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Aligning with External Environment, We Compete for Talent

Phase 2 of the Job Title Review for Headquarters Executives

In view of the needs to strengthen communication with external parties and
accommodate its service expansion, the Group conducted the phase 2 job title
review with a focus on executive staff at the 3rd tier following the completion of
job retitling exercise for senior executive posts at the Administration Headquarters
on 1 April 2020. In consultation with all Divisions, the job titles for the relevant
posts were revised in accordance with the established principles and the new
titles took effect from 1 January 2021.

Revision of Recruitment Procedures for Teaching and Non-
teaching Staff in Aided Schools and Kindergartens

In compliance with the Education Bureau’s latest requirements on the
appointment of teaching and non-teaching staff in schools for the protection
of students, the Group reviewed the recruitment procedures for school posts.
Applied to all TWGHs aided schools and kindergartens, the enhanced pre-
appointment procedures include self-declaration in the job application forms,
the strengthened reference check procedure, the collection of the Certificate of
No Criminal Conviction for newly recruited native-speaking English teachers, and
the checking of teacher registration status or disciplinary record for a new recruit.

Re-ranking Exercise for Principals, Wardens and Assistant
Wardens in TWGHs Aided Schools

Given the Education Bureau’s new policies of enhancing the headship ranking
in secondary/special schools and improving staff establishments of the boarding
section in special schools, TWGHs had set up a mechanism for the assessment
and approval of the re-ranking of principals, wardens and assistant wardens in
TWGHs secondary schools and special schools. The re-ranking exercise was duly
completed before 31 August 2020.
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Review of Administrative Procedures in relation to Statutory
Maternity and Paternity Leave

TWGHs is committed to promoting family-friendly policies. Prior to the
enactment of extension of the statutory maternity and paternity leave by the
Government, TWGHs had proactively extended the paternity leave from 3 to
5 days and the maternity leave from 10 weeks to 14 weeks for non-school
and kindergarten staff, with implementation effective from 1 December 2018
and 1 January 2019 respectively. Following the enactment of the Employment
(Amendment) Ordinance 2020 on 11 December 2020, TWGHs updated its
maternity and paternity leave policy by incorporating the latest statutory
requirements.

Option Exercise for TWGHs Serving Staff to Transfer Their
Mandatory Provident Fund (MPF) Benefits

In accordance with the established MPF policy, an option exercise was conducted
to provide serving staff (excluding temporary staff) with an option to transfer
their existing MPF accrued benefits and new contributions to another service
providers under the TWGHs MPF Schemes. Staff members concerned were well
informed of the relevant details including the administrative arrangements of
the option exercise, the key features of the services provided by the 2 service
providers, the fund choices and the risks involved in the account transfer. The
transfer of the MPF account took effect in 2020/2021.

Production of a Video for Signing of Employment Contracts

In order to streamline the appointment procedures, the Human Resources
Division planned and started off the production of a video explaining general
appointment terms and procedures to new appointees, which will be shown
to them upon signing of employment contracts. The video is targeted to be
launched in 2021/2022.

Leading Through Changes, We Build Up a Modern Human Resources System
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Briefing sessions on the electronic form for no-pay leave application

Digitalisation of Human Resources Management

The Human Resources Division and the Information Technology Division jointly
developed the “Administration Workflows Automation Platform” and set up an
electronic system for human resources application forms. Under the pilot scheme,
the first electronic form for no-pay leave application has been created and firstly
applied to non-school staff. The related electronic form will be extended to
school staff in the next phase. The human resources electronic form system will
be further developed to cover other human resources applications with a view to
driving the digitalisation of human resources management.
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The electronic form for no-pay leave application
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As an established practice to periodically update personnel regulations in
line with the changing environment, an overall review of the Establishment
Regulations was conducted. Based on the review, amendments were made to
incorporate the latest TWGHSs corporate human resources policies and good
practices in the Civil Services and ensure that all the relevant clauses are in
compliance with the updated policies and statutory requirements.

In line with the regularisation of “Enhanced Home and Community Care
Services” of the Social Welfare Department, a comprehensive review of the
manpower provision for the relevant TWGHs service centres was conducted. The
new arrangement to apply the regular contract terms to serving staff and new
recruits was implemented to strengthen the manpower support to cope with the
service development needs.

To enhance its competitiveness for acquisition and retention of talent, TWGHs
created a new rank of senior rehabilitation worker and established the relevant
posts in the Group’s rehabilitation service units. The new initiative will provide
promotion opportunities for the existing rehabilitation workers, programme
workers and integrated rehabilitation workers while building a talent pool for
long-term service development.

