N%
7
% F/ DaE koAt

5 e 755

s E = (L
BB R B R ORGSR MR B BUR

)

ARG - B G - EH % 5 g/ S g s A R A &
EHIFE -

IS B RS

EIEETHER -
EETHEA :

202345 H 18 H
202547 H 17 H




SQS 4.1.b

1.

AR R RN

& TARRRESE
1B B RO ATRAH SIS MR AR EBUR

HHY

L1 ABCRHIHIE BRI AL AR - BE AR - HEg /H2UEHEE
SCH AR SRR SRR S R IR RER UL -

NE

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 IH R s Rl 25 s m] (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 -

AR

v

3.1 YAIAHE

v

BERNEBARIRLE

v

DTREBRLE
WRERRAE

HBRLE
ABHEBRLE
ERBLE

BORBNAE

HRITIEEBES FHER B B R #5

rEEREEFERE
CEERCEXESERBHESE
rHHENTEESEREEE

1



SQS 4.1b

3.2 HEGNEEFIBESH (IE&FEHEMEEA] 1993)

I FRGREEGZ REERE

(@) AHEFEEEAGFREEG ZREfenmlEsE NEE -

(b) FEAEERE (A L AHEEE EE - EARBAEEARE -
() HEFEFEAEHMTZ—URES -

(d) HEFEFEIEEZ 5/ WHESEH B GHIREEAIRETECE -

HEG

In. TheeEarE

ENG AP nx —HEg - ZHEEERIE 1 R EEA2E —

() EE - EHBEEHAREZ S FHEERE

(b) E¥E - FHE - BEEHATERTEYIE B

(c) PRaE A E— DB AR S 2 B KA TER R 2 .

(d) BB REE AT T 2 BRS ATERE T ER (2 ofs

(6) ZEREAWIRBEERITEEB I TEERE > T A B ET B
s R SRS ORI

() Z(L—frebl ERITTEAEE - WkEa T RS Rt

(0) FEHZERBITHRCR ZIhREFT i /H & - IR RE & Z k(M - S
KRS IERSRTTEL ~ BREEARR S

(h) BEZITEREEARAREES WS > L RhERBEFEIRE

(i) HIET—UIHEZIRAN - DUEEE -~ SRETETE B AR R B > W FRE
R JOLMEST > B ~ RUH S S LR EHETZ R - jﬁ%ﬂ%ﬁzﬁ*ﬂﬁﬁ%ﬁ
Al

. &5k

HEGR RS VET+ZA o IRAEZE A > WHEE T ALHEK —
(@ &>

(b) m/b—frHTEEERR BT

(c) ZMrHFEHEFRAZHERAE -

d) —rHXEHGEERETTRERGRL I ZTRE

(e) —IHKEHGEFELETTREGRAZZTRE

(f) HEHIRF

(0) AHERE ITEAER - K

(h) FEHEAVER(EZ AT HA L S -

V. REZEH
(@) HEZARE B 3 BRBEZHEGNE - (EHIASEIBH T -
(b) HEGREAHNREZER -



SQS 4.1b

(©) HEZARE Lik 3(NELZREZE A - FELL MEWAEE —
() BB Z (R
(i) BB DA A FEAE  AELLIEN T - A W E g
S o PRy B 25
(iii) EHLAFEEAIL SR AL > FELE T EEAE NI E
etk HAR - BRI R (Bl & -

V. RZBT

(@) G AbHEEG EFE B ETEEHEEgNE TR B EFE R -

(b) FEFREE LR MEIEFEGRE SN T - HEFRREHALE— N BEZX
i BT -

(©) I ITEREBUATR EHEG IME - WHZERRA— 2R E HEER
e ZEERR -

VI, B

(a) MEGHATIIENHEERIEMEE  REAR - EENA 2 LA
> s/ PRg—X 0 WIMEFRZ =AM > &g—XK -

(b) HEEHERGFE ARG Vg2 alst e — U TEI 2 508% -

() BREagss/h FraEEANGEERAERg IR VT RIEERKE -

(d) BHEBEMEAEANEABEEGREANBZ 2 — B2 —
NEEETE » AR i AT o KRB -

() HEE (TR STHAE  EHEE Z RZHE R BERHZ I E
MEAREEZ LSS 6(F)EEPRF - AEEEAESE » g T A ettt —2 -
PrE&giSaT a8 RARART A -

() EERIESCEARTH R E e g ST BUIEE e s 2 (EEIE - 7F
HEE A Z e mE A E RS S R &R T W HA s 2 E
BEERT » @eEZ A ELATFEREmREZER -

(0) WETFERFHEEEG g3 JDERERAEE BN T  BEFEUL
ZESIEHEMAEE EEAREE FEEEZg@Sh o BEI%E
Bk o

VIl REEHEFHZES
HEgHERE D KRR T EHR -

VI IR EES]

