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Home-coming for DISC Professionals-
Applications and Latest Developments

DISC FBRAT R th iR S - B I FH A S ft

Hi all DISC Certification alumni,

As a DISC Professional, one constant remains: the need for self-awareness and
mindfulness. This means our ability to recognize our given strengths and leverage
on them. In the reunion, besides having the opportunity to connect with other
alumni in the NGO sector, you can also stay tuned of the interesting applications of
DISC in commercial and NGO fields, and new programs in the market.

Come and join us! Friends of yours who have basic knowledge of DISC are welcome.;___

Date
Time
Venue

Contents: Details:
» Group Dynamic Report Application Course Code
= DISC board game

» Training Activities & Simulations
» Advanced DISC programs Introduction

= Advanced DISC Practitioner

= Certified Advanced Behavioral Analyst Language
= Certified Behavioral & Career Coach Fee
= Certified Behavioral & Sales Consultant Enquiries

APeopleKeys

CERTIFIED

: 19B-21

: 13 December 2019 (Friday)

: 1000 — 1200 (2 hours)

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

Target participants : NGO staff who possess DISC Certification issued by

The Institute for Motivational Living, USA, guests
who took DISC courses are also welcome
: Cantonese (supplemented with English)

Free of charge

: 2876 2470 or institute@hkcss.org.hk

Giveaway : Each participant will be given a complimentary DTV (DISC, TEAM, VALUES) report for FREE

Guests:
Mr George Quek Fh{h A& E

Master Trainer
Distinctions Asia (HK) Limited

Mr Simon Tam B &% E

Consultant
Distinctions Asia (HK) Limited

Co-organizers:

HKCSS"
Institute

A Training and Resource Institute for NGOs

1N

MOTIVATIONA

—— J‘ivmg, e,

Mr Fred Fung &8 %64

Consultant
Distinctions Asia (HK) Limited

Ms Lois Lam H#EIB & L
Head, HKCSS Institute

The Hong Kong Council of Social Service
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19B-CO1 Advanced Certificate in Financial Management for Accounting and
to CO4 Financial Professionals in NGOs (The 2" Cohort)
TPl TEREMEMBEEREREERE (ERMBAEMR) (F2&E)

Objective
To empower aspiring or newly appointed financial professionals with technical skill-sets and management insights

Course Requirements

* Applicants of the full certificate programme shall have attained either Level 2 or 3
» Session 1 and 2 are available for enrolments for NGO staff at all three levels

* Due to the course nature, Session 3 and 4 are not suitable for NGO staff at Level 1

Classification of Financial Professionals (based on role and responsibility)

Level 1 : Basic accounting functions: data entry, simple accounting book closing: ledger, journal entries, petty cash handling, checking
accounting entries and records, procurement, etc.

Level 2 : Full set of accounting function: Accounting role up to the closing of a centre's accounting books including the preparation of
financial statements and schedules for external audit and SWD compliance, participating in the preparation of the centre's budget
result for comparison and investigation.

Level 3 : Full financial accounting function up to the agency level: Write up books and accounts for the statutory audit and annual
compliance for government departments, like SWD & EDB. To discharge the role properly, some financial management
knowledge and techniques are needed to be equipped with, like break-even analysis, relevant costs for decisions and pricing
decisions, etc.

All Levels 1, 2 and 3 draw reference to NGOs’ financial management environment

Course Details

Course Codes : 19B-C01 to C04

Dates : 19B-CO01 - Session 1 - 5 February 2020 (Wednesday)
19B-C02 - Session 2 - 11 February 2020 (Tuesday)
19B-CO03 - Session 3 - 17 February 2020 (Monday)
19B-C04 - Session 4 - 20 February 2020 (Thursday)

Time : Please refer to individual sessions for details

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

Duration 1 27 hours

Target Participants : Financial professionals responsible for accounting and financial operations of subvented and / or non-subvented
services of NGOs

Selection Criteria : 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
Accounting Staff 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 1 30
Language : Cantonese supplemented with English (Course materials in English)
Sessions 1,2 & 3 Session 4 Full Certificate
(7 hrs) (6 hrs) (27 hrs in total)
Fees : $1,340 $1,140 $4,900
Fees for HKCSS : $1,240 (enrolment received $1,060 (enrolment received $4,540 (enrolment received
Agency Member Staff three weeks before three weeks before on/before
the session commences: $1,070) the session commences: $920) 15 January 2020: $3,900)
Enquiries 1 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

Session 1 : Budget Management for Specific Fund Grants and Financial Controls for NGOs Course code: 19B-C01

Practice of budget preparation for NGOs 5 February 2020

» 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 Time: 0930-1800
(7 hours)

How to conduct budgetary control and financial monitoring for NGOs

* To practice the budgetary tools used in services shaping for better budgetary control Mr Steve Lam
* To study limitation of those budgetary tools
» To execute 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
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Session 2 : Financial Perspective of Funds Development and Service Performance Management for NGOs

Course code: 19B-C02

Practice of funds development from financial perspective

* To identify and describe different funds development and their sources
* To explain the strategies of how to obtain funds for NGO’s sustainable, long-term growth
« Case study of why financial sustainability is so important today

Assessing service performance and its measurements from financial perspective

* To introduce the Balanced Scorecard in NGOs and how they assist us in preparing a better financial
performance and measurement
» To walk through KPlIs, benchmarking and non-financial performance measures used by NGOs

Session 3 : Fund Management and Strategic Financial Management for NGOs

11 February 2020

Time: 0930-1800
(7 hours)

Mr Steve Lam

Course code: 19B-C03

An Overview of NGO’s Fund Management

» To review the existing investment vehicles and constraints in NGOs
» To explore alternative investment opportunities for better fund management
» To write up effective investment strategies, policies and guidelines for NGOs

Strategic Financial Management Roles and Requirements in NGOs

« To build the strength and competency of financial and accounting team through leadership and management skills
* To integrate and interface with services on how to create a better strategic financial management function in NGOs
» To master good practices on the roles and requirements of financial professionals in NGOs

Pre-training survey: Upon confirmation of enrolments, participants are invited to send their daily problematic areas or issues of
handling their accounting/financial job for peer learning during the class

