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1. Introduction to The Caring Company Scheme Online
Application System

This system aims to simplify and optimize the application process of
the Caring Company Scheme. The target of system users include:

o Charitable organisation interested in becoming a nominator
o A Company applying for the Caring Company logo

o Organisation applying for the Caring Company logo
Main functions of the system:

Charity Organisation Zone

1. Nominator application
2.  Partner invitation management

3. Invitation review and feedback

Company/ Organisation Zone

1. Online application
2. Company general information update

3.  Contact information update
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Completion of the application form (Form A & Form B)
Completion of caring ambassador(s) information
Online payment service

E-certificate download and printing

Companies and organisations can login to the system at anytime to check the process of

application and complete the application requirements according to the system prompts.

1.1 Application Procedure for Nominating Organisation

Registration

Applying for the Caring Company Scheme
Update company/ organisation information
Update organisation's general information

Complete Form A: community partnership with partner

Last updated on: 07/08/2025
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2. Functional Description

2.1 User Login

Login method
o Method 1 : Visit the Caring Company website www.caringcompany.org.hk, and

click 'Members Login' to login in.
Skip To Content  ContactUs S @ @A

h

caringcompany HKCSSF#’

Home  AboutUs Logo and Awardee List  2024/25 Logo Application Partnership  Activities Data Centre Our Supporters

2024/255EF TSR ERAR) 5181 -
: HEmMkiEZHE

Qring
b om pﬂ n y The Caring Company Scheme 2024/25
MERERTRADE Application Opens Now

HiSEIEAHE: 2025510888 T4 6BFIE

BRI T RES S Application Deadline: 8 October 2025 6pm
Click here to learn more
o0

©
What's new Members Login @ Logi = =4
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PR — Members Login Application
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° Method 2: Please login to www.ccnomination.net
Not registered yet To register

F liﬁ @CLETEEO®  The Caring Company Scheme Online Application System
HKCSS M carngcompany (RREHE HALRIRAR

System Login

Qrin

\» Ompany =
AHME £ RTFRARR ‘

CO-CREATE, DRIVE VALUE AND IMPACT FOR A SUSTAABLE SOCIETY
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2.1.1 Registration

o Registration address: https://www.ccnomination.net/client/login?loginType=register
° Registration type:. Organisation

o Organisation type: Charitable Organisation (Nominator)

The Caring Company Scheme Online Application System

i [ amase
HKCSS#‘ caringcompany (SRR AL RIRAR

Return to the Login Page  English ~

Q r I n No English Name
ompany [
Philanthropic Foundations

5 8 {54 fi& 3 3 &) 45 48 5% R

Statutory Bodie

Schools, Universities and Tertiary Educational Institutions (Other non-
profit/UGC-funded institutions)

Alumni Associations

I Charitable Organisation (Nominator) I

*Fla/Floor/Building

*Street Name and Building Number

Register- nominator

2.1.2 First-Time Login
° Login address: https://www.ccnomination.net/client/login

o Set password: Once the account registration has been approved, set the password by
clicking the link provided in the confirmation email. Then, log in using the registered email

address and the newly created password.

o Change password: After logging into the system, password can be changed through
'User Setting - Change Password'.

Last updated on: 07/08/2025
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Retun to the Login Page ~ English ~

# CTIEEIE®,  The Coring Company Scheme Online Application System
HKkess i caringcompany ERRE HOMEFRRR

Reset Password

[ 8 {8 & *!ﬂﬁﬂﬂﬂv f‘4 . :

COCREATE, DRIVE VALUE AN IMPACT FOR & SUSTAINABLE SOCHT

First time login - Set password

i @CLIEIENE,  Tho Caring Company Schems Online Application System
uxcssq' caringcompany BB, AL ARS Notregseredyet Toregiter  Engis

System Login

System Login
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HKCSS carngcomparny MEREEE, RS AR

| Change Password

Confirm

Change password

2.1.3 Unable to login

Choose the reason for being unable to login:

° For companies and organisations participating in the Caring Company Scheme for
the First time, please follow the 'Account Registration' process;

o For companies and organisations that have participated in the Caring Company
Scheme before, please follow the 'Recover Account' process;

o If you forgot your password, please follow the 'Forgot Password' process.

