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Certificate in Applied Corporate Communications for NGOs
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Certificate in Accounting Practice and Financial

Management for Non-financial Professionals in NGOs
HEREMESTER RN EEERERE(ERIMBAEMR)

November 2015 p\pproved for
Subsidy under

NGO Capacity

Development

¢ To provide essential knowledge of financial »\\Fund 4

management and accounting for centre supervisors / service
managers in handling the accounting records

¢ To help managerial staff master cost function and control for
making good decisions

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

Background Objectives

Good accounting practices and financial management can
support steady growth of an organisation and serves as a
sign of good management behind. The certificate programme
is organised to enable NGO staff members of non-financial
background who are responsible for accounting / financial
issues to strengthen their knowledge in managing NGO
finance.

Course Details

Course code: 15B-C09 to C12

Date: 4 & 11 November (Wednesdays), 20 & 27 November 2015 (Fridays)

Time: 0930 - 1700 (6 hours each day, 24 hours in total)

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

Target Centre Supervisors, Service Managers (non-financial professionals) responsible for accounting and

Participants: financial operations of subvented and / or non-subvented services of NGOs

Class Size: 30 (Preference will be given to applicants who enroll in the full certificate programme)
Medium: Cantonese supplemented with English (Course materials in English)

Fees: Each Session Full Certificate
Early bird price for HKCSS Agency Member Staff $840 $3,200
HKCSS Agency Member Staff $920 $3,500
Non-HKCSS Agency Member Staff $1,000 $3,800

* Early Bird Deadlines: Full Certificate: 20 October 2015 (Tuesday)
Individual session: Three weeks before the session commences

Certificates

Certificates will be issued by the HKCSS Institute to participants
upon successful completion of session(s) enrolled with 80%
attendance in total.

Remarks:

CPAs may claim the CPD hours with CPA Australia and the Hong
Kong Institute of Certified Public Accountants.

Course Committee (2015-2016) (in alphabetical order by surname)

Captain Chan Kwok Wai BR Bl & Bt
Associate Corps Officer, Tsuen Kwai Corps
The Salvation Army

Ms Elizabeth Law MH JP BE X &+

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

Ms Annie Wong EfE¥ 2+
Member of HKICPA and CPA Australia
Finance Manager, Baptist Oi Kwan Social Service

Mr Steve Lam MREE L4

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

Mr Ng Hang Sau B854
Chief Executive Officer
The Hong Kong Society for Rehabilitation

Enquiries

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



Course Structure

Basic Accounting Knowledge

21
B

R B R

Course Code: 15B-C09

Fundamentals and functions of financial management for NGOs

e To provide an introduction of how accounting function is related to management decisions
¢ To grasp resource mobilisation in financial management

e To explain financial management functions in NGOs

¢ To understand the roles of a manager in financial management function

Introduction to conceptual & regulatory framework of financial reporting in
Hong Kong

¢ To introduce the Conceptual Framework underlying financial accounting

¢ To briefly explain the Regulatory Framework of financial reporting in Hong Kong

Overview of different Specific Fund Grants and their compliance in
statutory reporting

¢ To provide an overview of different Specific Fund Grants for NGOs

¢ To grasp their statutory reporting compliance

Remarks: The course will NOT cover SWD's Lump Sum Grant Subvention System.

How to Read Financial Statements of NGOs

Date: 4 November 2015
Time: 0930 - 1700 (6 hours)
Trainer: Mr Steve Lam

Course Code: 15B-C10

Understanding of a full book of accounts and accounting records used by NGOs
¢ To explain the basic full book of accounts and accounting records used in services

Understanding the structure of NGO’s financial statements
¢ To study the Statement of Comprehensive Income and the Statement of Financial Position
and their uses in NGOs

Reading, interpreting and analysing the financial statements
e To read, interpret and analyse the financial statements for better understanding of
accounting information and their uses for decision-making

Practising the preparation of financial statements
¢ To walk through the preparation of basic financial statements

Session 3 Internal Control - How to Conduct Financial
Health Check?

Date: 11 November 2015
Time: 0930 - 1700 (6 hours)
Trainer: Mr Steve Lam

Course Code: 15B-C11

The financial control system and importance and fundamental of internal control
e To study the financial control system and the importance and fundamental of internal
control in NGOs

Internal audit function and deciding control objectives and areas of investigation
e To briefly explain internal audit function in NGOs
¢ To study control objectives and how they can help us identify areas of investigation

Mastering the guidelines given in Lump Sum Grant Manual
e To master the basic guidelines given in the Lump Sum Grant Manual for implementing a
good internal control system in NGOs

Internal control reports for management review and action
¢ To explain and prepare internal control reports for management review and action

: Cost Information and Financial Planning for
Session 4 . .
Service Operations

Date: 20 November 2015
Time: 0930 - 1700 (6 hours)
Trainer: Ms Annie Wong

Course Code: 15B-C12

Use of cost information in service operations

e To study cost elements, cost allocation and estimation and cost behaviour for service
operations

e To describe how cost information can assist us in preparing better decision-making

The role of budgets in financial planning and service operations
e To understand the role of budgets in financial planning and service operations
¢ To study the budget-setting process, budget preparation and its limitations and problems

Date: 27 November 2015
Time: 0930 - 1700 (6 hours)
Trainer: Mr Steve Lam

37



38

Trainers

Mr Steve Lam #EE L E

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

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 organisations. 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 an NGO and has already
had well experience in financial and management accounting, financial management and taxation in the 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. He currently holds the qualifications of Certified Public Accountant, Chartered
Management Accountant and Certified Practicing Accountant (Australia).

Ms Annie Wong EE®R &+

Finance Manager
Baptist Oi Kwan Social Service

Ms Annie Wong has over 15 years of accounting experience in commercial and NGO sectors. She is currently a
, member of HKICPA and CPA Australia.
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Certificate in People Management for Non-HR

Managers in NGOs

HEREREASEERERE(FAFANEREEMR) (Lot

January - March 2016

Obijectives

Success in leading people is a significant function of staff
motivation and performance management in today’s social
service sector. Getting the right people on board and managing
for team effectiveness can facilitate good performances and
eliminate complicated challenges. This certificate programme
is newly designed for non-HR managers and supervisors at
all levels, who want to get a structured overview of key HR
functions of managing people in the workplace.

e To enhance and equip the necessary HR knowledge
required for effective day-to-day people management in the
organisation

e To strengthen the skills required in practising people
management and handling related issues

Course Details

Subsidy under
NGO Capacity
Development
L Fund

Characteristics

e Responding to common and pressing HR issues of NGOs in
the social service sector

e Assisting non-HR managers or supervisors in performing
their HR role at ease

e Cross-sectoral HR specialists are invited to be trainers

Target Participants

e This certificate programme is designed for NGO staff at
managerial or supervisory level without formal HR training
but are required to perform certain HR functions

