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Other Projects/Items Completed in the Year

Staff Establishment (Excluding Hospitals and Time-limited Post) 2020/2021 Bf$% H1/ Appendix H1
O #TIREFAB  Socal Worker and Welfare Staff 33% 3,044 1%
o HWAE Teaching Staff 21% 1,953
O BRIKEBAR Artisan and Menial Staff 17% 1,571
O BEELEBEZEAE Medical, Nursing and Allied Health Staff 15% 1,347
O XBAE Clerical Staff 8% 754
O TTBAE Administrative and Executive Staff 5% 430
O HIAE Technical Staff 1% 94
A5t Total 9,193
| H E2020%11 A308 As at 30 November 2020
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BB AMAPEERZER

Staff recruitment was conducted to meet manpower needs of new
programmes and service centres/units as well as fill vacancies arising from
normal turnover.

FRHBIT1664EEEZES - IBE1,304EET -

A total of 1,654 appointment boards were conducted and 1,394 new staff
members were recruited.

RERTSRGECAREE THREEERE /TS B NREE
BIR - ZRE T RERLRFEREREEEZEGRENIEF -

To give more flexibility in handling staff recruitment matters and speed up
the recruitment process for community service centres/units, the collection
of job applications and the processing of decentralised appointment board
reports were both simplified.

RPN R RS RERNE B RITE I -
Promotion exercises were conducted for teaching staff of secondary
schools, primary schools, kindergartens and special schools.

RPBHNAN_/=RBERERMERTE  NERFRERNHE
WHMMEEASEBETRMETHE -

Conversion exercises were conducted for reappointing contract Laboratory
Technician I/l in secondary schools as well as contract teaching and
specialist staff in secondary schools, primary schools and special schools on
permanent terms.

R B R NERFE ERH IE BRI ZAN AR R BRI EAD
An annual exercise was conducted for regrading eligible non-graduate
teachers to graduate ranks in secondary schools and primary schools.

REMELBEHFRARHINE TR FEFH RS - WBAE
HAETHRBBNAKE2020FMF MR AR - RETNAE -

An annual pay review was conducted for staff members whose salaries
were linked to the Civil Service pay scale. The staff members concerned
were informed of the pay freeze in line with the Civil Service Pay Review

2020.
. ﬁ#ﬂ*é-\lu%}f AR KRR BRI MBS EMILE
Ha kEkR

Talks were organised to introduce the portfolios and risks of various
investment vehicles under the Occupational Retirement Schemes Ordinance
and the Mandatory Provident Fund Schemes.

EETEIFM - EMANERBE R

The Staff Handbook was revised to incorporate updated changes in the
human resources policies and procedures.

SEREANEREERSR  AF—RBEFESHRAR(BHES
R AZEAURBEFETRES

On-going fine-tuning of the Human Resources Information System, HR
Link (Interactive Voice Response System), Human Resources Information
Kiosk and Digital Signage System was executed.
TREFRERENANERBASINRGEEE R -

The annual checking and updating of the computer software asset records
of the Personnel Section of the Human Resources Division was completed.
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o FHERARBR EITRBEHEM RS
On-going enhancement and modifications of the Staff Leave Information
System were undertaken.

e R2019BMMmBREBNFET - ERENEER 8 TERINIRET AR
HAR -
Under the impact of the COVID-19 pandemic, the redemption period for the
Retirement Awards and Travel Award for Staff on Retirement was extended.

cENRBBERIE - N ESEMIREES - 2019/20202020/2021
FERYRBIRETE REF BERZE THIMNEEIRIEEF -
Given the global pandemic and corresponding travel restrictions, the travel
period for the awardees of the Long Service Travel Panel Awards for 2019/2020
and 2020/2021 was extended for 1 year.

CIRAMMEAEEE TRRER EGE - REBTREIRESIN—E
IREZ o
The Staff Influenza Vaccination Scheme was launched 1 month earlier than usual
for additional health protection to staff members under the pandemic.

. %%E—*ﬁ%ﬁ)%%ﬁEﬁE’ﬂEﬁﬁi%t&%}%ﬂéliﬁ C AN ERER
2 BIH 202097 A23 8 K2020F9 A28 BT/ TIRAB EPER I [ LR B 21T
BEETHEEY | MTRA - UBE] ES -
To further promote the caring corporate culture of TWGHs and boost staff
morale, the Human Resources Division organised the “Cheer Day — Lucky Draw
for Staff of the Administration Headquarters” and “Cheer Day in Autumn”
at the Administration Headquarters on 23 July 2020 and 28 September 2020
respectively.

5 TYE Reviews Undertaken

o WAITHARRANRIC - IN8TTHIE - U ARIBHNERFE -
Manpower review for the Administration Headquarters was conducted to
strengthen administrative support and cope with the organisational development.

ot & BRI E S e RIS E -
A review and update was conducted for the advertisement packages offered by
recruitment services providers.

HIBITARRF REOIELRE - BRSNS EERITRIHTEER - A
EANEREIR R RIZINETEE -

Reviews on the existing personnel procedures and practices were undertaken.
Improvement measures and administrative arrangements were implemented to
streamline and enhance the flexibility of the Human Resources administration
system.

FEH M EOB B ERBNFE  EFTABNRIEX - BIETERRY
EEBAORM  BRERS -

In view of the annual pay adjustment and Consumer Price Index, a review was
conducted on the rates of related allowances, including the mileage allowance,
designated post allowance, meal allowance, etc.

RESRITOEBER - B RER] [DERNAFTES/ Bk -

A review and updates on “personnel circulars /circular memoranda still in force”
were completed for alignment with existing organisational practices.

8 8 TR Romig -

A review of staff training policies and procedures was conducted.
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Number of Cases Handled for Personnel Functions in 2020/2021 Mt4% H3 / Appendix H3

S T
Staff Appointment

O FE{ERHBHRT AL
Appointment and salary assessment
KR/ ABBAR
Creatlon/regradmg of post

O ANHEIER
Internal staff for relief work

O BB{EFRE/ERE/ERET
Appointment of part-time/temporary/
relief staff members

R EE
Leave Management

O KE&EEEMAR
Applications in paper form for vacation leave 11,370
and sick leave

O BEIFBHE ERARGNKERRE
Applications for vacation leave 54,670
via eLeave System

O HtREAREZR

Other leave cases

8,186
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0 BITHAER |
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Staff work injury cases —
ProNTHE/fE i

o

R 182
Applications for outside work/secondment —
O EEHH

Applications for acting appointments

O RFRIN/TERIREHF

Applications for early retirement/extension of service
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POV EF YT AR FES ]

Payroll Transactions in the Human Resources Information System

O BHREIFNERERER
Cases for new appointment and renewal of contract
for regular staff members

O BEREZR
Cases for cessation

0 BHARNAEE
Change of contract details

O =Ah

Allowance payments

O FR/Eeks/BRE TREMESR

Cases for new appointment for part-time/temporary/ 8,186
relief staff members
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12,144






