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Quality decision-making is undoubtedly a core competency of a manager. For senior management, members’
ability in making critical decisions, often under pressure, can directly determine the future and success of an
organization. Quality decision-making is not only a competency to be acquired but also a discipline to be
practiced. A simple yet practical framework that tested by many practical situations and experiences may help you
to approach any decisions with confidence and lead your teams to make the best decisions for organizations.

Contents

* To learn the content and process of a high quality
managerial decision

e To know the key elements in process and content quality

e To prepare you to articulate, defend, and implement the
decisions that you make

Course Details

Course Code : 17B-25

Date : 23 November 2017 (Thursday)
Time : 1430 - 1630 (2 hours)
Venue : Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Managerial Staff (Priority will be given
to HKCSS Institute ELDP alumni)

Target Participants

Class Size : 40
Language : English
Fee : Free (Only for HKCSS Agency Members )

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

Managerial

;. DECISION s
" MAKING ar
LEADERSHIP

CAROLINE WANG

Speaker

Prof Caroline Wang

Adjunct Professor
Department of Management

Hong Kong University of Science and Technology

Prof Caroline Wang was appointed as Adjunct
Professor of School of Business and Management,
Hong Kong University of Science and Technology
(HKUST) in 2003 when she was the highest ranked Asian female
executive at IBM globally. She has more than 30 years of working
experiences in the US and across Asia Pacific. Professor Wang is now
a full time Professor of Business Practice at HKUST as well as Board
Director for 4 companies in Technology, Media, Pharmaceutical, and
Fashion industries. She has taught MBA, Executive MBA, and executive
development programs at many leading universities.

During her 30 years career at IBM, Professor Wang was in the US for
15 years, and 15 years in Asia Pacific. During her tenure in Asia Pacific,
she was Vice President in charge of Marketing across 14 countries, Vice
President of Information Technology responsible for IBM internal Y2K
readiness in 1999, Vice President of Business Transformation responsible
for optimizing the US$500M annual budget to continuously improve
IBM's business results through effective and efficient business processes
and tools, General Manager of Health and Pharmaceutical Industries,
and Partner for Human Capital Management consulting practice in
Global Business Services. Caroline also served as Chairwomen of the
Asia Pacific chapter of IBM Global Women's Diversity Council which
advocated and advised on women’s advancement in leadership.

Ms Anthea Lee

Deputy Chief Executive
The Society of Rehabilitation and Crime Prevention
Hong Kong

Guest Speaker
- Anthea is the Deputy Chief Executive of the Society
of Rehabilitation and Crime Prevention Hong Kong
(SRACP), overseeing offender rehabilitation service,
crime prevention education, volunteer work and employment service
as well as fundraising events. She is also the General Manager of Bright
Services Company Limited, a social enterprise established in 1997 under
SRACP. Anthea was the student of Prof Caroline Wang when she was
pursuing an Executive Master of Business Administration (EMBA) in
HKUST on a scholarship granted by the Business School in 2015-17.
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Certificate in Accounting Practice and Financial Management

for Accounting and Financial Professionals in NGOs
HERBRESHEERMKEERERRE EAUKAEMR)

January 2018

Objectives

¢ To provide essential financial accounting knowledge and practices for participants who are involved in preparing NGO's financial
statements

¢ To provide participants with practical financial accounting knowledge and ways in discharging their roles properly in the workplace

¢ To provide an essential knowledge for participants to understand and formulate appropriate strategic financial decision-makings in
their organizations

Course Details

Course code: 17B-C02 to C0O5

Date: 11, 18, 25 January & 1 February 2018 (Thursday)

Time: Please refer to individual sessions for details

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

Duration: 28 hours

Target Accounting professionals and accounting clerical staff with basic accounting knowledge and be
Participants: responsible for finance and accounting roles of NGOs.

Class Size: 30

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

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 is designed for Level 2 and Level 3 of Accounting Professionals in NGOs.

Selection criteria: o Preference will be given to applicants who enroll in the full certificate programme.

e Participants who enrolled the full course of “Fundamental Financial Management and
Accounting Practices” in August 2017 are eligible to apply for the course.

e For Session 4 only: Non-Financial Professionals who are managerial grade or above or need
to supervise service division/unit can apply.

Sessions 1,2, 3 &4
(7 hrs)

Full Certificate
(28 hrs in total)

Fees:

$1,280 each session

$4,860

; $4,480
Fees for HKCSS Agency $1,180 (payment received three weeks before (payment received onvbefore 21 December

Member Staff: the session commences: $1,070) 2017: $4.070

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

Certificates

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

Course Structure

Financial Accounting Practices 1 Course Code: 17B-C02

e Regulatory framework of financial reporting and accounting standards relating to NGOs Date: 11 January 2018

e Basic NGO financial reporting requirements and compliance under Companies Ordinance, Time: 0930 - 1745 (7 hours)
Chapter 622 Trainer: Mr Steve Lam

e Preparation of NGO's financial statements for statutory requirements (Part 1)

34



Financial Accounting Practices 2
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Course Code: 17B-C03

S

e Preparation of NGO's financial statements for statutory requirements (Part 2)

e Mastering financial accounting records and reporting, including Annual Financial Report for
SWD's annual requirements

¢ An introduction of how to implement financial control and monitoring system in NGOs

e Skills in dealing and communicating with different non-accounting professionals in NGOs

Strategic Financial Decision-making in NGOs

Date: 18 January 2018
Time: 0930 - 1745 (7 hours)
Trainer: Mr Steve Lam

Course Code: 17B-C04

e A revisit of cost information for decision making

e Understanding of contemporary financial decision making methodology, tools and process
e (Costs and benefits for decisions

e Strategic in price setting, analysis and making decision for self-financing projects’ operations

Date: 25 January 2018
Time: 0930 - 1745 (7 hours)
Trainer: Mr Steve Lam

Course Code: 17B-C05

4.1 Internal Control - Conducting Financial Health Check

Focus on the practical knowledge and skills for participants who want to manage internal
control and financial risk management in their organisaitons. It will focus on relevant topics
and the environment in NGO with the use of SWDs' Lump Sum Grant (LSG) Manual to walk-
through and illustrate.

¢ Importance and fundamentals of internal control

* Roles of internal audit

e How to set up a risk based internal control system

e Monitoring financial risk for projects / activities

4.2 Managing SWD's Accounting Inspection and Audit of Audit

Commission

To focus on the practical management of SWD's Accounting Inspection and audit of Audit

Commission

e A practical walk-through of SWD’s Accounting Inspection and management response to
SWD’s queries

e An overview of the audit of Audit Commission in NGOs

Date: 1 February 2018
Time: 0930 - 1230 (3 hours)
Topic: 4.1

Trainer: Mr KK Leung

Time: 1400 - 1800 (4 hours)
Topic: 4.2
Trainer: Mr Steve Lam

Trainers
Mr Steve Lam MREE L4 Mr K K Leung X% 4%
BSc (Econ), MBA, FCMA, CPA (Aust), FCPA Partner

Deputy Director (Finance & General

Fan, Chan & Co.

Administration)

Mr K K Leung has been a partner at Fan,
Chan & Co. since 2001, practising CPA,
HKICPA, FCCA, LLB(UK), LLB(China). He has
over 20 years' experience in auditing NGOs,
private and public schools, church and commercial sectors.
He is well versed in the prevailing accounting and auditing
standards and disclosure requirements in connection with
NGO's financial statements, and NGO's specific projects. He is
experienced in auditing NGOs of various sizes in Hong Kong.

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).
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A2 EARFZERRE (Basic Level 2)
(FA2017E T2 HABA Y, BIAEH], 5¥15 R p.34-35)

o BEETE (Financial Accounting Practices)

o RERMBIFE IR R (Strategic Financial Decision
Making in NGOs)

o AIELEZEEMEIE (Internal Control and Risk
Management)

A3 EPEFEERE (Advanced Level)

o BIFETEE K E54E (Budget Management and
Control)

o LIBIHAEERKEMREELHME (Financial
Perspectives on Service Performance
Management and Fund Development)

o ELEHERKMMBELYE (Fund Management
and Strategic Financial Management)

o BiF%ENEIKTE (Financial Information Disclosure
and Public Accountability for NGOs)

J L

B1EZAF EFRZ (Basic Level)

o ERE:HHE (Basic Accounting Knowledge)

o MABIENGOMH &K (How to Read NGO
Financial Statements)

e REFEEIE (Internal Control)

o EEMNANMIKEEKE (Cost Information and
Financial Planning for Service Operations)

B2 P F E R (Advanced Level)

o BIFETEE K E (Budget Management and
Control)

o RBLMBIFIRE (Strategic Financial Decision-

making)

e B&FI% (Funds Development)

o RIPEFEEIBIEILE (Internal Control,
Financial Information Disclosure and Public
Accountability)
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W The University of Hong Kong

Master of Social Sciences in

Nonprofit Management

HENBRTCFEFEES)

The Master of Social Sciences in Nonprofit Management [MSocSc
(NPM)] programme is the first master degree in nonprofit
management in Hong Kong to enhance nonprofit developments in
the Asia-Pacific region and the world. Itis designed to train the next
generation of leaders for the nonprofit sector throughout Greater
China and the world.

