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CIRCULAR MEMORANDUM

Directors of Bureaux and
From Director of Administration To Permenent Secretaries
Ref. CSO/ADM CR 2/1136/01 (Attn:
Tel 2810 3838 Vour Ret.
Fax 2877 0802 dated Fax
Date 28 March 2003 Total Pages 74342

I nternal Review of Remuner ations of
Senior Executives of Government-funded Bodies
and New Guidelines Arising from the Review

This circular memorandum informs Directors of Bureaux of the
outcome of the above review, and promulgates new guidelines and associated
changes for the control and monitoring of remuneration practices in subvented
bodies by Directors of Bureaux and their Controlling Officers. Relevant
Directors of Bureaux are invited to take follow up actions.

Policy Decision

2. At the meeting of the Executive Council on 25 February 2003, the
Council took note of:

(@ the findings of the review of remunerations of the senior
executives of 20 selected subvented bodies; and

(b) a set of new guidelines for the effective control and
monitoring of the structure, ranking and remunerations of
the top three-tier executives in subvented bodies.

3. The Council ADVISED and the Chief Executive ORDERED that
with the implementation of the new guidelines for the effective control and
monitoring of the structure, ranking and remuneration for the top three tiers
executives in subvented bodies and to avoid micro-managing remuneration
practices of subvented bodies, the Government should do away with the
subvention guideline premised upon the “no better than” principle.

“ZEEEWEN G - FXHRABFEXE -
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Findings of Review on Selected Bodies

4. In January 2002, the Government initiated an internal review of
remunerations of senior executives of government-funded bodies. A Steering
Committee convened by the Chief Secretary for Administration was set up to
oversee the review. The Steering Committee eventually selected 20 subvented
bodies for detailed examination.

5. The Steering Committee concluded the review in December 2002.
According to the review report, there should be changes to or further reviews of
the remuneration practices of the following six organisations (excluding the
Hong Kong Arts Development Council for which follow-up action has been
completed), namely —

Vocationa Training Council
Employees Retraining Board

Equal Opportunities Commission

Hong Kong Sports Development Board
Hong Kong Philharmonic Society Ltd
Hospital Authority

The relevant Directors of Bureaux undertook to take timely follow-up action in
accordance with the review report.

New Guidelines for the Control and Monitoring of
Remuneration Practicesin respect of Senior Executives
in Subvented Bodies

6. In the light of public concern, the Steering Committee decided to
strengthen the monitoring and control of remuneration practices in respect of the
top three tiers of staff in subvented bodies. It is believed that a proper
framework governing remuneration practices for senior executives of an
organisation would in effect filter down to other tiers of staff. Specifically, the
Steering Committee decided to adopt the following new guidelines for the
effective control and monitoring of the ranking, structure and remunerations of
the top three-tier executives in subvented bodies:
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(b)

(©

(d)

(€)

Save for the exceptionsin Annex A, al subvented bodies
which receive more than 50% of their operating income from
the Government should review their senior staff’s number,
ranking and remunerations and submit to ther responsible
Directors of Bureaux annual reports on the review findings.
The relevant Directors of Bureaux may, with justifications,
approve individual bodies under their purview to submit
biennial or triennial review reports.

Each body’s review report should set out the up-to-date
position in respect of the number, ranking and remuneration
packages of staff at the top three tiers, and also explain and
justify any changes over the period covered in the report.

In assessing the appropriateness of the number and ranking
of senior positions of a subvented body, the Director of
Bureau will take into account the functions and overal
staffing structure of the concerned body, the nature and
complexity of duties being performed by each of the top
three-tier executives in question, and the ranking for
comparable jobs in the civil service. Where the Director of
Bureau has, after consulting the Civil Service Bureau,
decided that there are no comparable jobs in the civil service,
reference should be made to market practices.

As a genera rule, the ranking of the senior staff of a
subvented body should not exceed Directorate Pay Scale D8
or equivalent. A Director of Bureau should seek and obtain
the ranking support of the Secretary for the Civil Service
before endorsing any organisation’s proposal to rank a
senior position at D7 or D8 equivalent.

In evaluating the appropriateness of remuneration packages
for senior positions of a subvented body that have
comparable civil service ranks, the relevant Director of
Bureau will compare the average total cost of remunerations
for a tier of staff with that of civil servants at comparable
ranks. The cost comparison for each of the top three tiers of
staff will comprise two parts, one for serving staff and one
for the first contracts of new recruits. Details d this cost
comparison approach are set out in Annex B. In the absence
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of such comparable civil service ranks, reference should be
made to market practices.

(f) To enhance transparency, the Director of Bureau will work
out with those subvented bodies under his/her purview
suitable arrangements for public disclosure of their regular
review reports.

7. As the amount of operating income and subvention may change
from year to year, the relevant Director of Bureau should, before the
commencement of the next reporting cycle, ascertain the average operating
income and subvention received by the concerned organisation over a four-year
period immediately before the next reporting cycle. If the figures indicate that
the organisation has on average received more that 50% of its operating income
from the Government and the amount averages $10 million or more (hence not
eligible for exemption over the four-year period), the organisation is required to
submit a report for the next reporting cycle. Information on the remuneration
package of the head of the organisation should indicate the total staff cost, with
breakdown by remuneration components where applicable, such as $X on
salary, $Y on housing, etc.

Other Changesin the Approach for Controlling and Monitoring Remuneration
Practices in Subvented Bodies

Application of the “no double housing benefits’ rule

8. Subvented bodies have hitherto been required to follow the “no
double housing benefits’ rule, as applicable to civil servants, in offering housing
benefits to their staff.  With the control of the average total cost of
remunerations by separate cost comparisons for serving senior staff and the first
contracts of new recruits to the top three tiers, the Steering Committee saw no
need for continued enforcement of the “no double housing benefits’ rule as a
general guideline, or for insisting on detailed comparison of the housing or other
elements of remuneration packages adopted by individual subvented bodies.

9. Notwithstanding the removal of the general requirement to enforce
the “no double housing benefits’ rule, it will be up to individual Directors of
Bureaux to decide whether the rule should be separately considered for selected
subvented bodies under their purview on a case by case basis.
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Removal of the general subvention guideline on terms of service

10. Subvented organisations are hitherto subject to the genera
subvention guideline that the terms of service for subvented staff should not be
better than those for comparable staff in the civil service, i.e. the “no better
than” guideline. This “no better than” guideline focuses only on the cost of
remunerations for subvented staff with comparable ranks in the civil service. It
does not control ranking and structure of staff, examine cases without
comparable civil service ranks or prescribe disclosure arrangements, which are
matters covered by the more elaborate new guidelines applicable to the top three
tiers of subvented staff.

11. With the introduction of the new guidelines st out in paragraph 6
above and to avoid micro-managing the subvented bodies, the central
subvention guideline of “no better than” for application across all subvented
organisations and their subvented staff will be removed at the same time. This
Is to strike a balance between control and flexibility. The new guidelines
represent enhanced arrangements for controlling and monitoring not only the
remunerations but also the structure and ranking of the top management of
subvented bodies. Such arrangement will in effect set a ceiling and broad
framework governing how other staff below the top three tiers in subvented
bodies would be remunerated. In the circumstances, arrangements for
remuneration practices in respect of other staff would be left to the subvented
bodies, which in turn are subject to monitoring by relevant Directors of
Bureaux. Under the “envelop” approach, the Directors of Bureaux determine
annual funding to subvented bodies under their purview and are ultimately
accountable for monitoring the use of the money granted.