In response to the changing labour market, TWGHs reviewed the pay level and
duty/post-related allowances for the identified posts, including individual
supervisory posts, Chinese medicine practitioners, archives restorer and care
worker posts.

TWGHs participated in the “Good Employer Charter” Scheme launched by the
Labour Department as a signatory organisation on a 2 years basis in 2018. The
Group continued to be the signatory organisation and was further accredited
“Family-friendly Good Employer” under the “Good Employer Charter 2020" in
recognition of its efforts in promoting a family-friendly employment culture. The
Group will continue to adopt staff-oriented management practices to create a
family-friendly and harmonious workplace.

TWGHs updated the equal opportunity policies with the incorporation of the
latest amendments to the anti-discrimination ordinances, expanding protection
regarding unlawful discrimination against breastfeeding, harassment committed
by workplace participants (such as interns and volunteers) where there is no
employment relationship, and racial discrimination against “associates” (such as
spouses and relatives) or by imputation.
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Representative of the Equal Opportunities Commission
shared on the measures for preventing and managing
sexual harassment in the workplace at the Human
Resources Knowledge Sharing Session.
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Representative of the Equal Opportunities Commission shared on the anti-discrimination practices
in the handling of the appointment/termination matters via the video conference.

To enhance supervisory staff's knowledge on the anti-discrimination practices,
the Human Resources Division organised Human Resources Knowledge
Sharing Sessions related to “Preventing and Managing Sexual Harassment in
the Workplace” and “lIssues in Human Resource Management under the Anti-
discrimination Laws in Hong Kong” on 9 October 2020 and 5 February 2021
respectively. Owing to the COVID-19 pandemic, the latter was held via video
conference, a video conferencing platform. The 2 sharing sessions were each
delivered by a representative of the Equal Opportunities Commission, and the
presentation materials were uploaded to the Group’s iPortal to facilitate sharing
among staff members at different levels.
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Participating staff members paid attention to the sharing of the speaker on “Preventing and
Managing Sexual Harassment in the Workplace” at the Human Resources Knowledge Sharing
Session.
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The Human Resources Division actively extends its network by sharing the latest
market trends and best practices in human resources management with industry
counterparts to ensure continuous development and promote professionalism
in the sector.

As one of the corporate members of the Knowledge Management Development
Centre (KMDC), the Division was invited by the Centre to take part in sharing
sessions, which featured speakers with comprehensive experiences in KM
development. Those sharing sessions enabled our staff members to learn more
about the latest KM trends.

The Group has been committed to promoting its good employer image by
participating in the “Manpower Developer Award Scheme” organised by the
Employees Retraining Board since 2014, and was accredited as a “Manpower
Developer” for 4 consecutive times in 2014/2016, 2016/2018, 2018/2020 and
2020/2022 and was granted the right to use the “Manpower Developer” logo
until 2022. The Scheme recognises organisations for demonstrating outstanding
achievements in manpower training and development.
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Building People Advantage for Business Sustainability
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Apart from equipping its staff members with the knowledge and skills they
need to meet daily challenges, the Group also organised exchange programmes
with the Ministry of Civil Affairs to foster a mutual understanding of social
welfare service development and Chinese medicine services in Hong Kong
and Mainland China. TWGHs and the Ministry shared experiences in providing
community services and philanthropy development through annual tours and
exchange activities. TWGH:s also shared its operation and management insights
with the Ministry. Due to the COVID-19 pandemic, the exchange activities were
suspended this year.

To encourage personal growth and development, and to support the needs of
the community, the following scholarships and sponsorships were granted by
TWGHs:

e 2 scholarships for master's degree programmes and 1 scholarship for
bachelor’s degree programmes to support staff professional development in
the Community Services Division and the Medical Division respectively; and

¢ 2 sponsorships for an enrolled nurse to pursue registered nurse qualification.

To assist newly recruited staff members in adapting to the working environment
and culture of TWGHs, induction programmes are organised by the Staff Training
Unit every year, covering the Group’s organisation and structure, personnel
policies and training and welfare benefits. In view of the epidemic and social
distancing restrictions, the Staff Training Unit uploaded the course materials
to the intranet for promoting self-learning. The Human Resources Division
plays a proactive role in boosting staff morale and fostering a greater sense
of recognition and belonging. For more details, please refer to the Chapter of
“Employee Relations and Development”.
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Induction programmes were organised to enhance
' ‘ the understanding of the Group’s personnel policies
and organisation structure among newly recruited
staff members.
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