This curriculum will address cutting edge developments in the
context of public and social innovations, strategic problem-solving,
impact philanthropy, capacity enhancement as well as effective
leadership, financial planning, social branding, organizational and
social entrepreneurship. It also offers cross disciplinary research
led teaching and connects nonprofit leaders from the field to share
experiences and insights, deepening students’ knowledge and
practice competence.

b

Application
Admission Link: http://www.aal.nku.hk/tpg/programme-list-1819
Deadline of Application:

Applicants should possess a Bachelor's degree from recognized
universities or equivalent qualifications; and preferably have three
years of relevant experience in the public, private or nonprofit
sectors.

Scholarship

1. Simatelex Charitable Foundation Scholarship in Nonprofit
Management

2. Madam Lo Ng Kiu Ying Anita Memorial Scholarships in Nonprofit
Management

NONPROFIT

Mode of Study
1 Year full-time (with intensive on-campus teaching week from

Thursday to Sunday on a monthly basis and online distant
learning, supplemented by visits and study trips)

Target Audience

* Professionals in nonprofit organisations, foundations, social
enterprises and corporations

* People who wish to gain knowledge of public governance,
effective social leadership, and managerial competencies;
and to develop the intellectual ability to apply such knowledge

Dual Degree Option

Candidates who wish to pursue a Master of Public Affairs from the
School of Public and Environmental Affairs (SPEA) at the Indiana
University (IU), Bloomington can opt for a dual degree option.

Important Dates

Deadline of online application February 28, 2018
Admission Test (rolling until quota full) March 19-23, 2018
Admission Interview (rolling until quota full) March 19-23, 2018

Announcement of results (Provisional Offer) Late March, 2018

Enquiries

Tel: 3917 5849
Fax: 2858 7604
Email: wing811@hku.hk
Website: http://www.socialwork.hku.hk/mnpm
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Coaching Clinic® Certificate Programme - To be a “Coach Manager”
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B $4,488
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EH 2876 24708k B E institute@hkcss.org.hk

L B BB XA HAM - B E$300

REAR
B L 3lMZ i Being a Coach B : 201851590

F%ﬁliﬁ*” KEIESPHABPIHNRE  DEMMABEIR —BREENLEREZER  2MEBEFEER
CBEECHENRRRERT M - TR B R

. %&%ﬂi?’rﬁﬁ — B) A B B Coaching Presuppositions

o BN A B BREE Asking and Telling Spectrum

o 4KEA — ITHEHBRIRIE Coachable Moment®

o 7{E[R)E — iE 4 CoachingFManaging

o 10IA{E A BN EEE Personal Paradigm Shifts
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HiEEEERX Coaching Conversation Model ©

[ #h R AU 438 114538 Ff Coaching Conversation 5{ERER :

1. W B 25 Establish Focus 4. SHBBEB Remove Barriers
2. IR A g€ Discover Possibilities 5. e ZE il Recap

3. #EI77E) Plan the Action

Bl 20181898

B*E%Eﬁﬂﬁﬁﬁﬁ Workplace Coaching Skill AH: 20181898 K 16H

[HmA LR |FERBERATRMZERMQuestioning 115 @ HBIBE M Al E B Discovery | EHNEH - BB
CAIVBRECHRERE - BEHEE  BRAZ  [HRIKE |KERSIERE 81

HERELER A Contextual Listening® o #4k=t @4 Providing Feedback

2435 4279 Discovery Questioning® ¢ HNEIHFEERE Messaging

JEfRMEIERS Extension Questioning * HRAEE Acknowledging

FRI4E5E S Neutral Language o SREEIEETEI X ERHE Plan and Act

HERBFITR

PCSI°(Personal Coaching Style Inventory®) HE : 201841816 H
PCSI® (Personal Coaching Styles Inventory®) AR EE B E —EABEELEFTENERTIHTAR
EEEBERE REEE(HMKCoach) BB LRI K HAREE - I B 42598 BRI 8 (X #E Coachee) & FRIER
EHERBIEOB MR BB - PCSIERFAHESA - AFBB/SHEARTME - BT RERORERSE - I
BRI ERFA - REHARALR [ HE TR EENHRBEAR -

EEEAPCSI® A TE - HERERMHOEALKRRE - sBHEEE -

o FEIE@E Directing Style o HhEAE Mediating Style

o RIAMEE Presenting Style e fii /@ Strategizing Style

B4

AL HEMRLEER Coaching in Organisation B - 2018418160

[HARIVEIR BB AER  RIEmMA LERSEBREM 2 H - MEESHAR s ERE X2 B BHR
MR EL SR - BEERRMENFEFRNNERE - RETHEHB) S BRILEIE |E2EEMCoaching

B5

KEFAECREIMZ2ERENTH  URECHEEFT L —EBYOBRAITEHS] - B -

o BHMINEEBFENBEANTHFE
s BAEHRERITRE

o {m 3 /)~ 28
Ms Agnes Chu, RCC™ RCaC

AT ERRBESEELIRTEREESE

| T RIFRMEARESHRBERRA
THEBEIFETZF BEZIMEBNBSHRER &
RERYRBEIETRAEE  FiREREENET - M8
% BlCorporate Coach U #& #{ #%[ Coaching Clinic®iE &
RIZ JRUFRFEEAD (CCLF) » 7R sE B 24k (Registered
Career Coach, RCaC) K B[R M 1 2 2 AR 48 #Worldwide
Association of Business Coaches (WABC) 2k 2 st it i %
#H#R (Registered Corporate Coach™, RCC™) o

BYEEE
Mr Tao Fan, RCC™

HETHEE HEBBEL - CFEERHFT
tERER - HEREILEREIFEREG

~

18F ERNERHRBENEE RRBHET L - WA Z LA
HIFE - SIERARERER  BEREMTE - b2 DEE
S Corporate Coach U #E##%[ Coaching Clinic®il & &%
12 M RFERN(CCLF) 2 — ° fibth B — (I B BIFR 4 1> 2 AR AE
# Worldwide Association of Business Coaches (WABC) 2
B2 M ¥ #4E (Registered Corporate Coach™, RCC™) ©

RAEHEBE R
EY PO
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Be a Certified Behavioral Consultant — DISC Certification

DISC E#1

March 2018

TR AR R

Background

Every person has distinctive characteristics and qualities, which
influence their thinking, preferences and behavior. The DISC
Personality System is a tool that aims to help individuals increase
in effectiveness as they identify and capitalize on strengths,
whilst recognizing potential limitations and blind spots.

DISC is a four-quadrant behavioral model based on the work of
William Moulton Marston Ph.D. (1893 — 1947) to examine the
behavior of individuals in their environment or within a specific
situation. People with similar styles tend to exhibit specific
common behavioral characteristics. All people share these
four styles in varying degrees of intensity. The acronym DISC
stands for the four personality styles represented by the letters:
Dominant, Influencing, Steady, Compliant.

Objectives

This course is designed for those who would like to be
a certified Behavioral Consultant (with a title “Certified
Behaviorial Consultant”). This 2-day workshop will prepare
the participants to learn intensively and comprehensively to be
qualified exponents of DISC; unlike other DISC programs that
only accredit participants to learn to use the tool.

Target Participants

NGO managerial and supervisory staff

Proficiency Examination & Assignment

i) Proficiency Examination
The participants are required to take a multiple choice
examination to ensure their understanding of the course
contents. Examination result will be sent via email separately to
individual participants in 3 weeks upon course completion. For
those who fail the Proficiency Examination will be required to
re-take the examination on web with no extra cost.

ii) Assignment
A home assignment will be sent to the participants through
email after the 2-day workshop; 2 DISC Analysis Reports,
written in “Microsoft Word” format, are required to be
submitted to IML for marking. The assignment result will be
sent through email to individual participants within 4 weeks
from the date of submission.

Certificates

e Attendance Certificate will be issued by HKCSS Institute to
participants upon 80% attendance of the 2-day training

e DISC Certification will be issued by The Institute for
Motivational Living, USA to participants who have completed
this 2-day training and passed the Proficiency Examination &
Assignment.

Characteristics

e Entitlement of using the title CERTIFIED BEHAVIORIAL
CONSULTANT (CBC) in your business card.

e Flexibility to purchase and use both online and paper versions
of the assessments via the HKCSS Institute platform

o Full use of PeopleKeys online report

e A complimentary set up of online account for future training
and consulting work via the HKCSS Institute platform

e A complimentary facilitation kit that includes training slides
(with both English & Chinese versions), trainer’s guide, training
videos

¢ Full follow up and complimentary one-on-one coaching by our
resident consultants to run your workshop or training

e A complimentary set of training props that includes DISC
Quick Identifier Cards, Activities Guide, “Who am 1?” DISC
Game Card

e Complimentary one-on-one coaching for certified consultants
using DISC for (upon request) communication skills, coaching,
leadership & management, stress management, sales training

Co-organizers:

.