¢ Individual sessions are suitable for centre supervisors, new
managers or high-potentials who may soon be promoted to
managers or SUpervisors

Course code: 15B-C13 to 15B-C21
Date: 5,15, 19 & 28 January, 17 February, 10 & 31 March 2016
Time: Session 1: 0930 - 1300 (3.5 hours) Sessions 2 & 5: 1400 - 1700 (3 hours)
: Sessions 4 & 6: 0930 - 1230 (3 hours) Sessions 3, 7, 8 & 9: 0930 - 1700 (6 hours)

. 30.5 hours (On top of 21.5 hours from core courses, participants are required to select another 9 hours of

Duration: . .
training from elective courses)
Medium: Cantonese (supplemented with English)
Venue: Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong
Class size: 30 (Preference will be given to applicants who enroll in the full certificate programme.)
. . Sessions 4, 5 & 6| Sessions 3,7, 8 &9 . Cert_lflcate:
Fees: Session 1 Session 2 ; : (plus $250 if Session
(each session) (each session) .
2 is elected)

Early bird price for HKCSS Agency
Member Staff $470 $670 $420 $840 $4,050
HKCSS Agency Member Staff $520 $730 $460 $920 $4,500
Non-HKCSS Agency Member Staff $580 $780 $500 $1,000 $4,990

* Early Bird Deadlines: Full Certificate: 15 December 2015 (Tuesday)
Individual session: Three weeks before the session commences

Course Committee (in alphabetical order by surname)

Ms Sharon Cheng B & & £

Managing Director and Head of Human Resources,
Hong Kong & China,
Human Resources DBS Bank (Hong Kong) Limited

Dr Fung Cheung Tim JB#5RE L

Director
Richmond Fellowship of Hong Kong

Ms Polly Kwan Bk sF&
Human Resources & Administrative Officer
The Society of Rehabilitation and Crime Prevention, Hong Kong
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Mr K T Lai, F.I.LH.R.M (HK), M.HKloD ZE R E 4+
Independent Human Resources Consultant

Mr Weymond Lam, M.I.H.R.M.(HK) #k TR 554
Retired Human Resources Management Practitioner

Mr Li Chi Fai ZE B %4
Deputy General Secretary (Training & Development)
The Boys' Brigade, Hong Kong

Ms Florence Lin B3k & &+

Assistant Executive Director (Crisis Services)
Youth Outreach




Course Structure

Session 1 (Core) Managing People in Human Services

Course Code: 15B-C13

¢ Introduction to the current people management issues in social service sector in Hong Kong
¢ Roles and basic skills of a people manager

e Application of social work values in a manager-subordinates relationship

e Roles and functions of HR Management

Applying DISC for Team Communication (p.49)

Date: 5 January (Tuesday)
Time: 0930 - 1300 (3.5 hours)
Trainer: Mr Weymond Lam

Course Code: 15B-C14

e DISC Personality Styles - the characteristics and attributes

e Gaining self-awareness - individual personality, leadership strengths and gaps

e Gaining awareness of other personalities for communication and building relationships with
teammates of different personalities

e Application of DISC in building trust and resolving conflicts within the team

Remarks: DISC Personality System Analysis is included, which will be conducted before the workshop.

: Leadership Effectiveness with Innovation
Session 3 (Core) ..
and Principles

Date: 5 January (Tuesday)
Time: 1400 - 1700 (3 hours)
Trainers: Ms Lois Lam &

Mr Bono Yeung

Course Code: 15B-C15

¢ Introduce some models of effective leadership with contemporary principles of innovation
e Advance personal and team effectiveness by practising a principle-based approach

e Understand the various stages of team development and guide the team as a leader

e Build credibility with co-workers at all levels through leading by personal example

Session 4 (Elective) Essentials in Selecting and Hiring Right
People (p.53)

Date: 15 January (Friday)
Time: 0930 - 1700 (6 hours)
Trainer: Mr Charles Ho

Course Code: 15B-C16

¢ Developing competency based questions for the interview process
¢ Selecting the right candidate and aligning personal and organisational value in the interview

process

e Considering candidate’s career aspiration and career drive when selecting

Interviewing Skills for Hiring (p.54)

Date: 19 January (Tuesday)
Time: 0930 - 1230 (3 hours)

Trainer: Mr Hillman Chung
Guest Speaker: Ms Lois Lam

Course Code: 15B-C17

e The mindset, skill set and toolset of an effective interviewer
e The 3 stages (Prepare, Conduct and Close)

¢ Develop consistent selection criteria

e Essentials skills for conducting an effective interview

Session 6 (Elective) Partnering with HR Department for People
Management Success (p.55)

Date: 19 January (Tuesday)
Time: 1400 - 1700 (3 hours)
Trainer: Mr Hillman Chung

Course Code: 15B-C18

e The roles of the HRM function in an organisation
e The work of the HR Department
¢ Line Management vs HR Department - conflict or opportunity for people management success

Session 7 (Elective) Building a High-Performing & Harmonious
Team (p.48)

Date: 28 January (Thursday)
Time: 0930 - 1230 (3 hours)
Trainer: Mr Weymond Lam

Course Code: 15B-C19

¢ The 4 stages of team formation

e The challenges of building a team

e Leadership roles in building a team

¢ Align team values with organisational values

e Set team goals to achieve organisational

e |dentify personal contribution and team
contribution

Date: 17 February (Wednesday)
Time: 0930 - 1700 (6 hours)
Trainer: Mr Hillman Chung

Remarks: Each participant is required to study his/her organisational Vision and Mission before attending this course.

Coaching in Performance Management

Course Code: 15B-C20

Understand common challenges in performance

evaluation

e Elements of a Performance Management

Programme

e Manage performance and give feedback

: Legal Awareness - Ethical Practice in People
Session 9 (Core) Management

Job dissatisfaction, grievances and work
How coaching facilitates an effective

Coping with emotional appraisees

Date: 10 March (Thursday)
Time: 0930 - 1700 (6 hours)
Trainer: Dr Michael Kwong

Course Code: 15B-C21

e Overview of employment related legislations

e Employment Ordinance

e Equal Opportunity Ordinances: discrimination, harassment and bullying
e Personal Data (Privacy) Ordinance: managing employee’s personal data
e Ethical issues relating to employee well-being, conflicts of interest, transparency and

accountability

Date: 31 March (Thursday)
Time: 0930 - 1700 (6 hours)
Trainer: Mr K T Lai

41



42

Trainers

Mr Weymond Lam, M.I.H.R.M.(HK)
MIESE

(Sessions 1 & 6)
Retired Human Resources Management Practitioner

i Mr Lam was a seasoned human resources
management practitioner for over 30 years
before his retirement in 2014. His extensive human resources
management experience encompasses different industries
including construction, real estate, telecommunication, trading
and finance, and different cultural background. Mr Lam has
been conducting management related training courses and as
voluntary committee member for various NGOs since the early
90s. He is a member of the Hong Kong Institute of Human
Resource Management in which he served at various time as the
Vice President, Member of the Executive Council, co-Chairman
of the Professional Standards Committee and member of various
committees. At present, he is a Honorary Assistant Professor
teaching people management course at the Department of Social
Work and Social Administration of the University of Hong Kong.