ot @CTIEIEME®  Tre Garing Gompany Scheme Online Application System -
HKCSS BT carngcompany TEERERR) FH AR o

Unable to login

rganisations participate in the
time

\w» OMpany

Companies/Organisations that previously
participated in the Scheme

Unable to Login
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}
¥ I, T g Company Scher Onine Apication Sysem i il i {0
nkessB  camotompany ¢ e, AL SRAR i

Recover Account

o omeany

) ) {0 {6 3438 o] 45 4% 8% /R

Please Fillin Your Lotest News Used for System Login

For Organisation - Account Recovery

2.2 Dashboard

After logging in, the main dashboard is composed of:

° Left side: 'Menu Bar'

o Center: 'Scheme Application', and 'To-Do List' Section

o Right side: 'Quick Access' and 'Operation Log' Section

'v‘l @CTEETEIIES,  The Caring Company Schama Online Application System a 1231
HKCSSHF  canngcompany (EREENE) AR & 122

© welcome back ngotest.28 Quick Access.

Year of 2024/2025 Caring Company Scheme _um
Now is open for application " 4

=

,ompany

PRI DEEET

There is still time left before the program application deadline: 96 days 20 hours 7 minutes

To-do list

2.2.1 To-Do List

To-do list View More >

You have received a partnership invitation from Lam Company. Please check it View Details >
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2.2.2 Quick Access

Directly access the target page by clicking the icon of the quick.

Quick Access

202472025 Application User Manual
Momination Result

2.3 General Information
General information is divided into two parts: the general information of Part One and the

application information of Part Two.

2.3.1 General Information Update and Decleration

Once submitted, this part cannot be modified during the current application period
(except by updating the name).

2.3.1.1 General Information Update

Tha Caring Company Scheme Online Application Systom
TR, HEE R

thy L
uxcssbﬁ carngeompany

4 %~ B Logout

[IERRL TR | Revicion Histor

T——

REXN100E

9
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i ‘ﬁl @CLEEEMe® T Caring Company Schems Online Appiication System
HKCSSHF  carngcompany TRRAREL ISR L i

a a il

B General Information
| a e B fduc "
a; d ] a B Rehebitation
| o
0w n
rvi Na. Emg
K3)

2.3.1.2 Declaration

flg LI
HKCSS I carngcompany

Upload Time Attachment category Attachment Name Operation

1R88

Declare

2.3.1.3 Upload attachments

2024/25 Caring Company Scheme Online Application System User Manual

(For Nominator)

It supports uploading various attachments, including BR, IR88, Declaration and others.

Flos @CLIEEEMe®  Tho Caring Company Schema Onling Application System
HKCsS M carngcompany TRRARENL I BRI
testing s,
t year's expenditure (About
ks
w4 @ Annual expenditure of between HKS 500,001 - HKS1,500.000
513,143.00 His
g inc
30 % 0 % 2 % 1 o %
Attachment information
Upload Time Attachment category Antachment Name Operation
2025-03-04 Rea e e Downioad
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Upload attachments

Upload attachments

* Attachment category

*Upload attachments

Please select

BR

IR88
Declaration Document
Declaration File

Other

Category of attachment

2.3.1.4 Update Name

Provide and upload the corresponding information according to the applicant type for the

'Update Name' application

# CLETE
HKCSS# carmgcompany

PR LR
@  General Information

| General Information
Information

Organisation Code

YO0143

Organisation Name(Chinese)
NGO Fil 27 WL
Company / Organisation Website

WAWIIEO00002.COM

0rg

ation type
Charitable Organisation (Nominator)

« Tax-Exempt Charitable Institution and Trusts Reference No.