Session 4 : Disclosure of Financial Information and Public Accountability for NGOs

17 February 2020

Time: 0930-1800
(7 hours)

Mr Steve Lam

Course code: 19B-C04

» Preparation of Business Review Report for NGOs

* New Company Ordinance disclosure requirements for NGOs

» Accounting frameworks, HKFRS, HKPE, SME-FRS applicable to NGOs

» Disclosure requirements for audited financial statements for NGOs from an audit’s perspective
» Reserve accounting for NGOs from an audit’s perspective

Trainers

20 February 2020

Time: 0930-1700
(6 hours)

Mr Isaac Cheng

Mr Steve Lam MERB L E

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

(Finance & General Administration)

Hong Kong Society for the Protection of Children

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

Mr Isaac Cheng BRIE{= 504

Director of Finance and Administration
New Life Psychiatric Rehabilitation Association

Mr Cheng is responsible for the financial, administrative, information
technology and facility management aspects of the agency operation. He
is a fellow member of Hong Kong Institute of Certified Public Accountants,
holding a first class honor bachelor and a master of philosophy degrees
from the University of Hong Kong as well as a master of laws degree from
the Chinese University of Hong Kong. His professional experience was
obtained from a Big Four firm, the civil service and multinational
companies. He currently serves as the member of the Specialized
Committee of Sector Finance
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:95’:‘1%05 Certificate for Newly Promoted Supervisors in NGOs
o]

Feb-April 2020

NGO HEA T ERERE

Introduction

According to the HKCSS Institute’s Training Need Analysis (NGO TNA, 2018), junior managers were found to be having difficulties in
managing their changed role in terms of attitude and skill set, especially on staff supervision and, workload and work level management.
There is also a need for them to have a mutual-support network for on-going challenges and to have different exposure to widen their
horizon. “The First-time Manager” (2015) specifies that role and function of a supervisor include recruitment, communication, planning,
organizing, training, supervising, performance assessment and dismissal. Based on the needs found, a 5-day programme in 2 months with
two clusters of skills is designed to cater for the changing role of a newly promoted supervisor, which are personal efficacy and people
management. Besides, a programme in 2-month long in 6 meetings may facilitate participants to build peer network outside the
organisation.

The 1st half will focus on personal growth, self-management and leadership development while the 2nd half will be on HR essences on
working with people as a supervisor.

Objectives

» To equip with newly promoted supervisors with the needed mindset and skills as a people manager

» To enhance the understanding of participants on their strengths and weaknesses on being a people manager for continued learning and growth
» To broaden the network of participants in the NGO sector

Peer case learning
« Certificate participants are required to contribute to case learning by case preparation, discussion and presentation

Subsidy
Successful applicants, who are eligible to apply “Small NGO Capacity Development Subsidy Programme” (Subsidy), are E
entitled for a subsidy at 80% off of the course fee. Individual sessions and full certificate are applicable; a maximum of 5 C
quotas will be given to each session.The full certificate participants have higher priority to apply for the subsidy. Application
results will be sent to applicants by email. For details, please visit HKCSS Institute website via the QR code.

Certificate

« “Certificate for Newly Promoted Supervisors in NGO” will be issued by HKCSS Institute to full certificate participants who enrolled all

sessions and successful completed 80% of the training hours required in every session

» Attendance certificates for individual sessions will be issued by HKCSS Institute to participants upon successful completion of 80% of
the training hours required

Course Details

Course Codes : 19B-C05 to C10

Dates : February — April 2020 (Please refer to individual sessions for details)

Times : Please refer to individual sessions for details

Duration : 34 hours (Workshops: 30 hours, Peer learning session: 4 hours)

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

Target Participants : Newly promoted supervisor (preferably within 24 months) with people management role and direct report subordinate(s)
Class Size : 30

Language : Cantonese supplemented with English

Remark

* This certificate course is not processed on a first come, first served basis, applicant may go through selection process by HKCSS Institute
and trainers

Fees for Individual Session/Certificate

Certificate*

Session 3 Session 1,2,4 Session 5,6 (34 hrs)
(6 hrs) (6 hrs each) (3 hrs each) Including 4 hours of
peer case learning

Fees for HKCSS Agency
Member Staff $1,180 $920 $460
(Early Bird)**

$4,980
(Original: $5,470)

Fees for HKCSS Agency 134 1 _ $5,730
Member Staff $1,345 $1.060 $530 (Original:$6,295)
Fees for non-HKCSS $6,160
1,435 1,140 570 -
Agency Member Staff $ $ $ (Original:$6,765)

*Tuition fee for certificate participants includes a graduation luncheon and a tool book on leadership enhancement
**Early Bird Deadline:

- Full Certificate: Payment received on/before 5 February 2020
- Individual Sessions: Payment received three weeks before session commences
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Course Structure

Session 1 : Enhancing Personal Effectiveness in Role Transition

Course code: 19B-C05

» Understand the leadership role transition process and manage it professionally
* Practise leadership skills in emotion management, time management and goal setting
* Build leadership foundation to enhance personal and team effectiveness

Session 2 : Driving Innovation and Leadership Effectiveness in Team

26 February 2020 (Wednesday)

Time:0930 - 1730 (6 course hours)

Mr Hillman Chung

Course code: 19B-C06

* Introduce some practical tools in driving innovation in team

« Strengthen the capability to generate ideas and projects

* Discover the mindset and skillset as an effective team leader
* Enhance leaders’ capabilities in building an engaged team

Session 3 : Managing Communications and Conflicts by DISC Personality Profiling

11 March 2020 (Wednesday)

Time:0930 - 1700 (6 hours)
1700 - 1800
(1 hour - peer case learning)

Mr Charles Ho

Course code: 19B-C07

« Gain self-awareness on communication strengths and gaps by DISC assessment tool

« Calibration techniques on identifying different DISC personality styles by experiential learning games
« Application of DISC to build trust and resolve conflicts within team,and with stakeholders

» On-site case discussions and application

Session 4 : HR Essence in Performance Management and Coaching

26 March 2020 (Thursday)

Time:0930 - 1700 (6 hours)
1700 - 1800
(1 hour - peer case learning)