Mr Bono Yeung B F I %%

(Session 2)

Supervisor (Corporate Development)

The Boys' & Girls' Clubs Association of Hong Kong

Mr Yeung has been serving in the field of
children and youth service for 20 years. He is
currently responsible for service innovation, talents and capacity
building at The Boys' & Girls' Clubs Association of Hong Kong.

Bono is a certified DISC behavioural consultant of the Institute
for Motivational Living and certified practitioner of Workplace
Big Five Profile of the Center for Applied Cognitive Studies
(CentACS), USA. And he has years of solid experience in
applying NLP, Theatre of the Oppressed and the use of art for
empowerment in social work.

Mr Hillman Chung 867X %t &

-=, e ¥ | (Sessions4,5&7)
LN Principal Consultant
< Human Focus Consulting
- :
> Mr Chung has almost 30 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 the University of Surrey. He has
been a licensed trainer of a series of programmes under an
American consulting firm and accredited practitioner of the
Myers-Briggs Type Indicator (MBTI) ® Step | & Il, a certified
administrator of DISC Behavioural Assessment and a certified
coach of Marshall Goldsmith Stakeholder Centered Coaching.

Dr Michael Kwong BME 18+

. | (Session 8)
\ DBA, MBA, FIIM, Mimgt, MCIM, MSIS, FISCM,
MHKIM, EP, Dip.M, C.Mgr, B.A.(Hon)

A . Craduated from the University of Nottingham

(UK), 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 specialised in
Marketing, Selling, Negotiation and CRM and frequently invited
to be trainer by corporations and NGOs.

Ms Lois Lam #*IE& Z*

(Session 2)
Head, HKCSS Institute

The Hong Kong Council of Social Service

Ms Lam has over 10 years' experience serving
in the social service sector. She specialises in
NGO's capacity building and cross-sectoral collaboration. She
assisted the Council to establish the HKCSS Institute in 2007
with an aim to enhance management quality of the sector. Ms
Lam has provided management consultancy on organisation
review and talent development for a number of organisations.
She is also the project-in-charge of salary survey and competency
modelling on leadership. She is a certified DISC behavioural
consultant of the Institute for Motivational Living, USA. She holds
an MSc in Social and Public Communication (LSE) and another
MSc in Business Economics (HKCU), a GDip in Management
Consulting (HKU), and a BA in Business Administration (HKBU).

Mr Charles Ho AT BAFK %t 4

(Session 3)
Global Training Manager
MTR Corporation Limited

v
oy ‘ Charles is responsible for steering different T&D
- initiatives in business hubs in order to facilitate
cross-fertilisation and build up staff competencies to accelerate
the growth of MTR operations in Mainland and overseas.

Prior to joining MTR, Charles held management positions in both
corporate and HR consultancy companies. He graduated from
HKU with an engineering degree, and acquired MBA in HKUST.
Besides, Charles was awarded British Chevening Scholarship
to study in London Business School and Cambridge University.
He is also the certified trainer of “7 Habits” and “NLP”, and
was awarded the “Distinguished Trainer” by HKMA and “Top 5
Emerging Training Leader” by US Training Magazine.

Mr K T Lai, F.I.LH.R.M (HK), M.HKloD
RERRE

(Session 9)
Independent Human Resources Consultant

-

With over 40 years of service in the people
management profession, Mr Lai is experienced
in HR management strategy, reward management, performance
management, employee engagement and succession planning.
Prior to his current role, he was the Group HR Manager of
CLP Holdings, Ltd., the parent company of China Light &
Power Group, managing the Group's remuneration policies
and practices, as well as its HR Information System. He is also
a regular speaker and guest lecturer at local universities and
professional bodies.

Certificates

e “Certificate in People Management for Non-HR Managers in
NGOs" will be issued by the HKCSS Institute to participants
who enrolled for the full certificate programme, including
sessions 1, 3, 8 & 9, and have attended at least 80% out of
the total hours of training enrolled, PLUS participated in case
study sharing and discussion.

e Attendance certificates for individual sessions will be issued to
participants who have attended 80% of the training hours required.

Enquiries
HKCSS Institute: 2876 2470 Website: www.hkcss.org.hk/institute
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® Leading Project Teams in NGOs
MRS S RBEHBARERBR

Objectives

e To adopt effective leadership mindset and acquire practical skills to lead and

manage project teams and stakeholders

Content

e Leadership mindset and building trust

Course Details
Course Code

Date

Time

Venue

Target Participants:
Class Size
Language

Fee

Fees for HKCSS
Agency Member Staff

Enquiries

"ER-ERANEEBEERORES

Four leadership modes and their application in project lifecycle
Keeping team focused on critical few and keeping them motivated
Five team conflict resolution methods

Monitoring and Improving project performance with PDCA model

: 15B-09

: 3 March 2016 (Thursday)

: 0930 - 1700 (6 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO managerial staff or project leader
: 30

: Cantonese (supplemented with English)
1 $1,000

: $920 (Enrolment received on/before

11 February 2016: $840)

: 2876 2470 or institute@hkcss.org.hk

Trainer

Mr Joseph Wong B & %4

Principal Consultant
Pro-Key Learning Services Ltd.

Mr Wong has more than 20 years
experience in education and IT services, he
has delivered hundreds of workshops to
develop leadership skills and management
knowledge for global and local organizations. Joseph is specialised
in people development of leadership skills, project management,
business planning and IT service management. He has held
management positions in education services, support services,
quality management and business development in global IT
company. Joseph is a certified Project Management Professional
(PMP), ITIL Expert and Certified Behavioural Consultant (CBC). He
holds a Master degree in Lifelong Learning and is currently pursuing
his doctorate in Lifelong Education at the University of Nottingham.
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Creative Presentation Audit (CPA)
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® Supervision Skills - Supervising Professional Workers

and Frontline Workers
BERT-BEHXRAKET

Workshop 1: ABC Basics for Supervision in Social
Work and Social Care (15B-17)

Objectives
¢ To increase understanding of theoretical framework and models of supervision
e To improve practical skills at daily supervision

Content

e Concepts: Values and Beliefs, Needs and Motivation in Supervision

e Skills: Professional Supervision Model for Social Workers, Leadership & Team
Supervision

e Local case study will be used for exercises and discussion

Workshop 2: Supervision in Practice in Social Work
and Social Care (15B-18)

