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

HERBEBETTERR B EEE

August 2016

Background

The certificate is a new programme specially designed to help
NGO staff of non-financial background who are responsible
for accounting / financial issues to master more advanced
knowledge and skills in managing NGO finance.

Certificates

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

Course Details

[EEERE(ERIEVBAEMR)

p\pproved for
Subsidy under

NGO Capacity
Development
\Fund

Objectives

e To provide more in-depth knowledge of
financial management and accounting for centre supervisors /
service managers in managing NGO finances

e To help managerial staff master budgetary control and
monitoring for making good decisions

¢ To develop appropriate strategies for funds development and
fundraising from financial perspective

e To assist centre supervisors / service managers in developing and
implementing risk-based internal control, handling disclosure
of information and public accountability with confidence

Course code: 16A-C02 to CO5

Participants:

Date: 9, 16, 23 & 30 August 2016 (Tuesdays)

Time: Please refer to individual sessions for details

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

Duration: 26 hours

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

operations of subvented and / or non-subvented services of NGOs

1. Preference will be given to applicants who enroll in the full certificate programme
2. Those who have completed HKCSSI's Certificate in Accounting Practice and Financial Management for

received three weeks
before the session
commences: $960)

HKCSS Agency Member Staff

zfilf::;:_n Non-financial Professionals in NGOs will take priority.
’ 3. Applications from target participants who can meet the above two selection criteria will also be
processed on a first come, first served basis.
Class Size: 30
Medium: Cantonese supplemented with English (Course materials in English)
Sessions 1 & 4 Session 2 Session 3 Full Certificate
(6.5 hrs, each session) (7 hrs) (6 hrs) (26 hrs in total)
Fees: $1,140 $1,230 $1,050 $4,320
$1,050 (enrolment $1,130 (enrolment $970 (enrolment $3,980

received three weeks
before the session
commences: $1,030)

(enrolment received on/
before 19 July 2016:
$3,640)

received three weeks
before the session
commences: $880)

Course Committee (2016-2017) (in alphabetical order by surname)

Ms Elsa Chan BRElE Z +

Executive Director
Hok Yau Club

Mr Steve Lam MEEEE

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

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

Ms Elizabeth Law MH JP BE £ &+

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

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

Mr Ronald Yam {E2 %4
Partner
RSM Hong Kong



Course Structure

Session 1 Budget Management and Budgetary Control and
Monitoring for NGOs

?ﬂ%
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Course code: 16A-C02

Practice of budget preparation for NGOs

¢ To practice the budget preparation and walk through the whole budgeting process

¢ To master the concern areas during budgeting process and how to tackle those areas
smartly

How to conduct budgetary control and financial monitoring for NGOs

¢ To practice the budgetary tools used in services shaping for better budgetary control
¢ To study limitation of those budgetary tools

¢ To execute the financial monitoring for how to achieve a better end result

Note: - Itis assumed that participants have already had the basic knowledge of cost
information and budgetary planning before enrolling in the course.
- For those who have not studied or have learned cost information and financial
planning before, please sign up for “Cost Information and Financial Planning for
Service Operations”(16A-14) as it is a pre-requisite for this course. Please refer to
p.52 for details.

Strategic Financial Decision-making in NGOs

Date: 9 Aug 2016
Time: 0930 - 1730 (6.5 hours)
Trainer: Mr Steve Lam

Course code: 16A-C03

Cost for short-run financial decisions and break-even analysis

¢ To study relevant costs decisions and how they assist us in making better short-run financial
decisions

¢ To master the use of break-even analysis, its application and limitations in NGOs

Strategic in price setting, analysis and making decisions for self-financing projects
e To master the techniques of pricing strategies, setting and analysis for self-financing
services and projects
e To formulate appropriate strategic financial decisions for self-financing services and
projects
Note: It is assumed that participants have already had the basic knowledge of running
self-financing services and projects.

Remarks: Pre-course preparation on price setting, and cost & benefits decision-making is
required. Pre-course materials will be provided to participants who are required to
read the materials for this course.

Session 3 Financial Perspective of Funds Development and their
Strategies for NGO's Sustainable, Long-term Growth

Date: 16 Aug 2016
Time: 0930 - 1800 (7 hours)
Trainer: Mr Steve Lam

Course code: 16A-C04

Fundamentals of fund development, different and diversifying fund sources and
their strategies

¢ To identify and describe different funds development and their sources

e To explain the strategies of how to obtain funds for NGO’s sustainable, long-term growth

Fund-raising policy, campaigns and events execution from financial perspective
¢ To explain fund-raising policy, different campaigns and events execution for NGOs
¢ To practise campaigns and events execution on how to do better fund-raising for NGOs

Session 4 Risk-based Internal Control, Disclosure of
Information and Public Accountability for NGOs

Date: 23 Aug 2016
Time: 0930 - 1700 (6 hours)
Trainer: Ms Steve Lam

Course Code: 16A-C05

How to set-up a risk-based internal control system for NGOs?

¢ To master techniques of how to set up a risk-based internal control system

¢ To study potential areas for investigations under Lump Sum Grant Subvention System
¢ To monitor financial risk for projects/activities

Disclosure of information and public accountability for NGOs

¢ To understand different perspective on internal and external reporting requirements
e To master the disclosure of information for statutory compliance

¢ To grasp the public accountability issue on financial reports

Note: Pre-course knowledge on fundamental internal control and basic guidelines given in
Lump Sum Grant Manual by Social Welfare Department is required.