»
Distinc‘:fions

TR M nea



Course Structure

Welcome & Certification Program Overview
Introduction to DISC Behavioral Styles

History, Theory & Background

Contributing Factors to Behavioral Styles
Hippocrates Theory

The Trust Model — Johari Window

Uses of the DISC Profile

Administration of the DISC Profile

9. Knowledge, Formation & Interpretation of Graphs
10. Validity of Graphs

11. Blends of DISC Styles

12. Characteristics of each Style, Motivator & Greatest Fears
13. How to recognize different DISC Styles

14. Graphs Meaning & Blends

15. Introduction to Online DISC Profiling Report

16. Steps to Graph Interpretation

17. Identify Pattern & Meaning of Special Patterns

18. Practice and Giving Feedback

19. Comprehensive Reviews

©NOoU s WN =

HwnN =

Review of Day 1

Application — case studies

Introduction of Radar Graphs of DISC

Introduction to IML PowerDISC — 7 elements of
leadership for each DISC profile

Application of DISC — Personal Development (4
Behavioral Strategies)

Building Relationship with Different Styles — Using DISC
with Teams

How to adapt to different DISC Styles

Introduction to PeopleKeys System — Recruitment & Job
Benchmarking

What's Next? - Design & customize training projects
using different DISC products

10. Proficiency Examination & Assignment Briefing

11.

Follow Up Work

12. Proficiency Examination

Course Details

Course code: 17B-C07

Date: 1 & 2 March 2018 (Thursday & Friday)

Time: 0930 — 1730 (7 hours each day, 14 hours in total)

Medium: Cantonese (supplemented with English)

Venue Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong
Class Size: 30

Fee: HK$8,100

T 7l (PSS Ay HK$7,800 (Payment received on/before 8 February 2018: HK$7,500)

Member Staff:

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

Remark: NGO Capacity Development Fund is not applicable for this course.

Trainer

Mr George Quek ZBHAR L4
Master Trainer
Distinctions Asia (HK) Limited

George is a certified Corporate Coach,
a Certified Behavioral Consultant, an
accredited MBTI administrator and practitioner and also
a certified trainer in “KnowBrainer”, an innovation and
process programme from USA. He has over 15 years of senior
management experience throughout Asia Pacific with Fortune
500 and regional companies. Companies he has worked
with before in Hong Kong/Macau include: Mass Mutual
Insurance, Dragon Air, Hong Kong Convention and Exhibition
Centre, Hong Kong CSL, Macau International Airport, Marco
Polo Group of Hotels; and in China: GT Group. He has also
provided training in India, Thailand, Korea and Singapore.
Prior to setting up his own regional training and consultancy,
he was Director of Service Quality Centre belonging to part of
the Singapore Airlines Group. George earned both Bachelor
and Master in Business Administration from the University of
Texas at Austin, USA.

Guest Speaker

Ms Lois Lam #MF & Z+
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 modelling 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).
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MILERBRZZLD - L TES

X BBAUHETIEAERE

‘BERZE"  MERTLBEAENLE  KEEFEZHINANSE  FER
XRRNTHER  BETEHEBEC  EHEEERN TG ENE 1 EHY
—RE-RNRE -UR-—FHEEEMS  ELRBERFAMAREN - HEE
ERERERAMNEELF FEXRBETE  EAPARE  HEERERM
PNEERBTE BAEEER  TEHBEZAEEN  FLSRE - BEPRUAR
Mt - RRASHETFEE ?ANNBEENMEEBLRBEER? AEEFES
EMEEZT ?
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EBLEEIFEE

HEBEE | -AEHIEXBBAL AL £ LELTNER
THEEARBHTE  ERAHRLEE TEESERRAE - &
E5H BEEREBEEATNRERBEREEN RO
BRANEDRS - BEABHBERATFLIRE £ TF
B RAAARRTRMEEE TEXAREOTR - MBI
B ERZBOIFEPRANEE  EENLINACHETE
o HTIBEETERRHEEIRES  BEERAZBITRIMEM
RBELERIIZNK - PIMEREE - AFRE  WHEE
- BRr2EEREIZERNIIMNARMNMEKT - R FERmEN
FE BAGRAKBE EFHSTFEENER ERMNE
B BERGMBEREE THEBEEE - HETEL kR
Ry I HE 2 B o

BHHESMFARERBERBLERBEER

REEZHEEEHEREEHABR - EXEBE (Professional
Supervision) T~ 8 K & & A B (Supervisor) 1% & &
(Supervisee) ME Z MW EBEE - S| M EFERET KE1RHA
DHIZRH — BB BB E K X E("Supervision Models in Social
Work") » ERREINERRE  BEERHAEHE BEBABE
XEEE REEAENINAENTE  BBEFHS - &
BREIER - HBIU AR NS FERGATHE

HETHEBERSTITH  #HE - EZKIEE - EREEN
AELE BBETEZSABBEEMNES (authority) " #EEH
XBEMEZABENREREEAKRINEHNEE @ 12
HEMHEs - BEAeEM  REMITEIE - T TIEK
Mo RMBEEEES R B BE - TBRERF - RS
A GRREA RUC B BT - ERTEHAKFE M —BUE -

HETER—ARARETNER  BEER  EXEASTSHE
MEE SKENEXEEERBEEATNER - At B
BRTEENREN  ASLBABRRIBELTNEERENR
EXBRT BEHEDE - HEVREENE  BIT - £BY
B Mt TEHENRBRE  BREREEMERME
REYNTEZE - TAMB ARG - MR AEEARSRE
FEE BRBRNAE  TEREEBLRTRESEKN  E
RARENEE - FINERR - EREBERMRT

BEZ—HAEEVERXE  AXEUNEZASRAINL
R ORERE (ournout) B3R - BIETERENER: - XBEE
NUFEBHEEEXRENAREE  EATEMRRE  HER
WML TEXELRBR

BERELLERERE BREEXAT  BHERIE - AR
BRHTITHEERENBUERNES  RERBEAER
BERBEAEARBNARABRYEERAIHENESE
BE ZEELRR  UREHEBR—MHETE REEEAE
ODMBERBHRE MBS EERBLE -

AR
(o) mkMATIEAAGT

LT Hong Kong Social Workers Association

ESTA
INCORPORATED IN 1575

494F - http://www.hkswa.org.hk

HIBERESRETHNE
DREEES RE - B
B BR - TRERF - BE
AESRE VB EHBIT
REBEBEANA  BEE THE
BeRBRNEME  BER
BEENREM

EERLANER BEE
AT EMEENBL A
SIFEYR BRERBE
REZE, TEEMTEHE
BENERL FE#®ER
FE ELERMER-

BEABRBGIBITITEUE
T FREBELUELER
THEERR W A THER
YE @{AIMNEEESD
RIT T AEm 2 BAIE B A
BREXNEBR

BEERMH-—EEHNEEY
g BWIHNTBIESIRSR
BEEZTHRAR  HEE
EHPEICHEERABNE
D XEREREBEHR - &

FERETFIRRE

EXCREL-ER:
[HETEBEEXENS EERABLETHE
B |25 M6 E

REFNLZFRMBAEEEAEBEIFRER HEIEAER
MER2014F 8 BHERNBREAESEY  HET —1BE
BrrElR Al e TEEE LIRS (Supportive Supervision
Scheme)  H—RERHBFERFAIRE  EHERABEAEN
BEEKIRASHERBER - RFANEXIR  RERFEE
ERNE 2 BERIEARGHE2EEREBMBHEMETT

— I B2 HEAEHIF D EMs. Jessica Chow (PathFinders)&
T HEIEBESRAEABTROGE  BRETHRMNIE
BHFEHEE - KEGEERBELTREFHRE - ML
BUIRAERA - B ERONRRZNEN - MEEESER
IWREEPRIEREN BEZENBAIF JERBIEE
BRTEENTRENEZN -

FEZITHRET - EXEHEEZSEFITERRE TR
Bt e TEESE  BETKRIEE  EAgEMKRIREL
€ T{EEE ] (Certified Social Work Supervisors) » A&
STEBEZAMHEETER - (FA—EALIHEEE =
ERE-MEAGNREMBRE HESROM  thBAH
BEENRE -

@é%ﬁ%ﬂ’ﬁ%%%ﬂﬁ
° Hong Kong Academy of Social Work
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Supportive Supervision Scheme 2.0  Svrroruve

SUPERVISION

Certified Social Work Supervisors-in-Training Course SCHEME

(RIEARRRHERA)

Curriculum

Training Seminars (10 modules)

Professional Supervision

4. Competencies in Clinical Supervision

5. Ethical Issues in Supervision

6. Striving for Excellence: Getting the Best in
Professional Supervision

7. Effective Performance Management

Handling Complaints & Conflicts Management

9. Getting it Right — Managing the Supervisory

Relationship

2

Schedule 10. Supervision in Different settings
24 November 2017 — 17 March 2018 Training Course

02 January 2018 — 31 October 2018 Supervision by Consultant Supervisor

Trainers

Dr. Agnes NG, Prof. TSUI Ming Sum, Dr. WONG Qi Ling, Dr. Ernest W. T. CHUI,
Prof Joyce MA , Ms. Edith CHOW, Dr. WONG Lai Cheung, and Consultant Supervisors

Eligibility

* Hold a bachelor degree in social work or above;

* A minimum of 5-year frontline experience;

e Demonstration of commitment to ongoing professional
development;

* |n a supervisory role and have at least 2 supervisees (social
worker) by the start of the course.