Objectives
¢ To strengthen the application of supervision theories and skills at local context
e To further develop creativity in supervising subordinates

Content:

e Supervising staff with special scenarios including new staff, experienced staff,
young staff, problem staff etc.

e Coaching for supervision

e Local case study will be used for exercises and discussion

(Remarks: Attendance of Workshop 1 or previous courses on the same topics
organised by HKCSS Institute in the period of 2012-2015 is required)

Workshop 3: Using Strength-based Perspectives in
Supervision for Human Service Organisations (15B-19)

Objectives

¢ To enhance competence of skills and knowledge required to use strengths-based
practice in providing supervision

e To raise awareness of impacts and issues as differentiated from traditional
supervision models

Content:

e Apply strengths-based principles when providing supervision

e Use strengths-based tools for assessment of issues in supervision
e Conduct supervision using a strengths-based approach

e Local case study will be used for exercises and discussion

(Remarks: Attendance of Workshop 1 or previous courses on the same topics
organised by HKCSS Institute in the period of 2012-2015 is required)

Course Details

Date * Workshop 1: 21 January 2016 (Thursday)
Workshop 2: 4 March 2016 (Friday)
Workshop 3: 18 March 2016 (Friday)

Time 0930 - 1700 (6 hours each)

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 : $1,000 (each workshop)

Fees for HKCSS : $920 (Enrolment received 3 weeks

Agency Member Staff  before each workshop: $840)

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

Trainer

Ms Rita Lam Yu Kiu EF& 2+

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 and overseas countries for research,
training and strategic consultancy. Rita was the co-founder of
Hong Kong Federation of Women's Centers, Cyber Senior Network
Development Association Ltd, and Hand-in-hand Network for
Tsunami Suffering Families in Hong Kong. She is Associate Fellow of
Hong Kong Professional Counseling Association.
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Quality Customer Service - Counter Service & Telephone Enquiry (Basic & Advanced)
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- Building a High-Performing & Harmonious Team

= VARSI

Objectives

To develop leadership practices to build a high-performing team
To understand the team development and its characteristics
To align team values with organisational values

To set goals to achieve organisational mission

Content

The 4 stages of team formation

The challenges of building a team

Leadership roles in building a team

Align team values with organisational values

Set team goals to achieve organisational mission
Identify personal contribution and team contribution

Elective
Session in a
Certificate

Programme
HEREEE
BT (p.41)

Remarks: Each participant is required to study his/her organisational Vision and

Mission before attending this course.

Course Details

Course Code 1 15B-C19
Date : 17 February 2016 (Wednesday)
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 1 30

Language : Cantonese (supplemented with English)
Fee : $1,000

Fees for HKCSS : $920 (Enrolment received on/before

Agency Member Staff
Enquiries
48

27 January 2016: $840)

1 2876 2470 or institute@hkcss.org.hk

Trainer

Mr Hillman Chung $E$T3X &%
(Session 7)

Principal Consultant
Human Focus Consulting

Mr Chung has almost 30 years of work
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 programmes under an
American consulting firm, accredited practitioner of the Myers-
Briggs Type Indicator (MBTI) ® Step | & II, a certified administrator
of DISC Behavioural Assessment and a certified coach of Marshall
Goldsmith Stakeholder Centered Coaching.
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Engaging the Millennials
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® Applying DISC for Team Communication
DISCREIEEMNER

Objectives

. Toi . . Elective
o introduce DISC Personality System and explain how Geretem fn e
personality styles influence behaviours in the workplace Certificate

e To understand different ways of communication and Programme
their characteristics among team members of different [ & &RIEEE
personalities BT (p-41)

e Tolearn how to appreciate the differences among the team
and seek better solutions in managing conflicts

Content

e DISC Personality Styles - the characteristics and attributes

¢ Gaining self-awareness - individual personality, leadership strengths and gaps

e Gaining awareness of other personalities for communication and building
relationships with teammates of different personalities

e Application of DISC in building trust and resolving conflicts within the team

Remarks: DISC Personality System Analysis is included, which will be conducted before
the workshop.
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Course Details

Course Code 1 15B-C14

Date : 5 January 2016 (Tuesday)

Time 1 1400 - 1700 (3 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 $780

Fees for HKCSS : $730 (Enrolment received on/before
Agency Member Staff 15 December 2015: $670)

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

Ms Lois Lam #F&E L L
Mr Bono Yeung #F3I 54
(Session 2)

P42
(see ) 49



— @\ El &t A &fF WORKING WITH OTHERS ——
" RESRBRIES —NUSERG(EREERR)

Service Challenge Workshops - How to Handle Complaints (Basic & Advanced)
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Effective Meeting Skills
EEEC

Introduction

The most common use of meetings is to bring people together to disseminate
information, and better still if the meetings are properly conducted, the participants
will surprisingly perform well in problem-solving, decision-making and planning.
Effective meetings should achieve a superior quality of thinking and understanding by
bringing together different minds in a variety of perspectives, which eventually yields
coherent analyses, solutions, decision or plans.

Objectives

e Make the best use of multiple types of meetings (emphasis on regular meetings to
suit the practice of the social service sector)

Plan and conduct effective meetings that deliver outcomes

Equip with essential facilitation techniques and meeting management tools
Create an inviting and innovative meeting atmosphere

Follow up action items effectively

Content

¢ Introduction of major types of meetings

Objective of having meetings

Preparation for meetings

Key to effective and efficient meetings

Role play on highly customised scenarios that fit the practice of social service
sector, the training requirement of the host, and participants’ training needs

e Chairing and facilitation skills

Course Details

Course Code
Date

Time

Venue

Target Participants:
Class Size

Language

Fee

Fees for HKCSS
Agency Member Staff
Enquiries

50

: 15B-21

: 30 November 2015 (Monday)

: 1400 - 1800 (4 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: Participants: NGO Managerial and Supervisory Staff
1 20

: Cantonese (supplemented with English)

: $700

: $630 (Enrolment received on/before

16 November 2015: $560)

1 2876 2470 or institute@hkcss.org.hk
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(BN FERP.48)

Trainer

Ms Kathy Chan B2+

Co-founder and Chief Consultant
Public Communication Strategic Consultancy

Ltd (PCSC)

Kathy is an experienced public affairs
consultant and trainer who has wide
contacts with various professions, trades,
public bodies and Government authorities, as well as in the media
and political circles. She has organised training programmes for
more than 10,000 senior executives and government officials from
both private and public sectors over the years.