Date: 30 Aug 2016

Time: 0930 - 1730 (6.5 hours)
Trainer: Ms Annie Wong

Guest Speaker: Mr Ng Hang Sau
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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
staff 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 EfE¥ &+

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
'ﬁ‘ ; | member of HKICPA and CPA Australia.

Guest Speaker

Mr Ng Hang Sau i & %4
Chief Executive Officer
The Hong Kong Society for Rehabilitation

Mr Ng was awarded Master of Social Work Degree at the University of Hong Kong. He is a Registered Social
Worker. He has been appointed as member of the Hospital Governing Committee of Shatin Cheshire Home of
Hospital Authority. He was awarded “Distinguished Alumni” of the 60th Anniversary of the Department of Social Work and Social
Administration of the University of Hong Kong in recognition of his commitment to social work profession.

Enquiries

HKCSS Institute: 2876 2470
Website: www.hkcss.org.hk/institute
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Certificate in Fundraising for NGOs

HERBEBEBIEERE

August - September 2016

Introduction

In order to be sustainable, social service organisations need to
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 NGO
practitioners who would like to expand their knowledge and
advance their practical skills on fundraising.

Obijectives

¢ 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

¢ To introduce typical fundraising tools with NGO examples

Course Details

F\pproved for
Subsidy under
NGO Capacity
Development
L Fund

Target Participants

e The full certificate programme is designed
for NGO staff working in fundraising,
communications, and donor relations at managerial or
supervisory levels.

¢ Individual sessions are suitable for NGO staff who are interested
in specific topics.

Certificates

e “Certificate in Fundraising for NGOs"” will be issued by the
HKCSS Institute to full certificate participants who enrolled
in the full certificate programme, including sessions 1, 2, 3 &
8 and have attended at least 80% out of the total hours of
training enrolled.

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

Date: August - September 2016 (Wednesdays)

Time: Please refer to individual sessions for details

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

Language: Cantonese (supplemented with English)

Class Size: 30 (Preference will be given to applicants who enroll in the full certificate programme)

Duration: 30 hours (On top of 21 hours Ifrom core courses, full certificate participants are required to select no less than

9 hours of training from elective courses)
Fees: Sessions 1, 2: 3&4 Session 5, 6 &7 (3(;: l;\lésresr?:clfjg?ng
(each session) (each session) Seestorn 6

Early bird price for Staff of HKCSS Agency Member* $880 $440 $4,180

Staff of HKCSS Agency Member $970 $485 $4,600

Non-HKCSS Agency Member $1,050 $525 $4,990
* Early Bird Deadlines: Full Certificate: 27 July 2016 (Wednesday)

Individual session: Three weeks before session commences
Course Committee (in alphabetical order by surname)
Mrs Angela Chiu &8 % Mr Timothy Ma B ##3 %4
Executive Director Vice Chairman, Hong Kong General Chamber of Social Enterprises
The Hong Kong Catholic Marriage Advisory Council Limited
Founding Executive Director, Senior Citizen Home Safety

Ms Kanie Siu, MBA, MSSDS &XBZ + Association

Chief Executive Officer

Plan International Hong Kong Ms Kris Tong BR#8&Z+
Consultant

Ms Winnie Wong &+ TREATS
Head, Communications & Resource Development

Hong Kong Red Cross



Course Structure
Fundraising Strategic Plan &

Session 1 (Core) Planning Cycle

Course Code: 16A- C06

Revisiting VMV of the organisation

Fundraising Plan: to align with agency strategic direction
Return on Investment on fundraising

Legal knowledge related to fundraising: illustrated with cases

Date: 17 August 2016 (Wednesday)
Time: 0930 - 1700 (6 hours)
Trainer: Mr Timothy Ma

Basic concept of fundraising

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

Integrated fundraising approach

Session 2 (Core) Donor Relations Management

Trainer: Ms Kanie Siu

Course Code: 16A- C07

e Importance of donor relations management e Donor database management
e |dentify your target donors e Donors’ expectations of NGOs
e Perform donor segmentation

Network Building with Target Donors

Date: 24 August 2016 (Wednesday)
Time: 0930 - 1700 (6 hours)
Trainer: Mr Timothy Ma

Course Code: 16A- C08

e Selection of suitable approaches to network and build relationships for each segment
e Corporate Donors
e Major Donors
¢ Individual Donors
e Foundations
¢ Fundraising accountability and donor due diligence
¢ Innovative models of fundraising for donor engagement

Writing an Effective Funding Proposal

Date: 31 August 2016 (Wednesday)
Time: 0930 - 1700 (6 hours)
Trainer: Ms Winnie Wong

Course Code: 16A- C09

e Developing an idea before writing

e Essentials dos and don’ts in presenting proposals

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

Presenting and Pitching by Story-telling

Date: 14 September 2016 (Wednesday)
Time: 0930 - 1700 (6 hours)
Trainer: Ms Kris Tong

Course Code: 16A- C10

e Why story-telling is effective in fundraising? e Dos and don’ts about story-telling
¢ How to use story-telling as a tool for fundraising? e Practice and presentation
e What stories and who to tell? e Feedback to presenters

Million-dollar Flag Day Fundraising

Date: 21 September 2016 (Wednesday)
Time: 0930 - 1230 (3 hours)
Trainer: Ms Kris Tong