Closing Date: 31 October 2017

More Information & Enquiry:
Website: www.hkswa.org.hk
Email: hkswa@hkswa.org.hk
Tel: 2528-1802

* For those who are interested but could not fulfil the eligibility to enter the Supportive Supervision

Scheme 2.0, you may consider joining the training seminar only.

Course Fee
Course Option Membership Regular Early Bird (by 30 APPLICATION
September, 2017) Full course
Full Course Member of HKSWA ~ HK$18,000  HK$16,000 https://goo.gl/JJsdEf
Non-member of HK$20,000 HK$18,000 o .
HKSWA Training seminars only
Training Seminars (10-module)  Single price HK$5,000  N/A https://goo.gl/Lsz8Dq
“Attendance Certificate of
Professional Supervision"
will be awarded
Training Seminars Single price HK$600 N/A

(individual module)

. 2
Organizers Z/g\\ EBUETHEAAGSE

i '\ Hong Kong Social Workers Association
INCORPORATED I 1575

o BEEMBIHERER
° Hong Kong Academy of Social Work
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® Management Competency Assessment through Using WorkPlace

Big Five Profile™

hY AY h = 32 Ab
ERBEAAMRD TG EEBEED
Introduction

Developed in the USA by the Center for Applied Cognitive Studies (CentACS)
since 1993, the WorkPlace Big Five ProFile 4.0™ is the leading personality
assessment based on the Five Factor Model of Personality which has become

the standard for psychologists. The WorkPlace was specially written in
workplace terminology to be used for business applications, such as:

46

Team Building

Leadership Development
Performance Coaching

Job Selection and Hiring
Succession Planning

Management / Supervisory Training
Conflict Management

Objectives

To facilitate individuals understand better themselves and others at work
per competency-based assessment through workplace big five profiles
To recognise the people values that individuals bring to others and the
context because of our unique personality diversity

To assist individuals in people management and planning strategies for
capitalising on strengths and minimising relatively weaker areas

Contents

All participants are required to complete an online self-assessment of
WorkPlace Big Five in English prior to taking the class

An overview on Workplace Big Five profile and its applications

Brief on the 5 Super-traits and 23 Sub-traits of the WorkPlace with
interactive exercises to learn and self-reflect from the reports generated
Small group discussion to facilitate the interpretations of the traits (natural
energy/ capacity) in relation to the selected management competencies in
the workplace

Course Details

Course Code

1 17B-04

Date : 8 February 2018 (Thursday)
Time : 0930 - 1700 (6 hours)
Venue : Duke of Windsor Social Service Building,

Target Participants:

15 Hennessy Road, Wanchai, Hong Kong
: NGO Supervisory Staff and Team Leaders with
people management responsibilities

Class Size 130

Language : Cantonese (supplemented with English)
Fee 1 $1,600*

Fees for HKCSS : $1,450* (Payment received on/before 18
Agency Member Staff ~ January 2018: $1,300%)

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

*Remarks: Fees of WorkPlace Big Five assessment and three reports included

(RIEABRRRHEHERA)

Trainer

Ms Fonnie Wong 582+

Executive Coach & Trainer - People Development & Org
Effectiveness

Distinctions Asia (HK) Limited

Fonnie is a seasoned and passionate Executive Coach
and Trainer who has diverse professional ranges of
HRM, HRD, OD and consultancy experience spanning
across Asia Pacific countries. Her motto of “Be Yourself ~ Be Authentic ~
Be Congruent” processing with essential communication and collaboration
breakthrough has rooted her passion to propel sustainable people
development and organisational effectiveness with clients.

In her one-on-one and group coaching, she is experienced in integrating
Workplace Big Five profiles and facilitating the clients in knowing
themselves, becoming aware and communicating congruently. She is a
Certified Facilitator on Workplace Big-5 from CentACS, Certified Meta-
Coach and Neuro-Semantics & NLP Trainer from The International Society of
Neuro-Semantics®, Certified Trainer on Enriching Programme from Virginia
Satir Global Network, etc. For workshop facilitation, she is focusing at
people development topics such as Leadership, Relationship Management,
Communication, Mind-Body-Emotion, Employee Wellness, etc.

Facilitator

Ms Lois Lam #*IE& &+

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 modelling 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).
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® Managing Conflicts in Human Service Organisations

HERBEBNASERER

Objectives

¢ To understand how perceptions and biases create and escalate conflicts, especially in human service organisations

¢ To adopt effective approach to prevent, manage and resolve conflicts

Contents

¢ Understanding conflicts in human service organisations

e Understanding perceptions, biases, natural development and escalation of
conflict

Five levels of conflict and five conflict management approaches

ABCD constructive conflict resolution model

Conflict prevention in human service organisations

Case study and application in human service organisations

Course Details

Course Code 1 17B-12

Date 1 16 November 2017 (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 1 30

Language : Cantonese (supplemented with English)
Fee : $1,090

Fees for HKCSS 1 $1,010 (Payment received on/before 26
Agency Member Staff ~ October 2017: $920)

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

Trainer

Dr Joseph Wong EEHE L

Principal Consultant
Pro-Key Learning Services Ltd.

Dr Joseph Wong is a management training expert and
seasoned management practitioner with more than
twenty-five 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 trained more than 10,000 professionals and managers in
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), Agile Certified Practitioner (PMI-
ACP), certified Scrum master, advanced DISC practitioner and behavioral
consultant, and MBTI administrator.

Engaging a Multigenerational Team to Bring Out the Best from Gen X, Y and Z

MRS KRS EE  BIEBRER
Introduction

[t's 08:55, Monday morning, you walk into the lift bumping into three of
your team members. It's a “good morning, how are you?” from the Gen X
colleague, a simple “hi” from a Gen Y, and a Gen Z just give you a barely
noticeable eye contact and a mild nod in a split of a second before refocusing
on the mobile phone screen...

Yes, this is the most challenging time in history for leaders to effectively
deliver results through their team with members from all of Gen X, Y and
Z. They have different beliefs, characteristics, styles, behaviors and ways of
doing things whilst working side by side on a daily basis.

With that said, successfully making the multigenerational workforce gel
and effectively orchestrating to deliver great team results will be a definite
competitive edge.

After all, it's not rocket science. We are just all human. Come join us to learn
some effective ways to engage a multigenerational team to deliver great
team performance!

Course Details

Course Code : 17B-27

Date : 9 March 2018 (Friday)
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 : $1,090

Fees for HKCSS : $1,010 (Payment received on/before 15

Agency Member Staff
Enquiries

February 2018: $920)
: 2876 2470 or institute@hkcss.org.hk

(RIEABTRBEHERA)

Objectives

Understand the different beliefs and characteristics of Gen X, Y and Z in
the workplace and learn the behaviors, steps and tools that help engage a
multigenerational workforce for great team performance.

