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- | Staff Establishment (Excluding Hospitals and time-limited post) 2010/2011
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B Social Work & Welfare Staff HIREFIAS 27% (1,685)
eaching Stal BAS % (1,597
B Teaching Staff A S 26% (1,59
B Artisan/Menial Staff BIREBAER 20% (1,232)
I Medical, Nursing & Allied Health Staff - BEEAE 12% 738
, ¢} BELEBERAS (738)
Clerical Staff XEAE 9%  (539)
Administrative & Executive Staff THAE 5% (288)
Technical Staff AR 1% (96)
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Total
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- | Other Projects/Items Completed in the Year

* Recruitment of staff for new programmes and service centres as well as
vacancies arising from natural wastage was conducted, including 13
senior management positions
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* A total of 903 appointment boards were conducted and 893 new staff were
recruited
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Promotion exercises for teaching staff of secondary schools, primary
schools, special schools and kindergartens were conducted
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Regrading exercises to appoint eligible teachers to graduate teaching
posts in primary and special schools were conducted
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Conversion exercises for re-appointing contract teaching/specialist staff
on permanent terms in secondary, primary and special schools were
conducted
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A briefing session was organized to familiarize administrative/clerical staff
of schools and Education Division with the professional practices in
handling appointment procedures at school level
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A joint tendering exercise for pre-appointment medical examination and
medical assessment service was conducted. New service agreements
were signed with the CHC Group Medical Practice and MediNet Services
Ltd. respectively
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* A briefing session was conducted to familiarize staff with the service
delivery by CHC Group Medical Practice
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Frequently asked questions on leave administration were uploaded to the
intranet application system for answering common enquiries from
colleagues on existing leave policy.
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Workshops on creative thinking and memory enhancement were
organized to staff of Human Resources Branch to enhance work efficiency
and effectiveness during daily operation
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Ongoing enhancement and modifications of the Staff Leave Information
System was undertaken
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In accordance with the Civil Service Annual Pay Adjustment 2010, the pay

adjustment exercise for the staff was undertaken
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In line with the revision of the Terms of Reference of the Staff Retirement
Schemes Management Committee, the updated Chinese and English

versions of the Terms of Reference were drawn up for reference by

members under the Tung Wah Staff Retirement Plan (1977)
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Election of staff representatives for the Staff Retirement Schemes
Management Committee, Staff Consultative Committee and Staff Welfare
Committee for the term 2011/13 was undertaken
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* Review on the payroll systems was conducted and relevant system
enhancement of the Human Resources Information System was
undertaken for complying with the Employment (Amendment) Ordinance
2007
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Multimedia resource kit was provided to new appointees for enhancing
efficiency and effectiveness of appointment contract-signing
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* Ongoing modifications of the Human Resources Information System,
Human Resources Information Booth and Interactive Voice Response
System were conducted
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* Talks were organized to enhance staff's understanding of the risks and
portfolios of various investment vehicles under the Occupational
Retirement Scheme and the Mandatory Provident Fund Scheme
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* Workshop on Tablet PC Usage was organized
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» Workshop on Green IT and IT Security was organized
RABHETEM GO EMNBRNERRE TR

* Introduction of Childbirth Gratuities to Staff Members
RUBTABEERE

* Other human resources functions and the related caseloads are displayed
in Appendix H3
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Reviews undertaken %53 T 1&

Review and update of recruitment advertisement service packages
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* Reviews on the personnel procedures and practices were undertaken.
Improvement measures to streamline and enhance the flexibility of the
human resources administration system were implemented
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* The special paid leave arrangement for kindergartens was reviewed for
aligning leave practices for all schools under Tung Wah and improving the
employment terms of teaching staff in kindergartens
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Review and modification on data consistency of the Human Resources
Information System were undertaken to ensure the validity, accuracy,
usability and integrity of staff personal particulars amongst related
systems in Tung Wah
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. Appointment and salary assessment
EIEYNEd B

. Creation/regrading of post
R N REEBAR

Internal staff for relief work
AEETER

Appointment of part-time/temporary/relief staff
EERB/RR/EREL

| 2= Aopendix

* To leverage a wider application of information technology to training
functions for cultivation of a learning culture and achievement of talent
management, the first phase of the feasibility study on the development of
a Training Management System was undertaken. The work will continue in
the coming year to align with Tung Wah's information technology strategies
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* Review of policies and administrative procedures of staff training &
development
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¢ Review the Staff Welfare Constitution
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* Review the Scholarships for Children of Staff Members
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- | Staff Appointment
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| - || Leave Administration

FREFEIE
40,000 41,560
B Vacation leave and sick leave applications (in paper form)
NGO Gk 30,000
. Vacation leave applications from
Headquarters staff via eLeave system 20,000
ITHAERE TEBR LBRARRNKBRERT
Other leave cases 10,000
HEthBRAER ER 4,160 3.048
0 . m
- | Other Personnel Functions
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Bl staff work injury cases
BITHER oY 290
. Applications for certificate of service
PRIZERRFE 200 |
. Outside work/secondment applications
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Applications for acting appointments
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Applications for early retirement/extension of service 0 } }
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Human Resources Information System
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- | Payroll Transactions in the

10,000
[ Cases for new recruits 8,930
FEETMEZR 8,000
. Cessation cases
BBER 6,000
Change of contract 4,000 4
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