Course Code: 16A- C11

e Formulating fundraising target & promotional e Logistics arrangement & volunteer
strategy recruitment

e Sponsorship solicitation e Crisis management

e Strategic distribution spots on flag day e Evaluation tools

Making Sense with Fundraising Events

Date: 21 September 2016 (Wednesday)
Time: 1400 - 1700 (3 hours)
Trainer: Mr Timothy Ma

Course Code: 16A- C12

e When do events make sense, and when they
don't?

e What are the resources we need?

e How do we play around with what we have?

e Measuring success

e Examples of organising:
o Charity sale
e Raffle
e Fun Day

Fundraising Projects Presentation
and Funding Proposal Pitching

Session 8 (Core)

Date: 28 September 2016 (Wednesday)
Time: 0930 - 1230 (3 hours)
Trainer: Ms Winnie Wong

Course Code: 16A- C13

Adjudicators:
e Mr Timothy Ma
e Ms Kanie Siu

e Ms Kris Tong
e Ms Winnie Wong

Notes:

Date: 28 September 2016 (Wednesday)
Time: 1400 - 1700 (3 hours)

Funders from foundations and corporate partners will be invited to vet selected funding proposals.
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Trainers

Mr Timothy Ma B #3E %4

Vice Chairman, Hong Kong General Chamber
of Social Enterprises Limited

Founding Executive Director, Senior Citizen
Home Safety Association

Under Mr Ma’s 16 years’ leadership, SCHSA is
now commented as the most successfully self-financed 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 the Project Consultant of a social
innovation and social entrepreneurship development project at
the City University of Hong Kong

Ms Kris Tong B8zt
Consultant, TREATS

Kris is the former Director and currently the
Consultant of TREATS. In the past 11 years,
she led the team to achieve an impressive
growth in funding income and have launched
different kinds of innovative projects, such as organisational
rebranding exercise, new fundraising initiatives, organisational
health index project, donors acquisition campaign and so
on. She is now serving as an independent consultant to
provide consultancy and training services to different NGOs
on capability building, including strategic planning, impact
assessment, fundraising strategies, organisation branding
and corporate partnership planning. Before joining TREATS,
Kris has obtained a wide range of experience in both large-
scale organisations and non-subvented charities in project
management, proposal writing and community networking.

40

Ms Kanie Siu, MBA, MSSDS @XE L&+
Chief Executive Officer
Plan International Hong Kong

Kanie is an expert fundraiser, marketer and
administrator. She spent 10 years working
in commercial sectors before joining Oxfam
Hong Kong (OHK) in 1998, where she helped pioneer
the application of various skills to the non-governmental
organisation sector. She became the agency’s Hong Kong Unit
Director in 2011, overseeing its fundraising, communications,
poverty alleviation programmes, advocacy and development
education. In 2013, Kanie was named OHK's Director of
Fundraising and Communications, a role in which she became
responsible for fundraising, communications and branding
strategies in Hong Kong, Macau, Taiwan and mainland China.
In 2015, she was appointed CEO of Plan International Hong
Kong. She has been conducting fundraising trainings and
sharing of development issues at universities and with various
NGOs in both Hong Kong and mainland China.

Ms Winnie Wong E&F#E &+
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
organisation. 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.

Enquiries

HKCSS Institute: 2876 2470
Website: www.institute.hkcss.org.hk
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Effective Project Management for NGOs Series
HERBEREBEERT

This series develops practical effective project management skills for NGO managerial
staff and project leaders. It consists of three sessions, each covering different important
aspects of project management and it can be taken in any order, no pre-requisite
sessions have to be taken before enrolling in any session.

Session 1 - Effective Project Management Skills
(Course code: 16A-20)

Objectives

Understand project management framework and best practice to
manage NGO projects

u—

Results/
Tasks Orientation
THER M BA

e Acquire practical skills to improve project efficiency and effectiveness

Content

Ten knowledge areas of a project

Five stages and six constraints of a project
Requirement analysis and project planning
Stakeholder management

Time management techniques

Human resources management

Risk management techniques

Case study and application to real life NGO projects

Session 2 - Applying Innovation to Projects
(Course code: 16A-21)

Objective

To learn practical innovation skills and apply them to solve
problems and enhance project outcomes of NGO projects

Content

Turning problems into innovation statements

Four ways to generate innovative ideas

Innovative ideas selection framework

Strengthening the ideas with potential problem analysis
Innovative solution implementation

ategic |
nning
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Social innovation case study and application to real life NGO projects

Session 3 - Leading Project Teams
(Course code: 16A-22)

Objective

To adopt effective leadership mindset and acquire practical skills
to lead and manage project teams and stakeholders

Content

Leadership mindset and building trust
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

Case study and application to real life NGO projects

rersonai
Effectiveness

5eq
]
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Course Details

: Session 1: 21 & 27 June 2016
(Tuesday and Monday)
Session 2: 18 July 2016 (Monday)
Session 3: 19 August 2016 (Friday)
: Session 1: 0930 - 1700 (6 hours each,
12 hours in total)
Session 2: 0930 - 1700 (6 hours)
Session 3: 0930 - 1700 (6 hours)
: Duke of Windsor Social Service Building,
15 Hennessy Road, Wanchai, Hong Kong
: NGO Managerial Staff or Project Leader

Dates

Times

Venue

Target Participants:

Class Size 130
Language : Cantonese (supplemented with English)
Fee : Session 1: $2,100
Session 2: $1,050
Session 3: $1,050
Fees for HKCSS : Session 1: $1,930 (Enrolment received
Agency Member Staff on/ before 31 May 2016:
$1,760)
Session 2: $970 (Enrolment received
on/ before 27 June 2016:
$880)
Session 3: $970 (Enrolment received
on/ before 29 July 2016:
$880)
Enquiries 1 2876 2470 or institute@hkcss.org.hk
Trainer

Dr Joseph Wong ZEHE L
Principal Consultant
Pro-Key Learning Services Ltd.