Ms Lois Lam

Course code: 19B-C08

» Basic concepts on performance management

» The techniques of developing a correct mindset on "win-win” in the performance management and appraisal
* The key elements in performance conversation

» Day to day management practices in performance management

« Different tactics when handling difficult cases

Session 5 : Employment Related Law in Hong Kong - Awareness and Ethical Practice

6 April 2020 (Monday)

Time:0930 - 1700 (6 hours)
1700 - 1800
(1 hour - peer case learning)

Mr Hillman Chung

Course code: 19B-C09

» Overview of Employment Ordinance, Equal Opportunity Ordinances and Personal Data Ordinance
« Ethical issues relating to employee well-being, conflicts of interest, transparency and accountability

Session 6 : HR Essence on Recruitment, Selection and People Development
in Aligning Goals and Values

22 April 2020 (Wednesday)
Time:0930 - 1230 (3 hours)
Mr KT Lai

Course code: 19B-C10

» Understand competencies required for different positions

» Apply competency-based concepts and tools for recruitment and selection to align personal and organizational
values

* Nurture team members for personal and organizational development

22 April 2020 (Wednesday)

Time:1400 - 1700 (3 hours)
1700 - 1800
(1 hour - peer case learning)

Ms Lois Lam
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Trainers

Mr Hillman Chung $E$TX &4

Principal Consultant
Human Focus Consulting

Mr Chung has 30 years of working experience in Human Resources and
Consulting field. He has assumed human resources leadership in different
business natures such as hotel, food and beverage operations, estate
management, transportation services and resort establishment. Hillman
holds a master degree in Human Resources Management from the
University of Surrey. He has been a licensed Trainer of a series of
programs under an American consulting firm and accredited practitioner of
the Myers-Briggs Type Indicator (MBTI)® Step | & I, a certified
administrator of DISC Behavioral Assessment and a certified coach of
Marshall Goldsmith Stakeholder Centered Coaching.

Ms Lois Lam MF& &+

Head, HKCSS Institute
The Hong Kong Council of Social Service

Ms Lam has over 10 years’ experience 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 organizations. 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, and Harrison Assessment™. She
holds an EMBA (HKUST), MSc in Social and Public Communication (LSE)
and a GDip in Management Consulting (HKU).

Mr Charles Ho {@lBRFk e 4

Global Training Manager
MTR Corporation Limited

Charles is responsible for steering different Learning & Development
initiatives in business hubs in order to facilitate cross-fertilization and build
up staff competencies to accelerate the growth of MTR operations in
Mainland and overseas.

Prior to joining MTR, Charles held management positions in both
corporate and HR consultancy companies. He graduated from HKU with
an engineering degree, and acquired MBA in HKUST. Besides, Charles
was awarded British Chevening Scholarship to study in London Business
School and Cambridge University. He is also the certified trainer of many
international renowned training programmes, and was awarded the
“Distinguished Trainer” by Hong Kong Management Association,
“Excellent HR Professional” by HK Institute of Human Resources
Management, and “Top 5 Emerging Training Leader” by US Training
Magazine.

Mr K T Lai ZREEFE %4

F.I.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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DISC Workplace Behavioral and Personality Analysis ‘

R DisC T T BmE R S AT

Objective

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

Contents

« Identifications of individual personality, strengths and areas of
development through DISC assessment and report

» Understanding the characteristics and attributes of different DISC
personality styles
* Tips on working with different DISC personality styles

Course Details

Course Code : 19B-02

Date : 29 November 2019 (Friday)

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 : $865

Fees for HKCSS : $815 (Payment received on/before
Agency Member Staff 8 November 2019: $720)
Enquiries 1 2876 2470 or institute@hkcss.org.hk

Remark

DISC Personality System Analysis is included, which will be conducted
before the course.

REASN s Tis — RRE R EE

Objective
To apply DISC knowledge to build teamwork, improve communication
and enhance leadership

Contents

» Working with different DISC personality styles

» Communication with different DISC personality styles

» Coaching and leading different DISC personality styles

Course Details

Course Code : 19B-03

Date : 29 November 2019 (Friday)

Time : 1400 — 1700 (3 hours)

Venue : Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong
Target Participants : NGO Managerial Staff
Class Size : 30
Language : Cantonese (supplemented with English)
Fee 1 $570
Fees for HKCSS : $530 (Payment received on/before
Agency Member Staff 8 November 2019: $460)
Enquiries 1 2876 2470 or institute@hkcss.org.hk

Remark

Participants must have completed DISC self-profiling before taking this
course.
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(REABTREHIRA)

Trainer
Dr Joseph Wong ZEHE+

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.

DISC Workplace Application for Team Building

Trainer
Dr Joseph Wong ZEHE L+

See upper page.
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Lump Sum Grant Subvention System — Part Il —

19B-06

Objective

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

Contents

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

« To cover the report requirements of Social Welfare Development Fund

« To briefly explain Best Practice Manual and its compliance

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

« To study the procurement procedures and practices of Chapter 6: Procurement
and Stores Management of Lotteries Fund Manual

Course Details

Course Code 1 19B-06
Date 1 9 January 2020 (Thursday)
Time 1 0930 - 1745 (7 hours)

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

: Front line/accounting staff and non-financial
professionals responsible for or involved in the
operations of SWD’ s subvented organisations

Class Size 1 30

Language : Cantonese (supplemented with English)

Handouts will be in English

Fee 1 $1,340

Fees for HKCSS : $1,240 (Payment received on/before

Agency Member Staff 19 December 2019: $1,070)

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

Target Participants

Remarks

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

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

» The course will NOT cover SWD’s Annual Financial Report

« Participants are not required to study “Lump Sum Grant Subvention
System - Part | - An Overview of Basics & Latest Updates, AFR and
Procurement” before taking this course.

