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Staff Establishment (Excluding hospitals and time-limited posts) 2015/2016 4% H1/ Appendix H1
5% 1%

B HTEREIAE Social Work and Welfare Staff 31% 2,387
B #BAE Teaching Staff 22% 1,668

RIRFBEAE Artisan and Menial Staff 19% 1,427
B EELEBREAE Medical, Nursing and Allied Health Staff 14% 1,053
B XBAE Clerical Staff 8% 593
B THAE Administrative and Executive Staff 5% 356
B SiiAE Technical Staff 1% 92

Total 55t : 7,576

LR A E2 S (-
Other Projects/Items Completed in the Year

RFTHEAT AR BRI R LIRS B AL - BB A B AMAM R

ZEGR o EITHREEIAE -

Recruitment of staff for new programmes and service centres as well as

vacancies arising from natural wastage was conducted.

s FRHABT—TAR=TISHREZS S BE—THEA+TAEETL -
A total of 1,534 appointment boards were conducted and 1,456 new staff
members were recruited.

o Rt NE - BREREPERNBBERETASRTEABHE -
Promotion exercises for teaching staff and specialist staff of secondary
schools, primary schools, special schools and kindergartens were
conducted.

o R/NBRATIRER MBI AR AR A EI TR -

Regrading exercises for appointing eligible teachers to graduate teaching
posts in primary and special schools were conducted.

o B NEBREREBRNENBMEEEASEEERETHE -
Conversion exercises for re-appointing contract teaching staff and
specialist staff on permanent terms in secondary, primary and special
schools were conducted.

o RANEREE TRFEBBH I - PULES THEEREM -

A workshop on team building for staff members of the Human Resources

Branch focusing on enhancing their team spirit was organized.

FERALRKRET BRI ERNBIARLS -

On-going enhancement and modifications of the Staff Leave Information

System were undertaken.

c BEBRABE_O—hFMFHMAR  ANHEEEINRABES

£ 2R BENE  RANKEERERE -
In accordance with the Civil Service Annual Pay Adjustment 2015, the
related payments, including salaries, allowances, leave encashment,
periodical payment etc. payable to the staff members concerned, were
adjusted.

s ARKREMSN _O—RAFE=FHRAREE  REE_O—RFNA
PERPFL IS RFERE TN BRESENSH MR - REESBHER
B
Owing to the highly volatile situation in the investment market in the third
quarter of 2015, special briefing sessions were organized in September
2015 for staff members to give them a clear picture of the current market
outlook and to enhance their knowledge of the nature and risk level of
each investment fund under the Mandatory Provident Fund Scheme.

o BRSNS TNEBEERATEIMNRE S BINKREES KER -
Talks were organized to enhance staff members’ understanding of the
risks and portfolios of various investment vehicles under the Occupational
Retirement Scheme and the Mandatory Provident Fund Scheme.

o WRETHTNARMXH - DME THEADEREFRE °

A new promotion folder for HR e-services was designed to introduce the

e-services to the staff members.
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FEREANEREERG ETEMBURAZ—HEEZTHHAR
(EEEERM) -

On-going fine-tuning of the Human Resources Information System,
Human Resources Information Booth and HR Link (Interactive Voice
Response System) was executed.

Ry NZEERE TR SR BE T (35 o

A workshop on social media for staff members of the Personnel Section

was organized.

EMABE BN RERE - DUEEE -

The computer software records of the Personnel Section were updated to
provide more effective records management.
E—SRBENIRBERERRGTELMER - BBIBITBEEIGAEE
BER -

The use of the Training Development and Management System for
organizing internal training was extended so as to optimize administration
efficiency and strengthen data management.

RO+ F RIRFEE -

A Long Service Award for 40 years was introduced.

%5t T4 Reviews undertaken

BN EHBEESENREE -

A review and update of recruitment advertisement service packages was
conducted.

RRITAFEFRREIEH R - BEMICADEREERRNREEE
FEOTBZHTEE -

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.
REHMIOBEMERBAE - BT EEEE - BFTEEE 18
ERADER - BEERBESE -

A review of the rates of various allowances was conducted, including the
mileage allowance, designated post allowance, and incentive allowance
for funeral parlours etc. to reflect the updated pay adjustments and
Consumer Price Index.

RESTTIEEEBER - RERETNERNATES/BTE

Revisit and update of the list of personnel circulars/circular memoranda
still in force for alignment of organizational practices.

R IR FGER B EEBCR -

A review of staff post-training undertaking policy was conducted.

B B THIMRBER R

A review of staff training policies and procedures was conducted.

BB T FBXMERRREE -

A review of Academic Excellence Incentive Scheme for children of staff
members was conducted.

KEIIEE PR E THERRA -

A review of Daily Subsidy for Hospitalization for non-hospital staff was
conducted.



g T A2{z°
Staff Appointment

A R M s A
Appointment and salary assessment

W g AR
Creation/regrading of post

B ARETER

Internal staff for relief work

W RIS/ R/ BRETL

Appointment of part-time/temporary/relief staff

CEEE:
Leave Administration

BRI RS E R
Applications in paper form for
vacation leave and sick leave

B STEBRCBHRAGKNKEBHRD
Applications for vacation leave
via eLeave System

B HibEEERIER

Other leave cases

£ 4 A A
Other Personnel Functions

ETTHEZ
Staff work injury cases

B RSN/ (SRR

Applications for outside work/secondment

B =FEH5

Applications for acting appointments

B RERK/ ERRBHRF
Applications for early retirement/extension of service

MAL KR BHEFH ARG FoE L

K345 H3/ Appendix H3

fElZ=RE
Number of Cases

8,000 7,863

6,000

4,148
4,000

2,000 1,750
758
0 ||

fEIZ= R
Number of Cases

50,000 48,010
40,000
30,000
20,000

12,460
10,000

III 6,511
0 |

EZRRE
Number of Cases

300

219

200 168

116
1
00 65

: ]

Payroll Transactions in the Human Resources Information System

HEETMESR

Cases for new recruits

B EERE=R

Cases for cessation

B sxn#sE

Change of contract

=5

Allowances

ElZ=RE
Number of Cases

15,000 14,348

10,000

5,000 4,306

1,292 1,296
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