Dr Joseph Wong is a management training
expert and seasoned management
practitioner with more than twenty years’
experience in people development and
service management. He has held management positions
in education services, support services, quality management
and business development in global IT company, and holds
a Doctor of Education degree in lifelong education from the
University of Nottingham. Joseph has delivered hundreds of
trainings to NGOs and commercial organizations in the areas of
project management, team leadership, innovation and strategic
planning. He is renowned for his interactive approach and the
ability of integrating management best practices and making
them simple and easy to apply. Joseph is a Project Management
Professional (PMP) and ITIL Expert, and is certified in DISC and
MBTI.
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| |BM Leadership Workshops for NGOs in Hong Kong

IBME B EREHRBRETES

HKCSS Institute is pleased to present two leadership training workshops to local NGOs
through IBM Impact Grants.

With the increasing complexity of social problems and expectations from the
community, NGO leaders have endeavored to provide the best quality of service
with limited resources. In view of the pressing needs of cultivating organizational
innovation within one’s agency and developing collaborations with counterparts
within the sector, HKCSS Institute is proud of introducing IBM's expertise to help build
capacity of the local NGO sector.

Objective

To strengthen the leadership skills of NGO management in grooming new leaders
from within for organizational innovation and networking with other NGOs for win-
win collaboration

Content

e 3steps in finding common grounds to build team rapport and team trust
e An effective assessment tool to identify team frictions and lubricants

e Resolve team conflicts by visualizing the end in mind

Workshop 1 - Leading Organizational Innovation (16A-18)

This workshop helps identify and support creative leaders within an organization, as
well as considering the leadership risks of the new and unknown. Find out about an
innovative process that can be used with the entire team.

Content

Leadership in Today’s Environment
Cultivating Creative Leaders

Leading Innovation

Implementing Your Innovation Project

Workshop 2 - Leadership and Collaboration (16A-19)

This workshop focuses on the most current and effective trends concerning leadership
in today’s society by emphasizing the importance of collaborative skills within NGOs.

Content

Aligning with your purpose

Attributes of a leader

Understanding the power of influence
Elements of motivation

Leadership and collaboration

Creating an engaging climate

Course Details

Course code Dates : Workshop 1: 23 September 2016 (Friday)
Workshop 2: 30 September 2016 (Friday)

Time : 0930 - 1700 (6 hours for each course)

Venue : Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

Target Participants: : NGO Senior Managenial Staff

Class Size 1 30

Language : Cantonese (supplemented with English)

Fee : Free of Charge*

Fees for HKCSS : Free of Charge*

Agency Member Staff

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

* Remarks

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

e Screening of applications by HKCSS Institute for eligibility for taking the course(s)
may apply.

o Please refer to HKCSS Institute's website for details of application.

Trainer

Ms Susan Hu #/NB

Business & Technical Leadership (BTL) Partner
IBM Greater China Group

Ms Hu has 30 years at IBM in senior
professional, managerial and consulting
roles. Currently, Susan drives the planning,
pipeline identification, development, and
placement of IBM's succession planning for executives and
critical leadership positions. She consults and provides thought
leadership in areas of Leadership Talent Strategy, Develop
and Assess Leaders - capabilities and careers, Internal and
External Executive Staffing, and Manage and Execute
IBM's succession planning process.

Susan previously held the position of Organization Leadership
Consultant (OLC) with IBM’s Enterprise Leadership Consulting
from 2006 to 2012. She worked closely with IBM senior
executives and leadership teams in driving organization
change initiatives and leadership transformation programs.
Susan helped senior leadership teams build leadership and
organization capabilities that create a high performance and
instill a positive climate for growth.

Susan holds a Bachelor of Social Sciences in Management

Studies and a Master of Social Sciences in Counseling from the
University of Hong Kong.

Supporting Organization
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Situational Leadership® Il - Public Workshop for NGOs
NGOBR AL L ETEH

Introduction
Imagine leveraging the proven theory and research that has made Situational Leadership® Il (SLII®) the world's most widely taught and used leadership model,
and pairing that with a game changing new training design that immerses learners in the concepts of SLII quickly, deeply, and more effectively than ever.
That's the beauty of the newly redesigned Public Workshop process - a fast tracked and engaging way to immerse yourself in The SLII Experience™. This new
learning design reflects Blanchard’s continued research, leverages client and trainer feedback, and incorporates the best thinking available in the learning
development field.

Target Participants
NGO practitioners in leadership roles, including executives and managers at all levels in NGOs who want to master the concepts of SLII for better people
management and development.

The SLII Experience is a four-phase (LAUNCH, LEARN, PRACTICE, and MASTER) learning process that helps managers become Situational Leaders.