000027

» Declaration letter with autharised person ‘s signature and
organisation stamp

Test 000044 image jpg
Declacation template davrlaad ink

» Address(Chinese)

HEEWI00E

Engish v & §— B Logow

Revision History

Date of Incorporation
1390-03-02
Organisation Name{English)
NGO Test 27 Company Limited
«No. of locally employed staff members

5199

*Whether Tax-Exempt Charity Organisation
Vs No
«Please attach a copy of Tax Exemption Certificate
@ Test 000044 imagejpg ~

« Address(English]

Room 100 Unknown Bidg

For Organisation - update name

Last updated on: 07/08/2025
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The Caring Company Schema Online Application System

et LI . am
HKCss M caringcompany TRRRER IR LR b

Update Name

| update Name

Information

NGO Test 27 Company Limited

No English Name
Plea b

2. Click to Uplead

2.3.1.5 Revision History

To review the record of 'Update Name', if the status is:

o Pending: Allows viewing and withdrawal;

o Approved: The application of 'Update Name' has been approved, and the updated
name will be displayed after refreshing the page;

o Not Approved: The application for 'Update Name' has not been approved, and the
name will not be updated.

} B‘; @CTEEEIE®  The Caring Company Scheme Online Application System
HKCSSH-  caringcompany TERRR LSRR

2 85—
. General Information
B General Information | General Information
e ! Information

BEXWI00E Room 100 Unknown Bidg

12
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Revision Histary
| Revision History
Submission Time Company / Organisation Chinese Name (Old)  Company / Organisation English Name (Old)  Company / Organisation Chinese Name (New)  Company / Organ Operation
2025-01-06 15:17:41 ngotest 12 ngotest 12 English ngotest 12 PRERE ngot

Total: 1

2.4 Contact Person Details

Please update the basic information of the contact person in time; a maximum of 6
contacts can be added:

o It is recommended to first fill out the basic information of the first three contacts
first, including (1) Management, (2) Person in charge of Sustainability/CSR, (3)
Administration contact, which is mandatory;

o After completing the basic information of three contacts, please click the'Update
Contact Person Details” button to complete one of the application processes;

o Since 'email' is required for system login purposes, it cannot be modified at will. If
the user want to change the 'email', please add/delete the contact person;

o **The system requires a unique email address for each contact as a login account to

ensure account security and to avoid duplicate logins.

tly @CLETER®  The Caring Company Scheme Online Application System
HKCSS B canngcompany TSR RBE; IR ERRR

Contact information
Management (¢.9, CEQ, General Manager, Director of

Person in charge of Sustainability/CSR For fiai

Administrative Contact For liaison of all matters related to the Caring Company Scheme > & | Yat Ng m

2.4.1 Add/Edit Contact Person Details

13
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Supports adding different types of contacts

Contact information
* Management (e.g., CEQ, General Manager, Director or Manager ing company or
+Salutation *Last Name(Chinese)
Please select Salutation v Please enter Last Name(Chinese)
#Last Name #First Name
Please enter Last Name Please enter First Name
* Position(Chinese) Position(English)
Please enter Position(Chinese) Please enter Position(English)
+AddressiChinese)
# Email Please enter Flat/Floor/Building
Please enter Email Please enter Street Name and Building Number

Since the *email® is used for system login purposes, it cannot be modified arbitrariy. If you

wish to change the *email. please add/remov

2 contact Please select District

*Would you like to receive updates on the application status and other latest news of the Caring Company Scheme?
Please select @

Would you like to be contacted through a secretary/assistant?

Please select v

2024/25 Caring Company Scheme Online Application System User Manual

(For Nominator)

*First Name(Chinese)

Please enter First Name(Chinese)

Preferred Name

Please enter Preferred Name

»Contact No.

4852 Please enter Contact No.
~ Address(English)

Please enter Flat/Floor/Building

Please enter Street Name and Building Number

Please select District -

Add and edit basic information for 'Management'

* Person in charge of Sustainability/CSR For liaison of all matters related to the Sustainability / CSR

+Salutation *Last Name(Chinese)
Please select Salutation v Please enter Last Name(Chinese)
* Last Name *First Name
Please enter Last Name Please enter First Name
#Position(Chinese) #Position(English)
Please enter Position(Chinese) Please enter Position(English)
*Address(Chinese)
»Email Please enter Flat/Floor/Building
Please enter Email Please enter Street Name and Building Number

Please select District

Yes v

#First Name(Chinese)

Please enter First Name(Chinese)
Preferred Name

Please enter Preferred Name
+ Contact No.

