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PURPOSE OF THE MANUAL

This Manual is compiled for the purpose of
providing members with updated information
regarding the Council in the aspects of its
structure, facilities and in particular, its
services to agency members. The Manual
also aims to facilitate members to
understand and be familiar with their rights
and obligations, as well as privileges of being
members of the Council.
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VISION AND MISSION

Vision of the Council

To establish a welfare sector that is highly
accountable, efficient and responsive to
social needs, upholding the long-term
sustainable development of society and the
well being of our citizens.

Mission of the Council

To promote the development of social
welfare, together with its agency members:
enhancing accountability of social welfare
service agencies; promoting improvement of
social welfare service; facilitating agencies to
better serve the community; advocating
equality, justice, social integration and a
caring society; and setting the local welfare
sector as model within international
community.
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THE FIVE CORE BUSINESSES OF HKCSS

Agency Development and Partnership

To liaise with social welfare agencies, provide
membership services and professional support,
facilitate resource development; promote public
understanding of welfare agencies and their
services, enhance public accountability; foster
strategic cross-sectoral partnership with the
business and other professionals, and also pool
together the effort of the third sector, to build a
cohesive and caring society.

Service Development and Liaison

To promote social service development and
planning, enhance service quality, promote and
encourage agencies to adopt good practices,
review service delivery models, provide forums
for exchanges and joint endeavours, keep
abreast of the overall needs and changes of
society.

Quality Management and Efficiency
Enhancement

To co-ordinate training activities organized by the
Council, enhance welfare agencies' capability,
promote  social services efficiency and
effectiveness, promote sharing of experience in
quality management, the effective use of
management systems and tools to improve
management and service delivery of social
welfare services.

Policy Research and Advocacy

To undertake and support research and other
evidence based studies on policies which have
impact on welfare and social development,
monitor and analyze social development
statistics and trends, conduct policy analysis,
advocacy and response, maintain regular
dialogue with policy makers and communications
with the public to promote understanding and
influence policy making.
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International and Regional Networking

To foster network and exchanges with
international and regional counterparts for
experience sharing and practice advancement,
represent the NGO sector to participate in and
contribute to the international and regional social
welfare and social development agenda, facilitate
the local welfare sector to keep abreast of
international agenda on welfare issues and
standards of practices, monitor the compliance of
the international conventions related to welfare
and social development in Hong Kong.
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ZEPHENE PREFARLERE
MEMBERSHIP CRITERIA, APPLICATION AND TERMINATION

Membership Criteria

According to Clause 13 of the Council's
Constitution, organizations wishing to apply
for Agency Membership must fulfill the
following criteria in order to be eligible:

. They must be recognized by the Council

as being a non-profit-making body;

. They must have been in operation for a

period of at least one year;

They must possess a Constitution or
similar document of incorporation;

They must publish their annual report and
audited accounts or certified accounts
with regards to annual income and
expenditure;

They must comply with such other
conditions as may be prescribed by the
Executive Committee from time to time.

Membership Application

1.

Upon the request of the agency applying
for membership, the Council will either
send the application form and the relevant
materials to the agency, or advise the
agency to download it from our home

page.

. Upon the return of the completed forms

and the relevant documents from the
agency, they will be checked to ensure
whether they are meeting the criteria.

If the criteria are met, an agency visit will
be arranged to learn more about the
agency and its expectations on joining the
Council.
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After the visit, an Agency Report,
summarizing the objectives of the agency,
as well as the services and activities, their
future plan and expectations, etc. will be
prepared and sent to the Executive
Committee  for  consideration  and
endorsement.

Once the application has been approved
by the Executive Committee of the
Council, a letter will be sent to the agency
informing them of the approved agency
membership of our Council with the notice
of payment for membership fee.

Membership Termination

Any

Member wishing to terminate

membership may do so provided that written
notice is given to the Executive Committee.