Objectives

e Learn a new language of leadership

e Increase the quality and quantity of conversations

e Develop others’ self-reliance

e Help others do above-average work and give discretionary effort

e Use new tools to develop solutions to your leadership challenges

e Learn how to share SLII with the people you work with and/or lead

Course Details

Course Code 1 16A-16
Dates : Day 1-21 July 2016 (Thursday)

Day 2 - 22 July 2016 (Friday)
Time : Day 1-0930 - 1800 (7 hours)

Day 2 - 0930 - 1700 (6 hours)
Venue : Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong
Class Size 130
Language : Cantonese (supplemented with English)
Fee : $6,000
Fees for HKCSS : $5,350 (Enrolment received on/before
Agency Member Staff 30 June 2016: $4,850)
Enquiries 1 2876 2470 or institute@hkcss.org.hk
Agenda
Day 1
e Learn SLII

o Skill #1 of a situational leader - Goal Setting
o Skill #2 of a situational leader - Diagnosing
o Skill #3 of a situational leader - Matching Leadership Behaviors

Day 2

e Practice SLII
e Build and deliver Leadership Style Conversations
e Build and deliver Alignment and One on One Conversations
e Practice Diagnosing and Matching Appropriate Leadership Styles
e Analyze a video case study
e Review how to master SLII by using the SLII Challenge
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Trainer

Mr Calvin Lim #R$E X %4

Consulting Associate
The Ken Blanchard Companies

— Calvin Lim, a Consulting Associate for The Ken Blanchard Companies, brings an international perspective to his clients. Based in Hong
‘ Kong, Calvin has more than 25 years of global leadership, consulting, and training experience. He has a wide base of knowledge about
. many industries, including hospitality, manufacturing, human resources, biotechnologies, IT, electronics, health care, pharmaceuticals,

telecommunications, education, software, transportation, banking and financial, and professional services. Calvin's expertise includes
leadership development, key account management, sales activity management, sales and service skills development, and mindset development. His clients
benefit from the management and consulting skills he gained prior to his role as a trainer. Calvin received his bachelor of economics degree in business
administration from University of Malaya. He is a certified administrator for MBTIR assessments and an advanced Certified Behavioral Analyst for DISC.

Guest Speaker & Facilitator

Ms Lois Lam # &&=zt

Head, HKCSS Institute
The Hong Kong Council of Social Service

Ms Lam has over 10 years' experience serving in the social service sector. She specializes 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 organization review and talent development for a number of organisations She is
also the project-in-charge of salary survey and competency modeling on leadership. She is a certified DISC behavioral consultant of the
Institute for Motivational Living and certified practitioner of Workplace Big Five Profile of the Center for Applied Cognitive Studies (CentACS), USA. She holds
an EMBA (HKUST), 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).

More than just a training course, the redesigned learning experience allows you to access to:

Blanchard Exchange (BX) - BX is an online portal that guides and enriches the Blanchard learning experience. Using our best-practice delivery methods
and time-tested product designs, it offers an easy and convenient way to receive products electronically. Now, all prework, assignments, downloads, and
participant support is housed in one convenient location.

Engaging and Reimagined Videos - 23 new, emotionally compelling videos leveraging Hollywood talent, help illustrate the concepts of SLIl. They draw

learners into characters’ challenges, helping them see how to link content into practice and provide them a clear sense of the painful ramifications of not
using SLII methods.

KeFiCB(I)anchard®

MPANIES
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® Building a Highly Effective Team
2 5 M E B

Objectives

To enhance common understanding amongst team members
To diagnose teamwork barriers and identify solutions

To align team members through a picture of the team goals
To inject a coaching culture for better teamwork

Content

e 3 steps in finding common grounds to build team rapport and team trust

e An effective assessment tool to identify team frictions and lubricants

e Resolve team conflicts by visualising the end in mind

e Prioritise and motivate for team effectiveness - The Team First and Win-Win

Analysis

e Build a positive team culture - Turn every opportunity into coaching

Course Details

Course Code
Date

Time

Venue

Target Participants:
Class Size

Language

Fee

Fees for HKCSS
Agency Member Staff
Enquiries

1 16A-11

: 2 August 2016 (Tuesday)

: 0930 - 1700 (6 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Managerial & Supervisory Staff

: 30

: Cantonese (supplemented with English)
1 $1,050

: $970 (Enrolment received on/before

12 July 2016: $880)

1 2876 2470 or institute@hkcss.org.hk

Trainer

Mr Anthony Wong E&E @54

Founder & Consultant
SIMCO Solutions

Mr Wong has close to 20 years of HR
leadership and training experience in
Hong Kong and across Asia. He was the
Department Head of HR in reputable
local and multinational companies from different industries
like Hutchison Whampoa (conglomerate), Johnson Electric
(engineering & manufacturing), Sony (consumer products),
Avery Dennison (manufacturing) and Nestle (consumer
products, retail, manufacturing and supply chain). He is also an
instructor at HKU SPACE, HKUST and HKIHRM.

Mr Wong holds a BBA degree in marketing and a Master degree
in transport. He is a Professional Member of HKIHRM, and a DDI
and FranklinCovey licensed trainer.