12. The Directors of Bureaux will decide whether, in addition to the
new guidelines applicable to the top three tiers of subvented staff, there should
be other measures for ensuring value for money in the use of subventions on
staff costs. They will have the flexibility, for example, to mandate remuneration
packages for subvented staff as a condition of subvention; set cost ceilings for
remuneration packages; ensure value for money by controlling output rather
than checking staff costs, or give subvented bodies a complete free hand in
determining their remuneration arrangements but hold their governing boards
publicly accountable, etc.
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Effective Date and | mplementation Arrangement

13. The effective implementation date for the new guidelines is
1 April 2003. Directors of Bureaux are invited to follow up with the concerned
subvented bodies the decisions in respect of the 20 selected bodies in
paragraph 5, as well as implementation of the new guidelines set out in
paragraph 6 of this circular memorandum. Save for those exempted in
accordance with the prescribed exemption categories at Annex A, relevant
subvented bodies are expected to submit their first review reports for the period
from 1 April 2003 to 31 March 2004 to their respective Directors of Bureaux
before end June 2004. Directors of Bureaux may, with justification, approve
individual bodies under their purview to submit their first review reports on a
later date.

14. Directors of Bureaux will also work out with the relevant
subvented bodies the disclosure arrangement for the review reports. For a
multi-disciplinary organisation providing services which fall under programme
areas of different Directors of Bureaux, a Director of Bureau would be
responsible for that part of the review report covering those senior staff who
operate services under his/her policy purview.

15. In case areview report reveals irregularities in the practices adopted
by a subvented body, the relevant Directors of Bureaux should follow up with
the concerned body with a view to rectifying the situation as soon as possible.
Where the Director of Bureau accepts that there are practical difficultiesin early
rectification in the first instance, e.g. due to the need of the concerned body to
honour on-going contractual obligations and to retain staff, he/she should agree
with the concerned body on the most practicable measures. In thisregard, it is
advisable for organisations to term their new/renewed contracts in a way that
would provide flexibility for adjustment that may be required for compliance
with the new guidelines. The new guidelines, being administrative in nature,
and any rectification measures deemed appropriate by the Directors of Bureaux,
do not and cannot prevail over an organisation’s statutory powers, if any, to
determine the terms and conditions of their staff. Neither can they take away the
appointment authority of the organisations as employers. If an organisation
decides to exercise its powers (statutory or non-statutory) in a manner that
would result in non-compliance with the new guidelines, the Director of Bureau
should make this known under the public disclosure arrangements and consider
whether the existing level of subvention to the organisation is still justified.

-103 -



16, The responsibility for administering the mnew guidelines
promulgated in this circular memorandum rests with the relevant Directors of
Bureaux.  Directors of Bureaux are requested to bring this circular
memorandum to the attention of their Controlling Officers. The Secretary for
Financial Services and the Treasury will promulgate in a separate circular the
consequential amendments to Financial Circulars, FSTB circular memoranda
and various subvention guidelines as appropriate,

17. For enguiries on the internal review of the 20 selected bodies,
please contact Mr Sidney Chan, Assistant Director of Administration, at
2810 2205. For enquiries on the new guidelines, please contact Ms Bemadette
Linn, Principal Assistant Secretary for Financial Services and the Treasury
(Treasury)B, of the Financial Services and the Treasury Bureau at 2810 2286,

p\g

(AndYew H'Y Wong)
Director of Administration

cc (wlencl) :
D/CEO
SCS
AA/CS
AAJES
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Annex A

Exemptions from New Guidelines for the
Control and Monitoring of Remuneration of
Senior Staff of Subvented Bodies

The new guidelines will not apply to those subvented bodies which

receive 50% or less of their operating income from the Government. As for those
subvented bodies which receive more than 50% of their operating incomes from the
Government, a number of them would also be exempted from the annua review and
report requirement. The exempted categories are set out as follows™ -

(@)

(b)

(©)

Category A

This covers organizations wher e government funds are provided as
subscription/sponsorship fees. In such circumstances, it would not be
appropriate for the Government, as a voluntary sponsor to these bodies, to
seek to control the organizations’ staffing and remuneration expenditure. A
list of such subventionsisat the Appendix.

Category B

This covers circumstances where government funds are provided
as fees for the procurement of services by an organization. Existing
examples include hire of services in welfare sector and procurement of
training places from the Outward Bound Trust of Hong Kong. In such
circumstances, it would not be appropriate for the Government, as a service
client to these bodies, to seek to control the organizations’ staffing and
remuneration expenditure.

Category C

This includes organizations, or particular divisions of certain large
organizations, where their top three-tier positions are funded
entirely by the organizations’ income from sources other than the
Government. Existing examples include the administrative headquarters
of the Tung Wah Group of Hospitals (TWGHSs) and the Po Leung Kuk
(PLK) where remunerations of their senior executives are funded by the
organizations themselves. However, the senior staff of other divisions or
certain subsidiary bodies of those organizations may still be covered by the
proposed review and reporting arrangement subject to the latter’s particular
circumstances.

! Except for exemptions under Category A, we have not provided a breakdown of the subvented organisations
by the different exemption categories. Thisis because the applicability of Category B to F to an organisation
may change, e.g. upon achangein the level of subvention. Controlling Officers should examine the
applicability of the various exemptions having regard to any changesin circumstances.
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(d)

(€)

(f)

Category D

This category includes organizations where their top three-tier
positions are filled entirely by civil servants.

Category E

It includes organizations that are receiving only limited gover nment
funds in monetary terms. The monetary level will be specified by the
Government and is subject to regular review. As a start, organizations
receiving subventions of less than $10 million a year will be exempted.

Category F

This category covers organizations that are subject to statutory
provisions or decisions approved by ExCo/LegCo on staffing
matters, and where the provisions/decisions are in conflict with the
new guidelines or have prescribed separate monitoring and control
mechanisms. Examples include the Hospital Authority, schools under the
Codes of Aid, and UGC-funded institutions.
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Appendix to Annex A

List of subventions categorised as sponsor ships/subscriptions

Subventions

Hong Kong Life Saving Society

Hong Kong Archaeological Society

Subventions to district sports and arts
associations (Head 63 S/H 531)

Subventions to New Territories organizations
(Head 63 S/H 470)

Society for the Prevention of Cruelty to
Animals

World Wide Fund for Nature (HK)

Conservancy Association

Hong Kong Bird Watching Society

United Nations Children's Fund

World Meteorological Organisation

United Nations International Drug Control
Programme and World Health Organisation

Asia and Pacific Development Centre

Hong Kong-Japan Business Co-operation
Committee

World Customs Organisation

United Nations Development Programme

Statistical Institute for Asia and the Pacific

Network of Aquaculture Centresin Asiaand
the Pacific
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Annex B

Cost Comparison for Vetting Remuneration Packages for
Top Three Tiers of Staff in Subvented Bodies

Section A. For serving staff appointed before 1 April 2003 and staff recruited on
or after 1 April 2003 but serving in their second or further contracts

The cost comparisons would be based on the annual average staff cost as indicated
in the Staff Cost Ready Reckoner (SCRR) published annually by the Treasury. The
SCRR provides both the monthly and annual average staff costs for each and every
civil servicerank. The processis summarized as follows -

(@) the subvented organization to agree with the Controlling Officer whether
the jobs performed by subvented staff in the top three tiers are
comparable to those for civil servants and if yes, agree a comparable
civil service rank for each group of subvented posts within the top three
tiersin the organization;

(b) the subvented organization to calculate the average of the total annual
staff cost for each of the top three tiers of subvented posts, by taking the
average of actual expenditure incurred on al components in
remuneration packages for the concerned staff in the same tier in the
past year (except that salary and fringe benefits pegged to salary should
also be based on the prevailing monthly salary x 12 months, as in the
treatment for the costing of similar components reflected in the SCRR
for the civil servants. Thisisto ensure that the SCRR promptly reflects
the effect of any civil service pay adjustment on staff cost); and