The Executive Committee has the right to
terminate membership under the following
circumstances:

1.

If a Member ceases to fulfill the definition
of membership as prescribed in Clause 7
(a) of the Constitution of the Council;

. If an Agency Member ceases to fulfill the

eligibility criteria as prescribed in Clause
13 of the Constitution of the Council;

If membership fees are not paid within six
months of the due date of the year;

If an Agency Member fails to provide
audited accounts or certified accounts
with regards to annual income and
expenditure within 18 months from the
end of its financial year;

If in the opinion of the Executive
Committee, the conduct or behaviour of
an Agency Member or Life Member is
prejudicial to the good name of the
Council.
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Independent Appeal Board B LREET

There is an independent Appeal Board set [tHizREE I LFETED RIEEHZEE
up by the Council to handle appeals related | sfr==®H - LifEESeHm A AN T+
to membership. The Appeal Board has five EOHBESNTES S EE -

members, with a Chairperson appointed by

the Executive Committee.
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RIGHTS AND OBLIGATIONS OF MEMBERS

1. Rights to Elect and be Elected to 1. ZEMBESRES EHEREBREHRN
Council's Committees FEF]
1.1 General Meeting 112EEEKE

All Agency Members and Life Members
of the Council shall enjoy rights of
membership to avail themselves of the
facilities of the Council and to attend,
to nominate, to elect, and to be elected
at the general meetings of the Council.

1.2Executive Committee

The official representative of Agency
Members and Life Members shall have
the rights to nominate and to elect
members of the Executive Committee
of the Council

Any persons who are current members
of the Board or other similar bodies or
paid staff of Agency Members and Life
Members shall have the rights to be
nominated and to be elected as
member of the Executive Committee
provided that only one person from
each Agency Member may be so
nominated and elected at the same
election.

1.3Standing Committees

The Executive Committee may from
time to time as it deems necessary set
up Standing Committees within the
Council. The composition and size of
the Standing Committees shall be
decided by the Executive Committee.
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The election of the Standing
Committee shall be held during the
Annual General Meeting. Only one
representative from the same Agency
Member shall be nominated to become
member of the same Standing
Committee.

2. Obligations of Members

All Agency Members are required to fulfill
the following obligations:

2.1To submit copies of their annual
reports within 18 months from the end
of their financial year;

2.2To submit copies of their audited
accounts or certified accounts with
regards to annual income and
expenditure within 18 months from the
end of their financial year;

2.3To pay annual membership fees

Fees for membership shall be payable
annually on the first day of April in such
amounts as shall be from time to time
determined by the Executive
Committee. Fees are payable within
thity days upon approval of
membership in the full amount with the
exception that successful applicants
admitted after the thirtieth day of
September in any year shall be liable
to one-half of the appropriate amount
for that year ending on the following
thirty-first day of March.

No membership fees are liable to be
refunded unless in the opinion of the
Executive Committee there is good
and sufficient cause to do so. The
Executive Committee has the right in
exceptional circumstances to allow a
Member to pay an amount smaller than
the currently payable fee.
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2.4Members are also requested and
expected to take up the following
obligations:

2.4.1

2.4.2

243

To take part in the work of or
serve as members in the
various levels of Committees or
Task Groups of the Council;

To participate in Council's
meetings and to exercise rights
in elections;

To contribute towards fulfilling

the aims and objectives of the
Council.
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Services to and Privileges of Members
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Services

6.1

LB AR B9 T4
THE COUNCIL'S PUBLICATIONS

To arouse public concern for attention and
discussion on certain social phenomenon
and problems as well as to facilitate
information and experiences sharing with
agency members, the Council has been
active in producing reports or publications on
the issues. These include Resource Books
for specific services; Books for best practice;
Reports on Consultative Papers regarding
proposed policies or ordinances by
government; Annual Submission to the Chief
Executive; Directory of Social Service
Organizations, etc. The Council would also
at times issue reports based on the
conducted researches or studies for
information and reference of the government
and the concerned parties.