Ever since 2003 to now, Kathy has rendered one-to-one
communication coaching for senior executives of private and public
organisations, for instance, those of Hospital Authority (in the wake
of and after the SARS disaster), incumbent members of Executive
Council, Legislative Council and District Council. The one-to-one
coaching was well received by clients, being regarded as “highly
customised and extremely practical”.
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® An Overview of Lump Sum Grant Subvention System

BERRZDHEHRE

Objective
e To provide participants with necessary knowledge required to interpret the
application of Lump Sum Grant Subvention System

Content

e To cover an overview of the Lump Sum Grant Subvention System in SWD’s
subvented services
¢ To study the requirements of SWD’s Annual Financial Report

Remarks

e The course is not offered on the basis of first come, first served

e Screening of applications by the HKCSS Institute and trainer for eligibility for taking
the course may apply

e The course will cover SWD’s Annual Financial Report ONLY

Course Details
Course Code

* 15B-14
Qate * 2 February 2016 (Tuesday)
Time 0930 - 1230 (3 hours)

Venue * Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

* Accounting staff and non-financial professionals
responsible for or involved in the accounting
operations in SWD’s subvented organisations

Class Size 130

Language * Cantonese (supplemented with English)

Fee . $500

Fees for HKCSS * $460 (Enrolment received on/before

Agency Member Staff 15 january 2016: $420)

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

Target Participants:

Trainer

Mr Steve Lam fRERE 4

BSc (Econ), MBA, FCMA, CPA (Aust), FCPA
Deputy Director (Finance & General
Administration)

Hong Kong Society for the Protection of
Children

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 organisations. 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 an NGO and has already
had well experience in financial and management accounting,
financial management and taxation in the 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. He currently
holds the qualifications of Certified Public Accountant, Chartered
Management Accountant and Certified Practicing Accountant
(Australia).

Assessment of Financial Performance and Measurements in NGOs

FHEEBRFASNHBENREE

Objectives

Proper assessment of financial performance helps NGOs to maximise their social
impact from financial perspective and achieve their ultimate objectives in service
delivery. The course aims at equipping participants with necessary knowledge, skills
and tools required to assess and measure performance correctly by looking into both
financial and non-financial performance measurements.

Content

¢ To cover the basic assessment of financial performance and measurements used in
NGOs

¢ To introduce the Balanced Scorecard and how it can assist us in preparing better
measurement of financial performance

¢ To briefly introduce non-financial performance measures used by NGOs

Remarks

e The course is not offered on the basis of first come, first served.

e Screening of applications by the HKCSS Institute and trainer for eligibility for taking
the course may apply.

Course Details

Course Code 1 15B-15
Date : 2 February 2016 (Tuesday)
Time 1 1400 - 1700 (3 hours)

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

: Accounting staff and non-financial
professionals responsible or involved in

performance assessment in NGOs

Target Participants:

Class Size 130

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

Fees for HKCSS 1 $460 (Enrolment received on/before
Agency Member Staff 12 January 2016: $420)

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

Mr Steve Lam &L 4E

(see above)
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Induction on Occupational Safety & Health with Risk Assessment for Management
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o TRGMEENER

AES

o T{EBETMBZEERIE N

o WREFEAEBLEATMMNEEETREN

o T{EBFTMBZ iR E K

o T{ESFRTFERMER

o AT

o JEHIFEHE

o BHNEHMBAERBINDNT

o EEEMMER

*HEEEE  BREBAMEE - TESMNEAEEE  FTALBTREE

BERR 1 15B-12

B : 2015512 A18B (EHH)

=35 : 0930 - 1700(6/) )

ih Bk  EBEFEHEFEISRASABHERENE

ESEL CHRLBEEEM - RECEREEAS

HZE 1 30A

RRES T B

A : $1,000

HEHEEMEBREER © $920(WR2015F 11 A27 A Z BI# % -
F41$840)

& 1 2876 24703k FE #Hinstitute@hkcss.org.hk

wE

EEERE

RSO / RSA / Systems Auditor / RMWC
AS (class 1) / MIOSH (1997-2007) /
EE):=

FHRGEMBERAR

B R

EuL BEEBLHEN  DATRA - LA EEBETRE
ZHEMZF - WAFMELEEZE RS TRRBAH
ZHERIZM R AT ERD -

ZERANBEEEFMLZE2ET  T2EXEREERBL
f# ZHOHSAS18001 X BAZ B EHK ©

BB - TFENBLRELEEIRLRT  ZALETRBET
BT%  ETRREOEMIRE  REMYEE @K
B NEHE REEREEES -

" Effective Project Management Skills for NGOs

HERBEBNEREREERD

Objectives

e Understand project management framework and best practice to manage NGO

projects
e Acquire practical skills to improve project efficiency and effectiveness

Content

Introduction to Project Management

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

Human resources management techniques
Risk management techniques

Case study and application

Course Details

Course Code : 15B-06
Date 1 5 & 11 January 2016 (Tuesday & Monday)
Time 1 0930 - 1700 (6 hours each, 12 hours in total)

Venue

Target Participants:
Class Size

Language

Fee

Fees for HKCSS
Agency Member Staff
Enquiries

52

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO managerial staff or project leader
1 30

: Cantonese (supplemented with English)
: $2,000

: $1,840 (Enrolment received on/before

15 December 2015: $1,680)

: 2876 2470 or institute@hkcss.org.hk

Trainer

Mr Joseph Wong EE B %4
(see P45)
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" HR Practices - Legal Compliance
MEHIT—ALEREEEHR

Objective

e To understand and comply with the employment related legislations in HR

management practice

Content

e Risk areas in employment related legislations

e Compliance approaches

¢ HR policy and practice review
e Continuous contract of employment
Statutory entitlement calculation
Minimum wage calculation

L]
L]
e Equal opportunities
L]

Personal data protection

Course Details
Course Code

Date

Time

Venue

Target Participants:
Class Size
Language

Fee

Fees for HKCSS

Agency Member Staff
Enquiries

: 15B-23

: 26 January 2016 (Tuesday)

1 1415 - 1715 (3 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: Human Resources Practitioners

: 30

: Cantonese (supplemented with English)
: $500

: $460 (Enrolment received on/before

5 January 2016: $420)

1 2876 2470 or institute@hkcss.org.hk

Trainer

MrKT Lai ZREXR %K 4E

FI.H.R.M (HK), M.HKloD
Independent Human Resources Consultant

With over forty years of service in the
people management profession, Mr Lai is
experienced in HR management strategy,
reward management, performance
management, employee engagement and succession planning.
Prior to his current role, he was the Group HR Manager of CLP
Holdings, Ltd., the parent company of China Light & Power Group,
managing the Group's remuneration policies and practices, as well
as its HR Information System. He is also a regular speaker and guest
lecturer at local universities and professional bodies.

