SQS4.1

ARBE RN

& TARRRFSES
B B R ATRAH SIS MR AR EBUR

. HHY

L1 ABCRHIHIE BRI AL AR - BE AR - R /H2UEHEE
SCH AR SRR SRV S R IR BRI SUE -

. RE

2.1 s B AL A P A A AR 5 I S RS PR e » 5 T8 R i AR5
HIEMRER (% -

2.2 W E AR I R s Rl 25 g m] (L AT A I R ~ PR (o 3 R EL ARl A 14

BHTER

2.3 HEGNEHFERAGHESHR - REMNEER E - EFRS
B > I EEEREE -

2.4 BT e dHaR AR - Ry B AGRH AR A S R SRR -

- AEBRA

3.1 SR
v
w

THSBRLE
WiRERRAE
HMERLE

ABRBKRLE
ERPAE
AERE AR
HTHENAE

RIS #ER R FLAHR #5

EBREEFEE
CEEACEXESESXHESE
HHENREESRHEEEE



FE A Sample

SQS4.1b

3.2 HEGNEHFIBRESRN (INEFENEMHEEA] 1993)

I FRGREEGZ REERE

(@) AL EAGREEG 2 REfan g MEE -

(b) EBAEREHEA L HBHEEG LR > EAREAFEEARE -
() HEFEFEAEBFMTZ—URES -

(d) BEFEFRIEEZER  WHREEHE SRR EARETECR -

HEG

I. THREEERET]

AHEREAES—EEY - RHEEERINE 1 R EE A2 —

(a) EE - EEBEEH AN R EREE

(b) %ﬁ%’ s HEER - BVEEIATEREFTA VISR BT

(c) PRaE A E— DB AR K S 2 B KA TECR R 2 R H.

(d) BB REBEATEREE T 2 BAS RATERE AT R I s

() ZEBEAWIRENE MTEEB TR > T HAF AHERETTERR
s R SRS ORI

() 2Ll ERITTEEREL - WREET HARB R |

(9) FEHFERITERCR ZIhREFT /A A - fIRESE RiEE Z k(M - HSH
KEZIERSRTTEL ~ R EEARR S

(h) PEZITHRBARARES ZWE > LRFREEEERE

(i) BET—UIHZHERAN - DUEEE ~ SHENEE A e B - IR E
RFDICMERT > B2~ REASCET I EMET 2R > AEHIETSEE R
;-

. &5k

HEGRERAE VBT IRASEZE 1+ A WHEE T ALHK —
(@ %o

(b) m/b—frHTEEERR BT

(c) =frHEZFRL I HIRAE

d) —rHXEHGEERETTRERGRAZZTRE

(e) —MIHKEHGEFELETTREGRAZZTRE

() BWEGFIRF

(0) AHERE FTIEAES - K

(h) FEHERVER(EZ AT HA L S -

V. BB 2 8
() HIEZAEE Ll 3(BRR T HEERE » (TR ESEIBREY -
(b) HEGHEAFHWNRTZER -



FE A Sample

SQS4.1b

(©) HEZARE Bil 3(NEZR(EZRA > FELL MEAEE —
() BB Z (R
(i) BB DAF A LA AL - A RGeS E g
S > Py BRI 252
(iii) EHLAFEEAIL S HEH AL > £ T EEAE NI E
e HIH - B ENE IR AR A

V. RZBT

() EHAHBEEG FFHBEEG R BEENE TR 2B EE Ef -

(b) FEHFBEGEFEME LRGN > BEESREHGE— ABZX
i BT o

(©) HWieZTEREBUARR EHEG NS - WHEREREA — KA HE®R
IR 2 ELERk A

V1. EF

(@) HEEFHETEERHEERFIIEFEHE - AR - EEUAZILH
[ BB —X 0 WMETHZE=AHE > &g —X -

(b) HEEGHARFHMmARF -V ER sk — VT8I Z508 -

(©) PRETEHRSIN Frab e EA R R A g R D RS A -

(d) EHBFBBREEEABABEEGRE AR =2 — E=hZ—
NEE G A R BeeiT 2 BoREEH, -

(6) HESEGEMEGH L SIIE  AEHRE Z RS B RIEH ZRE
MEAELZ DU 6(F)ELIRA - A1SEES > RIEg R L AR e —2E -
PreCg R ET &S > RARARTITA -