(c) for eachtier, the cost in (b) is compared against the annual average staff
cost of the comparable civil service rank(s) (there may be more than one
comparable rank if there are more than one group of subvented staff
within the same tier) as expressed in the prevailing SCRR. A subvented
organization will have passed the test on cost comparison if the cost in
(b) is at or below the SCRR cost for the comparable civil service rank(s)
taken together.
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Section B. For staff recruited on or after 1 April 2003 and serving their first
contracts

The same procedures in Section A above apply, except that the benchmark for
comparison will not be the SCRR, but recruitment benchmarks reflecting the lower
cost of the prevailing remuneration packages for new recrulits to the comparable civil
service rank(s). In the first instance, the recruitment benchmarks will be calculated
by reference to the New Term for civil service appointments applicable since 2000.
The basis for determining the recruitment benchmarks will be adjusted from time to
time by the Civil Service Bureau having regard to changes to civil service
remuneration structures and policies. The list of recruitment benchmarks for relevant
comparable ranks will be updated annually and published at the same time the SCRR
Is released each year. The first list of recruitment benchmarks will be published
shortly.
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20 March 2017

Chief Executive Officers/Directors of
Subvented Non-governmental Organisations (NGOs)

Dear Sir/Madam,
Service Performance Monitoring System (SPMS)

Self-assessment on
Service Quality Standards (SQSs), Essential Service Requirements (ESRs)
& Output/Outcome Standards (OS/OCs) and
Action Plans on Unmet Areas in 2016-17

Under the SPMS, service operators are required to submit the annual
agency-based Self-assessment Report (SAR) to the Department in April each
year. The SAR should include the self-assessment results of all subvented
service units with Funding and Service Agreements (FSAs) under your
management. Your self-assessment should cover the following:

(a) individual service unit’s compliance with 16 SQSs and ESRs;
and
(b) individual service unit’s OS/OCs performance.

While action plan(s) are required to be submitted together with the
SAR for service units with non-complied SQS(s)/ESR(s) and under-performed
OS/0OC(s), you may also report your good practices on SQSs and innovative/
value-added services in the SAR. However, the good practices reported may
not be counted as track record on performance monitoring of the service
operator.

I would like to stress that the self-assessment is a key component of
SPMS, which respects and honours the corporate governance of service
operators. The manner of conducting the self-assessment forms part of the
track record of service operators.

“EEBWEN G  AXHABEXE -

FEZBTFEGKER 248 5EE L. 38 18 HE18FIE 20548
Subventions Section, Social Welfare Department, 38/F, Sunlight Tower, 248 Queen’s Road East, Wan Chai, Hong Kong
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To facilitate your self-assessment and preparation of the SAR
covering April 2016 to March 2017 (2016-17), the following documents are
attached:

(a) the proforma for 2016-17 SAR (Annex I); and
(b) service units that can be exempted from 2016-17 SAR

(Annex ID).

This letter together with the proforma can also be downloaded from
SWD Homepage'. Grateful if you would submit your 2016-17 SAR by
completing the proforma and return to the Subventions Section of the
Department on or before 20 Aprzl 201 7. If you have any enquiries on this
subject, please contact on

Yours sincerely,

for Director of 'Sbcial Welfare

Encl.

c.c. Chairpersons of all subvented NGOs

! Website: http://www.swd.gov.hk/en/index/site_ngo/page_r-info/

EHBFERAERE 248 S50 38 18 HERFAFE 2REE
Subventions Section, Social Welfare Department, 38/F, Sunlight Tower, 248 Queen’s Road East, Wan Chai, Hong Kong
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Annex I (P.1)

Please forward the completed proforma to Subventions Section, Social Welfare Department at 38/F, Sunlight Tower, 248
Queen’s Road East, Wan Chai, Hong Kong (fax: 2575 5632) on or before 20 April 2017.

PROFORMA

Service Performance Monitoring System (SPMS)
Self-assessment on Compliance with SQSs, ESRs and OS/OCs in 2016-17

Name of Service Operator

L Result of Self-assessment on 16 SQSs and ESRs

This NGO has conducted a self-assessment on 16 SQSs and ESRs based on the tools and suggested
process" ™ ! including the examination of all documents and their implementation as well as the

formulation of action plans for non-compliant areas by:
[Please M as appropriate)]

[ ] Service unit manager(s)
[ ] Service coordinator(s)
[ ] Internal audit team

[ ] Others (please specify):

Result of our self-assessment is [Please M as appropriate]:

[ ] All subvented service unit(s) of this NGO having been operated for 12 full months in 2016-17

is/are assessed to have met the requirements of all criteria of 16 SQSs and ESR(s) as stipulated in
respective Funding and Service Agreement(s).

[] The following service unit(s) of this NGO has/have unmet area of SQS(s) or ESR(s) and the
corresponding Action Plan(s) is/are attached (please use the form at Appendix I):

Name of Service Unit(s) with Non-compliance Unmet Area of SQS(s)/ESR(s)

Any other remarks on self-assessment:

[Please M as appropriate, if any, and provide details in separate sheets]
[] Good Practice™*¢?, including SQSs, value-added and innovative service (please specify):

! Details about the self-assessment mechanism are laid down in Chapter 4 of the Performance Assessment Manual which
can be downloaded from http://www.swd. gov.hk/en/index/site_ngo/page_serviceper/sub_serpassessment.

Nete2 The good practices reported may not be counted as track record on performance monitoring of the service operator /
service unit(s). For ‘Good Practice’ on SQSs, we refer to the practice over and above the basic requirement of SQS,

not commonly practised and such practices may be considered by other service operators as good example for the
reference of their service units.
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Annex I (P.2)

1I. Result of Self-assessment on OS/OCs Performance

This NGO has conducted an annual assessment on OS/OC(s) of all subvented service unit(s) by:
[Please M as appropriate)

[ ] Service unit manager(s)
(] Service coordinator(s)
[] Internal audit team

[ ] Others (please specify):

Result of our self-assessment is [Please M as appropriate]:

[] All subvented service unit(s) of this NGO is/are assessed to have met their corresponding
OS/OC(s) in 2016-17.

[]  The following service unit(s) of this NGO has/have under-performance in OS/OC(s) in 2016-17

and the corresponding Action Plan(s) is/are attached (please use the form at Appendix 2) except
for those on the exemption list at Annex II:

Name of Service Unit(s) with Unmet OS/0C(s) Unmet OS/0C(s)

Remark: Service operators should ensure that all statistics reported in the SIS forms are accurate.
If amendments to the OS/OC statistics of 2016-17 are needed, the amended data, together
with full justification, should be attached to this proforma for re-submission.

Signature :

Name :

Post : Chairperson of Board/Management Committee/ NGO Head *

Service Operator :

Contact Person : (Name & Post)

Tel No. : Fax No.:

E-mail Address :

Date :

*delete as appropriate
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Action Plan

for Unmet Area of SQS/ESR as at April 2017

Appendix 1

IMPORTANT NOTE:

1. The service operator is required to formulate Action Plans for all unmet areas in SQSs/ESRs of its
concerned service units. One Action Plan is required for each unmet area.

2. The service operator may be required to report in writing the progress of the Action Plan
according to a specified time frame.

Name of Service Operator

Name of Service Unit

Funding and Service Agreement :

I.  Criterion of SQS: No.

II.  The area not yet achieved:

/ ESR concerned*:

II. Reason(s) for not achieving the above area:

IV.  Action(s) to be taken for achieving the above area:

V. Planned time frame for completing the action(s):

Responsible Service Coordinator/Supervisor of Service Unit

Name [English]: [Chinese] : Signature:
Post & Rank [English & Chinese]:
Contact Phone No.: |Fax No.: E-mail Address: Date:

* delete as appropriate

Appendix 1 — Action Plan for Unmet Area. of SOS/ESR
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Action Plan

Appendix 2

for Under-performed OS/OC in 2016-17

concerned service units.