Reporting and Implications of Lump Sum Grant Manual & Lotteries Fund
BRERTOEDFE (TR ) -BEBARRSESHNERESRTE

Mr Steve Lam MEE L4

See Page 29

Leading 20-min Management Activities for Team Effectiveness

19B-09 - Experiential Learning in Team

WA A 20 DER

Objective

Management activities or experiential refreshers are often used to stimulate or
energize people to reflect on some key issues related to their work effectiveness.
This workshop is aimed at providing participants with the practical concepts of
experiential learning and the guidelines of around ten 20-min activities in various
management areas such as collaboration, communication, planning, problem
solving and motivation. Through hands-on experience and focused reflection,
participants can expand their knowledge base, develop skills and develop team’s
capacity to improve their work effectiveness.

Contents
» Understand the essence of experiential learning and how to use it at work
* How to lead experiential or reflective activities during daily work schedule

* Know around 10 reflective activities which are related to management/leader-
ship areas (such as collaboration, communication, planning, problem solving
and motivation) and can be done within 20 minutes

* Grasp the tricks in leading reflective activities at work by role play

Course Details

Course Code 1 19B-09
Date : 28 November 2019 (Thursday)
Time 1 0930 — 1700 (6 hours)

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

: Managers / Supervisors and Team Leaders who
want to improve the skills in leading experiential or
reflective activities in their workplace

Class Size 1 30

Language : Cantonese (supplemented with English)

Fee : $1,140

Fees for HKCSS . $1,060 (Payment received on/before

Agency Member Staff 7 November 2019: $920)

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

Target Participants

B BEE - EEREBRABRKEED

Trainer
Dr Johnny Wan ;&iR &8+

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.

Note : 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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19B-04 Effective Project Management Skills for NGOs
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» Understand project management framework and best practice to
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Employees' Compensation Insurance with Case Studies

B

manage NGO projects

» Acquire practical skills to improve project efficiency and effectiveness

Contents
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See Page 35

» 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

Course Details

Course Code

Dates
Times

Venue

Target Participants

: 19B-04

: 12 & 19 November 2019 (Tuesday)

: 0930 — 1700 (6 hours each day, 12 hours in
total)

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

: NGO Managerial & Supervisory Staff

Class Size 1 30
Language : Cantonese (supplemented with English)
Fee : $2,280

Fees for HKCSS
Agency Member Staff
Enquiries

: $2,120 (Payment received on/before

22 October 2019: $1,840)

1 2876 2470 or institute@hkcss.org.hk
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== Digital Marketing Series

19B-19 Making Infographics: Principles and Pitfalls
19B-20 EEEGEE  ZREE

40 —[ Vol. 27 | HKCSS Institute | 45 Hi:272

Introduction Trainer

Data Visualization has been hailed as a hot trend in annual report, publication, press release, social media posts, Dr Leung Kai Chi
promotion materials and different types of reports. The objective of this course is to introduce how info-graphics can g

enhance the effects of storytelling, influence readers and how to avoid common mistakes in design. RBEEL
Contents HRAE
Session1 ... ... (Course Code: 19B-19)

Principles and Analytical Skills REEE 5 15
This session will focus on conceptual issues around planning for info-graphics and skills related to data collection,
preparation and interpretation.

* Info-graphic as scientific method
» Key issues in data collection and preparation
» Common fallacies in data analysis

Session2 ... (Course Code: 19B-20)

Design and Common Pitfalls s 5T ERELE R 4B

This session will focus on practical issues related to layout design and common pitfalls in choosing and implementing
various forms of representation.

» Design, composition and communication skills
« Ethical issues in representation
» Beyond bars and lines: Choices of creative expression

Course Details

Course Codes : 19B-19 & 20 Class Size : 30 each session
Dates & Times : Session 1: 17 March 2020 (Tuesday) Language . Cantonese (supplemented with English)
0930-1230 (3 hours) Fee : $570 each session
Session 2: 17 March 2020 (Tuesday) Fees for HKCSS : $530 each session (Payment received
1400-1700 (3 hours) Agency Member Staff  on/before 25 February 2020: $460 each
Venue : Duke of Windsor Social Service Building, session)
15 Hennessy Road, Wanchai, Hong Kong Enquiries : 2876 2470 or institute@hkcss.org.hk
Target Participants : NGO Staff
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Professional Workshop of Video Production by Smartphones

B #AE
FEGBCNBGEEN  —BHENRZATEBETEER  ERWIFAAGFERORTEMN - TBREERES | zomes
SUERZ R MR A - —MAETFCREERABKENIER - MERERIEEH S @R MR - EERBRLEN

MEIER - 2EEAEREFAEMNGEZS, - ERSLAS T FRREFHNEZIRESE - HREAKIETME - HRAE

AT REEEREMBIREE R EREERS @ ERNEREEEENE  FHFERIERTT - REEF
BEZEHELM  MAZEHFHEEESETEREENERANS  WEBUSA  BNIELFTE - °
AR
FE—f (3/h8) FEH (308
e B L B BRI ERE o B TR E TIEY
o ETRBIAAI1E e iPhone/iPad 281§ 8 iMovie BI% - Apple IRI& 2 B H & A mEEF
o WE RN EE e Android BB FEA T W TR N E R FIREHN(F
o BELTBREIMB IIEY o ERERNHMTEGEHES
HFEBERSZE
REHE
AR : 19B-22 BREE D BRE (LARGEEE))
HH3 12020 3 A 18 H (EH=) EH £ $1,140
FRF : 0930-1700 (6 /)\B%) (EtE BHIE © $1,060 (207 2020 4F 2 A 26 A2 A& E
25  BEAEFEEFE S RASABLEREAERE HE&A 7 $920)
EAE M FHEER R EEBEY NGO RIL  BEE —PEEEE BB : 2876 2470 sk EE institute@hkcss.org.hk

FH 130 A



_[ )

19B-25

En

FsE R e (KOL) BRIEEEMB LRI AFENNA  ZHEBR LHRXFAEHBEMBTIENANR - LEE
REMRFTFAREL - T KOL RS EEN— KB - AAMAE KOL 2kt - RESAENHERERE - SETE

TAERBABA
RESULTS / TASKS ORIENTATION

S| BEEBR
Digital Marketing Series

WAL B RASEE R B (KOLs g NRCR

The making of KOLs - Implications to NGOs

TBHEERUR - thiB % X AT A E B) NGO I ?