+852  Please enter Contact No.
*Address(English)

Please enter Flat/Floor/Building

Please enter Street Name and Building Number

Please select District v

Add and edit basic information for the 'Person in charge of Sustainability/ CSR'

* Administrative Contact For liaison of all matters related to the Caring Company Scheme

»Salutation #Last Name(Chinese)

Please select Salutation v Please enter Last Name{(Chinese)
#Last Name *First Name

Please enter Last Name Please enter First Name
#Position(Chinese) #Position(English)

Please enter Position(Chinese) Please enter Position(English)

# Address(Chinese)

» Email Please enter Flat/Floor/Building

Please enter Email Please enter Street Name and Building Number

es, it cannot be modified arbitrariy. If you
contact Please select District

+Would you like to receive updates on the application status and other latest news of the Caring Company Scheme?

Yes v

+ First Name(Chinese)
Please enter First Name(Chinese)
Preferred Name
Please enter Preferred Name
~Contact No.
+852  Please enter Contact No.
» Address(English)
Please enter Flat/Floor/Building
Please enter Street Name and Building Number

Please select District v

Add and edit basic information for 'Administrative Contact'

Last updated on: 07/08/2025
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»Salutation *Last Name(Chinese) +First Name(Chinese)

Please select Salutation v Please enter Last Name(Chinese) Please enter First Name(Chinese)
*Last Name *First Name Preferred Name

Please enter Last Name Please enter First Name Please enter Preferred Name

* Position(Chinese) + Position(English) +Contact No.
Please enter Position(Chinese) Plea: Position(English) +852  Pleas:
#Address(Chinese) » Address(English)
«Email Pi er Flat/F
Please

iding Number

*Would you like to receive updates on the application status and other latest news of the Caring Company Scheme?

Please select v

Add and edit 'Contact Person'

2.4.2 Switch Role

Supports switching designated contacts to various roles.

Switch role

tact Person > WS | Peter Chan

*Please choose who 1o swap roles with

15
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2.5 Scheme Application Process
2.5.1 Apply as a nominator

If your are philanthropic foundation, you can choose to be either 'Nominator' or applicant
of 'Caring Organisation”, no modification is allowed once confirm.

You can only apply to become a nominator if you are a charitable organisation.

2.5.1.1 Apply for Current Year Application

2.5.1.2 Select Role

If you choose to become a nominator and complete the required information, please wait for
the HKCSS to review your account application.

ey The Caring Company Schema Onine Application System ot - &
nkessHE  caringcompany TERREHE 18 L =

2024/

| 202472025 Application

Select This Year's Rale

2024/2025 Application Apply to be Nominator
ligible nominaters should b

16
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o y T Caring Company Schame s Applcatin System e
HKCSSHF  canngcompany TERMEE, HHE SRR ° -
125 Appication
| 202472025 Application
Select This Year ‘s Role
2.5.1.3 Invitation Sent-Invitation to Company/ Organisation
i The Caring Company Scheme Gnline Application System -
HKCSS caringcompany (RSB MBI EBALR Engih & R= (el
; Form A: Community Partnership
| Form A: Community Partnership Emall invitation history

Invitation Sent(0) invitation Receivedi?;

Nomination

Form A: Community Partnership

Submission Status  InvitationLog  Company/Organisation Name(Chinese)  Company/Organisation Name(English)  Application Type  Invitation Status  FormANo.  ConfirmC  Operation

Invite Company/Organisation

17
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am

‘orm A: Community Partner Cooperation

Filling guidelines and details:

Confirm guidelines and details before filling form A

oy The Caring Company Schems Oniine Application Systam
nkessHE  carinocompany TR 1A SRR

n COO118-iH{RFfFAIRLSlloy Connect Limited

jon

Form A: Community Partnership revious page

You can type the keyword to search company/organisation

18
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| Form A wiith Joy Connect Limited

me Nomination

The Caring Company Scheme Online Application System

Form A Community Partnership

backto my partner  Feedback from
Partnership Details
[ —_——— P
elect Company/Organisation Nor boration prolect
ollaboration theme{s) (Multple Selections can be made
Diversity and Inclusion Mental Health Carer Support M
Sustainability / Environmental  Employee Wellness & —
Protection Development
et
One-off  Multiple Times
ain contact person (Applicar
+Nam, « Contact No mail
852
«Nam A mail
+852
Collaboration period
SEMonthe 71 Monthe 19Vears 15 Vears