IMPORTANT NOTE:
1. The service operator is required to formulate Action Plans for all under-performed OS/OCs of its
One Action Plan is required for each under-performed OS/0C.

2. The service operator may be required to report in writing the progress of the Action Plan according
to a specified time frame.

Name of Service Operator

Name of Service Unit

Funding and Servic

e Agreement :

Under-
performed
0S/0C
(e.g. OS1/
0C3)

Description of 0S/0C Agreed Level
Indicator

(as stipulated in
FSA or SIS Form)

Any
Actual under-achievement
Performance of | of the same OS/OC
the Service Unit in 2015-16
in 2016-17 (if yes, please state the

actual performance of
2015-16 also)

L. Reason(s) for not achieving the OS/OC :

II.  Action(s) taken and result (effectiveness) / action(s) to be taken to meet the Agreed Level of the

OS/0C in the following year:

III.  Planned time frame for completion of the action(s) proposed above:

Responsible Service Coordinator/Supervisor of Service Unit

Name [English]: [Chinese]: Signature:
Post & Rank [English & Chinese]:
Contact Phone No.: |Fax No.: E-mail Address: Date:
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Annex II

Subvented Service Units Exempted from Self-assessment
for the Period Covering April 2016 — March 2017

Self-assessment on

Self-assessment on

Types of Service Units OS/0Cs
SQSs & ESRs
Performance
Service units operated for less than 12 Exempted Exempted
months during 1 April 2016 -
31 March 2017 which include:
" new service units commenced
operation during the period,;
and
=  service units ceased operation
during the period.
Service  units  under  service Fully/Partially Fully/Partially

re-engineering during 1 April 2016 —
31 March 2017.

exempted if there
are changes in
OS/OCs
requirements of the

FS A concerned

exempted if there
are changes in
0OS/0OCs
requirements of the

FSA concerned

Service units with reporting cycle
different from this assessment cycle
covering 1 April 2016 -
31 March 2017.

Exempted'

Exempted'

' Service units with different reporting cycle, e.g. the service of Integrated Programme in
Kindergarten-cum-Child Care Centre, with reporting cycle changed to September — August w.e.f.
September 2009, are required to submit their SAR to the Subventions Section by 20 September

2017.
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Please forward the completed proforma to Subventions Section, Social Welfare Department at 38/F, Sunlight Tower, 248
Queen’s Road East, Wan Chai, Hong Kong (fax: 2575 5632) on or before 20 April 2017,

PROFORMA

Service Performance Monitoring System (SPMS)
Self-assessment on Compliance with SQSs, ESRs and OS/OCs in 2016-17

Name of Service Operatox . .

L. Result of Self-assessment on 16 SQSs and ESRs

This Ngo Pas conducted a self-assessment on 16 SQSs and ESRs based on the. tools and suggested
ote et S

process including the examination of all documents and their implementation a$: well as the
formulation of action plans for non-compliant areas by: :

[Please 4 as appropriate)

M Service unit manager(s) ‘

] Service coordinator(s)

(] Internal audit team
(] Others (please specify):

Result of our self-assessment is [Please M as appropriate):

M  All subvented service unit(s) of this NGO having been operated for 12 full months in 2016-17

is/are assessed to have met the requirements of all criteria of 16 SQSs and ESR(s) as stipulated
in respective Funding and Service Agreement(s).

[] The following service unit(s) of this NGO has/have unmet area of SQS(s) or ESR(s) and the
corresponding Action Plan(s) is/are attached (please use the form at Appendix I):

Name of Service Unit(s) with Non-compliance Unmet Area of SOS(s)/ESR(s)

Any other remarks on self-assessment:

[Please M as appropriate, if any, and provide details in separate sheets]
[] Good Practice™*®?, including SQSs, value-added and innovative service (please specify):

Note I Details about the self-assessment mechanism are laid down in Chapter 4 of the Performance Assessment Manual which
can be downloaded from http://www.swd.gov.hk/en/index/site_ngo/page_serviceper/sub_serpassessment.

Nete2 The good practices reported may not be counted as track record on performance monitoring of the service operator /
service unit(s). For ‘Good Practice’ on SQSs, we refer to the practice over and above the basic requirement of SQS,

not commonly practised and such practices may be considered by other service operators as good example for the
reference of their service units.
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Il Result of Self-assessment on OS/OCs Performance

This NGO has conducted an annual assessment on OS/0C(s) of all subvented service unit(s) by:
[Please W as appropriate)
Service unit manager(s)
Service coordinator(s)
Internal andit team
Others (please specify):

UO0OR

Result of our self-assessment is [Please b as appropriate]:

[ All subvented service unit(s) of this NGO is/are assessed to have met their corresponding
0S/0C{s) in 2016-17.

M The following service unit(s) of this NGO has/have under-performance in OS/OC(s) in

2016-17 and the corresponding Action Plan(s) is/are attached (please use the form at Appendix
2) except for those on the exemption list at Annex II:

Name of Service Unit(s) with Unmet 0S/0C(s) Unmet OS/0C(s)
o 08 3¢,
0S 7a,0S 7b

Remark: Service operators should ensure that all statistics reported in the SIS forms are accurate.
If amendments to the OS/OC statistics of 2016-17 are needed, the amended data, together
with full justification, should be attached to this proforma for re-submission.

Signature :

Name: . .

Post : Chairperson of Bossd/Management Committee/ NGO-Head*

Service Operator:

Contact Person: - . ST (Name & Post)

Tel No. : Fax No.:

E-mail Address :

Date :

*delete as appropriate
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Action Plan

Appendix 1

for Under-performed OS/OC in 2016-17

IMPORTANT NOTE: .
1. The service operator is required to formulate Action Plans for all under-performed OS/OCs of its
concerned service units. One Action Plan is required for each under-performed 0S/OC.

2. The service operator may be required to report in writing the progress of the Action Plan according
to a specified time frame.

Name of Service Operator

Name of Service Unit
Funding and Service Agreement : =& #E Fl

%

0S3
//?/ KOG ¢ R E T IRIRT -
T 334 NE BIESET

Any
Ur;lder~ 4 Actual under-achievement
periorme Description of OS/OC Agreed Level | performance of | of the same 0S/0C
0S/0C Indi (as stipulated in . . in 2015-16
ndicator FSA or SIS F the Service Unit m 2015-16
(e'g- OSY1/ or orm) in 2016-17 (if yes, please state the
0C3) actual performance of
2015-16 also)
R o) 17NGH - 3 1.4
e Emgmm{l\nﬂ /Eﬁ&ﬂ‘l_gﬂ 40 30 /

L Reason(s) for not achieving the OS/OC :
RIEHEFI IR - N DB RIS B HY/ NMEREEITES)
RARE S ABTEACH -

[I.  Action(s) taken and result (effectiveness) / action(s) to be taken to meet the Agreed Level of the
OS/OC in the following year:
() RPEEEEFNR/NASEIED) - BB EHETRHGE 2 -
(2) SRRy R LBARE R - DI S FaV R RIS EIT/ES) - flin: 28 -

3) EHFET/NEEEEIIEE) - REREEZE TR

S8 EEEEVIREEE -

III. Planned time frame for completion of the action(s) proposed above:

FA2017/1 SEEFF I T TARSTE] - WEZIEE -

Responsible Service Coordinator/Supervisor of Service Unit
Name [English]: [Chinese]: Signature:
Post & Raunk [English & Chinese]:
- S C
Contact Phone No.: |Fax No.: E-mail Address: Date:
. 20 Apr 2017

Appendix 1 - Action Plan for Unmet Area of SOS/ESR
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Appendix 2

Action Plan
for Under-performed OS/OC in 2016-17

1. The service operator is required to formulate Action Plans for all under-performed OS/OCs of its
concerned service units. One.dction Plan is required for each under-performed OS/0OC.