Wﬁ

REFE
RIZHRIR
=p-1
BrrE
b2
#58

AE

R BERBETA
o T{AIAR /& Youtube HI A 1EESEE 7
o WA AR R B BURIR B R IRk 2
e = Chatbot( BIR#2E A ) #EINE ) Instagram Stories( fREFEHA
o L*/FHLE}U% KOL R EERER
o EHHZERYE NGO KEUR

: 19B-25

(2020E 3 A 27 H (EHAH)

:1400-1700 (3 /J\BE)

C EERBFEREE 15 HASABHERBEAE
CHRLBEEEE - RECEREREAE

“30 A

BRI

)
2

ﬁﬁm
Rt

<) )

B
i

1 $570

R IB3

10
H

/

It @ et
&7 I 5
‘0t T8
b
B
JoE

®a
W@zt
HETHH

Vol. 27 | HKCSS Institute | 72 #3572 j— 41

BiE (LEEHY)

: $530 (4N 2020 & 3 A 6 Askz A%
Bz $460)
: 2876 2470 3 EH institute@hkess.org.hk

Dr Leung earned his PhD in Geography from the University of Minnesota,
USA. He is part-time

lecturer in  School of Journalism and KEHM  hEEFEMGE
Communication, the Chinese University of Hong Kong, and Department
of Cultural Studies, Lingnan University. Dr Leung is also a columnist and BEHEY Z%EE

Dr Leung Kai Chi REEE+ WABELZ
Commentator #HF#mameshare (D E15)
Columnist and Current Affairs B3 A
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Employment Related Ordinances — Refresher Course with Case Studies cum .

19B-10 Case Observation at the Labour Tribunal

E(RAERIRG - RO BB REEERERD

(REABTREHIRA)

Introduction

This refresher course is designed for those who have basic knowledge of
employment related legislations. Through case observation at the Labour
Tribunal, participants will gain more understanding about how
employment related disputes are settled in an informal, prompt and
inexpensive manner. Court cases heard will be used in subsequent
lecture 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 learning among participants.

Contents
Session 1 — Workshop

* Employment Ordinance

Session 2 — Case Observation at the Labour Tribunal

Session 3 — Workshop

» Sharing of Court Cases and Session 2 Case Observation, and Impact
to HR Policy and Guidelines

* Employees’ Compensation Ordinance

* Minimum Wage Ordinance

Course Details

Course Codes
Dates & Times

: Session 1:19B-10; All 3 sessions: 19B-26
: Session 1:25 February 2020 (Tuesday)
0930-1700 (6 hours)
Session 2:3 March 2020 (Tuesday)
0900-1200 (3 hours)
Session 3:10 March 2020 (Tuesday)
0930-1700 (6 hours)

Trainer
Mr K T Lai REFEE4E

See page 32

Remarks

1.Session 2 or 3 cannot be enrolled separately

2.Priority of selection will be given to applicants who enroll
for all 3 sessions

Small NGO Capacity Development Subsidy Programme:

* “Small NGO Capacity Development Subsidy Programme” is
applicable to this workshop for eligible organizations. Preference
will be given to applicants who enroll for all 3 sessions.

» A maximum of 5 quotas will be given to subsidy applicants in
each session. Eligible applicants are entitled to a subsidy at
80% off of the course fee. Subsidy application results will be sent
to applicants around 3 weeks before the course commencement
date by email.

: NGO supervisors responsible for or
involved in people management
Class Size 1 30
Language : Cantonese (supplemented with English)
Fees : 19B-10: $1,140; 19B-26: $2,400
Fees for HKCSS 1 19B-10: $1,060; 19B-26: $2,220
Agency Member Staff ~ (payment received on/before
4 February 2019:19B-10: $920;
19B-26: $1,920)
1 2876 2470 or institute@hkcss.org.hk

Target Participants

Venues : Session 1 & 3:
Duke of Windsor Social Service Building, 15 Hennessy
Road, Wanchai, Hong Kong Enquiries
Session 2
The Labour Tribunal - Labour Tribunal Building, 36
Gascoigne Road, Kowloon
(Meeting point:Main entrance at the Labour Tribunal)
19B-08 THESEVZ2ERARER THES
Workshop on Development of Safety Management System for Workplace
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g%ﬁg _ RETALYBHASEER EERRASIHERERESE
2R + 19B-18 . HERESBIASEAG SN SZEHMEEERE - WAK
gﬁ ;ggf%f@iﬁﬁﬂ) BZEE (MEAFRALERESEE/ A B8 BT
e S 9950°] ) o s EEEHEFREEURCE 2P BERSRIER/ MARER -
3% P EEBTHEHE55ES DB BRHEAE TN 165 0 0 5 S R R R A SR
I QGRS ZE - @EIREBEERRESR (HOENEAR] ZRR
. 0N BTREHNB HBEREATES] £8 - RIKAT - £ELER
g‘ma LB (AXERE) HP BLBREERRESARNEFEEE EAETHES
SRS VRPN F . REMHEATOES -

HEte E#E  : $530 (102019511 B14B R Z AT @ Bz

BEEH $460)

& : 2876 24703k E#institute@hkess.org.hk

19B-24 User-centered Design for Optimizing NGO User Experience L |
DAFXEMNRTBEELE NGO AFHEER (RRAE RBHSURE)
Objectives Trainer

» To understand the approach and importance of user-centered design,
and its application in NGO service innovation
 To identify pain-points of service users in different service field

Mr Lee Kin Lok Kenneth Z={44 %4

Head of Youth Business

The Hong Kong Federation of Youth Groups
Contents

« Staff-centered vs user-centered in NGO service scope ) o )
Kenneth has a business, communications and design background, and

+ Study and develop user-life cycle, user life-time value and user journey he has been in youth work service field for almost 10 years. During the
time he serves the Hong Kong Federation of Youth Groups, he founded
) the Youth S.P.O.T. Magazine (5 & 2= 814 7%), developed and took lead
and Online Outreach) of the user-centric design unit, oversaw youth entrepreneurship and

* Introduction and practice of tools for developing user-centered model for social innovation services, supervised social enterprises, coordinated
and steered the Qianhai Shenzhen-Hong Kong (RT/8 A4 & F 2 T5)