()  #EAI EXXEASTH B TSR T - BES P 2 EM = 7F
A AN Z R E R E R S B G p VR T - i HATE & 2 U
BEBSTT > G2 A LA T ERBIREZER -

(0) fiEEECRALFEHESEG 2 &% JPHEHR EE ZFE0 T ek
ZERIFL 2 EMRE - EEARER  FHIEZ g8 BEHSE
Folb o

VIl REEHEFZES
HEGAEREEMED R TEHER -

VI Gl RRE S

HEGHNEHRAEEEZEE - HisE s FET VA RE L

Fo LA A BB S IHEGETEE —

() BFEEFLRLTEHREZIMEIHIRE 21T

(b) EHEHFEEMEIEEANE - MEGHRTREEBE A H

(€) EHFABEEEIER oG AR KHR] W THER IILMEST ~ Hike
A ECEHE R ERET AR E R AIE T B R E -



FE A Sample

SQS4.1b

ﬁ&@n

IX.  HENHEEE
AR g - AEJIRAHEES - EHFEHAREEERE > WHE
EH FE B R FRE

X. ThEE
EH AR E M EEHE G S R Z ST E N - W AR AR
HIE > et s e BHEEE -

Xl HEHZEHR
EM ARG st N I R Sy R R S s T
LI

XII. GERE

EHERANMIBEA - TAEZET A WHEH FIALER —
(@) &

(b) HHEGERE

(c) HdZITBERE > &

(d) BEGEENEREZEEGN ZEMEMEE -

X1 REZEH
() EHFEZAE FREH - HEGEF RSB ZTEEESN A SR
WL -
(b) EHFREAHNREZER -
(©) FREF - BEE TR MR ZITEERESN (B TAIEN N HEE
()  HREZEHEm
(i) RREMEFEEMEEG EFER - EEER T - SRS N
TERAR FIH > R g ot BHR 252
(i) HFEG LR EEARE A > EIFEX T EEAENIL
fEERR Z HI - FILENE R AR A -

X\V. FFE

(@) HFEGEFE I LREEGN MR TR -

(b) FEHEG LM ABEEFRE BN T B EME AL EH
LR ERZ KNG -

(c) W ZITEREAZR N — A M EEE ZE - N AZRIRE—
ANEG— BB R BE 25Uk R -



FE A Sample

SQS4.1b

XV. B

(a) BHEEAEHN AT - s BEFERgAEDERI -

(b) EHEARTE G AT Ul st e —UTEI Z 508% ©

(c) BrE=agskil  FraR e B GRER AR AR D CREESKE -

(d) EHEHEEBERTEAENE > AREEERE -

(e) BEHEMAEgH s ST  WEBHFEE 2 RKZHE A REH 21 E
MWEARELZ DU 58 15(DEXPR - WEEHHSE > Algsd T AR E =
—2 o [RESE RS E I RIARAHETF A -

()8R ESCEARTH B O fEgsR T o BUBE e 2 e EEE
HEEAZRE - MERER S EHERERAIE T W HEHE -
ERBERT » YRZ A ENATERLSHREZER -

(9) %5 TEAREFHFEEEESS > TUEEREAEE ZEY T » L
DEHREH 2 AE  HEAMEE  FHHF gt BEIE

XVI. BT TR
R B T T (R » T T R I 8 e A
RIS -

XVIl. ZEEZEEGZHESN

(@) EHFEGEHEEGHMHE ZEMEE  SHLRMEEZZ R8T > WAl
HR RS Z RN TEMLELZAE -

(b) & bBHER MR ENZEE - AREEH R BEGET Z EAHRA] -

€ ZAEGZEFRKEMBEE - HAHHEEG EEIEIRHE R HRRERAT# T2
a5 &R(E -

(TS RS TV I AN

A P KRR R R
faet CORBIRGEREE T BORE A R EE = g TIER

BRI R -

A



FE A Sample

SQS4.1b

1.1

2.1

2.2

2.3

2.4

SERVICE QUALITY STANDARD 4
SOCIAL WORK SERVICES DIVISION

POLICY ON ROLES AND RESPONSIBILITIES OF
STAFF AND DECISION-MAKING BODIES

Objective

This policy aims to ensure the roles and responsibilities of all staff of service units,
managers, the Council and/or the Board of Management or other decision-making
bodies should be clearly defined.

Content

Job description and duty statements which define roles, responsibilities and
accountabilities in respect of all positions within the service unit are available.
Job description and duty statements form part of the information accessible to all
staff, service users and other interested parties.

The roles, responsibilities and membership of the Council and the Board of
Management or other decision making bodies are clearly defined and uploaded to
the website.

The service unit has an organisation chart which depicts its overall structure and
accountability relationships.