2. The service operator may be required to report in writing the progress of the Action Plan according
to a specified time frame.

Name of Service Operator

Name of Service Unit :
Funding and Service Agreement : &R Hls

Any
U?der - 4 Actual under-achievement
P ‘:; So/x(')mce Description of OS/OC 2?:::‘:] :;::;: Performance of || of the same OS/OC
Indicator the Service Unit in 2015-16
(e.g. OS1/ P FSA or SIS Form) in 2016-17 (If yes, please state the
0C3) s actual performance of
2015-16 also)
OS 7a APR IR E R RE R 35 30.83 8.33
/’/ HIERTS - SR IR W IERRNY
/ REERERNERE

L Reason(s) for not achieving the OS/OC :

1. ALFE2015512H « ARSHFHS— I TAFREERENETE - BRRER
$A\F2E RIS RERES - UBEBEARNIIEE TSR - BET9E
EYEEFRIREEEK -

2. RBEEMTEFRNETT  SAGRREREBHEFCETM » RHEERER
E30% » BB EKPHIE - BEEB2015- 16 F ERYERBEAHE  BRARE -

II.  Action(s) taken and result (effectiveness) / action(s) to be taken to meet the Agreed Level of the
OS/OC in the following year:
RHER2017/ 3 EELELGEREER - AP OFRFGETU T ITE S
1. AJoeiiedds - Bt TIERBE - BARFE (M TEHERERRER - DIRE
ST BRERAESEEROT E -
2. HULEROENEH - 2FE - RETERERITNESRNREUSEKERG
EEBDLER  URENAREERSE D O TIRE -
B BENRS R EER B R LORERZEA -
BUREOBES  SEERBEATLORENBNRE
DUNRTEGAERINEBRE - {EARENREHER -
R E OIS RERE -

o s W

III.  Planned time frame for completion of the action(s) proposed above:

FR2017N SR B T RT3 » WESIEE -
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Responsible Service Coordinater/Supervisor of Service Unit

Name [English]: ~ - [Chinese]: _ Signature: ) ‘

Post & Rank [English & Chinese]: Centre In-charge . B

Contact Phone No.: |Fax No.: E-mail Address: Date: W
" ) 20 Apr 2017
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Action Plan

Appendix 2

for Under-performed OS/OC in 2016-17

IMPORTANT NOTE:

to a specified time frame.

The service operator is required to formulate Action Plans for all under-performed OS/OCs of its

concerned sexvice units. Que Action Plan is required for each under-performed 0S/0C.

The service operator may be required to report in writing the progress of the Action Plan according

Name of Service Operator

Name of Service Unit

Funding and Service Agreement : <&M 0>

Any
U;nder - 4 Actual under-achievement
L Description of 08/0C | Agreed Level | persormance of | of the same 0S/0C
Indicator FgZSt p;Ig t;d '8 | the Service Unit in 2015-16
(e.g.- OSV | . or orm) in 2016-17 (if yes, please state the
0C3) e actual performance of
/ 2015-16 also)
0S 7b HIE SR ERBAIREREL 20% 10.91% 11.11%
HIRRTS © —EANERERAIPeEER
BRIRENREERAOREE

R R R R IR R EAMEE TIEE TP RR - FllAS G ER)EREY - B

E12015-165F REMBIZEA RS -

REEEESS B SRAVE KRS

Action(s) taken and result (effectiveness) / action(s) to be taken to meet the Agreed Level of the

B TONEDERER B AR » ST AR TSR AR » DUEESEERER R

I.  Reason(s) for not achieving the OS/OC :
Bee D EER B
£
I1.
OS/0C in the following year:
&l
IIL

JA2017/1 85 FFERETT TAF=TE

 WEEIRHE -

Planned time frame for completion of the action(s) proposed above:

Responsible Service Coordinator/Supervisor of Service Unit
Name [English]. . [Chinese]: | Sienature: .
Post & Rank [English & Chinese]:
o
Contact Phone No.: IFax No.: E-mail Address: Date: I
20:Apr 2017
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7 July 2017

Service Performance Monitoring System (SPMS)

Self-assessment on
Service Quality Standards (SQSs), Essential Service Requirements (ESRs) &
Output/Outcome Standards (OS/OCs) and
Action Plans on Unmet Areas in 2016-17

I refer to the 2016-17 Self-assessment Report (SAR) submitted by your
organisation on 20.4.2017 regarding the captioned subject.

Please be informed that the Action Plans attached to your SAR in respect of
the non-compliant areas of the following service units are considered acceptable:

1. - : = (0S3c)
b3 _ (0S7a, OS7b)

As regards the performance assessment against OS/OC(s) as stated in your
SAR, we will scrutinise all relevant information relating to your self-assessment and
notify you of the details if there is any under-reporting of under-achieved OS/OC(s) in
your SAR.

Taking this opportunity, you are advised to remind your staff of the spirit
under SPMS which is to ensure the accountability for public funds and the provision of
quality social welfare services to service users. For details of the monitoring
mechanism, you may refer to the SPMS Performance Assessment Manual and the
respective Funding and Service Agreements applicable to your service units.

If you have any enquiries, please contact me on

TABIT RIS/ 248 SEE DL 38 18 G EFIF 2R

Subventions Sectinn Sncial Walfars Nanartmeant 22/F Cunlicke Taan 240 Ao 30 B 15 o awr o e
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Yours sincerely,

( )

for Director of Social Welfare



T B e =
~ 110 N [ .t omm ey —
Social Meltare Decarmmiens

20 March 2017

Chief Executive Officers/Directors of
Subvented Non-governmental Organisations (NGOs)

Dear Sir/Madam,
Service Performance Monitoring System (SPMS)

Self-assessment on
Service Quality Standards (SQSs), Essential Service Requirements (ESRs)
& Qutput/Outcome Standards (OS/OCs) and
Action Plans on Unmet Areas in 2016-17

Under the SPMS, service operators are required to submit the annual
agency-based Self-assessment Report (SAR) to the Department in April each
year. The SAR should include the self-assessment results of all subvented
service units with Funding and Service Agreements (FSAs) under your
management. Your self-assessment should cover the following:

(a) individual service unit’s compliance with 16 SQSs and ESRs;
and

(b) individual service unit’s OS/OCs performance.

While action plan(s) are required to be submitted together with the
SAR for service units with non-complied SQS(s)/ESR(s) and under-performed
OS/0OC(s), you may also report your good practices on SQSs and innovative/
value-added services in the SAR. However, the good practices reported may
not be counted as track record on performance monitoring of the service
operator.

I would like to stress that the self-assessment is a key component of
SPMS, which respects and honours the corporate governance of service
operators. The manner of conducting the self-assessment forms part of the
track record of service operators.

“EEBWEN G  AXHABEXE -

THBFECKER 248 SiFEe (. 38 18 11 E1EFIE E5E
Subventions Section, Social Welfare Department, 38/F, Sunlight Tower, 248 Queen’s Road East, Wan Chai, Hong Kong
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To facilitate your self-assessment and preparation of the SAR
covering April 2016 to March 2017 (2016-17), the following documents are
attached:

(a) the profofma for 2016-17 SAR (Annex I); and
(b) service units that can be exempted from 2016-17 SAR

(Annex II).