 Case studies (Social innovation, Creative education, Youth Entrepreneurship

services and Chengdu-Hong Kong Youth Innovation and Entrepreneur Hub (%

* Introduction to design thinking research methods EEFAFAIZEZT5) Youth Innovation and Entrepreneur Hub,
oversaw the M21.hk multimedia hub and creative education unit of the
Course Details Federation.
Course Code : 19B-24
Date : 25 March 2020 (Wednesday)
Time : 0930 — 1700 (6 hours)
Venue : Duke of Windsor Social Service Building, 15
Hennessy Road, Wanchai, Hong Kong

Target Participants : NGO Managerial Staff & Supervisory Staff
Class Size : 30
Language : Cantonese (supplemented with English)
Fee 0 $1,140
Fees for HKCSS : $1,060 (Payment received on/before

Agency Member Staff 4 March 2020: $920)
Enquiries 1 2876 2470 or institute@hkcss.org.hk
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19B-OHA NGO Organizational Health Assessment ] Course Series
Tto3 NGO #igREFL 1 RERS

Introduction

The concept of organizational health is about the ability of an organizational to align, execute and renew so that sustainable
performance could be achieved. Inspired by this health concept, which is originally developed by McKinsey and Company, HKCSS
and HKU EXCELS3 collaborated and conducted a 2nd pilot project to modify the model to make it more applicable on NGOs. Feedback
of the participating NGOs in the pilot project is positive. To further promote the concept and support application in the NGO sector, a
number of initiatives including a free on-line tool and operational guide, training workshops, and knowledge café are prepared to
facilitate self-help of individual organizations. A series of training workshops will be held in Apr and May 2020 as follows:

Course Structure
SeSSION T .o (Course Code: 19B-OHA1)
Induction to NGO Organizational Health for Sustainability NGO#EREEM ETIFERE

It is a one-day course for knowledge building. The concept is helpful in designing strategy in managing an organization or a
department regardless of the availability of health data.

Objective
To provide a comprehensive training course on the concept of NGO organizational health and how it impacts sustainability.

Contents
» Knowing the health essentials — the 9 elements

* Management practices to support health

» Setting a health aspiration and designing interventions for change
» The assessment tool

* NGO case sharing

SESSION 2. (Course Code: 19B-OHA2)
NGO Organizational Health and Interventions NGO¥EREEFIERZEHE

It is a one-day management workshop for the preparation of implementation of a change programme after getting insights on the
organizational health situation.

Objective
To equip the participants with the sensitivity and know-how on determining the next move and designing the receipt for success.

Contents
* Brief recap of the health essentials and management practices in supporting health

* Roadmap in planning, designing and executing an organizational health programme
» Ways to identify and prioritise management practices and behaviours for change
* NGO case sharing

15T e Y T (Course Code: 19B-OHA3)
NGO Organizational Health and the Administration of OHA Tool NGO#HEEE Rt T ANER
(*only open for participants who took Session 1)

It is a one-day course on organizational health assessment in supporting NGO on health diagnosis and needs identification in
using the NGO OHA tool in the future.

Objective
To provide intensive information and explanation on the operation of the OHA tool and the employee questionnaire as a
comprehensive and supplementary training to the course “Induction to NGO Organizational Health for Sustainability”.

Contents
* Brief recap of the health essentials and management practices in supporting health

* How to organize a health check
« Descriptive analysis of health results of an overall organization

* Descriptive analysis of chosen health results on selected units, functional groups,
management layers, and other subgroups

» Enhancement on presentation of the descriptive data

https://www.mckinsey.com/solutions/orgsolutions/
overview/organizational-health-index
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Course Details
Course Codes
Dates & Times

: 19B-OHA1, 19B-OHA2, 19B-OHA3
: Session 1: 14 Apr 2020 (Tuesday)
0930-1700 (6 hours)

Session 2: 29 Apr 2020 (Wednesday)

0930-1700 (6 hours)
Session 3: 7 May 2020 (Thursday)
0930-1700 (6 hours)

Vol. 27 | HKCSS Institute | 2 #3372 ]— 45

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

Target Participants

: Session 1: Management staff of NGOs who are interested to know what organizational health is

Session 2: Management staff of NGOs who are interested in management change programme
Session 3: Staff of NGOs who are interested in administering an in-house health check

Class Size : 30
Language
Fees : Session 1: $1,140
Session 2: $1,350
Session 3: $1,350
Fees for HKCSS
Agency Member Staff

: Cantonese (supplemented with English)

: Session 1: $1,060 (Payment received on/before 24 Mar 2020: $920)
Session 2: $1,250 (Payment received on/before 8 Apr 2020: $1,100)

Session 3: $1,250 (Payment received on/before 16 Apr 2020: $1,100)

Enquiries

Trainers

: 2876 2470 or institute@hkcss.org.hk

Ms Christine Fang 84 &+

Founding Director
Governance and Management Excellence (GAME)
for Public Benefit

Trained as a social worker and social service administrator, Ms Fang
has been fighting poverty and empowering the disadvantaged for more
than 30 years. Commencing her formal career as a community worker in
Sham Shui Po, where she assisted families in a temporary housing area,
she drew both experience and inspiration for what was to become her
lifelong work in fighting poverty and empowering the disadvantaged.
Christine joined the Hong Kong Red Cross in 1989, and in 1993 was
appointed Secretary-General, involved in raising public awareness of
and support for international humanitarian actions. Her mission was to
build the capacity of civil society organizations, which she believes are
elements vital to the foundations of a “good and sustainable society”. In
2001, Ms Fang was appointed as Chief Executive of the Hong Kong
Council of Social Services, where she served from 2001 until retirement
in 2013. She was awarded the Bronze Bauhinia Star by the HKSAR
Government in 2009 for her meritorious public and community service.