In order to facilitate its members to have the
updated information on such publications,
members would either be provided with the
hard copies of the publications or soft copies
through the Council's Website, or be
informed of the availability and ways to
acquire the publications.
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Services

6.2
TR B E B AR TS
THE COUNCIL'S LIBRARY SERVICE
The Reference Library of the Council has rich EEMeRERe2EZEEZETEEE

collections of social welfare related literatures.
Library collections include books, periodicals,

policy

documents, research reports,

non-governmental organizations yearbooks, etc.
Members of the Council are welcomed to make
use of our library services and facilities.

Memberships of the Library are distinguished into

two

categories, Corporate and Individual

Membership :

1. Corporate Member [Apply for the Library
Membership on behalf of the corporate /
agency / organization]

1.1 Agency Members of the HKCSS

1.2

Agency Members of the HKCSS are eligible
to get a corporate membership card free of
charge. Staff members of the corporate
when holding the valid membership card
can make use of our library services and
facilities.

Supplementary Membership Card

Agency Members can apply for
supplementary membership cards for their
service units for facilitating more staff
members of the agency to get access to our
library. Membership fee for each
supplementary membership card is HK$100
per year.

Individual Members [Apply for the Library
Membership individually]

Staff Members of Agency Members of the
HKCSS are eligible to apply for individual
membership of the Library. Membership
fee is HK$50 per year.
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Services Provided for Members of the
Reference Library

>

Loan Service

Members can borrow books, journals and
audio-visual materials from the Reference
Library.

Reference Service

Library staff are willing to advise and assist
members to locate relevant information and
make use of library facilities.

On-Line Public Access Catalog (OPAC)
Members can search the Library's catalog
through the Internet. The URL of the
Library's OPAC is http://library.hkcss.org.hk

Reservation Service

Members can use the Library's OPAC system
to reserve library materials, which are being
borrowed by other users.

Renewal Service
Members can use the Library's OPAC system
to renew the borrowed items.

Recommendation to Books Replenishment
Service

Members can recommend the Library to
acquire new books and journals.

Free Information

Members will receive Council's Reference
Library Newsletter so as to keep them
informed of the latest information and
development of the Library.
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» Electronic Library

The Electronic Library Project will facilitate
members to make access to social welfare
information through the Library system on
Internet. The Library will collect Internet
resources on social welfare for members.
The Library has converted nearly one
thousand Council's documents from 60's-80's
into electronic format. Members can
download the documents from the Library
home page.
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Further information could be obtained from our staff through telephone at 2864-2973 or

e-mail at library@hkcss.org.hk or visit
(http://library.hkcss.org.hk).
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Services

6.3
TRt R R
THE COUNCIL'S WEBSITE
The Council hosts the  Website: HHEHEFOEE  HEFUS -
http://www.hkcss.org.hk, featuring the  http://www.hkcss.org.hk + 75875 40 T &9

following contents:

>

Organization profile, activities, projects,

researches and publications of the
Council;
Hyper link to NGOs and welfare services

related websites;

Privilege schemes and services for
Council's Members;

Information on related community projects
organized by Agency Members or NGOs;

Brief introduction on the development of
social welfare services in Hong Kong.

Through the Council's Website, Members
can :

>

Freely get the up-to-date information on
development of the Council as well as the
welfare sector.

Freely view and download electronic
documents and research reports.

Freely hyper link agencies' websites to
Council's website.

Freely make use of the job opportunity
column in Council's website to advertise
agencies' vacant posts.
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Services |

6.4

ERREARESAR
INFORMATION ON MATERIAL DONATIONS AND FUNDS

The Council has been occasionally
approached by other organizations and
individuals who would like to make material
donations to NGOs through the network of
the Council.

The Council, upon receiving such intention of
donations, will make the messages known to
the Agency Members through either
individual contact or Council's Website.

