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Staff Establishment (Excluding hospitals and time-limited post) 2013/2014
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Social Work & Welfare Staff HIEEAMAE 28% (1,763)

Teaching Staff HEBAE 26% (1,631)

28% M Artisan/Menial Staff BIREBEAE 19% (1,219)

Il Medical, Nursing & Allied Health Staff Z2ENHIBEEAE 13% (815)

B Clerical Staff NEBAE 8%  (546)

6% Il Administrative & Executive Staff TTHAE 5% (310)

B Technical Staff T AE 1% @1

Total 5t : 6,375

Other Projects/ltems Completed in the Year

Recruitment of staff for new programmes and service centres as well as
vacancies arising from natural wastage was conducted
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A total of 1,235 appointment boards were conducted and 1,182 new staff
were recruited
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Promotion exercises for teaching staff of secondary schools, primary
schools and kindergartens were conducted
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Regrading exercise for appointing eligible teachers to graduate teaching
posts in primary schools was 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 on human resources practices was organized for
supervisory staff to familiarize with the related administration measures
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A handbook on the relevant human resources policies and procedures for
kindergartens was compiled to serve as an easy guide for kindergarten
headteachers
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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 Raffles Medical
Group (Hong Kong) Ltd. respectively
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A workshop on team building and stress management for staff of Human
Resources Branch with a focus on enhancing staff's team spirit and
building a positive work attitude was organized
RANEREE TRREB G RORETEY - DURE S T IR R
#7 8 TR TFREE

On-going enhancement and modifications of the Staff Leave Information
System was undertaken
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In accordance with the Civil Service Annual Pay Adjustment 2013, the pay
adjustment exercise for the staff concerned was undertaken
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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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The human resources administration system was tuned to accommodate
the service provided by the additional mandatory provident fund service
provider
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Modification of the Minimum Wage Calculation Tool for complying with the
amendment of the statutory minimum wage rate was undertaken

BREERELEFERUR A RETEEREIVER]

Appendix
253 Thrse

As at 30 November 2013 #Z_-_O—=F+—8=+H

Appendix H2/ [ff&EH2

* Enhancement of the Human Resources Information System for automation
of the payroll process for annual pay/variable pay adjustment for staff
under New Pay Structure was conducted
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Strengthening of the HRIS payroll module for part-time staff to enhance
operational efficiency and effectiveness was completed
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Ongoing fine-tuning of the Human Resources Information System, Human
Resources Information Booth and HR Link (Interactive Voice Response
System) was executed
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* A workshop on photo shooting and editing was organized for staff of
Personnel Section
RAEEETEME FinE R iRE TS
Other human resources functions and the related caseloads are displayed
in Appendix H3
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Introduction of Across and Beyond: 5 Years Service Award
SRAT P A BRI AR
Introduction of Scholarships for Children of Staff Members Studying in
Primary Schools
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Reviews undertaken i%5 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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Review the rates of various allowances including mileage allowance,
designated post allowance and incentive allowance for funeral parlours to
reflect the updated pay adjustments and Consumer Price Index
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Revisit and up-date the list of personnel circulars /circular memoranda still
in force for alignment of organizational practices
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* The personnel-related information in the Tung Wah corporate website was
reviewed and updated
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® The HR Link information leaflet was re-designed for better promotion of
the automated employee self-services
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* Review of staff post-training undertaking policy
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* Review the calculation base for allocation of Long Service Travel Awards
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* Review the sponsorship rates for interest classes
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Staff Appointment

Appendix H3 i3 H3

8,000 7,320 Appointment and salary assessment
B R B T
6,000
Creation/regrading of post
2000 4,081 WL TR
' M Internal staff for relief work
5 AHMETER
‘ 704 1212 Il Appointment of part-time/temporary/relief staff
0 e BTN/ B BRET

Leave Administration

50,000 50,490
Vacation leave and sick leave applications in paper form
40,000 WBRFRETSRE
30,000 Vacation leave applications via eLeave system
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20,000
[l Other leave cases
10,000 4310 3,046 Hh BB AR
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Other Personnel Functions
Hith A B HiBE
300 Staff work injury cases
278 BTTHEEZR
Applications for certificate of service
200 BR75EB RS
17
0 158 [l Outside work/secondment applications
Besh TAF/fE SRS
100 96 o ‘ .
W Applications for acting appointments
58 ERRH
0 - W Applications for early retirement/extension of service
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Payroll Transactions in the Human Resources Information System
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14,000
12,588 Cases for new recruits

12,000 FMEETHMEZR
10,000 Cessation cases

8,000 BeRt(EZ

6,000 [l Change of contract
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4,000 2,935 e
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