Ms Lilian Law R E &z +

Ms Law was previously the Executive Director of the Boys’ & Girls’ Clubs
Association of Hong Kong, which has 75 service units spreading across
17 districts serving 450,000 children, youth and families. BGCA was set
up in 1936 with a mission to nurture a happy, healthy and contributing
younger generation. With over 30 years of dedicated experiences in
social services, Ms Law is well acquainted with both programmes and
public policies relating to families, children and youth. She has been
appointed members to the Family Council and Sustainable Development
Council. In 2006, Ms Law helped set up the first Children Development
Indicators in Hong Kong, a comprehensive formal account of information
available on status of children.

Mr K M Chan BRERBA &4

Founding Director
Governance and Management Excellence (GAME) for
Public Benefit

Mr Chan is a Registered Social Worker with 40 years of experiences at
both frontline and management levels. He had successfully led a
number of major reforms in performance management, pay structure,
fundraising, strategic planning and knowledge management for his own
agency. Mr. Chan holds formal qualifications in social service
management, town planning, public relations & communications
management, knowledge management, and attended the Executive
Education Programme in strategic perspective for nonprofit
management of the Harvard Business School.

Ms Lois Lam #Fi & Z+
See page 32
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Planning and Development in Providing New Services

19B-15 -

19B-17 HERBENRER R

Introduction

Providing new services to meet the changing community needs has become
a regular management function in most NGOs so that they can serve the
community better. In the process of providing a new service, planning is
considered crucial as it is an essential management step to determine the
direction, the scope as well as the action.

Objective
To provide participants with practical concepts of planning and preparation
in relation to providing new services

Contents
SeSSION 1! .o (Course Code: 19B-15)
Planning New Service $ERISHIRE

 The practical concepts of planning new services regarding rationale and
external and internal dynamic analysis

* A practical framework in planning and starting new services

« Financial consideration and budgeting, manpower, expertise building and
evaluation method

* Preparation of a preliminary service proposal with idea consolidated into
written format

 Case sharing and discussion

SESSION 2: ..o ————— (Course Code: 19B-16)
Financial Considerations in Planning New Service ¥R%XEINHMBEZE
(*only open for participants who took Session 1)

* Financial and funding acquisition consideration
« Available funding in the market and their characteristics and points to note

SeSSIoN 3: .o (Course Code: 19B-17)
Preparing New Service Proposal ¥Rzt 8IE 2B ERRE

» Writing an effective service proposal
* Essentials dos and don’ts in presenting proposals
* Preparations and follow up actions after submitting proposals

Course Details
Course Codes
Dates & Times

: 19B-15, 19B-16, 19B-17
: Session 1: 26 February 2020 (Wednesday)
0930 - 1700 (6 hours)
Session 2: 4 March 2020 (Wednesday)
0930 - 1230 (3 hours)
Session 3: 11 March 2020 (Wednesday)
1400 - 1700 (3 hours)

Venue

Target Participants
Class Size
Language

Fee

Fees for HKCSS
Agency Member Staff

Enquires

: Duke of Windsor Social Service Building,

15 Hennessy Road, Wanchai, Hong Kong

: NGO Managerial Staff & Supervisory Staff
: 30

: Cantonese (supplemented with English)

: Session 1: $1,140

Session 2: $570
Session 3: $570

: Session 1: $1,060 (Payment received on/before

5 February 2020:$920)

Session 2: $530 (Payment received on/before
12 February 2020:$460)

Session 3: $530 (Payment received on/before
19 February 2020:$460)

: 2876 2470 or institute@hkcss.org.hk

Trainers
Mrs Helina Yuk KSRz +

Mrs Helina Yuk is the Former Director of the Hong Kong Sheng Kung Hui
Lady MacLehose Centre, leading the agency for 18 years to develop
different new and innovative service projects catering for the needs of the
disadvantaged community. She has extensive experience in social
welfare agency administration and has worked with different government
and private funding bodies to provide various pilot and evidence-based
services for the deprived targets. Mrs Yuk is now serving as a guest
lecturer at the Social Work Department of the Chinese University of Hong
Kong. Recently, she also established a non-profit organization "Social
Work Mission" to promote the professionalism of social work.

Ms Susan Chan REE &+

Executive Director
Hong Kong Association of Gerontology

Susan obtained two master's degrees in Social Work and History
respectively. She has been being a social worker for more than 30 years
and was awarded as an outstanding social worker. She is now serving for
several management committees and course consultancy of various
institutions and organizations, and be glad to share her professional
experience and expertise. Facing social changes in recent years, Ms
Chan has leading to enhance the influence of organisation, while
encourage coworkers to respond social needs in an “innovative and
flexible” ways, as well as actively work with different sectors to narrow
social gaps in existing systems. She attaches importance to the staff
training and development, also integrating theories and practical
experiences into publication in order to promote sharing culture and
contribute to social sector
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Hong Kong Dialogue
Making Progress in Fostering Equalities

| g KongDialogue isianiannuallinitiative/ofsYouth Co:Lab co- Ied [Qy
United Development Programme @m]-ﬁﬁr:) Hong Kong CounC|I of/S omal Service is
the host of the Hong /Kong Dialogue|thisjyear, where a 2-day/conference will be held on the theme of
Making Progress in Fostering|Equalities|in|February, 2020} with|a\view, tolexamining the needs of

marginalized and disadvantagedchildren/and}youth/and|identifying|solutions'to enhance inclusion and
ensure @J!Ej] opportunities and outcomes;for;them} witha|particular,focus on|three’ marginlized groups

including children and'youth\with|specialleducation|needs; ethnic minorityyouth;jand
youth with|aspirations|deviantifrom the|mainstream.
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21 February, 2020

Theme 1: Youth - Citizens being
marginalized

Date: 21 February, 2020 (Friday)
Time: 2:30 — 5:30 pm
Speakers:

Professor Wong Hung
Associate Professor,

Department of Social Work,
The Chinese University of Hong Kong

Professor Ku Shuk Mei Agnes
Associate Professor,
Division of Social Science,

The Hong Kong University of Science
and Technology

Quota: 300

2: 3@29 F2bpmary, 2020

Theme 3: Supporting and empowering
children and youth with special
education needs to thrive

Date: 22 February, 2020 (Saturday)

Time: 10:00 am - 12:30 pm

Speakers:

