2024 /2025 SFES TiRH (BERKRIEEERAIRS)
Staff Establishment in the Year of 2024 /2025

(Excluding Hospitals and Time-limited Posts)
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Q HIREMNAE Social Worker and Welfare Staff 3,645 36% 5% 1%
QO HWAS Teaching Staff 1,889 19%
0 RKIRKEBAE Artisan and Menial Staff 1,668 16%
0 ZEREHMEEAS Medical, Nursing and Allied Health Staff 1,583 15%
Q XWAS Clerical Staff 846 8%
QO THAE Administrative and Executive Staff 532 5%
Q HMAE Technical Staff 104 1%
Bt Total 10,267 100%

EZFE20245 118308  As at 30 November 2024
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Other Projects / Items Completed in the Year
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Staff recruitment was conducted to meet manpower needs of new service units, new
programmes and to fill vacancies arising from normal turnover.

A total of 2,133 appointment boards were formed to conduct recruitment exercises,
and 1,704 new staff members were recruited during the year.

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

The procedural guidelines on the handling of pre-appointment medical examinations
at school level were revised to provide more detailed guidance for schools and
kindergartens in handling relevant cases.

To expedite the recruitment process, the school-based administrative arrangements
for handling the employment contracts for new recruits were extended from teaching
staff to specialised staff of special schools.

In line with the Civil Service Annual Pay Adjustment 2024, relevant payments payable
to staff members concerned were adjusted, including salaries, allowances, leave
encashment, and periodical payment.

An electronic version of Annual Staff Leave Record Summary was launched at the
"Employee Portal" to facilitate staff access to the records.

An ongoing enhancement of the Staff Leave Information System was undertaken.

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.

Staff talks were held to introduce the portfolios and risks of various investment
vehicles under the "Occupational Retirement Scheme" and the "Mandatory Provident
Fund Schemes".

A biennial option exercise for staff (except temporary staff) to opt for transfer of their
existing MPF accrued benefits and new contributions to one of the service providers
under the TWGHs MPF Schemes was conducted. The transfer of the MPF account took
effect on 1 June 2024.

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

Hand creams with natural olive oil were distributed to all staff members to cheer them
up.

A specially designed calendar card of 2025 was distributed to all staff members.

To further promote the caring culture of TWGHs, Board Members and the Chief
Executive wished all fellow colleagues a Happy New Year in an in-house video
produced for the Year of the Snake.

Reviews Undertaken

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

A manpower review for the Administration Headquarters was conducted to strengthen
administrative support in line with the development needs of the organisation.

A review 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 and designated
post allowance.

To fall in line with existing organisational practices, a review to update "personnel
circulars/circular memoranda still in force” was conducted.

A review and update of the employment contracts for teaching staff in aided schools
were conducted to meet the requirements and guidelines of the Education Bureau.

A revision of training policies and procedures was conducted.
A review of the "Long Service Travel Panel Awards" was conducted.
The monetary amount of the "Travel Award for Staff on Retirement" was enhanced.
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Numbers of Cases Handled for Personnel Functions in the Year of 2024 /2025
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Appointment and salary assessment

Creation/regrading of post

REETER

Internal staff for relief work

HS{ERES/BRlk /BRET

Appointment of part-time/temporary/relief staff

RAREE

Leave Administration

o

MR ZIBREE RS
Applications in paper form for vacation leave and
sick leave

BT EEE_ERARGHKREAE

Applications for vacation leave via eLeave System
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Other leave cases

H fth \SRERAE

Other Personnel Functions
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BITEHEER
Staff work injury cases

BEo AR/ R

Applications for outside work/secondment

EEHH

Applications for acting appointments

REPRK/IERRERF

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

Cases for new appointment and renewal of contract

(Regular staff)
BEBRESE

Cases for cessation

ANAREE
Change of contract details

2B

Allowance payments

FEEME 2R (RIS BR S /B RET)
Cases for new appointment
(Part-time/temporary/relief staff)
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