HKCSSHT  caringcompany

The Caring Company Scheme Online Application System
M RRME, AR AR

| Form A: Community Partnership

Invitation Sent(3)
CompanyjOrganisation Name

Form A: Community Partnership

Submission Status Invitation Log

2025-01-03 15:44:50
2025-01-03 16:05:34

2005-01-03 15:44:34

Invite Company/Organisatian

610 Vears Cover 10 Vears

Complete Form A

Company/Organisation Name(Chiness)

gotest 16

ngotest.16

NGOtest 20 iz

NGOtest 20 English

cctesting 000002 {revised)

cctesting 000002 612 (revised)

Invitation Sent

Last updated on: 07/08/2025

Company/Organisation Name(English)

Poverty Refiel

Application Typs  Invitation Status
Caring Organi

Caring Organisation

Caring Company

2024/25 Caring Company Scheme Online Application System User Manual
2.5.1.4 Complete Form A: Community Partnership

(For Nominator)

Save as PDF

& b

FormAMNo.  Operation

Totak: 3

19
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# @CTIETEIRY  The Caring Company Scheme Online Application System T e
chssﬁ‘f carngcompany TEAREIL 5L AR
Form A: Community Partnership
| Form A: Community Partnership Email invitation history |

me N

Submission Status Q Search © Reset

Form A Community Partnership
Submission Status Reesiving Log Company/Organisation Name(Chinese)  Company/Organisation Name(English)  Application Type  Invitation Status  Form A No. Operation
2025-02:19 18:01:35 Lam Company Lam Company Caring Company
20050219 17:1946 043 TO company Caring Organisation
Total: 2

Invite Company/Organisation

Invitation Received

2.5.1.5 Invitation Received - please confirm if accepting the invitation

Validation Status: accepted and submitted, rejected, or request for revisions

The Caring Company Scheme Online Application System

(RSP RARIE) OB L IR RAR English v & R— & Logout

ustainabil ollaboration project(s]
nn laborat
- -,
Effectiveness of resource allocation (e.g. r in-kind, money)
pinion On The Overall Collaboration(s) This Year * Expectation or advice on future collaboration
Great! More Communication

Applicant’ s Feedback On Overall Collaboration This Year And Future Direction

Accepted and Submitted
Rejected

Request for revisions

20
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The Caring Company Scheme Online Application System fglsh v & S B Logout

FRESPRAIN B WA E I RaR

= Sustainability of the collaboration project(s)

0 B = % &

*Innovation of the collaboration project(s)
D 5 = Eo [}

= Effectiveness of resource allocation (e.g. manpower, in-kind, money)
L < - - g 1

=Opinion On The Overall Collaboration(s) This Year * Expectation or advice on future collaboration

Great! Mare Communication

18/500

Applicant’ s Feedback On Overall Collaboration This Year And Future Direction
Opinion On The Overall Callaboration(s) This Year Expectation or advice on future collabaration

N/A n/A

*Valiclation Status

Accepted and Submitted ~

Confirm to accept status
The Caring Company Scheme Online Application System
9 -empany PP 4 English v & B B Logout

"ERERE HRELRRRR

*Effectiveness of resource allocation (e.g. manpower, in-kind, money)

& - - -

*Opinion On The Overall Collaboration(s) This Year *Expectation or advice on future collaboration

Please enter Please enter

0/5000 0/5000
Applicant's Feedback On Overall Collaboration This Year And Future Direction
Opinion On The Overall Collaboration(s) This Year Expectation or advice on future collaboration
Testing Testing
7/5000 7/5000
L Validation Status *Reason for rejection
Rejected v Please enter
0/500

Reject the invitation, and provide reason for rejection

21
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The Caring Company Schame Online Application System _
English v & B Logout
TERRR R LSRR ! P q

= Innovation of the collaboration projecti(s)

= Effectiveness of resource allocation (e.g. mar

g = s -

in-kind, money)

= Opinion On The Overall Collaboration(s) This Year * Expectation or advice on future collaboration

Great! More Communication

Applicant’ s Feedback On Overall Collaboration This Year And Future Direction

Opinion On The Overall Collaboration(s) This Year Expectation or advice on future collaboration
N/A /A

= Validation Status *Reason for rejection
Request for revisions >

Request for revisions, and provide reason for rejection

2.5.2 Result Enquiry

(To be updated)

2.6 To-do List

During the application process, when the status changes, the system will push messages

to this page or the main dashboard.