Relevant Document
Organization Chart -
v

A 4

Administration Office

Communications Office

Medical Community &
Services Division Other Services

Vocational Training &

(Caritas) **

- Education
Rehabilitation Service Mainland Services
Community College Precious Blood Hospital
Family Service (Caritas) *** Caritas |T.
Higher Education Advancement Centre
Community Development

Service

* Under administration of Hospital Authority
** The Agency administers for Daughters of Charity of the Canossian Institute

*** The Agency administers for the Congregation of the Sisters of the Precious Blood
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3.2 Job description of the Council and the Board of Management
(Extracted from Constitution of Caritas — Hong Kong 1993)

(@)
(b)
(©)
(d)

Supreme Control

Supreme Control by Bishop in Council

The Organisation shall be under the supreme direction and control of the Bishop
in Council.

The Bishop shall have the authority to appoint the Chairman of the Council, who
must be an ecclesiastic, and who shall represent the Bishop in the Organisation.
The Chairman of the Council shall have such powers and authority as are vested
in him by the Bishop.

The Chairman of the Council shall be the Head of the Organisation, and shall
lead the Council in setting policy in accordance with the Constitution.

Council

Functions and Powers

There shall be a Council which shall, subject to paragraph 1, have full power
and authority —

(@)
(b)
(©)
(d)
(€)

()
@)

(h)
(i)

to supervise, manage and implement the purposes, aims and
objects of the Organisation;

to control, regulate and manage all the property and affairs of the
Organisation;

to decide and supervise all matters whatsoever connected with the
management and administration of the Organisation and its affairs;

to supervise and manage all institutions under the control of the
Organisation and all the services provided by it;

to appoint the Chief Executive of the Organisation responsible for
operational and administrative responsibilities, and to determine his duties
as chief executive of the Organisation and the terms and conditions of his
service;

to appoint one or more Deputy Chief Executives of the Organisation
and to determine their duties and the terms and conditions of their service;
to appoint, upon such conditions as it thinks fit, and
to terminate the appointments of, such administrative, professional
and other officers and staff as it deems necessary for the efficient discharge
of its functions;

to receive the reports of the Chief Executive on the affairs of the
Organisation, and in particular the Annual Reports and Accounts;

to make all necessary rules for the control, regulation and management,
of the Organisation and its affairs, and from time to time to amend, vary,
rescind or suspend any rules made and make or issue new rules.

Composition

The Council shall consist of not less than twelve but not more than twenty
members and shall be composed of —

(a)
(b)
()
(d)

the Bishop,

at least one Vicar General of the Bishop as nominated by him,

three ecclesiastics to be nominated by the Bishop,

one representative from the Association of Major Religious Superiors of

HA



FE A Sample

SQS4.1b

(€)

(f)
(9)
(h)

V.

(a)

(b)
(©)

(@)

(b)

(©)

VI.

(@)

(b)
(©)
(d)

(€)

(f)

Men in Hong Kong as nominated by it,

one representative from the Association of Major Superiors of Religious
Women in Hong Kong as nominated by it,

the Chairman of the Council,

the Chief Executive of the Organisation, and

such other members as the Bishop may in his discretion from time
to time appoint.

Duration of Members’ Appointments

Members of the Council appointed by the Bishop under paragraph 3(h)

above shall be appointed for a period not exceeding two and a half years.

Members of the Council shall be eligible for re-appointment.

A member appointed by the Bishop under paragraph 3(h) above shall

cease to hold office -

(i) upon the expiry of the period for which he was appointed:;

(i) if by notice in writing addressed to the Bishop he resigns his
appointment, in which event the resignation will, unless some later
date is specified in the notice, take effect immediately;

(iii) if by notice in writing addressed to him the Bishop revokes his
appointment, in which event he shall, unless some later date is
specified in the notice, cease forthwith to be a member.

Conduct of Meetings

The meetings shall be chaired by the Chairman of the Council or by a
Deputy Chairman appointed by the Chairman of the Council from
amongst the members of the Council.

In the absence of the Chairman of the Council and a Deputy Chairman,
the Council shall elect from amongst themselves an Acting
Chairman for the duration of the meeting.

The Chief Executive of the Organisation shall act as Secretary of the
Council, and shall appoint a member of the staff of the Organisation to act
as recorder of proceedings of meetings.

Proceedings

The Council shall meet, as often as the Proceedings Bishop thinks fit, but
shall not meet less than once in every April to September period and not
less than once in every October to March period.

The Council shall keep or cause to be kept minutes of all its meetings

and records of all its actions.

Notice of meetings and the agenda shall be sent to members at least seven

days prior to the meetings, except for emergency meetings.

The quorum necessary for the transaction of business shall be one third

of the number of members of the Council, or, if one third includes a

fraction, the nearest higher whole number.