Contents

¢ The challenges of managing a multigenerational workforce

e Strengths, weaknesses, likes and dislikes of Gen X, Y and Z

e Understanding to remove misunderstanding — 7 steps to minimize
biases and maximize team output

e Effective communication and conflict management for a

multigenerational workforce

Creating activities to tackle generational gaps in the workplace

Goal alignment — Stop disagreeing to agree, start agreeing to disagree

Building a team with different beliefs, different styles, but same values, same goals

The 5 habits of highly effective multigenerational team leaders

Trainer

Mr Anthony Wong EEf# % £
Managing Consultant
SIMCO Solutions

Mr Wong has close to 20 years of HR leadership and
training experience in Hong Kong and across Asia. He
has been 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, CUHK, PolyU 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.
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® DISC Workplace Behavioral and Personality Analysis
DISC TAFTREE K48 2 47

Objective

e To learn about DISC personality styles, gain self-awareness and awareness
of other personalities for better communication and teamwork

Contents

e I|dentification of individual personality, strengths and areas of development
through DISC assessment and report
e Understanding the characteristics and attributes of different DISC

personality styles

e Tips on working with different DISC personality styles

Course Details

Course Code
Date

Time

Venue

Target Participants:
Class Size
Language

Fee

Fees for HKCSS
Agency Member Staff

Enquiries

1 17B-10

: 19 January 2018 (Friday)

1 0930 - 1230 (3 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Managerial Staff

130

: Cantonese (supplemented with English)
: $840

: $790 (Payment received on/before 29

December 2017 : $720)

1 2876 2470 or institute@hkcss.org.hk

Remark
DISC Personality System Analysis is included, which will be

conducted before the course.
Trainer

Dr Joseph Wong EHEHE L
(see P47)

DISC Workplace Application for Team Building

DISCI{E

Objective

RESZRERNER

e To apply DISC knowledge to build teamwork, improve communication and

enhance leadership

Contents

e Working with different DISC personality styles
e Communication with different DISC personality styles
e Coaching and leading different DISC personality styles

Course Details
Course Code

Date

Time

Venue

Target Participants:
Class Size
Language

Fee

Fees for HKCSS
Agency Member Staff

Enquiries

1 17B-11

: 19 January 2018 (Friday)

1 1400 - 1700 (3 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Managerial Staff

: 30

: Cantonese (supplemented with English)
1 $545

: $505 (Payment received on/before 29

December 2017: $460)

1 2876 2470 or institute@hkcss.org.hk

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

Trainer
Dr Joseph Wong EEHKiE+

(see P47)



Situational Communication and Influencing Skills
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it iR RIS T mnRREE

Writing and Editing Techniques for NGO Publications

LM
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SL:y)
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EFBEIGETEAR

Be an Effective Volunteer Coordinator
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® Lump Sum Grant Subvention System - Best Practice Manual &
Application for Lotteries Fund

BERFEMHE — REITEIRRSESRRHEE

Objective

To provide participants with necessary knowledge required to understand the
execution of Lump Sum Grant Subvention System

Contents

e To study SWD statutory report requirements and compliance (other than
Annual Financial Report) in annual submission

¢ To cover the reporting requirements of Social Welfare Development Fund

¢ To have an overview of Best Practice Manual and its compliance

e To cover an overview of the Major Grant and Block Grant of the Lotteries
Fund, their usage, application and reporting requirements

Course Details
Course Code

Date

Time

Venue

Target Participants:

Class Size
Language
Fee

Fees for HKCSS
Agency Member Staff

Enquiries

1 17B-01

: 27 October 2017 (Friday)

1 0930 - 1745 (7 hours)

: 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

1 30

: Cantonese (supplemented with English)

1 $1,280

: $1,180 (Payment received on/before 6 October

2017: $1,070)

1 2876 2470 or institute@hkcss.org.hk

SHBRFERBRCBERRERTRE

Proposal Writing - Competitive Bidding

B# RE
o ZHEER AITEBITR? o BRBERERENOFRE
o EIBE - AITELA o EREE

s F—RIBEF UNEHEHRLK o BERBEM MK

BEGHSZ[HBIZIEE o H2HEKITBIENKRBRERE
H & R & s
o HEFIZE
Y=
RERI : 17B-09
=R 1 201851 A30R (28 D)
B 1 1430 - 1730 (££3/)\E)
1th 2 BB EEFBISRES ABLEREAE
ESE DRI RHEER L EDT C RSCIERATREEAS
A 1 30A
BRES P BiE
#A : $545
HBEEMER  $505 (WR201841 A9B sk Z T4 - B(1$460)
EEA
=H 1 2876 24703 E Hinstitute@hkcss.org.hk

(RIZABRRBRHEIRA)

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 NOT cover SWD's Annual Financial Report

e Participants are not required to study “Lump Sum Grant
Subvention System — An Overview of Basics and Latest Updates”
before taking this course

Trainer

Mr Steve Lam #EE L4

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).

REEZL
EEHBEEERSLERHH
meE

A BEELTES TETRELEST - #
‘ . EHERERB5F  SREAEALT o
: BREISAME EEES  ABREHE

- SRS THECER SRR - MY

EHERL BRLTRERERISYE N SBRETIAIF -
BEIMTFEOEMEES  BRERTRARNEFAE  EH
ARG EEIZEM o i ERA A BEREEEY - HRREE

BiEkes  WEBLRESHERSZXL  HKEES -
BERB L+
EEHBEAERSLERHH
AR AR ES

ST B20F A ERERBEOLR
ERENRBUNRELRRE - BN
HARH Rt e XM - B20006FE2
HARKERBBLNHEFERBITIE &
FEMEPINRFEFT ARG HIRITE ©
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Digital Marketing for NGOs Series
HERBRIEEELERT (

Introduction

This series is designed for NGO practitioners to upgrade their knowledge and skills in digital and social media marketing to cope
with the challenges and dynamics of the changing market. It consists of three workshops, with one introductory and two thematic
workshops addressing specific pain-points of using digital marketing channels. Those who have no prior knowledge of digital

e
S

BARREHESRA)

marketing or hands-on experience are highly encouraged to take the first workshop.

Objectives

To address common challenges and pain-points of NGOs, e.g. lack of

Course Details

Course Codes 1 17B-05, 06, 07

resources (time and staff), budget constraint, knowledge gap on new Dates : Sessions 1 & 2: 15 November 2017 (Wednesday)

digital marketing strategies and tactics, inability to measure campaign Sessions 3: 23 November 2017 (Thursday)

effectivenessf strluggle to prove Return on Investment (ROI) in'Fernally Time . Sessions 1 & 3: 0930 — 1230 (3 hours each)
e To pgt tlhkeoneshmto cases, and alfLOWdNG'OT to tkak(? away WI'Fh solid and Sessions 2: 1400 — 1700 (3 hours)

practical know-hows to improve their digital marketing campaigns Venue - Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong
. . . . = Target : Session 1:
Session 1 - Overview of Dlgltal Marketlng %lﬁ,.%g{;i} Participants Any NGO staff who aspires to get basic knowledge
ﬁgum% (Course code: 17B-05) of digital marketing and/or keep up with its latest
trends

Contents Sessions 2 to 3:
e Basic knowledge of digital marketing NGO st_aﬁc with hands-on experience of d_igital
¢ How is digital marketing for NGOs different? marketing ;lflwannetls (Pleasednpter;[hat basic
e Latest digital marketing trends and statistics — where the world is heading? ) concepts W_' not be covered in these two sessions)
¢ Introduction on digital marketing strategies and tactics that you do not Class Size : 30 per session

want to miss, e.g. do pay-per-click (PPC) for free with Google Ad Grants, Language : Cantonese (supplemented with English)

promote your best content on social media, awaken emotions through Fee : $545 / session

video, email marketing, build mobile friendly online assets, track success Fees for : Fees for HKCSS Agency Member Staff: $505 /

with Google Analytics HKCSS Agency  session (Payment received three weeks before the

Member Staff:  session commences: $460)
. . . . o Enquiries 1 2876 2470 or institute@hkcss.org.hk
Session 2 - Social Media & Content Marketing # 3%
IREE R WA 8 (Course code: 17B-06) _
Trainer

Contents

Understand the importance of quality content with case studies

Social media as the key strategy of content marketing, and how to
implement it?

Introduction of major social media platforms e.g. Facebook, Instagram,
YouTube, Whatsapp, WeChat, Snapchat, Linkedin, Weibo

What are social listening, KOL management and audience engagement?
How to measure success of social media campaigns?

Session 3 - SEM/PPC vs SEQO¥E S 5| & §/ i BRI E
& vs £ E5| 281t (Course code: 17B-07)

Contents

Basic knowledge of Search Engine Marketing (SEM/PPC)

Basic knowledge of Search Engine Optimisation (SEO)

How to drive quality traffics to your online assets through search engine?
Deep-dive on SEM/PPC campaign management, e.g. keyword research,
ad copy writing, budgeting and scheduling, keyword bidding, targeting,
landing page, tracking and analytics

Common myths on SEM

Ms Cara Cheng BfEZ#z+

Channel Partner
Greater China Region

Facebook

Ms Cheng is a digital marketing and technology
entrepreneur with 11 years of experience
and expertise on cross-channel strategy and
optimisation, including SEM/SEO, social media, mobile marketing,
email marketing, analytics & data. Cara is the founding and senior
management team of iClick Interactive, a leading performance marketing
company in Asia, with 600+ employees in 9 offices, managing digital
marketing campaigns for 2,500+ clients globally. When she managed
key Accounts at Yahoo! HK, her clients included Citibank, American
Express, Estee Lauder, LaneCrawford, Burberry, NIKE, eBay, Asia Miles, HK
Disneyland and HK Tourism Board. In 2016, Cara founded Digital Cause
to help the nonprofit sector to leverage the power of digital on achieving
social missions. Cara holds an MBA and a BA in business administration
and economics.
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® Adopting Agile and Scrum Practices in Project Management to

