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Leading Changes, We Build up
a Modern Human Resources System

Formulation of a Protocol on Staff Recruitment

Owing to the rapid expansion of services, Tung Wah has
annually undertaken over 1,400 recruitment cases which
spread across different services. As a proactive measure to
enhance the quality and efficiency in human resources
services, the current procedures of staff recruitment were
revisited. A protocol on Staff Recruitment to standardize the
relevant procedures and practices was formulated to provide a
good practices operation guide for managing staff recruitment
process.

Pay review for staff under the New Pay Structure at
Administration Headquarters

An annual base pay and variable pay reviews for staff of the
Administration Headquarters under the New Pay Structure for
2013/2014 were undertaken with reference to the market pay
trend. The results of the pay reviews which has taken into
account of the market pay trend and based on staff's
performance would be implemented with effect from 1 April
2013.

Staff Feedback Survey for the New Pay Structure
With an engagement of a project consultant, a Staff Feedback
Survey for reviewing the implementation of the New Pay
Structure (NPS) was launched in July 2012. The survey was
completed with analysis of the findings and recommendations
on the forward planning of the NPS. A summary of the
endorsed survey results was issued for information of staff
concerned. In addition, a feasibility study for extension of the
NPS to service centres in the long run was undertaken.

Promotion of a clean and ethical corporate culture in
Tung Wah

With a view to promoting a clean and ethical corporate culture,
a personnel circular for raising staff's awareness of the
corporate policy in Tung Wah including the relevant rules and
regulations as well as administration procedures and practices
that prohibits any forms of corruption in Tung Wah was issued
for reference of staff at different levels. All staff members were
reminded to make conscious effort at all times to perform their
tasks and duties with the highest standard of integrity and
conduct so as to facilitate Tung Wah in delivering and
operating all its services and business in a fair, open and just
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manner. A Senior Community Relations Officer of Independent
Commission Against Corruption was invited to deliver a talk to
headquarters executives, school heads and centre supervisors
on the Prevention of Bribery Ordinance and its execution.

Extension of eLeave System to Medical Services
Centres as well as the Records and Heritage Office
In collaboration with the Information Technology Branch, the
eLeave System (eLS) was extended to selected medical
services centres as well as the Records and Heritage Office
from November 2012 onwards which has widened the
coverage of staff for on-line vacation leave application and
enquiry. A briefing session to familiarize the staff concerned
with the eLS was organized on 30 November 2012 and a 3-
month transitional period was arranged for phasing in the eLS
in the respective service centres. Continuous review and
enhancement of the system will be undertaken in preparation
of further extension of the eLS to other service centres.

Selection of an additional Provident Fund service
provider under Tung Wah Mandatory Provident Fund
(MPF) Scheme

As a proactive measure to provide an alternative scheme to
staff for managing their mandatory provident fund (MPF), an
exercise for selection of an additional MPF service provider
was conducted. A professional consultant was engaged to
independently benchmark different MPF service providers in
the market. The Staff Retirement Schemes Management
Committee has assessed the shortlisted plans and selected an
additional service provider under the Tung Wah Mandatory
Provident Fund Scheme in accordance with the standing
selection procedures. Subject to the establishment of the
required administration and information support systems, the
introduction of an additional MPF service provider will be

implemented in April 2013.

Preparatory work for the Employee Choice
Arrangement under the MPF Scheme

In preparation for the implementation of the Employee Choice
Arrangement (ECA) with effect from 1 November 2012, staff
members concerned were fully informed of the core details of
the ECA by different channels including the dissemination of
the key information and frequently asked questions of the
arrangements through circular memo and the corporate
intranet. In addition, 4 sessions of education seminars on ECA
were organized with a total attendance of over 150 staff
members.
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A briefing session on the
elLeave System was
organized by the Human
Resources Branch jointly
with the Information
Technology Branch for the
staff from selected medical
services centres and the
Records and Heritage Office.
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Seminar for Employee
Choice Arrangement under
the Mandatory Provident
Fund Scheme
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Recruitment talk on nurse
posts for prospective
graduates of the Higher
Diploma in Nursing
Programme of Tung Wah
College
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Alignment with External Environment,

Review of pay level for fixed sum salary posts

A salary review was undertaken for fixed sum salary posts with
recruitment difficulties in view of the vibrant labour market
situation, relatively high inflation and pay rise for the civil
servants. The revised salaries were implemented with

retrospective effect from 1 April 2012.

Review of pay packages for posts with recruitment
difficulties in community services centres

In view of the keen competition in the labour market and the
need of sustainable development in services, different pay
reviews with focus on enrolled nurse posts across community
services centres, care worker posts in residential and home
care services centres and general service assistant (General)
posts in districts with shortage of labour supply were
undertaken. The new remuneration terms for the related posts
were introduced in accordance with the respective
implementation schedules.