Working with Highly Stressed Employees -

A Guide for Managers in NGOs
HEBEITHE —HBEEAER

Objectives

¢ To define various stress symptoms of highly stressed employees

e To acquire knowledge and skills to deal with highly stressed employees and assess
possible crisis brought to the workplace

e To provide intervention or handle referral at the right time

Content

e Awareness of working stress in NGOs

Positions
e (ase sharing

Course Details

Course Code
Date

Time

Venue

Target Participants:
Class Size

Language

Fee

Fees for HKCSS
Agency Member Staff
Enquiries

Positive and negative aspects of stress in relation to productivity in the workplace
The rules of crisis assessment

Skills in coaching emotional employees with considerations to employee personality
Organisational Conflict Management in the workplace via Alignment of Perceptual

: 16A-08

: 5 August 2016 (Friday)

: 0930 - 1700 (6 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Managerial & Supervisory Staff

1 30

: Cantonese (supplemented with English)
1 $1,050

1 $970 (Enrolment received on/before

15 July 2016: $880)

1 2876 2470 or institute@hkcss.org.hk

Trainer

Mr Paul Mau B B® &£ &

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 in the “Master of Art in Professional
Counseling” programme from the Olivet
Nazarene University, lllinois of United States. He has delivered
formal Project Management Training with more than 1000
participants since 2002. Paul has also conducted various training
and seminars related to stress management in workplace,
PM’s Emotions Intelligent Series, Quality of Life at workplace,
psychological management in organisation change.
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® DISC Workplace Behavioral and Personality Analysis
DISC THET R @ R MR DT

Objectives

48

To introduce DISC Personality System and explain how personality styles influence
behaviours in the workplace

To understand different ways of communication and their characteristics among
team members of different personalities

To learn how to appreciate the differences among the team and seek better
solutions in managing conflicts

Content

DISC Personality Styles - the characteristics and attributes

Gaining self-awareness - individual personality, leadership strengths and gaps
Gaining awareness of other personalities for communication and building
relationships with teammates of different personalities

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 course.

Course Details

Course Code

1 16A-06

Date 1 22 June 2016 (Wednesday)
Time 1 0930 - 1230 (3 hours)
Venue : Duke of Windsor Social Service Building,

Target Participants:

15 Hennessy Road, Wanchai, Hong Kong
: NGO Managerial & Supervisory Staff

Class Size 1 30

Language

: Cantonese (supplemented with English)

Fee : $820

Fees for HKCSS
Agency Member Staff
Enquiries

: $770 (Enrolment received on/before
1 June 2016: $700)
1 2876 2470 or institute@hkcss.org.hk

Trainers

Ms Lois Lam #F & &+
(see P45)

Mr Bono Yeung #&F3L %%

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, people
development 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
artistic media for empowerment in social work.

Applying DISC to Team Communication and Team Building

ADISC ¥ ER » BN

BN E

Objectives

To understand DISC's application on team building and communication

To experience how different personality styles filter our perspectives in calibrating
people’s behaviours

To learn and practise the “matching and leading” approaches when collaborating
people with different DISC personality styles

Content

Application of DISC to team communication to build trust and resolve conflicts
within the team

Calibration techniques on identifying different DISC personality styles by
experiential learning games

Use of matching & leading approaches in collaborating people with the DISC
Personality System framework, with practices and feedback

Remarks: Participants must have completed DISC self-profiling before taking this
course.

Course Details

Course Code
Date

Time

Venue

Target Participants:
Class Size
Language

Fee

Fees for HKCSS
Agency Member Staff
Enquiries

: 16A-07

: 22 September 2016 (Thursday)

1 1400 - 1700 (3 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Supervisory Staff and Team Leaders
1 30

: Cantonese (supplemented with English)
: $525

: $485 (Enrolment received on/before

1 September 2016: $440)

1 2876 2470 or institute@hkcss.org.hk

Trainers

Mr Bono Yeung B FiL 4%

(see above)

Mr Wong Kon Chi &5t 4%

Community Curriculum Development
Officer

The Boys' & Girls' Clubs Association of
Hong Kong

Mr Wong is a registered social worker
(RSW), Personality Dimensions® Level
1 facilitator. With extensive experience on working with
children, youth and corporate partners, he has practised
experiential learning approach on team building and leadership
development for years. To consolidate his frontline experiences,
he has become the author of six books about Social Work Group
and Adventure-based counselling, and has provided trainings to
social work staffs in NGOs, secondary school teachers and social
work students in universities in HK, Macau and Mainland China.
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Engaging the Millennials for the Best Possible Team Performance
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Workshop on Development of a Safety Management System for Workplace
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Effective Volunteer Management - Service Debriefing Skills for Volunteer Development & Retention
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" Employee Engagement: Employment Relations

& Employee Relations
BIMBL — EREBEREE IR

Objectives

e To appreciate the different perspectives of employment relations and employee
relations.

e To achieve long-term employee engagement through implementing good
practices in employment relations and employee relations.

Content

e Employment relations
e What are the perspectives of employment relations?
e What are the formal and informal rules and conventions relating to employment
relations?
e Employee relations
e Strategic issues that need attention to achieve desired employee relationship
e HR processes and operational components that enhance employee relationship
e Merging employment relations and employee relations to achieve employee
engagement

Course Details

Course Code 1 16A-15
Date : 30 June 2016 (Thursday)
Time : 0930 - 1700 (6 hours)

Venue : Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong
Target Participants: : NGO Managerial & Supervisory Staff
Class Size 130
Language : Cantonese (supplemented with English)
Fee : $1,050
Fees for HKCSS Agency : $970 (Enrolment received on/before
Member Staff 9 June 2016: $880)
Enquiries 1 2876 2470 or institute@hkcss.org.hk

itiR RIS TIME 4 LED

Writing Techniques for NGO Publications
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Trainer

MrK T Lai R %HE

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.
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® An Overview of Lump Sum Grant Subvention System (Part I)

52

BEREDHERE (—)

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

Content

e To cover an overview of Lump Sum Grant Subvention Systems in SWD's subvented
services

¢ To study the requirements of SWD'’s Annual Financial Report

e To manage SWD'’s Accounting Inspection

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.

o Part Il of the course will be offered in the next semester. Details to be announced.