The donations may be in various forms and
quantities, ranging from office equipments
and furniture, home furniture, football
matches tickets, books and magazines,
second-hand lorry, to  entertainment
programmes for children, etc.
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6.5

T ERHOWSE « D EERIEIEER
SEMINARS, SHARING SESSIONS, AND TRAINING ACTIVITIES

To promote social service development and
effectiveness, knowledge and skill in social
work practice, the Council organizes various
activities in the form of seminars, sharing
sessions, report-back sessions on overseas
conferences or study tours, consultations,
training courses and workshops for the
participation of staff of agency members.

In addition to these knowledge sharing
activities, staff of agency members are also
encouraged to take part in the training
courses and workshops organized by the
Council. Currently, the Council is running
about 200 courses for more than 4,700
social welfare personnel each year. These
courses can be classified into two main
categories, namely the computer training
courses and courses related to professional
and management training in social welfare
sector.
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BEESIREEE
ADVERTISEMENT SCHEME

Privileged advertisement scheme is available
for use by members of the Council:

Recruitment Advertisements in Leading
Local Newspapers

The Council has been working with a number
of leading local newspapers offering special
prices at a rate ranging from 20 to 85% off
from the original prices for the agency
members of the Council who make
recruitment advertisements in their
newspapers. The Newspapers on the List
are:

SOUTH CHINA MORNING POST
HONG KONG ECONOMIC TIMES
APPLE DAILY ( JOB SEEKERS )

MING PAO ( JUMP)

RECRUIT
SING TAO DAILY

HONG KONG iMAIL (JOB MARKET)
JIU JIK MAGAZINE

YVVVYVYVVYVYVY
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Free Recruitment Advertisement on the
Web-site of HKCSS

Free recruitment advertisement on the
web-site of the HKCSS is offered to agency
members. The details of the arrangement
are as follows:

Restrictions of Recruitment text:

Agency Members should undertake to
typeset and artwork design of the
advertisement. Every advertisement should
state clearly with the name, address or fax
number of the agency, vacant posts, name
and telephone number of the contact person
(please refer the sample in the following
page). The Council will not be responsible for
any coordination work during the recruitment
process.
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Enquiries: Contact Human Resources Unit of Administration Department at 2864 2912.
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ﬁﬁ. THE HONG KONG COUNCIL OF SOCIAL SERVICE *

HKESS

OFFICER 2

To be responsible for organizing delegations to overseas conferences and
liaising with overseas and mainland organizations. RSW and degree in social
work. Organizational ability with aptitude for attending to details. Competent
computer knowledge required. Proven communication skills in both Chinese

and English languages and fluency of Putonghua a definite advantage.

Wanchai District. 5-day week and 21-day leave annually. Provident Fund
provided. Please send resume by post to Rm 1303, Duke of Windsor Social
Service Building, 15 Hennessy Road, Wanchai, Hong Kong or by fax 2865
4916.3 Only short-listed applications will be notified.

For enquiry, please contact Ms Peggy Chung at 2864 2912 4
Starting date for application : August 5, 2002 3
Deadline for application : August 19, 2002

KT B E T T &R
The following information should be included in the recruitment advertisement :

1 #4527 Name of the agency
2 i1 Post Title

3 HEMNISEER
Address or fax number of the agency

4 B AMBREFERE (RHASHHEZA)
Name and telephone number of the contact person (For Council staff use only)

5 BiIffiakE == BB HEA
Starting date and deadline for application for the post
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Benefits
Scheme

EEETE

BRI EREBEEE
PERSONAL COMPUTERS AND I T PRODUCTS PURCHASE SCHEME

The Council has made, through its
Information Technology Resource Centre
(ITRC), special arrangement with the leading
computer companies in Hong Kong on
discounted prices for their products sold to
the agency members of the Council, through
Council's arrangement. The Privileges
offered are briefly as follows:

The Hardware and Software Products

Products from such companies as HP, IBM,
DELL, COMPAQ, EPSON and MICROSOFT,
etc. will be offered to the Council and its
agency members at discounted price ranging
from 20 - 80 % of its market prices.