New Job-grade Salary Structure for Social
Enterprises

With a view to enhancing the pay flexibility of social enterprises
(SEs) to better compete for talents under the changing
business environment, a new Job-grade Salary Structure for
SE staff was established and implemented for new recruits on
1 April 2012. A one-off optional migration exercise to the new
Job-grade Salary Structure was conducted for serving SE staff
with effect from 1 July 2012. Based on the new pay system, a
separate pay structure for temporary posts in SEs was
introduced on 1 August 2012.
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Recruitment talk for nurse posts

For better acquisition of talents in the nursing field and as a
proactive arrangement to outreach prospective nursing
graduates, Human Resources Branch had collaborated with
Medical Division and Community Services Division to organize
a recruitment talk for prospective graduates of the Higher
Diploma in Nursing Programme of Tung Wah College on 13
November 2012. The participating students were engaged
through a sharing of Tung Wah's corporate mission and service
objectives, as well as the career opportunities of nursing
professionals in Tung Wah’s medical and community services
centres. With the support of the Tung Wah College, a mass
recruitment for the interested students will be undertaken
earlier before their graduation.

Briefing session on New Academic Structure and
Hong Kong Diploma of Secondary Education

A briefing session on New Academic Structure and Hong Kong
Diploma of Secondary Education (HKDSE) with Ms. Esther
FONG, Project Director (New Senior Secondary) of Education
Bureau, was organized on 11 October 2012. The forum served
to familiarize executives of the Administration Headquarters
with the new qualification standards of the HKDSE for better
management of staff recruitment.

Review of human resources policies and practices in
compliance with the Minimum Wage Ordinance

In compliance with the revision of the Statutory Minimum
Wage, Tung Wah has conducted a pay review exercise for the
affected ranks to meet the new minimum wage. A review on
the relevant policies and practices to meet the changing

circumstances and operational needs was also undertaken.

Production of a video clip for marketing in staff
recruitment

With a view to enhancing our competitive advantage in staff
recruitment, a video clip with focus on caring culture in Tung
Wah was produced to proactively promote its employment
brand image and better attract talents of new generations. The
video will serve for staff recruitment in appropriate marketing
channels including on-line platform and other recruitment
media.
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A video clip to promote the caring culture and
the employer brand image of Tung Wah
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Briefing session on New
Academic Structure and
Hong Kong Diploma of
Secondary Education for
executives of the Adminis-
tration Headquarters
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Tung Wah values innovative and diverse talents. New forms of training were introduced to enhance staff’s professional

and management skills so as to master change necessary for personal, team and organization success. Amongst the

various programmes, Outside Classroom Learning provided interactive opportunities for staff to learn from other service
industries. Workshop on “Knowledge Sharing on Crisis Management” at Ngong Ping 360 has enabled middle manage-
ment or above, school heads and

centre supervisors to learn from

industry best practices and get

together to share different manage-

ment tips on crisis management and

business development. As in previous
years, sponsorships were also
granted to staff for attending

international conferences to exchange

knowledge and experience with their

counterparts overseas.

To enhance office best practices, a
talk on “Documentation and Telephone Skills for Quality Office Work”
was conducted for both executives and clerical/secretarial staff of the

Administration Headquarters. Pamphlets with vivid illustrations on basic

telephone manner were distributed to staff concerned for sustained

learning and application.

Gearing towards a learning organization that facilitates team learning
and cross-departmental synergy and continuously transforms itself in

anticipation of opportunities and challenges to remain competitive in the “Knowledge Sharing on Crisis Management” at

business environment, collaborated efforts with Divisions/Branches Ngong Ping 360
BI360MBAEE

were made to identify staff training needs and review staff training and

development policies from time to time.

Pamphlet on basic telephone
manner
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Building People Advantage for Business
Sustainability

Apart from equipping staff members with knowledge and skills
to meet daily challenges, exchange programmes with the
Ministry of Civil Affairs were organized to foster mutual
understanding on the social welfare services and the
development of Chinese medicine services in the Mainland
China and Hong Kong.

For encouraging personal growth and development, as well as
coping with community needs, the following scholarships were
granted:

e 1 formal course scholarship was granted to support staff
professional development in property services;

® 7 Master Degree programmes and 3 Bachelor Degree
programmes scholarships were granted to support staff
professional development in community services; and

* 9 sponsorships to welfare staff and enrolled nurses to
pursue Enrolled/Registered Nurse qualifications.

To acclimatize newly recruited staff to Tung Wah's culture,
organization and structure, personnel policies as well as
training and welfare benefits, a total of 6 Induction
Programmes were launched with more than 431 staff members
attended. An Executive Development Programmes was
organized to familiarize newly recruited executives with the
prevailing policies and work practices. The Human Resources
Branch also plays a proactive role in boosting staff morale and
fostering a greater sense of recognition and belonging. More
details are set out in the Chapter of “Employee Relations and
Development.”
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