Subject to paragraph 6(f) below, decisions at any meeting of the Council

shall be arrived at by a majority of the votes of the members present. In

the event of an equality of votes the chairman of the meeting shall have a

second or casting vote. Voting shall be by show of hands unless the

meeting decides otherwise.

Notwithstanding the  foregoing, the Bishop may at his

Ht



FE A Sample

SQS4.1b

discretion personally decide any matter under discussion at a meeting
of the Council at which he is present, and his decision shall be binding
on the Council and take effect if it were the decision of the Council
notwithstanding that it may not be in accordance with the opinions of the
majority of the members.

) If the Bishop is not present at a meeting of the Council he may, in
any case where he sees fit to do so, suspend any decision reached at that
meeting until the matter has been reconsidered at a meeting at which he is
present.

VIIl. Power to Delegate to Board of Management
The Council may delegate any of its powers and functions to
the Board of Management.

VIII. Power to Make Rules for Board of Management

The Council may make all necessary rules for the control, regulation and

management of the Board of Management and its affairs, and in particular make

rules for all or any of the following matters —

@) the exercise of the powers and functions delegated by the Council to the
Board of Management;

(b)  the quorum necessary for the transaction of the business of
the Board of Managementand the conduct of the business at its meetings;
and

(©) the frequency and kind of reports which the Board of Management shall
furnish to the Council;

and may from time to time amend, vary, rescind or suspend any rules made and

make or issue new rules.

Board of Management

IX.  Authority and Responsibility

There shall be a Board of Management which shall derive its power and authority
from the Council, and shall be responsible to, and report through its Chairman, to
the Council.

X. Functions

The Board of Management shall give instructions for and supervise the execution
and implementation of the decisions and directions of the Council, and shall ensure
that the operations of the Organisation are in accordance with the purposes, aims
and objects of the Organisation.

XI.  Exercise of Powers

The Board of Management shall in the exercise of the powers delegated to it by the
Council conform to the rules made by the Council with respect to the exercise
thereof.

XIl.  Composition

The Board of Management shall consist of not less than seven and not more than
twelve persons and shall be composed of —

I=VAN
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(a)
(b)
()
(d)

X111,
(@)

(b)
(c)
M
(i

(iii)

XIV.
(@)

(b)

(©)

XV.
(@)

(b)
(©)
(d)
(€)

(f)

the Bishop,

the Chairman of the Council,

the Chief Executive of the Organisation, and

such other members of the Council as the Chairman of the Council may in
his discretion from time to time appoint.

Duration of Members’ Appointments

Member of the Board of Management with the exception of the Bishop, the
Chairman of the Council, and the Chief Executive of the Organisation shall
be appointed for a period not exceeding two and a half years.

Members of the Board of Management shall be eligible for re-appointment.
A member other than the Bishop, the Chairman of the Council, and the
Chief Executive of the Organisation shall cease to hold office —

Upon the expiry of the period for which he was appointed,;

If by notice in writing addressed to the Chairman of the Council he resigns
his appointment, in which event the resignation will, unless some later date
is specified in the notice, take effect immediately;

If by notice in writing addressed to him the Chairman of the Council
revokes his appointment, in which event he shall, unless some later date is
specified in the notice, cease forthwith to be a member.

Chairman

The Chairman of the Council may appoint any member of the Council to
chair the meetings.

In the absence of the Chairman of the Council and an appointed Chairman,
the Board of Management shall elect from amongst themselves an Acting
Chairman for the duration of the meeting.

The Chief Executive of the Organisation shall appoint a member of the staff
of the Organisation to act as Secretary of the Board of Management, and
may appoint the same person or another member of the staff to act as
recorder of proceedings of meetings.

Proceedings

The Board of Management shall meet as often as it thinks fit but shall not
meet less than six times a year.

The Board of Management shall keep or cause to be kept, minutes of all its
meetings and records of all its actions.

Notice of meetings and the agenda shall be sent to members at least seven
days prior to the meeting, except for emergency meetings

The quorum necessary for the transaction of the business of the Board of
Management shall be decided by the Council.

Subject to paragraph 15(f) below, decisions, at any meeting of the Board of
Management shall be arrived at by a majority of the votes of the members
present. In the event of an equality of votes the chairman of the meeting
shall have a second or casting vote. Voting shall be by show of hands
unless the meeting decides otherwise.

Notwithstanding the foregoing, the Bishop may at his discretion personally
decide any matter under discussion at a meeting of the Board of
Management at which he is present, and his decision shall be binding on
the Board of Management and take effect as if it were the decision of the
Board of Management notwithstanding that it may not be in accordance

B



FE A Sample

SQS4.1b

(9)

XVI.

with the opinions of the majority of the members.