Boost Productivity, Engage People and Deliver Values
EEEEER — A EEE HmENE (BIRABRIBHETIRA)

Objectives Trainer
¢ Understand and appreciate basic Agile and Scrum values and practices
e Adopt Agile and Scrum values and practices to boost productivity, engage

people and deliver values Dr Joseph Wong HHH#+

Principal Consultant

Contents Pro-Key Learning Services Ltd.

e Agile manifesto and principles
o Value individuals and interactions over processes and tools
o Value valuable service over comprehensive documentation
o Value stakeholder collaboration over contract negotiations

Dr Joseph Wong is a management training expert
and seasoned management practitioner with
more than twenty-five years' experience in people

o Value responding to change over following a plan development and service management. He has
e Scrum values and practices held management positions in education services, support services,
o Focus, courage, openness, commitment and respect quality management and business development in global IT company,
o Sprint planning, daily scrum, sprint review, sprint retrospective and holds a Doctor of Education degree in lifelong education from
e Self-organizing team and collaborative team space the University of Nottingham. Joseph has trained more than 10,000
e Stakeholder engagement, information radiator and user stories professionals and managers in NGOs and commercial organizations
e (ase study and application to human service organizations in the areas of project management, team leadership, innovation and
What is Agile and Scrum? strategic planning. He is renowned for his interactive approach and
o Agile management is an iterative, incremental method of developing and the ability of integrating management best practices and making them
managing service or product in a highly flexible and interactive manner simple and easy to apply. Joseph is a Project Management Professional

(PMP), Agile Certified Practitioner (PMI-ACP), certified Scrum master,
advanced DISC practitioner and behavioral consultant, and MBTI
administrator.

e Scrum is an agile process framework to address complex adaptive problems
and deliver service or product of the highest possible value productively and
creatively

e Training is based on worldwide best practice of Agile Project Management
and The Scrum Guide, and adapted into human service organizations

Course Details

Course Code 1 17B-14

Date : 2 February 2018 (Friday)

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 : $1,090

Fees for HKCSS : $1,010 (Payment received on/before 12 January
Agency Member Staff  2018: $920)

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

ScrumEEBPEMEREHTFRNER, RERABNAELEREINGINAR, RETHEKE
fE, "B RABENEE, BTBHH - ScrumiIfle, SARARHHREIER, A REEBREHLME
FAE > Scrume R E B B MEIEIESR (Agile Framework), EARAIBE REK AE R AL T E
K& pa] AREAER - AIFTA TESE - ScrumiERERMEE, BT A ER -

H—AEHRENBREFRUYER]  ERTHENERT - XHLERTHEARRER  ®
Balscrum]X[BRUYEE]|  BSREVERZLERRN  SREDMBEALZN - BTRHAE ARA
BE PTHREBRER  8ZHMR157E  MALRELSELY @R EETHENEG R E —KHE
817 scrum ERERARZBEBNED, B RERERER A —F*HEHMENS -

BR MR Scrum — The Art of Doing Twice the Work in Half the Time
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" Professional Image and Business Etiquette for Stakeholder Engagement

54

NGOTTBAEBMNERXRTLENEHEE

Introduction

Positive visual appearance and appropriate business etiquette can make
impact. Cross-boundary interactions in the NGO sector are getting more
common. Nowadays, many senior executives of social service agencies need
to reach out to a variety of stakeholders, ranging from government officials,
donors, corporate sponsors, volunteers and even care-giver of service
recipients. A great professional image not only gives you more confidence,
but also helps you present yourself more competently and promotes your
effectiveness and credibility with your stakeholders.

Objectives

e To enhance credibility by polishing professional image and understand its
impact on their professional success

e To acquire the world-class etiquette intelligence tactics

e To understand how to create positive personal brand

Contents

e Dress for Success — learn the impact of visual appearance, effect of colour
psychology, importance of applying different types of dress codes in
attending different business occasions

e The Protocol School of Washington® approach for building positive and
successful business relationships include professional handshaking, eye-
signals, name cards exchange, making introductions, and small talks tactics

e Executive Presence — learn the key elements to build your professional
wardrobe, leverage professional appearance and business etiquette skills to
an executive polish

Dining Etiquette for NGO Executives

(RIEARREHEIRRA)

NGOTTBAEMNEREE

Introduction

In the corporate world, polished dining skills are very important for social
networking and stakeholder engagement. This custom-tailored workshop is
an interactive tutorial meal with real-life setting and lively demonstration. It is
designed to prepare participants to face any business or social cocktail party,
reception or networking event with confidence and poise.

Objectives

e To introduce the social etiquette involved from extending invitation to
reception of guests for dining

e To practise executive dining etiquette skills required in the corporate world

Contents
*Adapted from Dine Like a Diplomat® - The Protocol School of
Washington® Tool
e Host and Guest Duties
o Dining Invitation
o Table Setting — silverware savvy
0 Seating Guidelines
e Styles of Eating — America and Continental
o How to use the forks and knife for different styles of eating
e Other Dining Tips
o Arrival time, Dress for dining, Small talk topics — dos & don'ts

o Toasting
o Effective Business Meal Tactics

Methodology:
Experiential learning with dining in action, observation and feedback and
action plans for improvement

Remark:
A 4-course lunch menu and one glass of white wine will be provided for each
participant in this dining workshop.

(RRATRIBEIURAE)
Course Details

Course Code 1 17B-16

Date : 6 December 2017 (Wednesday)
Time 1 1430 - 1730 (3 hours)
Venue : Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

Target Participants:  : NGO Managerial Staff (both male and

female)
Class Size 1 30
Language : Cantonese (supplemented with English)
Fee 1 $545
Fees for HKCSS : $505 (Payment received on/before 15
Agency Member Staff ~ November 2017 : $460)
Enquiries : 2876 2470 or institute@hkcss.org.hk
Trainer
Ms Lydia Wan jBfEE &+
Professional Image
Corporate Etiquette
) EQ & Positive Psychology Coach
N Lydia Wan is a professional image consultant and
- > coach. Lydia has years of experience with the

roles in prestige client relationship management,
talent development and coaching. She has provided prestige services
for high-value customers; training and coaching services in align
with corporate image of different organisations. Lydia was the board
member of International Coach Federation (ICF) Charter Chapter
HK. She appeared as radio guest on different radio broadcasting
programmes. Lydia was also the guest at the CUHK EMBA “New
Thinking in Management”. With her profession as a professional image
consultant and qualified EQ positive psychology coach, she inspires and
empowers her clients with an inside-out approach to appreciate their
unique talents and transform into a confident charismatic professional.

Lydia holds a Master of Arts in Coaching, Training and Development
from Middlesex University, London. Lydia received a certificate on
personal styling from London College of Fashion. Lydia is a certified
consultant in Corporate Etiquette and International Protocol from The
Protocol School of Washington DC.

Course Details

Course Code 1 17B-13

Date : 1 February 2018 (Thursday)
Time 1 1200 - 1500 (3 hours)
Venue . A western dining restaurant in Wanchai

district

: NGO Managerial Staff & Supervisory (both
male and female)

Target Participants:

Class Size 130

Language : Cantonese (supplemented with English)
Fee : $900

Fees for HKCSS : $820 (Payment received on/before 11
Agency Member Staff  January 2018: $750)

Enquiries 1 2876 2470 or institute@hkcss.org.hk
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Workshop on Development of Safety Management System for Workplace

HiR
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1 2876 24705k BE institute@hkess.org.hk

with Case Studies
EREAEBE GRS — REAERE

Introduction

These two refresher courses are designed for those who have had basic
knowledge of employment related legislations. The trainer will mainly use
court cases to illustrate application of the legislations and their implications so
as to reinforce participants’ understanding of employment related legislations.
Case analysis and group discussion on NGO cases will be included to enhance
practical experience exchange among participants.