1 Dr Sandra Tsang

Associate Professor,

Department of Social Work
and Social Administration,
The University of Hong Kong

Ms Luke Kit Ling
Senior Social Work Supervisor,
Caritas, Hong Kong

Theme 2: Pursuing aspirations deviant
from the mainstream

Date: 21 February, 2020 (Friday)

Time: 7:00 — 9:30 pm

Speakers:

Professor Victor Wong
Professor, Department of Social Work,
Hong Kong Baptist University

Ms Tse Ho Yi Apple

s Service Head, Children and Youth Service,

Hong Kong Christian Service

Mr Yu On To Anderson
Executive Officer, Fantastic Dream

Mr Kung Wai Sum

Member of Youth Policy Advocators,

Exco - member of Hong Kong Policy Viewers,
Member of Christian Social Workers,Youth Worker

Ms Yew Ching Sheung Daisy
Supervisor, The Boys' & Girls'

_ Clubs Association of Hong Kong

Quota: 100

10

Theme 4 : Cultivating a multicultural
inclusion and racial harmony society

Date: 22 February, 2020 (Saturday)
Time: 2:30 — 5:00 pm
Speakers:

Dr Kim Kwok
Assistant Professor,
Caritas Institute of

Higher Education

Dr Fan Ning
Chairman,
Health in Action Limited

Ms Sky Siu
Executive Director,
KELY Support Group

Ms Cindy Suen Ms Eva Wong
Director of La Violet E NCo&dufider,
Co- Founder of Under Pr WEDO GLOBAL

dﬂ

Quota: 100 Quota: 100
Closing for enrol ment: 14 February, 2020
Enrol ment confirmation: 18 February,
Venue: Auditori um, Duke of Windsor
Wanchai , H K
Target: Students, young people, youth
soci al entrepreneurs, policy maket
Fee: Free of charge E
Enquiries: 2864 2958 (Ms Tang)

a
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Distinctions Asia

»

D | = t | n C i O ns |Tistinctions Asia was founded in 2005 by a team of experienced busine:|
leaders as well as human capital and organisation development consultants

EEE M AsIA and practitioners from Singapore, Hong Kong, China and Thailand; with
support from alliance partners in the United States of America and the
United Kingdom. It operates out of 3 countries, Hong Kong, Singapore and
Thailand. The people in Distinctions Asia are uniquely identified by their
combined consulting and industry backgrounds. Each person has worked in
an executive capacity before accumulating significant consulting / coaching
/ facilitation experience.
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Application Guidelines 000 O

1.

Registration and payment can be made in either of the following ways:

I. Complete appropriate application form together with a crossed cheque payable to “The Hong Kong Council of Social Service” and submit to
HKCSS Institute by post, fax or in person. The application form can be downloaded from HKCSSInstitutewebsite:http://institute.hkcss.org.hk/en_enrollment01.php

Il. Enrol through the Institute’s on-line membership and payment system: http://institute.hkcss.org.hk/login/login.php

gooooooboboooboooo

|l 0000000000000 000000000000000000000000000000DO0OHKCSS Instituted OOO0O
http://institute.hkcss.org.hk/b5_enroliment01.php

. 0000000000000 000DOOO: http//institute.hkess.org.hk/login/login.php

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.
doodooooo/oboooodo/o0boobooooooooooodoDoooDoooooDooooooag

Activities of 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.
Remarks: Applicants are entitled to enjoy the early bird discount if payment is made on or before the early bird deadline.
HKCSS InstituteD OO0 O0OO0OOCOOOCODOOODOOOOOOOODOOODOOOOOOOODOOODOODOOO
oo: goboobOooooboobOoboUo0obOoOobOOoOobUobDUooboobOoboooobo

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).
goooooooooboOooooUoUooo0Oooboo/Uooo0Uobo0ooog/Ooo0o0oOooUoOoO00oDOOog/OOoooboooDoO
O0000000000002876247000

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.
goodoooooboOo/0b000bo0obodbOoobOoobO0boDoobOoobOooDoOooDOoD

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.
JddddoooooooooboboooobobObbOoo0oo00000000o0oo0oooooooDoDoooOoOoOoOoObOO00000o0oooooOoOooo
gooooooooo

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 organizations for any unsettled
payments after the deadline.
gopooo0obo0o0oobO0o0oobOo/00b000o0bO0oOo/O0bOU00Ob0bOO0O0OO0DOU0O0OO0DO0O0ODODO0ODODO0ODDO0ODODDOODDOODO
goooooooobooooooooo

Fees paid are not refundable for withdrawal or absence from the enroled programmes.
o0o0oU0o0ooo0oooUoooooooooooo

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.
gooooooooooooooooooooboogoooooOoooooo0oboOobOoUoDOoOoDODOoOobOOoOobUDbUDOooO

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 notify the applicants via email. Refund of programme fees will be arranged.
goooooooooooo/moobobooboobooboobooogD/bobooo00obooboO0DooboOo/bOooboOoooDOoOo
goooog

11.The Institute reserves the right to arrange photo taking, video or voice recording during activity/course for the purpose of promotion in the future.

ooooOo/Acooo0oobooboooobooo0ooooooo0o0o0oOoboobO000

12.A personal account will be created by the Institute in the on-line membership system according to the personal data provided on application forms. The

information is 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.
godjoooooooooobboboobobobbooooDoobLD bbb bbb UUUU ™
0000000000000 0o0000Uo000000Uo00000000000UD00O00000O0O0O0 institute@hkess.org.hk O

13.Application procedures can be completed electronically in the Institute’s on-line membership system. The Institute’s personal account does not equal to

HKCSS Agency Member, it is for the applicant’s personal use only. Applicants must provide complete information as required by the system. Under
normal circumstances, the Institute will activate the account and send confirmation email within 3 days after the application for the account. Upon being
accepted as the Institute’s member, applicants could apply for HKCSS Institute activities through on-line membership system. Please visit
http://institute.hkcss.org.hk/en_index.php for further details.
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1. I declare that all information given in this application form is, to my best knowledge, accurate and complete.
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2. | consent that if registered, | will conform to the Rules and Regulations of the Institute.
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3. Ihave noted, understood and agreed the content of the “Application Guidelines”.
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