Project Stakeholder Management .
Trainer

Mr Paul Mau 2B %&£

(see above)
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Writing Feature Articles for Your Organization
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Certificate Course on Ageing People with Intellectual Disability in Rehabilitation Sector
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The Many Faces of Depression:

Assessment & Treatment of Different types of Depressive Disorders

MBENEES - FEEAETREENNBER

Introduction

Depression is often perceived as a single and homogenous condition when in actual
clinical practice, depression manifests itself in many different forms. A systemic and
comprehensive assessment is required to identify the type of depression so treatment
can effectively address the condition.

This 1-day course will include a comprehensive coverage on the assessment of
different depressive disorders and an overview of evidence-based treatments for
depression. Effective treatment strategies tailored for different depressive disorders
will be covered. An introduction of the conceptualization and treatment of depression
using an Emotion Focused Therapy approach will be covered.

Content

e Comprehensive Assessment of Different Depressive Disorders

o Effective Strategies for Different Depressive Disorders and evidence-based
Treatment Approaches for Depression

e Conceptualization and Treatment of Depression using Emotion-Focused Therapy (EFT)

Course Details

Course code : 14A-PEOT

Date 1 9 May 2014 (Friday)
Time 1 0930 - 1700 (total 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 : $880 (Enrollment received on/before
Member Staff 17 April 2014: $800)
Enquiries : 2876 2470 or institute@hkcss.org.hk
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The Core Elements in Trainings for Residential Worker
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Trainer

Ms Natalie Tong EFE &+

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).
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Application Guidelines
HEEA

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.

MEEABRLZGEEE  ERNFELEREHE REC SRR  BFRIER - MREBRE—(EEE/RE  FORIE - AFEEERAN
FHER BHT2NBERIZERITE -

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 RIZER/HERBESEMR [ REBLEF I R2ZEFIRENRBAH -

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).
B — AT ERER G IR EEE/RERE - BREARANEE/RENLSSEBN - RFESEEH/RAR - E2HANRKENEM B - FHEE b
45 (EFE 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.

BRiITREN  AEEY/RBOERRN=EHELRE - 56RE - AHRFET SWEENGE -

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.

RAEEBRESERRSIEERE  —RALCBIERRF - FL2HERRENEN AT REBAIREGEYG - BEBRERERFTMBEERREENTE  FaER
ERA B FE N TRE SRR o

6. 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

—ERE - BRENMSEBREMAE/RE  BARERSISEEMA - R RESMRERE  BHARZSERTERE -

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.
MERE  ZREBUTY/RIENTRTHIEHNRE - ZRTRERERN - EEH/REBABTRHEMBHRBERTEEZEE/RIE - WASHBHAHF
F KB THE  BREREREZTDHIREN ;%f}ﬂ

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 right 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.

HERRER I}\ﬁﬂ AHEEAERERENBEEBEREER - BREAAEHMRE)GH > REEAREALRENEBEAER - RFENN
BREAER - FAE@MAAIEL B E - WEH Zinstitute@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 (institute.hkcss.org.hk).

RBEFENINERB LG ERZRATK - KN EDRERENR/MESRE 8% - ATRE DETRETE - BB SR BA(nstitute.hkess.org.hk)

Obtain the HKCSS Institute Prospectus T o e e
SBIEZ AR I EH Einstitute@hkess.org.hk

% HY *35 ? 'H:H' (Photocopies are acceptedi# = S E17K) SABAE2876 2485 °

Please complete this form in BLOCK LETTER. :&5 F E#EE I RHK o Name Mr/Ms
e ot e

Obtain the Prospectus, find out the latest information of Contact N
upcoming courses and events of the HKCSS Institute! Hg;%;; ©