Course Details

Dates

Time
Venue

Target Participants:

Class Size
Language
Fee

Fees for HKCSS
Agency Member
Staff

Enquiries

: Session 1: 6 March 2018 (Tuesday)

Session 2: 13 March 2018 (Tuesday)

1 0930 - 1700 (6 hours each)
: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO supervisors responsible for or involved in people

management

: 30

: Cantonese (supplemented with English)
: 1 Session: $1,090, 2 Sessions: $2,180

1 1 Session: $1,010, 2 Sessions: $2,020

(Payment received on/before 13 February 2018:
1 Session: $920, 2 Sessions: $1,840)

1 2876 2470 or institute@hkcss.org.hk

i

EEIERE

RSO / RSA / Systems Auditor /
RMWC AS (class 1) / MIOSH (1997-
2007) / #AEE 8
FEHRAEMBRAR

Bl

EREAREERLTRER  CAETR
N FAHEETRLZREMZE  TAFMLE2ERE
NZIES T HERAA BT ERZENRERM -
ZRANBEEEEFMLZE2ET  T2EXEBREEREL
f# ZHOHSAS18001 X EAZ B EHK

BB TFNRTEIEEELRY  ZEEBRBET
BTE ETBELERARE RLEWEE - HiEH
B NEHE REERREES -

Employment Related Ordinances - Refresher Course

Contents

Session 1 (Course code: 17B-23)
e Employment Ordinance

Session 2 (Course code: 17B-24)

e Employees’ Compensation Ordinance
Minimum Wage Ordinance

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

Trainer

MrK T Lai BREZREL4E

F1.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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Practicing On-going Performance Management

%%E?Eﬁ%ﬁ?‘i%ﬁ (RIEARRRBHEIRAE)
Objectives Contents
e To conduct an effective performance conversation and appraisal process ¢ The best performance - Passion, Competencies and Organisational
e To implement day to day effective management practices to enhance staff needs
performance e The challenges in performance management
* To deal with problematic staff tactfully e The three key elements in performance conversation
o Identify strategy - the skill and will matrix
Course Details o Construct your performance conversation
o Agree on follow up
Course Code t 17821 e Day to day management practices in performance management
Date : 11 January 2018 (Thursday) o Different tactics when handling difficult cases
Time : 0930 - 1700 (6 hours)
Venue : Duke of Windsor Social Service Building, Trainer

15 Hennessy Road, Wanchai, Hong Kong

Target Participants: : NGO Managerial & Supervisory Staff Mr Hillman Chung $&47 X % 4

Class Size 130 o
, ) Principal Consultant

Language : Cantonese (supplemented with English) Human Focus Consulting
Fee 1 $1,090 A A | ; "
Fees for HKCSS : $1,010 (Payment received on/before 21 December : I\il(r eCri ;Tegin ?45 sq;?qogésiorgeiaar;doCrr/grItli:g
Agency Member Staff  2017: $920) ! experie u u ulting

- o - field. He has assumed human resources
Enquiries 1 2876 2470 or institute@hkcss.org.hk N 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 programs under
an American consulting firm and accredited practitioner of the Myers-
Briggs Type Indicator (MBTI) ® Step | & II, a certified administrator
of DISC Behavioral Assessment and a certified coach of Marshall
Goldsmith Stakeholder Centered Coaching.

Establishing Your Own Leadership Style

By EAAEERE (RIZAE RIREIEIRA)
Objectives Course Details
e To develop leadership belief to align with Organisational Vision, Mission Course Code - 17B-22

and Values Date : 18 January 2018 (Thursday)

¢ To enhance personal and team effectiveness systematically

e To understand different leadership styles and adopt strategically Time + 0930 - 1700 (6 hours)
Venue : Duke of Windsor Social Service Building,
Contents 15 Hennessy Road, Wanchai, Hong Kong
e From personal leadership to team leadership Target Participants: : NGO Managerial & Supervisory Staff
e |dentify your leadership belief and build your team culture Class Size - 30
o The .3 leadership contributions to align with the organisational vision, Language  Cantonese (supplemented with English)
mission and values Fee - §1.090
e The 6 leadership styles D )
o Choose the best leadership style to adopt strategically Fees for HKCSS + $1,010 (Payment received on/before 28
Agency Member Staff  December 2017: $920)
Enquiries 1 2876 2470 or institute@hkcss.org.hk
Trainer
Mr Hillman Chung $E$T3 &4
(see upper page)
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Preparing Your Team for Changes

nAREREEREDERE (REANBRBHAIRE)
Objectives Contents

Changes have become part of our life, no matter external or internal. Managers e Understand the key practical concepts of changes

and organizational leaders have to ensure not only themselves but also their e Grasp the tools for analyzing changes

teams able to adapt to changes in order to survive. To be proactive, they are e How to lead a change

better able to foresee the changes and lead their teams to encounter them. This o Tackle resistance during change

workshop is designed to provide participants with relevant practical concepts and e Be alert to common traps in change management

skills in leading a change.

Trainer

Course Details
Dr Johnny Wan Bk &t

Course Code 1 17B-18

Date : 23 January 2018 (Tuesday) Ménagement Co.nsultlanlt

Time - 0930 = 1700 (6 hours) Wisharp Consulting Limited

Venue : Duke of Windsor Social Service Building, Dr Wan is currently a management consultant
15 Hennessy Road, Wanchai, Hong Kong with over 20 years of management experience

Target Participants : Managers / Supervisors and Team Leaders who want in academic, public and commercial sectors. He
to improve the skills in leading changes at work is keen on HR development strategies, business

Class Size - 30 model, strategic mindset, talent management

. . and leadership development. He has worked for The Chinese Universit

Language + Cantonese (supplemented with English) of Hong Kor?g, in tf?e roles of Director of Industry Liaison in thi

Fee £ $1,09 School of Hotel and Tourism Management and Associate Professor

Fees for HKCSS : $1,010 (Payment received on/before 2 January in Management, teaching strategic management and HRM courses

Agency Member Staff ~ 2018: $920) at both undergraduate and MBA levels. Besides university teaching,

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

Leading 20-minute Reflective Activities for Your Team

01T 5 B 2 4209 SR 2R B (W12 R
Objectives Course Details

”Refrgshers” are always used for sustaining management as well as operaTion Course Code - 17B-19

effe;twgngss. They can remind the staff what should do and sometime Date . 6 February 2018 (Tuesday)

provide insights for what can be better. For long time, refreshers take place .

in form of training workshops or development programs of one day or even Time + 0930 - 1700 (6 hours)

longer. However, some simple tricks or activities are found useful to stimulate Venue : Duke of Windsor Social Service Building,
or energize people to reflect on some key issues related to their work 15 Hennessy Road, Wanchai, Hong Kong
effectiveness. This workshop is aimed at providing participants, not necessarily Target Participants : Managers / Supervisors and Team

with training role, an opportunity to understand the essence of experiential Leaders who want to improve the skills in

leading experiential or reflective activities

learning and to learn how to lead some short reflective activities which are . ;
in their workplace

effective in refreshing or stimulating their teams in key practices at work.

Class Size : 30

Language : Cantonese (supplemented with English)
Contents Fee : $1,090
¢ Understand the essence of experiential learning and how to use it at work Fees for HKCSS : $1lo10 (Payment received on/before 16
e How to lead experiential or reflective activities during daily work schedule Agency Member Staff Jar;uary 2018: $920)
e Know more than 12 reflective activities which are related to management/ Enquiries . 2876 2470 or Institute@hkcss.org.hk

leadership areas (such as communication, problem solving and motivation)
and can be done within 20 minutes Trainer

e Grasp the tricks in leading reflective activities at work
Dr Johnny Wan BiRE#E+

(see upper page)

Remarks:
Dr. Johnny Wan has been involved in experiential learning since 1990s while he was Associate Professor in management and Director of the Diploma
Program in Training Management at CUHK. He has lectured, conducted and authored on experiential learning. He took on various advisory positions
for related institutions such as the HK Institute of Adventure Counseling, Breakthrough Organization, HK Police College, and the HK Challenge Course
Association.
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The role of user satisfaction is a vital factor which NGOs or social enterprises need to pay more attention to when they design or maintain their brand image
and service quality. Some local NGOs even has or has planned to have their own user experience team. In this competitive age, no longer will users be satisfied
with only getting a good product or service. They want a fulfilling total experience before or after they choose among different brands of similar products or
services provided. This engaging and practical workshop will take you through the design of a total user journey. One that will make them feel happy, satisfied
and justified, with a sense of being respected and well cared for - starting from the first contact to throughout the entire relationship.

Objectives

e To set a clearly defined vision of user experience
e To learn key elements of creating positive user experience and be aware of
barriers that may hinder its smooth delivery

Contents

e How to anticipate your users' needs before they even ask for it
e How to add value to your existing product or service offering to remain

unique and competitive

e How to cement user relationships, and thereby ensuring their loyalty
e How to forge strong bonds with users and encourage them to become

your avid ambassadors

e (ase sharing from a local NGO

Course Details

Course Code:
Date

Time

Venue

Target Participants:
Class Size
Language

Fee

Fees for HKCSS
Agency Member Staff

Enquiries

1 17B-28

: 8 February 2018 (Thursday)

1 0930 - 1730 (6.5 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 $1,180

1 $1,090 (payment received on/before 18 January

2018: $990)

1 2876 2470 or institute@hkcss.org.hk

Trainer

Ms Carolyn Butt 2&IR&Z +

Chief Consultant
EGNITE

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

Guest Speaker
: Mr Kenneth Lee Z{@ 4454

Unit-in-charge / User-centric Design Unit
Hong Kong Federation of Youth Groups

Kenneth Lee comes from the user-
centric design unit of the Hong Kong
Federation of Youth Groups. He majored
in communication and design, and has 8
years of creative and social media marketing experience. Kenneth
developed the Youth S.PO.T. Magazine, easymember.hk portal,
M21 Media Hub and many other creative solutions with the
HKFYG. His team dedicates the greatest effort to enhance the user
experience, together with different service units, in order to serve
the users better.
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Social Research Methods
HEWMERTZE

Objectives

¢ 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

Contents

e Qverview of research process
o Principles of social research
o Conceptualization of research study — defining the appropriate research
questions and hypotheses for policy use
e Research designs
o Overview of qualitative research: focus group interviews and analyzing and
interpreting qualitative data
o Overview of quantitative research - survey research: primary versus secondary
data and time frame

e Sampling and data collection

o Sampling methods

o Overview of survey methodologies

e Questionnaire design

o Questionnaire construction

o The pilot test process

¢ Qualitative Interview

o Interview skills for qualitative design

Course Details
Course code

1 17B-PEO1

Date : 14 December 2017 (Thursday)

Time 1 0930 - 1700 (6 hours)

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

Target Participants : NGO Staff

Class size 1 30

Language : Cantonese (supplemented with English)

Fee 1 $1,090

Fees for HKCSS Agency : $1,010 (Payment received on/before 23 November 2017:

Member Staff $920)

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

Trainers

Mr Keith Wong EFE %4

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

Mr Wong is currently the Chief Officer
. (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 degree from The University of Hong
Kong. He is a registered social worker in Hong Kong.

