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P HTIREMAE Social Worker and Welfare Staff 3,600 35%

D HWBAE Teaching Staff 1,934 19%

P BEINEBAE Artisan and Menial Staff 1,685 17%

D BEREHREERAS Medical, Nursing and Allied Health Staff 1,555 15%

P XBAE Clerical Staff 813 8%

P TBAE Administrative and Executive Staff 512 5%

P BEmAE Technical Staff 106 1%

#ZE2023%11830H  As at 30 November 2023 =Et Total 10,205 100%
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e Staff recruitment was undertaken for new start-up service centres/units and newly
implemented projects, as well as vacancies arising from normal turnover.

* A total of 2,321 appointment boards were conducted and 1,826 new staff members
were recruited in the year.

. Promotion exercises were conducted for school heads and senior teaching posts of
secondary schools, primary schools, kindergartens, and special schools.

®  Collaborated with the Education Division in delivering a knowledge sharing session
on staff disciplinary procedures at a training programme for deputy headteachers and
middle management in primary schools.

. Extension of the decentralised selection process to property services units was
completed.

. In line with the Civil Service Annual Pay Adjustment 2023, relevant salary payments
payable to staff members concerned were adjusted, covering salaries, allowances,
leave encashment, and periodical payment, etc.

®  Online staff talks were held to introduce the portfolios and risks of investment vehicles
under the Occupational Retirement Schemes Ordinance and the Mandatory Provident
Fund Schemes.

e Ongoing fine-tuning of the Human Resources Information System, HR Link (Interactive
Voice Response System), Human Resources Information Kiosk and Digital Signage
System was undertaken.

® An annual checking and updating of the computer software asset records of the
Personnel Section of the Human Resources Division was completed.

*  Anongoing enhancement of the Staff Leave Information System was undertaken.

®  To further promote the caring culture of TWGHs, Board Members and the Chief
Executive showed up in a video to wish all staff a Happy New Year.

Reviews Undertaken

e Staff recruitment procedures were reviewed, and the administrative procedures for
posting job advertisements at service centre/unit level was streamlined.

* Reviews on the existing personnel procedures and practices were conducted.
Improvement measures and administrative arrangements were implemented to
streamline the human resources administration system.

®* A manpower allocation review for the Administration Headquarters was conducted
to strengthen administrative support to cope with the development needs of the
organisation.

e Reviews and updates on "Personnel Circulars/Circular Memoranda still in Force"
for alignment with existing organisational practices were conducted.

®  Areview and update of recruitment advertisement service packages was conducted.

. In view of the Annual Pay Adjustment and the adjusted Consumer Price Index, the
rates of related allowances were revised, covering the mileage allowance, designated
post allowance, meal allowance and more.

e A review and amendment of the "Procedural Guidelines for Handling the Work Injury/
Occupational Disease” in response to amendments to the Ordinance was conducted.

®  Areview and revision of the "Long Service Travel Panel Awards" was conducted.

®  Areview and revision of the "Academic Excellence Incentive Scheme for Children of
Staff Members" was conducted.
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Numbers of Cases Handled for Personnel Functions

in the Year of 2023/2024

STHEE
Staff Appointment
p BERFEBETE

Appointment and salary assessment

p ER/BEBR

Creation/regrading of post

p RHEIEE

Internal staff for relief work

p BIESRB/ERE/SEERET
Appointment of part-time/temporary/relief staff

REAEE

Leave Management

p AERFEEDRE
Applications in paper form for vacation leave and
sick leave

p ETEER LERERENKRSE

Applications for vacation leave via eLeave System

p HitERERIES

Other leave cases

Hth \SRERRE

Other Personnel Functions

] BTITHEZR
Staff work injury cases

p GRATlE/ BB

Applications for outside work/secondment

» ETRE

Applications for acting appointments

p RERAK/ERRERR

Applications for early retirement/extension of service
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Payroll Transactions in the Human Resources Information System

p FTBEXEBERERET)
Cases for new appointment and renewal of contract
(Regular staff members)

p HHER

Cases for cessation

p EHRBEE

Change of contract details

p 2

Allowance Payments

p HEBER CGRE R/ 2RET)
Cases for new appointment
(Part-time/temporary/relief staff members)
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