Course Details

Course Code 1 16A-13

Date : 28 June 2016 (Tuesday)

Time 1 0930 - 1800 (7 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 1 $1,230

Fees for HKCSS Agency : $1,130 (Enrolment received on/before 7 June 2016:

Member Staff $1,030)
Enquiries 1 2876 2470 or institute@hkcss.org.hk

Target Participants:

Trainer

Mr Steve Lam MEE &£

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 staff in
topics relating to financial management. Prior to joining HKSPC, he
was the Finance Manager of an NGO and had already possessed
enormous 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 relating to financial management. He currently
holds the qualifications of Certified Public Accountant, Chartered
Management Accountant and Certified Practicing Accountant
(Australia).

Cost Information and Financial Planning for Service Operations

PRI & B 2 A G A BRI 3 SR &

Objective
To provide participants with necessary knowledge required to understand budget
management, budgetary control and monitoring in NGOs

Content

e 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
e 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

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 16A-14

Date : 29 July 2016 (Friday)

Time : 0930 - 1800 (7 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 service operations

Target Participants:

Class Size 130

Language : Cantonese (supplemented with English)
Fee 1 $1,230

Fees for HKCSS : $1,130 (Enrolment received on/before
Agency Member Staff 8 July 2016: $1,030)

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

Mr Steve Lam MEBEE

(see above)
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® Managing the Talent Development and

Succession Planning Process
EEATRRRETRIER

Introduction

The course is designed for management of NGOs on how to build a steady stream
of talent pipeline for the sustainable development of the organisation. Models and
framework for assessment will be introduced. Practical examples, case analysis,
exercises and discussion will be included.

Content:

o Definition of your organisation’s talents

e From identification to development

e Building a steady stream of talent pipeline for sustainable development
e Models, framework for assessment and case analysis will be included

Course Details

Course Code T 16A-12
Date : 5 July 2016 (Tuesday)
Time : 0930 - 1230 (3 hours)

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

Target Participants: : NGO Managerial Staff

Class Size 1 30

Language : Cantonese (supplemented with English)
Fee : $525

Fees for HKCSS Agency : $485 (Enrolment received on/before
Member Staff 14 June 2016: $440)

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

AREMYELE STRATEGIC PLANNING

HHIRE

Trainer

Management Consultant
Wisharp Consulting Limited

Dr Wan is currently a management consultant
with over 20 years of management experience
in academic, public and commercial sectors.
He is keen on HR development strategies,
business model, strategic mindset, talent management and
leadership development. He has worked for The Chinese
University of Hong Kong, in the roles of Director of Industry
Liaison in the School of Hotel and Tourism Management
and Associate Professor in Management, teaching strategic
management and HRM courses at both undergraduate and
MBA levels. Besides university teaching, Dr Wan has been an
executive in an international theme park in Hong Kong and
a superintendent (training specialist) in the Hong Kong Police
College. Dr Wan is a Certified Management Consultant and a
Fellow member in the Hong Kong Institute of Human Resource
Management.

Strategic Planning DIY Workshop - From Organisational

Objectives to Operational Goals
HF KRG8 — ARBERELAAEEFER

Introduction

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

Content

e The concept of strategic planning and NGOs

e The VRIO (Value-Rarity-Imitability-Organisation) framework

e Strategic tools: Environmental scanning; SWOT analysis; Strategic canvas;
Balanced scorecards, etc.

¢ Design of a strategic plan in NGO, including transferring the organisational objectives
into departmental/unit objectives and breaking it down into operational goals

Course Details

Course Code 1 16A-17

Date 113,20 & 27 September 2016
(Tuesdays)

Time 1 1400 -1700 (3 hours each,

9 hours in total)
: Duke of Windsor Social Service Building,
15 Hennessy Road, Wanchai, Hong Kong
Target Participants: : NGO Managerial Staff
Class Size 1 30
Language : Cantonese (supplemented with English)
Fee 1 $1,575
Fees for HKCSS : $1,455 (Enrolment received on/
Agency Member Staff  before 23 August 2016: $1,320)
Enquiries 1 2876 2470 or institute@hkcss.org.hk

Venue

Trainer

Dr Johnny Wan ;8#k @+

(see above)
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Social Research Methods
HtEWERZE

Objectives

e Define the research designs and methodologies suitable for different research aims
e Employ the appropriate sampling and data collection methods

¢ Design questionnaires and refine them using the pilot test process

Content

e Overview of research process
e Principles of social research
e Conceptualisation of research study — defining the appropriate research
questions and hypotheses for policy use
e Research Designs
e Overview of qualitative research: focus group interviews and analysing and
interpreting qualitative data
e QOverview of quantitative research: survey research: primary versus secondary
data and time frame
e Sampling & data collection
e Sampling methods
e Qverview of survey methodologies
e Questionnaire Design
e Questionnaire construction
e The pilot test process

Course Details

Course code : 16A-PEQ1
Date : 3& 17 June 2016
Time 1 1400 - 1700 (3 hours each, total 6 hours)