For example, if the review result for 'Update Name' is approved or denied, the relevant

information will be displayed here.

The Caring Company Scheme Online Application System

i [ mnza: 3
HKCSS# canngcompany TR RN, B L SR
To-do List

| To-do List

Creation Time Message content Message status Operation
2025-04-16 10:29:49 Receive nomination invitation from Testing_Government Dep. Please check. Unread View Details
2025-04-09 15:47:01 (AT B E#2 Accepted the nomination invitation. Please check Unread View Details
2025-04-08 15:48:39 (FAZDEW) PE(EM2 Requests you to edit the contents of Form A. Please check. Read fiew Details
2025-04-01 16:57:57 Receive nomination invitation from (Do nat choose) Testing Company3. Please check Unread
2025-03-24 17:37:37 Your submitted request to change company / organisation name has been approved Read
2025-03-24 17:16:47 Receive nomination invitation from (Do not select) Testing Comapny. Please check. Read

Total: 6

22
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The user settings include: changing passwords, access and operation logs.

thu @CTIEEERE® e Caring Company Scheme Online Application System
HKCsS I carngcompany ERRE 1A LSRR

| Change Password

Confirm

tha @CLIEEEME® e Caring Company Scheme Online Application System
HKCsSHF  carngcompany WRREL 1A LSRR

Access and Operation Logs

Access and Operation Logs

Access and operation logs

Last updated on: 07/08/2025

Change password

Application Time.
2025-07-03 16:13:06

2025-06-13 152042

Q Search

Operator Details
= User Login
= User Login

Totak: 2 1

23
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The Caring Campany Scheme Online Application Systerm

\u:(ssﬁ1 carngeompany TR HNA PR E & i 9o

Contact Us

Tel: 2864 2966

WhatsApp: 2854 2955 (Teat message orly)
Fax: 7854 2891

Websito: s caringEompany arg ik
E-maik: nominason@hkzss org hk

Address: R TI05, T1F, Duke of Windsor Social Senvice Bulding, 15 Hernessy Road. Wanchai. Hong Kong

Office Hous: Manday Friday 9 am ta 530 pm (Closed on Saurdays, Sundays and pubic holkdays)

2.9 Terms & Conditions

il @CTEEEImE®  Tho Caring Company Schome Online Application System fglish v & M e
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Terms and Conditions

Terms and Conditions

This is the online

pplication system (the system) of The Hong Kong Council of Social Service (HKCSS) for the Caring Company Scheme (the Scheme

and confirm the folloy

g terms, notices and details related to the

sany / organisation 2pplyi g Company Logo / Caring

for the Carir

ogo (ths

plicant) a

he nominator can

er up to 6 contact person accounts. Each

act person must register their account with u

ie emall address and password. Once the

will have access to login to the system to f

out, modify ar

e applicat

forms (except
for di

d accounts|

« Applicants and nominators should leave sufficient

me to familiarise themselves with this new system and carefully read the system’ s use

manual and application guidelines.

 HKCSS will use the email

resses of the

ntact persons provi

the system for communication and

ation of important inforn

t persons should regularly check their e

aceounts (including the spam

folder) and / of lagin to the system to check the latest news to ensure that they

ot miss any uf

t the Scheme,

Copyright and Intellectual Proparty

Terms and Conditions + Except expressly stated otherwise,

ight of ail 1
.

fte, or otherwise use

ontent in this system, including but not limited to texts, graphics, photos, audios,

deos, software and programmes, s owned by

. ifar

yone wishes to replicate, dist

1y RON-text content within this system (Including but not limited to Images a

audiovisual files) for a

prior written consent from HKCSS must be obias

P

ivacy Policy

The personal infor

icants and nominators ication of the Caring C

pany Loy

anisation Logo and for

omotion of programmes related to HKCSS. The Sche;

dertakes to comply with the requirements of

Privacy

dinance 1o ensure that the persona

 collected are securely kept
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