Essentials in Selecting and Hiring Right People
ATHEESTHE

Objectives

e To develop consistent selection criteria for selection of the

right candidate

e To establish a systematic approach from selection to

development

Content

Elective
Sessionin a
Certificate

Programme
&R S
BT (p41)

e Developing competency based questions for the interview process
e Selecting the right candidate and aligning personal and organisational value in the

interview process

e Considering candidate’s career aspiration and career drive when selecting

Course Details
Course Code

Date

Time

Venue

Target Participants:
Class Size
Language

Fee

Fees for HKCSS
Agency Member Staff
Enquiries

1 15B-C16

1 19 January 2016 (Tuesday)

1 0930 - 1230 (3 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Managerial and Supervisory Staff
130

: Cantonese (supplemented with English)
: $500

: $460 (Enrolment received on/before

29 December 2015: $420)

1 2876 2470 or institute@hkcss.org.hk

Trainer

Mr Hillman Chung 73X 5t 4

Guest Speaker
Ms Lois Lam #FI & 2 £

(Session 4)

(see P42)
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® Output Costing for Non-financial Managers and Professionals

54

HEMERRAM @S RERE D

Objectives

To enable non-financial managers and professionals of social service to learn the
output costing methodology for strengthening their capability to:

1. Understand cost structure of services
2. Cost service activities and outputs

3. Analyse cost for service improvement and decision making, such as
¢ Redesigning services to enhance cost effectiveness, quality and efficiency

e Changing service mix or delivery mode
e Formulating service and pricing strategy

Content

¢ Introducing output costing, methodology and tools, and the application for social

Understanding basic accounting principles
Preparing financial statements for services

service
Real life case to practise output costing analysis

Course Details

Course Code 1 15B-20
Date : 7 March 2016 (Monday)
Time : 0930 - 1230 (3 hours)

Venue

Target Participants:

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: Non- financial NGO Managers and Professionals

Trainer

Mr John Ng REIfE &4

Managing Director
Tricor Consulting Limited

Class Size 1 30

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

Fees for HKCSS : $460 (Enrolment received on/before
Agency Member Staff 15 February 2016: $420)

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

Interviewing Skills for Hiring
FEAFBENERKD

Objectives

To equip participants with a correct mindset & skill set
to conduct the interview in an effective and professional

manner

To use consistent selection criteria to select the Best Fit
To project a positive image of your organisation to all job

candidates

Elective
Sessionin a
Certificate

Programme
HEREEE
BT (p41)

To exhibit your organisation’s value during the selection and interview process

Content
The mindset, skill set and toolset of an effective interviewer
The 3 stages (Prepare, Conduct and Close)

Develop consistent selection criteria

Essentials skills for conducting an effective interview

A Chartered Management Accountant

‘ and previously, director of the consulting
Ah practice of PricewaterhouseCoopers, John

is experienced in strategic, organisation,

financial and HR management. He has developed various
management models for social service and assisted many NGOs to

implement them, including output costing for around 20 agencies.
He has provided consulting and training services to over 40 NGOs.

Course Details

Course Code
Date

Time

Venue

Target Participants:
Class Size

Language

Fee

Fees for HKCSS
Agency Member Staff
Enquiries

Trainer

1 15B-C17

: 19 January 2016 (Tuesday)

: 1400 - 1700 (3 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Managerial and Supervisory Staff
1 30

: Cantonese (supplemented with English)
: $500

: $460 (Enrolment received on/before

29 December 2015: $420)

1 2876 2470 or institute@hkcss.org.hk

Mr Hillman Chung #£T3 %4

(Session 5)

(see P42)
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® Partnering with HR Department for People Management Success
BANERBPRBEATERNKIIEH

Objective

e To help participants maximise their people management
effectiveness by partnering with their HR department

Content

e The roles of the HRM function in an organisation
e The work of the HR Department

Elective
Session in a
Certificate

Programme
BERERE
BT (p.41)

e Line Management vs HR Department - conflict or opportunity for people

management success

Course Details
Course Code

Date

Time

Venue

Target Participants:

Class Size
Language
Fee

Fees for HKCSS

Agency Member Staff
Enquiries

1 15B-C18

: 28 January 2016 (Thursday)

1 0930 - 1230 (3 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO staff at managerial or supervisory level who are

required to work with their HR Departments closely

: 30

: Cantonese (supplemented with English)
: $500

: $460 (Enrolment received on/before

7 January 2016: $420)

1 2876 2470 or institute@hkcss.org.hk

BEEBEIAFEEAR

Be an Effective Volunteer Coordinator

B

s RABBTIFEHRBZHS

s EERIHNEE/FAMNER

o BBMFEBIZERRIETLREK
o WAAIEANE TRENRE

P

o EMBHIFERBR LM — RE AR DT - &7 - £
s BEEBIHNEE/AHNKTE
o RBEEHINITZER

s BUYRMZETIEK

REF R
RERES
R

B

30 86
L

£ 4
BRES
A
HHEERERE R
B

: 15B-07

1 2016F1 A8H(EHHA)

: 0930 - 1700(6/\8)

I EABTHESBEISHESABLERBEAE
CBERIRENHERBKERT

1 30A

D EIE(LAREEE))

: $1,000

1 $920(TNA2015F12 18 HRIHRE - &(1$840)
1 2876 24703k F #institute@hkcss.org.hk

Trainer

Mr Weymond Lam, M.I.H.R.M.(HK) #k 7T & %&£

(Session 6)

(see P42)

BEAKE

EBTIFERR
ETEJIBREE

g+xe -

BEERETZF—EREEREMM
RERBIE NapHARK  FE
BEHRTIHERR - WAS

ENEKTEEE Bl kRBER  SEEEREE
BEAL  ABREHNTZE REMHEGB[EHES -
WEXREBECERBEROIBRER - WRFREKF
THERMASRHEERLILABAXRARIGEERHERX

R AR B 2 BAR o

55



25

AREMYELE STRATEGIC PLANNING

® Social Media & Digital Marketing Communications for NGOs

56

HEEBNHRERRALEELS

Objectives

Session 1 - Introduction & Applications of Channels (Course Code: 15B-25)

e To appreciate key digital marketing communications concepts

e To understand the purpose & know-how of the digital marketing communications
channels

Session 2 - Peer-to-peer Sharing & Workshop (Course Code: 15B-26)
e To improve your digital marketing communications channels through experience
sharing and moderated group discussion

Content

Session 1 - Introduction & Applications of Channels (Course Code: 15B-25)
Overview of Channels

e Social Media e Search Engine Optimisation (SEO)
e Search Engine Marketing (Pay Per Click) e Email Marketing

¢ Online Advertising e Mobile Marketing

Measuring Digital Marketing

e Google Analytics e Email report

e Social media report e PPC report

NGO Digital Landscape
e What others are doing in the NGO sector, locally and abroad?

Session 2 - Peer-to-peer Sharing & Workshop (Course Code: 15B-26)
Sharing and discussion with focus on the following digital marketing communications
channels:

Part 1

e website, SEO, SEM

Part 2

e email, online advertising
Part 3

e social media

In each session:

e Students are to present their experiences, learnings and challenges of their digital
presences

e Breakout session with moderated group discussion on how we can improve their
digital presences, with tangible, task oriented outcome.