Mr Apollo Chu R E8EE4E

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

Mr Apollo Chu joined the HKCSS as
Project Officer in 2017. His major duty is
to manage research projects and provide
support for conducting social impact
assessment. He also facilitates stakeholder engagement and
promotes knowledge exchange in social impact assessment.
Before joining the Council, Apollo worked as a frontline social
worker in cancer care setting. He received his Bachelor of Social
Sciences and Master of Social Work degrees from The University
of Hong Kong. He is a registered social worker in Hong Kong.
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Application Guidelines
ﬁ%»ﬁﬂ

. Registration and payment can be made in either of the following ways:
B a BB M EERE RS

i. Complete appropriate application form together with a crossed cheque payable to “The Hong Kong Council of Social Service” and submit to the HKCSS Institute
by post, fax or in person. The application form can be downloaded from HKCSS Institute website: http:/institute.hkcss.org.hk.
BERHARE  BRNEELEMEHE REZEHRLE BT  FEIFHER - HARKIHHKCSS Instituted B T Ehttp://institute.hkess.org.hk
ii. Enrol through the Institute's on-line membership and payment systems http://institute.hkcss.org.hk/b5_enroliment01.php
BRB LB R  AELERAE R EA - http://institute.hkcss.org.hk/b5_enroliment01.php
2. Applicants who enrol for more than one activity/course should pay separately for each activity/course. Please make correct payment for the fee required. Incomplete
application form or wrong payment will not be processed. . ! B
MRERE—EEE/RIE  FERARENRE REEERANEEER  EHTENBRERAXEAIRE -
3. Activities of the HKCSS Institute are specially catered for HKCSS Agency Members, who can also enjoy early bird discount. The discount is subject to the application
period of each course.

HKCSS Institute ;R I2 E /BB E B cHMEESENZIREREEE]  F2EMEPIRENRELAE -
Remarks: Applicants are entitled to enjoy the early bird discount if payment is made on or before the early bird deadline.
M MHRFARZFE(RRMAER] LAERRRBAEI BRI ZAHTRIZER.

4. 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).
m3EFINLAA - B —ROAN R 215 5 IR R B /R AR Ba - REAERSNEE/MRENCEERM - REE 5D EE/MR— 2 DARKEEMR
- FHEBEAE (FBEE - 2876 2470)

5. 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.

BRBITAREN  MEGEH/RBOCRRIN-EHBIULRE - RS - TZRIUOHRE

6. 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. ‘ )

FERERERRSEERE  —RACBIERERF - F2HEMNRENEN - THREMRRGEN  BRAEHEFREERREBENE  FAEAL
EK@#FHX&H%{% o

7. 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.
—AEESRHER A TR - BWAMED/RE - ARBALRERERMOA - RFEARNKRBABRARER - SRABENRABMRES
HEFES  WIaHER -

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

MARFERLARERE  CARCEERTERE -

9. 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. \
HEXERDZNTHA LN NEREREES(BRAETHN)  KETEAHERNREE  BFUZSERASRPFLEESR -

10.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 notn‘y the applicants;via email. Refund of programme fees will be arranged.
WERE  EREREEIDMENANDTREH - BHMREER - DEHREAZTRIEMFRERAFIUEZEE/RIE - WAEEBAMEAFE RTHRA -

11.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 emalllng to institute@hkcss.org.hk. \ )
*B%%i%ﬁﬁ} RWEANER - RARBEREREHALEEEBFEREE © R I/\éﬂ(ﬂﬂ)f C REEAREANEREEABR - REENNEREAER
B BUEEARRESE Eﬁ?ﬂiinsﬁtute@hkoss.org.hk o

12.App|ication 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://inst|tute hkcss.org.hk for further details.
BHEFENINERE LS8 ZENTR - RINERLMIEZE AHKCSS Institute @ 814 + AT EHRA - F15F B http://institute.hkess.org.hk.

Obtaln the HKCSS Institute Prospectus | Gueiasoinommms -

FHEZTIIER I E B Einstitute@hkess.org.hk

% HY *35 ¥ 'H:H' (Photocopies are accepted # 5% s/ E17) SAGAE2876 2485 °
Please fill in this form in BLOCK LETTER. i M IE#IE B b K #% Name Mr / Ms

e Sk | &t

HKCSS Institute Prospectus will provide the latest

. . . Contact No.
information of upcoming courses and events. VT
FHEHKCSS InstituteREF M - EBRARERHFIRERTHER Add
ress
B ST b 1t

| would like to obtain 28 A R & H :
Former participants of HKCSS Institute? DYes n No

: _ gpmzm
[ ] new releases of Prospectus (by mail) &5 —H:R 2 F M (HF) % BHKCSS Institutes® B2

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

ZNEBRRRARIMETMAR 25

Organisation

HiEah
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WBERE

#, HKCSS"
ERTEREHE Ins’ri’ru’re**

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

Application for Seminar, Forum & Course
ﬁﬂ:%{r% N %ﬁ@&%ﬁﬁiﬁg %%*%(Photocopies are accepted EZ S/ E1AX) Th online registration

P Al ; ; " ; " system is now activated.
Application Guidelines can be downloaded at our website. After reading, please complete "Personal Particulars Please visit our website.

section in ENGLISH BLOCK LETTERS. [#R&AH ] AIRA L TH - ABI#%  BURNEHERBAENRD © wrgesvoaomm.

HKCSS Institute website HKCSS Institute#83it: www.institute.hkcss.org.hk EEEEEEJHKCSS Institute#
| )
1. Application for Seminar, Forum & Course Fizi® - FERREERZ
Course Code 24754 Programme Title SEE1 & 78 Fee A Cheque No.* X E4:7E

* Please issue one cheque for each course. You may also settle the payment on our online payment system.

B EH —(FREL - UL - (RTS8 B R -
2. Personal Particulars {8 A & &

Title 7538 (] mr s [] Mrs £k [IMs &+ [] Mmiss /)8 [] other 4t
Name in English Name in Chinese
B A Rt

Surname #4FC Given Name %% (as shown on HKID Card 201Z% 5178 FT)
Organisation

LT

Job Title Contact No
3y BR B S
Email

BE

(For Application Result, Course notice & Promotion #§4 4% 52/zRF2 3B M1 % B (15X 1 1 EH)

Correspondence Address

bEEbaihel
Education Level Primary School Secondary School Post-Secondary University Postgraduate or above Other
HEREE [ - [ hE [ 5 [ RE O T FERT sk A [ HAh
- S b
3. Information Updates & & Hl
e-Promotion EF =& Prospectus 272 F i}
I do not wish to receive... [ _] e-promotion from HKCSS Institute HKCSS Institute ) % # & (& I want to obtain fhf next prospectus by...
BB [ ] e-promotion from HKCSS (except HKCSS Institute) it ki #) & B = & KA 2L TR R T RRE T
(HKCSS Institutef 1) LBy Email B2 [ ] By Mail #5

(] e-promotion from HKCSS {Ffa] 5 (4 it B &9 B ) & (2=

4. Declarations 2 B

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

2. | consent that if registered, | will conform to the Rules and Regulations of the Institute.
AANRABIANEREALR - AANE BT — ) ERIESI RFRA -

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

KADHB BETREBEAM I HRBAE -

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

S EIRE BB REH
Address bk © HKCSS Institute, Rm 906, 9/F Duke of Windsor Social Service Building, 15 Hennessy Road, Wanchai, Hong Kong
ERBFHEFEISRADABHERE KEIEI6EHKCSS Institute
Enquiry &7 : TelE&E: 2876 2470/ 2876 2454 Fax{EH: 2876 2485 E-mailE#: institute@hkcss.org.hk
Signature % & Date H
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