If the Bishop is not present at a meeting of the Board of Management he
may, in any case where he sees fit to do so, suspend any decision reached
at that meeting until the matter has been reconsidered at a meeting at which
he is present.

Execution of Duties through Chief Executive

The Board of Management shall in the execution of its duties act through the Chief
Executive, who shall furnish the Board with regular and special reports as and when

required.

XVII. Power to Delegate to Committees

@) Subject to any rules made by the Council the Board of Management may
form such committees as it may think fit, and may delegate to any such
committee such functions and powers as it deems fit.

(b)  Any committee so formed shall conform to any regulations that may be
imposed on it by the Board of Management.

(c)  The chairman and other members of a committee shall be appointed by the

Chairman of the Council in accordance with guidelines issued from time to
time by the Council.

DATE OF AMENDMENT: 18 May 2023
DISTRIBUTION: Circulate to all services via Service Head Office

REVIEW:

The policy will be reviewed on need basis or every 3
years by the Director of Social Work Services or
delegates as stated in SQS 2.
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C.

Social Work Committee: Terms of Reference
(Endorsed by the Board of Management on 24 November 1999)

Accountability

The Social Work Committee is a standing advisory and non-executive committee
of the Board of Management of Caritas-Hong Kong, to which it will report through
the office of the Chief Executive on all its functions and responsibilities. The Social
Work Committee shall conform to any regulations that may be set by the Board of
Management.

In performing its tasks, the Committee shall give due regard to the general purposes,
aims and objectives of Caritas-Hong Kong, as specified in the Constitution and by
the Board of Management from time to time.

Functions

To propose the overall social work and social welfare related policies and
programmes of Caritas — Hong Kong, with particular emphasis on the subverted
Services.

To receive reports on and to review the implementation of these programmes,
ensuring the highest possible standards are being maintained commensurate with
the resources made available.

To advise on the work, budget preparation and budget matters of the Social Work
Services Division by receiving regularly progress reports from the Director of
Social Work Services, to review the performance of the Social Work Services, and
to ensure that they operate within the guidelines established by the Council and the
Board of Management.

To promote joint planning, consultation and coordination between Caritas and the
Diocese as well as the outside bodies concerned with these services.

To carry out the above functions of the Committee in conjunction with the Chief
Executive.

Membership

The Chairman and Members of the Social Work Committee will be appointed by
the Chairman of the Council for a period not exceeding two and a half years.

The Chairman and Members of Social Work Committee shall be eligible for re-
appointment.

The Committee shall consist of not less than 7 but not more than 11 Members.

The Chief Executive and the Director of Social Work Services of Caritas-Hong
Kong shall be Ex officio Members of the Committee.

The Chairman of the Committee shall not be a member of the staff of Caritas.

The Director of Social Work Services of Caritas-Hong Kong shall be the Secretary
of the Committee.

Meetings of Committee and Quorum for Meetings

P.1
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The Committee shall meet no less than three times a year.  Special meetings shall
be held on an ad hoc basis as necessary.

The Quorum for meetings shall be half the number of Members or, if one half
includes a fraction, the nearest higher whole number. If a Quorum is not present
within half an hour of the time appointed for the meeting, it will be adjourned to
such time and place to be determined by the Chairman.

The Committee shall keep or cause to be kept, minutes of all its meetings which
shall be signed by the Chairman.

The Committee shall have power to invite non-members to attend meeting of the
Committee for the purpose of giving specialist advice.

*kkkkk
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SQS4.1f  List of Members of Council, Board of Management and Social Work Committee

Procedures for the revision of the list of members of the Council, Board of
Management and Social Work Committee

The regulations and lists of the members of the Council, Board of Management and Social
Work Committee of Caritas-Hong Kong will be reviewed and revised regularly by the
Caritas-Hong Kong headquarters, and will be passed on to regional units for update.
Normally, it will be carried out once a year.

Date of Review and Revision: 18 May 2023
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SQS4.1f  List of Members of Council, Board of Management and Social Work Committee

List of Members of Council, Board of Management and

Social Work Committee

Code List of Member
SQS4.1f/1 List of Council Members
Please refer to web-site of Caritas-Hong kong
https://www.caritas.org.hk/en/about/committee/1 )
SQS4.1f/2 List of Board of Management Members
Please refer to web-site of Caritas-Hong kong
https://www.caritas.org.hk/en/about/committee/2 )
SQS4.11/3 List of Social Work Committee Members

Please refer to web-site of Caritas-Hong kong
https://www.caritas.org.hk/en/about/committee/1 )

Date of Review and Revision: 18 May 2023
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