Handling Charge

The 1 % handling charge by ITRC of the
Council on the purchase and/or installation of
the hardware or software products and
services will be waived for agencies who are
members of the Council.
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6.8

BREITINERRED
DISCOUNT OFFERS AND SUBSIDIES

Publications

As a benefit to the Council's members and
their staff, the publications published by the
Council are offered to them at a 20 %
discount on the original prices. This discount
rate is also applied to the CD Rom produced
by the Council.

Renting of the Meeting Rooms at the Duke
of Windsor Social Service Building

Both the Auditorium and the meeting rooms of
the Duke of Windsor Social Service Building,
which are open for hiring, are rented to the
Council's members at a very special price of
30 - 45 % discount. Details of the room
charges are shown below:
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@ 3% F I8 E Meeting Room Charges
=EWE S 2 /)\BF5t Charge per hour, minimum 2 hours

it (i) /| 103 = 201 =¥ 202 = 203 =
Venue (seats)| Auditorium Room 103 | Room 201 Room 202 | Room 203
(315) (90) (110) (120) (30)
TRAEER 204(T1E)
Categories of Hirer 1M11(+=@)
FEEICHHE (AR ): BB—FA tFARETFAR
Non Peak Hour (Office hour): Monday - Friday 9:00 am - 5:00 pm

WEEERETERNEEP $350 $130 $150 $175 $100
Agency Members at the same
time Tenant Organizations
WEEE $480 $165 $185 $200 $110
Agency Members
REERE $550 $220 $245 $275 $130
Charitable Organizations
HihEgE $760 $290 $325 $360 $210

Other Organizations

FICHE - EH—F0 THFARER

Peak Hour: Monday - Friday 5:00 pm - 10:00 pm;
Saturday, Sunday & Public Holiday: 9:00 am - 10:00 pm

EHR - BRAKRKRY LFNEER 6

WEEERETERNEEP
Agency Members at the same
time Tenant Organizations

$385

$165

$185

$200

$110

wEes
Agency Members

$660

$220

$245

$275

$130

Charitable Organizations

$880

$330

$370

$410

$220

EhE
Other Organizations

$1,150

$400

$450

$500

$290
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Attending Council’s Training Activities

The Council has been running various training
courses for the participation of staff of Agency
Members. With the financial support from
Lotteries Fund, the Council has been able to
offer these courses, mainly Computer Training
and Professional Social Work Training
Courses free of charge, and the Management
Training Courses at relatively low course fees.

Attending Overseas Conferences and
Study Visits

The Council keeps on establishing overseas
networks, pooling external resources,
consolidating different and diverse knowledge
and experiences from overseas and the
Mainland to improve local practice. To this
end, the Council solicits funding from different
funding bodies to organize social welfare
personnel to participate in  selected
international conferences / overseas study
visits annually

For each individual event / study visit,
concerned Agency Members will be invited to
apply for subsidy to participate in the event.
There will be a selection panel to consider
and decide whom be offered a 50 % subsidy
on the costs of attending the event. If there
are applicants willing to take part in the event
with their own expenses, the selection panel
will also consider their applications. Delegates
will share with the sector the experience and
the insights after the events.

The Council publishes twice annually an "
Overseas Events Calendar " for Agency
Members' information. The Calendar can be
downloaded from the Website of the Council.
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: (852) 2864 2929

: (852) 2865 4916

: hkess@hkess.org.hk

: http://www.hkcss.org.hk

1201 F 17

The Hong Kong Council of Social Service
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Telephone
Fax

E-mail
Homepage
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15 Hennessy Road, Wanchai, Hong Kong
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: (852) 2865 4916

: hkcss@hkcss.org.hk
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