This letter together with the proforma can also be downloaded from
SWD Homepage'. Grateful if you would submit your 2016-17 SAR by
completing the proforma and return to the Subventions Section of the
Department on or before 20 Aprll 2017 If you have any enquiries on this
subject, please contact . on

Yours sincerely,

for Director of 'S;)cial Welfare

Encl.

c.c. Chairpersons of all subvented NGOs

! Website: http://www.swd.gov.hk/en/index/site_ngo/page_r-info/

FHRBFEEAER 48 BP0 38 8 HEEFFE 2REE
Subventions Section, Social Welfare Department, 38/F, Sunlight Tower, 248 Queen’s Road East, Wan Chai, Hong Kong

-151 -



Annex 1 (P.1)

Please forward the completed proforma to Subventions Section, Social Welfare Department at 38/F, Sunlight Tower, 248
Queen’s Road East, Wan Chai, Hong Kong (fax: 2575 5632) on or before 20 April 2017

PROFORMA

Service Performance Monitoring System (SPMS)
Self-assessment on Compliance with SQSs, ESRs and OS/OCs in 2016-17

Name of Service Operator

| Result of Self-assessment on 16 SQSs and ESRs
This NGO has conducted a self-assessment on 16 SQSs and ESRs based on the tools and suggested

process"*° ! including the examination of all documents and their implementation as well as the

formulation of action plans for non-compliant areas by:
[Please M as appropriate]

[ ] Service unit manager(s)
] Service coordinator(s)
[ ] Internal audit team

[ 1 Others (please specify):

Result of our self-assessment is [Please M as appropriate]:

[]  All subvented service unit(s) of this NGO having been operated for 12 full months in 2016-17

is/are assessed to have met the requirements of all criteria of 16 SQSs and ESR(s) as stipulated in
respective Funding and Service Agreement(s).

L1 The following service unit(s) of this NGO has/have unmet area of SQS(s) or ESR(s) and the
corresponding Action Plan(s) is/are attached (please use the form at Appendix I):

Name of Service Unit(s) with Non-compliance Unmet Area of SQS(s)/ESR(s)

Any other remarks on self-assessment:

[Please M as appropriate, if any, and provide details in separate sheets]

[] Good Practice™¢?, including SQSs, value-added and innovative service (please specify):

! Details about the self-assessment mechanism are laid down in Chapter 4 of the Performance Assessment Manual which
can be downloaded from http://www.swd.gov.hk/en/index/site_ngo/page_serviceper/sub_serpassessment.

No'e2 The good practices reported may not be counted as track record on performance monitoring of the service operator /
service unit(s). For ‘Good Practice’ on SQSs, we refer to the practice over and above the basic requirement of SQS,

not commonly practised and such practices may be considered by other service operators as good example for the
reference of their service units.
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II.

Annex 1 (P.2)

Result of Self-assessment on OS/OCs Performance

This NGO has conducted an annual assessment on OS/OC(s) of all subvented service unit(s) by:
[Please M as appropriate]

O]
[]
[
[

Service unit manager(s)
Service coordinator(s)
Internal audit team

Others (please specify):

Result of our self-assessment is [Please M as appropriate]:

L]

All subvented service unit(s) of this NGO is/are assessed to have met their corresponding
OS/OC(s) in 2016-17.

The following service unit(s) of this NGO has/have under-performance in OS/OC(s) in 2016-17

and the corresponding Action Plan(s) is/are attached (please use the form at Appendix 2) except
for those on the exemption list at Annex II:

Name of Service Unit(s) with Unmet OS/0C(s) Unmet OS5/0C(s)

Remark: Service operators should ensure that all statistics reported in the SIS forms are accurate.

If amendments to the OS/OC statistics of 2016-17 are needed, the amended data, together
with full justification, should be attached to this proforma for re-submission.

Signature :

Name :

Post : Chairperson of Board/Management Committee/ NGO Head *

Service Operator :

Contact Person : (Name & Post)

Tel No. : Fax No.:

E-mail Address :

Date :

*delete as appropriate
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Action Plan

for Unmet Area of SQS/ESR as at April 2017

Appendix 1

IMPORTANT NOTE:

1. The service operator is required to formulate Action Plans for all unmet areas in SQSs/ESRs of its
concerned service units. One Action Plan is required for each unmet area.

according to a specified time frame.

2. The service operator may be required to report in writing the progress of the Action Plan

Name of Service Operator

Name of Service Unit

Funding and Service Agreement :

I.  Criterion of SQS: No. / ESR concerned*:

II.  The area not yet achieved:

III.  Reason(s) for not achieving the above area:

IV.  Action(s) to be taken for achieving the above area:

V. Planned time frame for completing

the action(s):

Responsible Service Coordinator/Supervisor of Service Unit

Name [English]: [Chinese] : Signature:
Post & Rank [English & Chinese]:
Contact Phone No.: |Fax No.: E-mail Address: Date:

* delete as appropriate

Appendix I — Action Plan for Unmet Area. of SOS/ESR
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Action Plan

Appendix 2

for Under-performed OS/OC in 2016-17

IMPORTAN

to a specified t

concerned service units.

TE:

1. The service operator is required to formulate Action Plans for all under-performed OS/OCs of its
One Action Plan is required for each under-performed 0S/0OC.

ime frame.

2. The service operator may be required to report in writing the progress of the Action Plan according

Name of Service Operator

Name of Service Unit

Funding and Servic

e Agreement :

Under-
performed
0S/0C
(e.g. OSY1/
0C3)

Description of OS/OC Agreed Level
Indicator

(as stipulated in
FSA or SIS Form)

Any
Actual under-achievement
Performance of [ of the same OS/OC
the Service Unit in 2015-16
in 2016-17 (if yes, please state the

actual performance of
2015-16 also)

L Reason(s) for not achieving the OS/OC :

II.  Action(s) taken and result (effectiveness) / action(s) to be taken to meet the Agreed Level of the

OS/0C in the following year:

III. Planned time frame for completion of the action(s) proposed above:

Responsible Service Coordinator/Supervisor of Service Unit

Name [English]: [Chinese]: Signature:
Post & Rank [English & Chinese]:
Contact Phone No.: [Fax No.: E-mail Address: Date:
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Annex II

Subvented Service Units Exempted from Self-assessment
for the Period Covering April 2016 — March 2017

Self-assessment on

Self-assessment on

Types of Service Units 0S/0Cs
SQSs & ESRs
Performance
Service units operated for less than 12 Exempted Exempted
months during 1 April 2016 —
31 March 2017 which include:
" new service units commenced
operation during the period;
and
=  service units ceased operation
during the period.
Service  units  under  service Fully/Partially Fully/Partially

re-engineering during 1 April 2016 —
31 March 2017.

exempted if there
are changes in
0OS/0OCs
requirements of the

FSA concerned

exempted if there
are changes in
OS/OCs
requirements of the

FSA concerned

Service units with reporting cycle
different from this assessment cycle
covering 1 April 2016 -
31 March 2017.

Exempted'

Exempted'

" Service units with different reporting cycle, e.g. the service of Integrated Programme in
Kindergarten-cum-Child Care Centre, with reporting cycle changed to September — August w.e.f.
September 2009, are required to submit their SAR to the Subventions Section by 20 September

2017.
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Annex I (P.1)

Please forward the completed proforma to Subventions Section, Social Welfare Depariment a1 38/F, Sunlight Tower, 248
Queen’s Road East, Wan Chai, Hong Kong (fux: 2575 5632) on or before 20 April 2017.