[Homework for participants who sign-up for Session 2:

* Gather at least one digital marketing communications related work you have done
for sharing at the workshop

e Highlight the objective, strategy and Key Performance Indicator (KPI) for each
channel]

Course Details
Dates

Times
Venue

Target Participants:

Class Size
Language
Fees

Fees for HKCSS
Agency Member Staff

Enquiries

Trainer

: Session 1: 26 February 2016 (Friday)

Session 2: 9 March 2016 (Wednesday)

: Session 1:1400 - 1800 (4 hours)

Session 2: 0930 - 1700 (6 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO staff who have already had 2

to 3 years working on, or managing,
some forms of digital marketing
channels, with experiences to share and
more importantly, a lot of questions
to ask. This course is designed for
people who want to walk away with
tangible improvements on their overall
digital presence to achieve their
communication goals.

1 30
: Cantonese (supplemented with English)
: Session 1: $700

Session 2: $1,000

: Session 1: $630 (Enrolment received

on/before 5 February 2016: $560)
Session 2:$920 (Enrolment received
on/before 17 February 2016: $840)

: 2876 2470 or institute@hkcss.org.hk

Mr Patrick Tam :ZEZRE &4+

Founder and Certified Lecturer
Bonfire Media Limited

|

A

Patrick is the founder of Bonfire Media,
a provider of global digital marketing
certification courses, and a certified lecturer

of the Digital Marketing Institute. He is also
the Principal Advisor of 3 Screens Strategic Advisors, a digital
marketing consultancy that specialises in developing holistic digital
strategy. He worked with clients across many industries on a variety
of digital and integrated assignments. His diverse experience also
includes software design engineering at Microsoft and research
analysis at Lawrence & Co., a venture capital firm.
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® Branding in the Digital Era
RN mEERE

Overview

This workshop enables you to understand how a brand can facilitate success in a
competitive landscape, and develop an intuitive mindset for branding. You will acquire
the necessary mindset and skill sets to build and evolve a brand in a fast changing,

AREMYELE STRATEGIC PLANNING

digital empowered environment.

Objectives

e Gain practical insights on the changing landscape of marketing and branding
e Learn how to apply this knowledge, and integrate state of the art tools into
traditional marketing plans to fulfill unique objectives

Content

Why a brand is important to a company's overall business strategy
The key criteria for a strong brand

How to formulate a competitive brand strategy

How to manage a brand in the midst of change

¢ What is changing and why?
e How to envision change and effecting change
e Why is innovation important, how to innovate and manifest innovations

Course Details

Course Code
Date

Time

Venue

Target Participants:
Class Size

Language

Fee

Fees for HKCSS
Agency Member Staff
Enquiries

: 15B-05

: 15 December 2015 (Tuesday)

: 0930 - 1700 (6 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Managerial Staff

: 30

: Cantonese (supplemented with English)
- $1,000

: $920 (Enrolment received on/before

24 November 2015: $840)

1 2876 2470 or institute@hkcss.org.hk

HHIRE

Trainer

Ms Carolyn Butt 2&IEZ +

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 skill
sets. 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.

“Double Click Change” - Igniting and Leading Change for

Yourself and the Team
[ |2l like] —RABARBBEEERE N

Objectives

e To provide participants with advanced knowledge on change management and
effective strategies to lead change in the NGOs

e To alert participants of the changes taking place in the social service industry and
the positive mindset required when facing them

¢ To learn how to remove psychological barriers and step out of the comfort zone

Content

o Different analytic tools to identify new ecology and challenges faced by NGOs
e From sky to earth - effective strategies and leadership in leading change
e Communication skills in delivering negative messages and empowering

teammates

¢ Igniting yourself towards change and stepping out of the comfort zone

Course Details

Course Code
Date

Time

Venue

Target Participants:
Class Size
Language

Fee

Fees for HKCSS
Agency Member Staff

Enquiries

. 15B-24

1 15 March 2016 (Tuesday)

: 0930 - 1700 (6 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Managerial and Supervisory Staff
1 30

: Cantonese (supplemented with English)
1 $1,000

: $920 (Enrolment received on/before

23 February 2016: $840)

1 2876 2470 or institute@hkcss.org.hk

Trainer

Dr Suen Lap Man R R+

Principal Consultant
Vital Employee Service Consultancy

Dr Suen provides management
consultancy, training and employee
counselling for both public bodies and
private corporates such as Dairy Farm
International Holdings, MTR, China Light and Power, Civil
Service Bureau and Hospital Authority. He has made profound
studies and local research on employee wellbeing including
workplace bullying and work motivation. Dr Suen has
conducted various workshops on change management for
government departments (e.g. LCSD, Treasury) and companies
(e.g. QBE, SGS). He is frequently invited by media to give views
on management issues and writing blogs and feature articles in
websites and newspapers such as Economic Times and Recruit.

57
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® Managing Risks in HR Management
ADERNEREE

Objective

¢ To appreciate the objectives and importance of effective identification, assessment
and management of risks in HR management so as to minimise risk exposure of
the organisation.

58

Content

Definition of risks

Risk identification and assessment

Risk management strategies and review process
HR policy review

Hiring process to avoid "wrongful" hiring or any discriminatory practices
Abuse avoidance and maintenance of agency reputation

Occupational health and safety to avoid environmental, injury or fatal incident
at work

Orientation to ensure line of sight of the workforce

Proper performance management system for organisation and people capability
building

Exit management

AREMYELE STRATEGIC PLANNING

Course Details
Course Code

Date

Time

Venue

Target Participants:
Class Size
Language

Fee

Fees for HKCSS

Agency Member Staff
Enquiries

Trainer

1 15B-22

: 26 January 2016 (Tuesday)

: 0930 - 1230 (3 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: Human Resources Practitioners

1 30

: Cantonese (supplemented with English)
: $500

: $460 (Enrolment received on/before

5 January 2016: $420)

: 2876 2470 or institute@hkcss.org.hk

MrK T Lai BREZRF4

(see P.53)
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Training on Strategic Policy Research and Advocacy for Social Service Agencies
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Mr George Quek  Distinctions Asia Pte Ltd RXEZE BEETGRGEE
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MEEEE BEARERES BEREE PMI - Hong Kong Chapter
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ARy Basic Proposal Writing HipEI1EE

Personal Effectiveness Task/Result Oriented Executive Development Programme
Presentation Skills Effective Decision Making Leadership Competency Modelling
Agency Audit on Service Quality & Process Financial Decisions for Self-financing Projects Performance Management System Review &
Improvement KRN Rk Z=T8 E B 2 350 Enhancement

Strategic Planning Working with Others Organisation Review

Strategic Thinking in Practice Coaching & Mentoring Service Review

Crisis Management and Media Handling Supervisory Skills Il: Supervising Frontline and PR Audit

Social Service Innovation Professional Workers

Strategic Planning and Execution for NGOs Disciplinary Management

Effective Marketing Strategies in Service Motivating and Coaching Skills for Team

Promotion Leaders
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Application Guidelines
HEEAEA

1.