Venue : Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

Target Participants : NGO staff

Class size 130

Language : Cantonese (supplemented with English)
Fee 1 $1,050

Fees for HKCSS Agency : $970 (Enrolment received on/before
Member Staff 13 May 2016: $880)

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

Trainers

Mr Keith Wong & FE 4

Chief Officer (Social Development),
Policy Research and Advocacy
The Hong Kong Council of Social Service

Mr Wong is currently the Chief Officer
il (Social Development) of the HKCSS. He is
responsible for three major areas of work
concerning the social service sector and the society, namely
social development, social research for service excellence, and
social impact assessment. Previously, he worked in the Council
as the Officer (Policy Research and Advocacy) and managed
different research projects. Keith received his Bachelor of Social
Science degree from The Chinese University of Hong Kong and
Master of Social Work from The University of Hong Kong. He is
a registered social worker in Hong Kong.

Mr Charles Ho fAl{&£ &t &4

Officer, Policy Research and Advocacy,
The Hong Kong Council of Social Service

Mr Ho is mainly held responsible for policy
and service research and the publication
of Policy Bulletin in the Council. Currently
he is conducting a private rental housing
policy research and a mental illness service research. Before
joining the Council, he has worked on the poverty research and
advocated for the poverty line and the low income working
family allowance in other NGOs. Besides, he was a part-time
lecturer in the community colleges or university to teach social
policy and research method. Charles received his Bachelor of
Social Science degree and Master of Philosophy in Sociology
from The Chinese University of Hong Kong.
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The Ken Blanchard Companies®

Established by Drs. Ken and Marjorie Blanchard in 1979, The Ken Blanchard Companies®is a global
leader in workplace learning, productivity, and leadership effectiveness that is best known for its
Situational Leadership® Il program - the most widely taught leadership model in the world. With
over three decades of helping leaders and organizations, more than 20 million books in print,
programs offered in more than 12 languages and clients across six continents, The Ken Blanchard
Companies® is recognized as one of the world's leading training and development experts.
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Personal Effectiveness

Constructing a Touching Story
Effective Decision Making
Working with Others
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Application Guidelines
HEEAEA

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 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 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.

—REEREER  RAENGRLGE/MIE  BRAMEH/RE ABERREEEEMA c RFEANTRRPNAREHER - RiREEN @M
BB O TR WEAHER -

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

10.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.

BERFARZIMWEAER  RUSRAEREREMEBEEKSHEEE - BREAER (LR GO - REEEESHRESEBEAER - BEEMRERE
AER - BUEEF AR SRR - WEH Zinstitute@hkess.org.hk °

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

?\HR %%*?E ¥ ‘H:H' (Photocopies are accepted#Z = F/EN7N) B RZ2876 2485 °

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 | i

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

Please fill in this form in BLOCK LETTER. 5 A EASEE I R & Name Mr / Ms

HKCSS Institute Prospectus will provide the latest
information of upcoming courses and events. pprpes

FHIHKCSS Institute REF M - EEAXRHRIRERZEHEM

e ‘| &t

Contact No.

Address
Bk

| would like to obtain 7x A 8t ZEY :

[ ] new releases of Prospectus (by mail) & 7 —Hi:R 2 F M (H %) o 52

[ ] the course information and e-version of Prospectus by email
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E-mail

ZREBRRRARFRETIRAS 25

Organisation

e




WBERE

#, HKCSS"
%ﬁ%t@ﬂﬁ%%ﬁ@ Ins’ri’ru’re**

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

N

Application for Seminar, Forum & Course |
ﬁﬁﬁtf% M %ﬁ@ &Aﬁ%ﬁiﬁ% %*%(Photocopies are accepted EZ FEHIAK) %

Application Guideline can be downloaded at our website : www.institute.hkcss.org.hk system is now activated.
Please visit our website.

B [HREBAHM] TARLTEH : www.institute.hkess.org.hk N | &
Please fill in this form in BLOCK LETTERS. 5\ FH$E B LR HK | EERDEI BB R 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”. '—\L_/ﬁ g E E % ﬂ I# ﬂ
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

Surname 24K Given Name £ (as shown on HKID Card 202 % & 178 H7T)
Organisation

HiERTE

Job Title Contact No
i qiv i
E-mail

B

(For Application Result, Course notice & Promotion #§4 4% 52/zRF2iE M1 % & (B 155 1 I EH)

Correspondence Address

beibaikile
Education Level Primary School Secondary School Post-Secondary University Postgraduate or above Other
BEIEE u NER [ hE u = u AE [ BT IA £ u Hity

3. Information Updates & Z&Hl

e-Promotion EF =&

I do not wish to receive... [_] e-promotion from HKCSS Institute it B &35 i & 0 & (&

HARRBEN (] e-promotion from HKCSS (except HKCSS Institute) # B &9 B & {2 ( S 3 5))
(] e-promotion from HKCSS {Efa 5 & 1 B ¢y BEI 5 (&

4. Declarations & #f

1. I declare that all information provided in this application form is, to my best knowledge, accurate and complete.
ARANEREWBBRZAHER KA BTERIERE -

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

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

RACHEH AR EREEHAANINZHAR -

Cheque payable to : The Hong Kon%CounciI of Social Service
T ERE ERLEREHS
Address #iiE : HKCSS Institute, Rm 906, 9/F Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong
EBEFHEFBISHRD ABLERE A EIEI06EHKCSS 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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