PROFORMA

Service Performance Monitoring System (SPMS)

Self-assessment on Compliance with SQSs, ESRs and OS/OCs in 2016-17

Name of Service Operator

I Result of Self-assessment on 16 SQSs and ESRs

This NGO has conducted a self-assessment on 16 SQSs and ESRs based on the tools and suggested
process™* ! including the examination of all documents and their implementation as well as the
formulation of action plans for non-compliant areas by:

[Please M as appropriate]

[} Service unit manager(s)
i  Service coordinator(s)
(] Internal audit team

(] Others (please specify):

Result of our self-assessment is [Please M as appropriate]:

B  All subvented service unit(s) of this NGO having been operated for 12 full months in 2016-17
is/are assessed to have met the requirements of all criteria of 16 SQSs and ESR(s) as stipulated in
respective Funding and Service Agreement(s).

[] The following service unit(s) of this NGO has/have unmet area of SQS(s) or ESR(s) and the
corresponding Action Plan(s) is/are attached (please use the form at Appendix I1):

Name of Service Unit(s) with Non-compliance Unmet Area of SQS(s)/ESR(s)

Any other remarks on self-assessment;

[Please M as appropriate, if any, and provide details in separate sheets]
] Good Practice¥*2, including SQSs, value-added and innovative service (please specify):

Note 1 Details about the self-assessment mechanism are laid down in Chapter 4 of the Performance Assessment Manual which
can be downloaded from http://www.swd.gov.hik/en/index/site_ngo/page_serviceper/sub_serpassessment.

Note2 The good practices reported may not be counted as track record on performance monitoring of the service operator /
service unit(s). For ‘Good Practice’ on SQSs, we refer to the practice over and above the basic requirement of SQS,
not commonly practised and such practices may be considered by other service operators as good example for the
reference of their service units,

20-APR-2017 17:27 -157 - 96% P.002
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Annex 1 (P.2)

II. Result of Self-assessment on 0S/0Cs Performance

This NGO has conducted an annual assessment on OS/OC(s) of all subvented service unit(s) by:
[Please M as appropriate]

[0 Service unit manager(s)
#  Service coordinator(s)
[] Internal audit team

(] Others (please specify):

Result of our self-assessment is [Please M as appropriate]:

(] Al subvented service unit(s) of this NGO is/axe assessed to have met their corresponding
0S/0C(s) in 2015-16.

[  The following service unit(s) of this NGO has/have under-performance in OS/OC(s) in 2015-16
and the corresponding Action Plan(s) is/are attached (please use the form at Appendix 2) except
for those on the exemption list at Annex I1:

Name of Service Unit(s) with Unmet 0S/0C(s) Unmet 0S/0C(s)
0S1
0S1

Remark: Service operators should ensure that all statistics reported in the SIS forms are accurate.
If amendments to the OS/OC statistics of 2016-17 are needed, the amended data, together
with full justification, shquld be attached to this proforma for re-submission.

Signature :

Name :

Post : ot NGO Head *

Service Operator :

Contact Person : ' (Name & Post)

Tel No. : Fax No.:

E-mail Address :

Date ;

“delete as appropriate

20-APR-2017 17:28 -158 - 96 P.003
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Appendix 2

Action Plan
for Under-performed 0S/0Cin 2016-17

IMPORTANT NOTE;

1. The service operator is required to formulate Action Plans for all under-performed OS/OCs of its
concerned service units. One Action Plan is required for each under-performed 05/0C.,

2. The service operator may be required to report in writing the progress of the Action Plan according

" to a specified time frame.

Name of Service Operator

Name of Service Unit

Funding and Service Agreement : Non-medical Voluntary Drug Treatment and Rehabilitation

Services
: Any
UPder- 1 Actunal under-achievement
periorme Description of 0S/0C Agreed Level | porgomance of | of the same 0S/0C
0S8/0C Indi (as stipulated in : i in 2015-16
ndicator FSA or SIS Form) the Service Unit m 2015-16
(e'g' OoSv/ 0 m in 2016-17 (if yes, please state the
0C3) - actua) performance of
2015-16 also)
0S1a Rate of placement occupancy 65% MOS:60% ZLTC:40% 38%
' (Female) in residential program 50%

L Rcason(s) for not achieving the OS/OC :

;ﬁ/k‘%f@ & %—ﬁ@ﬁl FECASERNRFE -

- WokAEREGE - AT RIEFFEHBGREAER

ﬁ*ﬁi‘ﬁfﬁ??& ?i@@%ﬂiﬁ_

%ﬁ/\{ﬂmﬁ‘%
5) RAEREHFIEIF - MAEREULE RSO RERHDORE - GRERTEL TN
GRS ERIRAT -

II.  Action(s) taken and result (effectiveness) / action(s) to be taken to meet the Agreed Level of the
"0S/0C in the following year:

20-APR-2017 17:28 -159 - 96> P.004
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III.  Planned time frame for completion of the action(s) proposed above:
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17 July 2017

Dear

Service Performance Monitoring System (SPMS)

Self-assessment on
Service Quality Standards (SQSs), Essential Service Requirements (ESRs) &
Output/Outcome Standards (OS/OCs) and
Action Plans on Unmet Areas in 2016-17

I refer to the 2016-17 Self-assessment Report (SAR) submitted by your
organisation on 20.4.2017 regarding the captioned subject.

Please be informed that the Action Plan attached to your SAR in respect of
the non-compliance of OS1 of )
is considered acceptable.

As regards the performance assessment against OS/OC(s) as stated in your
SAR, we will scrutinise all relevant information relating to your self-assessment and
notify you of the details if there is any under-reporting of under-achieved OS/OC(s) in
your SAR.

Taking this opportunity, you are advised to remind your staff of the spirit
under SPMS which is to ensure the accountability for public funds and the provision of
quality social welfare services to service users. For details of the monitoring
mechanism, you may refer to the SPMS Performance Assessment Manual and the
respective Funding and Service Agreement applicable to your service unit.

If you have any enquiries, please contact me on

Yours sincerely,

( D)
163 - for Director of Social Welfare
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Remuneration Packages for Staff in the Top Three Tiers

of Subvented Non-governmental Organisations B £ 9
Review Report for the Reporting Year of 2016-17 B —
(to be completed if not exempt from the Government Guidelines)

To:  Director of Social Welfare
(Attn : Subventions Section)
38/F, Sunlight Tower,
248 Queen’s Road East
Wan Chai, Hong Kong

Fax No. : 2575 6537

[Please read the explanatory notes before completing this proforma. The completed proforma
should reach SWD by 31 October of each reporting year.]

Name of NGO (code) : ( )

Part A: Remuneration Packages

Information of my staff in the top three tiers -

(1) Staff of 1% Tier*

(@) Number of staff

(b) Comparable rank in

civil service
(c) Post
(d) Total annual staff costs 2 (including those not under SWD
subventions, if applicable) $
[1(d) should be equal to or greater than 1(e)] (round up to dollar)

(e) Total annual staff costs under SWD subventions
[1(e)=1(q)(i)+(ii)+(iii)+(iv)] $

(round up to dollar)

(f) Please specify the months covered if (1)(e) was not incurred for the full year: months

(g) Breakdown of (1)(e)

(i) Salary ® $
(i) Provident Fund $
(iii) Cash Allowance * (please specify if any: ) S
(iv) Non-cash based Benefits ° (please specify if any: ) $

*ESEHENF  FXHFRFEEXE -
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(2)
(a)
(b)

(©)
(d)

(€)

(f)

(3)
(@)
(b)

(©)
(d)

(€)

(f)

Staff of 2" Tier *

Number of staff

(Cont’d)

Comparable rank in
civil service

Post

Total annual staff costs ? (including those not under SWD
subventions, if applicable)
[2(d) should be equal to or greater than 2(e)]
Total annual staff costs under SWD subventions
[2(e)=2(F)(i)+(ii)+(iii)+(iv)]
Breakdown of (2)(e)