FHIHKCSS Institute REZF M - EEARRITRERZEHEM -

Address
BRIt
| would like to obtain X A SR EH :
[[] the "October 2014 - March 2015" issue Former participants of HKCSS Institute? [Yes [No
[20145F10£2015%F3 8 [FREFM & 2 B HKCSS Institute’E &) ?
[ ] new releases of Prospectus & #f — HI:2 12 F i E-mail
[ ] e-version of Prospectus ;212 F M E T IR EH
[] the course information by email ZEIEEHR2E £ Organization
KB ERB
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WBERE

1

#, HKCSS"
%ﬁ%t@ﬂlﬁ%ﬂﬁ@ Ins’ri’ru’re**

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

Application for Seminar, Forum & Course
ﬁﬁ%ﬁ% N %ﬁ@&ﬁﬁiﬁg %*%(Photocopies are acceptedf 2 f/E1 K ) The new online registration

Application Guidelines can be downloaded at our website. After reading, please complete “Personal Particulars” | System is now activated.

section in ENGLISH BLOCK LETTERS. [ &/A%1] WAL TH - MH% - SURCERBETEAZRBE o Please visit our website.

WPEHBFaLO A
HKCSS Institute website Tt B8 BE#4L : www.institute.hkcss.org.hk \gﬁﬁﬂ@]ﬁﬁﬁﬁ%ﬁiﬂ;ﬂagﬁ )
1. Application for Seminar, Forum & Course fiz1 &  EERBEEHR A
Course Code RRE R % Programme Title & &) & 18 Fee 2H Cheque No.* X Z3EHE

*Please issue one cheque for each course. &L — 5% s Z 3 —(E;2F2 -

|:| I DO NOT want to record the hour-points of the above course(s) in the “HKCSS - Citi Continuous Learning - 1OE
Recognition Scheme”. —HJ ﬁ g g E * ﬁ ITI' H
RATEEEARA FRIZZ 2 B SRHER[ 1L - EHEESESERBHE I ZB@AAPARN -

2. Personal Particulars fl A & &

Title 758 (] mr 54 [] Mrs £k [I™Ms &+ [] Mmiss /)8 [] other H#t
Family Name Name in Chinese
Ey'g sy Xt

Family Name #£EC  Given Name £ % (as shown on HKID Card 202 5 17581 T)
Organization

HiERTE

Job Title Contact No
i qiv B4R E S
E-mail

B

(For Application Result, Course notice & Promotion #§4 #4252 /zRF2E M1 % & (B 15 % 1 1 EH)

Correspondence Address

FEnba kel

Education Level Primary School Secondary School Post-Secondary University Postgraduate or above Other

HERE [ N [ e [ =k [ RE O e BT sk A _EE A [ Hith

3. Information Updates & & Hl

e-Promotion EF¥E & Prospectus 272 F i

I do not wish to receive... [_] e-promotion from HKCSS Institute 4t B E2 (3 #) B # = & | want to obtain the next prospectus by...

BB (] e-promotion from HKCSS (except HKCSS Institute) it B () B = @ (B[ 5))  FHABLBHU T REEM T HREFM -
(] e-promotion from HKCSS {E fa] 7t & 4t B &) B35 = {8 [ ] ByEmail 28 [ ] By Mail #%

4. Declarations & #f

1. I declare that all information given in this application form is, to my best knowledge, accurate and complete.
RANEBHARRFRZPAEHER RAARM - BB RIERE -

2. | consent that if registered, | will conform to the Rules and Regulations of the Institute.
RABEBMANEREASL - KNS B TR —4) LRE5I LR -

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

RAACHH  ARELEEHABANINEZHAR -

Cheque payable to : The Hong Kon%CounciI of Social Service
=]

X ZEREE ERTSRIEH
Address #iE : HKCSS Institute, Rm 906, 9/F Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong
EREBFHEFEISRADABHERE KEIEI06ZEHKCSS Institute
Enquiry &4 : TelZE&E: 2876 2470/ 2876 2454 Fax{EH: 2876 2485 E-mail EH: institute@hkcss.org.hk
Signature % & Date H
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