10.

11.

?\Hy %%*?E ¥ ‘H:H' (Photocopies are acceptedZ = g/ENAK) {2676 2485 -

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

HFEEARZEERE  ERANEANEREHE HBEZEARXE BEIRFER - WHEBB—EETH/RE  FORIE - BAFERANER
ER BHTENBERAXIERTIRE -

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 R 2 E R/ K IESEMR - [REBRBEF IR ZEFIRENREAE -

. Applicants are normally processed on a first come, first served basis, unless otherwise stated. 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).
W3ESINEE - Blr—RRIATERIEE I FERRE/MRIERE - RBERANEY/RENSEL B - REEELRH/FER—EHFNDRRI B
A FEHEBRTHAR (S5 0 2876 2470) ¢

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.

BREITAREN  FIEEB/RBEOERRIIZEHRBILEE - EERE  TZRNEBHAEE -

For award-bearing and professional programmes, applicants will normally go through a 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.

HEERA2ERERLEERE - —RACRBIERERF - F2HERRENGEN - THREBIEEN - DEREHRFRMEERRBEMNT - FEEAR
ERh IEAURARFE ©

Withdrawal, change of programmes, transfer of fees and seats are not allowed upon mutual confirmation of application acceptance. Applicants are required to settle
the fees by respective payment deadlines. The Institute reserves the right to issue payment advice to respective organisations for any unsettled payments after the
deadline.

—EESGEREFER - BFEETNFRLEH/RE  BREAMESH/RE  IHEALEREEEOA  c REERARNNTRBAAREHEER - 2HIREE
FREEREEELATEA  WIEHER -

Fees paid are not refundable for withdrawal or absence from the enroled programmes.

BRBGERONRERE  BARZEBBIEERE -

Certificates will be awarded to participants achieving at least 80% of the total course hours (unless otherwise specified). A statement of attendance can be issued
upon written request for those who fail to satisfy the requirement for certificate issuing.

HEFERDZNTRALN2NEREREES(BRAETHN)  KREFTEAHERNREE BFUZERNSRBFLEESR -

The Institute reserves the right to make any changes to the activity/course when necessary. The Institute also reserves the right to cancel an activity/course owing to
insufficient enrolment or other special occasions, and to notify the applicants via email. Refund of programme fees will be arranged.

WMEFRE ZERAREFFHRENADTRLH - BRMMREBERN - EEH/REABTRHEMBREASIUEZEE/RE  WUESHBARFER
ZHERR o

The personal data provided on application forms are used by the Institute only for enrolment 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 emailing to institute@hkcss.org.hk.

BRRPMRANEAER - JIHBEBIERERERBESHSHEREE - REBEAER LRGN - BEEAREARESEBAER - BEENAREE
AER - BUEEF AR SRR - WEH Zinstitute@hkess.org.hk °

Application procedures can be completed electronically in the Institute’s on-line membership system after successfully registering and being accepted as the Institute’s

member. Please visit http://institute.hkcss.org.hk for further details.
HEFEMAINSZREB LGERZRATHE - K BLKEREREMER @81 - ATRM EWE - F1B5F2E nttp/institute.hkess.org.hk

Obtain the HKCSS Institute Prospectus | s

FBIEZTHIER - I E 8 Zinstitute@hkess.org.hk

Please complete this form in BLOCK LETTER. ;A EEB LR o Name Mr / Ms

Obtain the Prospectus, find out the latest information of
upcoming courses and events of the HKCSS Institute! B 45 T F

FEHKCSS InstituteiREF it - EEARBEHARREBHER

e ‘| &t

Contact No.

Address
B Ak
| would like to obtain X A BA & H :
[] the “April - September 2016" issue Former participants of HKCSS Institute? []Yes [No
201654 A Z20165F 98 REFM & 2 BHKCSS Institute’& B2 = =
[ ] new releases of Prospectus & ¥ — HI:2 12 F i E-mail
[ ] e-version of Prospectus 322 F M} & ¥ it B
[ ] the course information by email ZEREHRZEH Organisation
HEEE
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WBERE

#, HKCSS"
%ﬁ%t@ﬂlﬁ%ﬂﬁ@ Ins’ri’ru’re**

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

A

Application for Seminar, Forum & Course | emEm
ﬁﬂ:%{r% N %ﬁ@&ﬁﬁiﬁg %%*%(Photocopies are accepted& X S/ EIA) The”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% | TRELTH - A% - BURNERESHEAEHHH - Please visit our website.

WLERETFAEERR

HKCSS Institute website ik : www.institute.hkcss.org.hk L FENE B BB AR RS o
1. Application for Seminar, Forum & Course fiz1 &  EERBEEHR A

Course Code RRE R % Programme Title & &) & 18 Fee 2H Cheque No.* X Z3E 1%

*Please issue one cheque for each course. &L — 5% s Z 3 — (B 272 -

|:| | DO NOT want to record the hour-points of the above course(s) in the “HKCSS - Citi Continuous Learning &
Recognition Scheme”. '—\Llﬁ g E E % ﬂ I# H
ARALBEEAGA ERIEZ 2MSHEEN 1T - THEERFESERHHE I ZBAAPAR -

2. Personal Particulars @l A & &

Title 7538 (] mr s [ Mrs £k [I™Ms &+ [] Mmiss /)8 [] other H#t
Name in English Name in Chinese
B A X

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

HiERTE

Job Title Contact No
i qiv i
E-mail

B

(For Application Result, Course notice & Promotion #§4 4% 52/zRF2 B A1 % & (B 15 % 1 1 EH)

Correspondence Address

piEnbaibel

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

HEREE [ N [ e [ =k [ RE [ T FERT sk A [ Hith

3. Information Updates & Z&Hl

e-Promotion EFE & Prospectus 272 F i

I do not wish to receive... [_] e-promotion from HKCSS Institute it B &35 i & 0 & (& | want to obtain the next prospectus by...

BB (] e-promotion from HKCSS (except HKCSS Institute) it B 69 B B E (2 (Erp5h) B A LW TR IEER THIZEFM -
(] e-promotion from HKCSS {Efa 5 & 1 B ¢y B 5 (& [ ] By Email 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.
RANBHARRFRZPAEER RAARM - BB RIERE -

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

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

AACHER  HEALFE BEAMIHRHBAR «

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

X ZEREE ERTSRIEH
Address #iiE : HKCSS Institute, Rm 906, 9/F Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong
EREBFHEFEISRAD ABHERE 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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