(i) Salary

(i) Provident Fund

(iii) Cash Allowance * (please specify if any:

(iv) Non-cash based Benefits ° (please specify if any:

Staff of 3" Tier*

Number of staff

$

(round up to dollar)

$

(round up to dollar)

©»H |&H | |ee

Comparable rank in
civil service

Post

Total annual staff costs ? (including those not under SWD
subventions, if applicable)
[3(d) should be equal to or greater than 3(e)]
Total annual staff costs under SWD subventions
[3e=3(f)(i)+(ii)+(iii)+(iv)]
Breakdown of (3)(e)

(i) Salary

(it) Provident Fund

(iii) Cash Allowance * (please specify if any:

(iv) Non-cash based Benefits > (please specify if any:

-169 -
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(Cont’d)
Review for changes

2015-16 2016-17
(the year before) (the reporting year)

(1) Total annual staff costs under SWD
subventions in respect of the top three tiers $ $

(2) Please tick and complete the following as appropriate to state the result of your review -

D I have reviewed the remuneration packages of the staff in the top three tiers and
found no changes in their remuneration as compared with the preceding year.

D I have reviewed the remuneration packages of the staff in the top three tiers and
found changes in their remuneration as compared with the preceding year. The
tier(s) having changes and reasons for such changes are stated below -

(Please use additional sheet as necessary.)
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(Cont’d)
Part B: Public Disclosure of the Review Report

Our organisation *has disclosed / will disclose (please specify the commencement

date: ) the Review Report (only Part A) through one or more of the

following channels and will make it available to the public upon request -

(*Please delete as appropriate.)

Channel of Disclosure
(Please tick as appropriate.)

D Posting the information prominently on the notice board(s) at the Central
Administration Unit / Head Office

Uploading the information to our website

Reporting the information in our Annual Report

.

Publishing the information through special circular(s), newsletter(s) or whatever
means (please enclose the copy/copies for reference)

Part C: Declaration by Chairperson

| declare that the information as provided in Part A and Part B is correct.

Contact Person : Signature of Chairperson :
Title : Name

Tel. : Tel.

Email : Date
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1)

@)

(3)

(4)

()

(Cont’d)

Notes for Completing the Review Report on
Remuneration Packages for Staff in the Top Three Tiers
of Subvented Non-governmental Organisations

The 1% tier staff is generally defined as the executive head of the NGO who is directly
responsible to the NGO Board / Management Committee, the 2™ tier staff as senior staff
directly responsible to the executive head of the NGO, and the 3" tier staff as senior staff
directly responsible to the 2" tier staff.

Total annual staff costs for a tier of staff are the total remuneration costs covering salary,
provident fund, cash allowances and non-cash based allowances of all staff members of the
tier incurred in the whole reporting year (i.e. from 1 April to 31 March under the reporting
year).

Salary refers to the annual salary of respective staff for the whole reporting year, or the
total salary of the employment period if the staff member is not employed for the whole
reporting year.

Cash allowances such as responsibility allowance, housing allowance, hardship allowance,
bonus, gratuity, overtime allowance, entertainment expenses, travelling expenses, etc.

Non-cash based Benefits include fringe benefits such as medical / dental insurance, staff
quarters, transportation and / or chauffer, professional indemnity insurance, etc.

-End -
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i =
view to rendering efficient and effective supportive services to service users.
ENTRY AND EXIT

21. The Operator is required to accept referrals from referring workers or
direct applications from service users. Where the applicant is an active case of a
social service unit®, application for Home Care Service shall be made by the unit
concerned to the regional Home Care Service Team in accordance with the
applicant’s residential address. For an applicant who is already on the waiting
list for HSMH, HSPH and C&A/SD, the referrer should attach the relevant
supporting documents, i.e. assessment result ascertaining his / her level of
disability. The above referral arrangement is also applicable to an applicant
who is a student attending special schools for children with severe intellectual
and / or physical disabilities. Upon receipt of the referral, the Operator is
required to intake the case and provide follow-up assistance as appropriate.

22. Where the applicant is not on the waiting list for HSMH, HSPH and
C&A/SD, the respective regional Home Care Service Team, upon receipt of the
referral, shall conduct a comprehensive assessment on the applicant with the
standardized assessment tool as mentioned in paragraph 15(b) to ascertain his /
her care needs and eligibility for service. Under special circumstances, the
above-mentioned eligibility assessment can also be conducted by the service unit
handling his / her case, subject to the agreement among the applicant, the
respective service unit and the Home Care Service Team.

23. For an applicant not receiving service in any social service unit /
rehabilitation service unit, he / she or their carer(s) may directly approach the
respective regional Home Care Service team for intake. Social worker of the
regional Home Care Service team shall conduct a comprehensive assessment on
the applicant with the standardized assessment tool mentioned in paragraph 15(b)
above to ascertain his / her care needs and eligibility for service, and provide
follow-up assistance as appropriate. If the applicant is assessed not eligible for
the home care service, the social worker of the regional home care team is
required to refer him / her for alternative support services as appropriate.

24, At present, there are a number of persons with severe physical
disabilities who have been assessed according to the Standardized Care Need
Assessment Mechanism for Elderly Services to be severely impaired and
receiving / waitlisting for Integrated Home Care Services (Frail Cases)
IHCS(FCs)® provided by the Integrated Home Care Services Teams under

* These units include Integrated Family Services Centres, Medical Social Services Units, School Social
Work Units, Integrated Home Care Services Teams, and other rehabilitation service units, etc.

> As at end of July 2013, there were 135 persons with severe physical disabilities receiving THCS(FCs),
and 19 were on the waiting list for IHCS(FCs).

*EEEWENT  FXHRBEEXE -

Service Specifications on Home Care Service for Persons with Severe Disabilities
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Elderly Service. These cases can be transferred to the regional Home Care
Service Team for provision of Home Care Service, if it is so agreed by the
service users’. The Operator is required to intake the cases and assess their
needs and provide appropriate services. While it is not necessary to conduct
repeated assessment on the applicant, the referrer should attach the relevant
supporting documents, i.e. assessment result ascertaining his / her level of
impairment.

25. To optimize utilisation of resources and reduce unnecessary waiting
time, the Operator should make first contact with the service users within seven
working days upon receiving the referrals and develop initial care plans as soon
as possible, normally within 14 working days from receipt of the referrals of
cases. In general, the Operator should accept all eligible applicants and provide
appropriate services.

26. The Operator is required to have a clear operation manual and protocol
for handling entry and exit of service users. Proper discharge plan should be
developed well in advance of the discharge date and the reasons for discharge
should be documented in individual case files. Referral or notification has to be
made to other appropriate service units and concerned parties. In general
circumstances, service user may exit from the service for the following reasons -

(a) the service user is admitted for long-term placement of subvented
residential care service; or

(b) the service user is hospitalized for a period of more than three months
without a specific discharge plan; or

(c) the service user decides to terminate the services; or

(d) death of the service user; or

(e) the impairment level, health condition, supportive network and
environmental conditions of the service user have been improved or

strengthened to a level that the service user is able to live independently
or with little assistance.

OFFICE BASE, FITTINGS AND FURNISHINGS

217. SWD is identifying suitable premises in the four regional clusters

® The service users of THCS(FCs) shall be well explained of the scope of services provided under Home
Care Service for Persons with Severe Disabilities as stated in paragraph 14 (a) — (f) before deciding on
the transfer of cases from THCS(FCs) to the regional Home Care Service Team.

Service Specifications on Home Care Service for Persons with Severe Disabilities
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