HEGEMNEHRAASEF 2B  FHiEE - 5] —UAZ = TR

R LA A SR SEEHEETEE —

() BEEEFLLTEHREZIMEIHIRE 21T

(b) EHEHFEEMTEIEEANE - MAEGHR PRS0k H

() EHFABEEERCZEqE RN WHHERIILMEST  Hi
A ECEHE R ERET 2R E R AHIE T B R E -



SQS 4.1b

ﬁ&@n

IX.  HENERE
AR g - AEJIRAHEE S - EHFEHAREEERE > WHE
A H AR R

X. IheE
EHEAEE N EEHEE 2 UE B R Z S T - SRR AN
HIE > FFEEZ R AR -

Xl HEHZER
B E S G Rt SN S I S Ry Y s AR T A5 T
LI

XI. 45k
%:EE)%BZ%K?%//[\@‘EA , %K’%‘:%}ﬁ‘[“:j\ > ]‘ﬁZEEET@U\fEZHBZ -
(@ T

(b) FFERE
(©) e (TEUEE > R
) BEGERRIBEEELTEGN 2 EAEARE -

X1 REZEH

@) EHFHZE @ FREZR - BEG EFE R A TEEEESN A S
ML -

(b) EHFREAHNREZER -

(©) PR BEE TR KR ZITERRESN  [EFEELE FFIFEN MAEE

()  HREZEHEm

(i) FREMUFEEMEEG EFEER - FLER T - E RS NGRS
TERR H 3 - Pt RIIR AR5

(i) HHEG L EEARE A > EIFEX T EEAENIL
R ERRZ HE - FILAIE IR E -

X\V. FFE

() BEGERLIREEGN (MR E LR -

() FHEGEHMLEEFEREZFELZT  EHEREA G R EHE
LR ERFZ KNG -

(c) W ZITERREZAZR RN — BB R EHR ZE - IR AZRIKE—
NG A GBI 2 5osk A -



SQS 4.1b

XV. #2fF

(a) ERBEEET R e  HEEREREBEAX -

(b) EER/AG S R S R VT8 508 -

(©) BEEE#I > FAR RN SR AR RS RE -

() EREREERFEETEAY  AHEETRE -

(€) EEBTE ST AELREE 2 A S AR A
HEAR Y2 L T8 15(R) EXTRA] - SO Ss » Bl TR =
B RS EETESN o BSRA BT -

() HER ESCEAETH MRS A E G - B (T ST
R A A TR e B R R AT 1T » 3 AV B > ok
FERREBRT  SAREL ARG ERSHRE Y R, -

(O) WEEBREHREEHEES  TUEED BB T o W
DO (TE  EEAMEE » LR Gt > EEE
BAIL -

XVI. BT TR
R B T T (R » T T R I 2 ) e S
R R -

XVIl. ZEEZEEGZHESN
(@) EEEGIEHEEGHHET Z(EMHEE  HEERMEEZZEE - WA
HRRBEE Z e Rt T EZEE -
(b) & BHER N ENZEE - AREEH R BEGETZ EAHRA] -
() ZEGLERMHEMKE AHHEEEG R N RERGAT T
a5 &Mt -

(TS R —— S TS I AN

A P EEIRBHIER S R
faet DOMRBIRSEREE > BURE A R R EE = F g TER

BRI R -



SQS 4.1.b

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

Council
Board of Management

e 4
v

Chief Executive & Assistant Chief Executive Office

Communications Office

h 4

LT. Office

Medical
Services Division

Community &
Other Services

© Services for the Elderly Vocational Training & no
Education (Carita | -
Rehabilitation Service Mainland Services
Community College Precious Blood Hospital
Family Service (Caritas) *** Caritas LT
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)

Supreme Control

l. Supreme Control by Bishop in Council

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

(b) 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.

(c) The Chairman of the Council shall have such powers and authority as are vested
in him by the Bishop.

(d) 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

1. Functions and Powers

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

and authority —

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

(b)  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;

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

(e 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, wupon 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;

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

(1) 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.

I11.  Composition

The Council shall consist of not less than twelve but not more than twenty

members and shall be composed of —

@ the Bishop,

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

(© three ecclesiastics to be nominated by the Bishop,

(d)  one representative from the Association of Major Religious Superiors of
Men in Hong Kong as nominated by it,

7
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(€)
(f)
(h)

V.

(a)

(b)
(©)

(@)

(b)

(©)

VI.

(@)

(b)
(©)
(d)

(€)

(f)

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) 1f 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
discretion personally decide any matter under discussion at a meeting
of the Council at which he is present, and his decision shall be binding
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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 —

@ the Bishop,

(b)  the Chairman of the Council,

(©) the Chief Executive of the Organisation, and

9
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(d)

X1
(a)

(b)
(c)
M
(i

(iii)

XIV.
@)

(b)

(©)

XV.
(@)

(b)
(©)
(d)
(€)

()

(9)

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
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
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he is present.

XVI. 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.

(©) 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.

1.

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.

14
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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

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.

*hkkkhkk
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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.
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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 )

19


https://www.caritas.org.hk/en/about/committee/1
https://www.caritas.org.hk/en/about/committee/2
https://www.caritas.org.hk/en/about/committee/1

SQS 4.2

Organizational Chart of Caritas - Hong Kong & EEHE4H SRS
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SQS 4.2

Organizational Chart of Caritas - Hong Kong 7 HsHE B 4H 4840k

v
v

Chief Executive & Assistant Chief Executive Office

Administration Office

Social Work Education Medical Community &
Services Division Services Division Services Division Other Services

* 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

The chart was downloaded from the website of Caritas - Hong Kong

https://www.caritas.org.hk/zh/about/organization
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SQS 4.4 [

BHEF XX FOMES—ER
Caritas XX Centre — XX Organizational Chart

ARFF AT
Head of Youth and
Community Service
(4 -
Name: )
|
SAREE L tEfLEHZEE

Senior Social Work Community Centre

Supervisor Advisory Committee
(4 (& -
Name: ) Name of Chairman :

EHE &
Team Leader of Team A

(-

% FE
Team Leader of Team B

T EX X &
Team Leader of
Administrative Team
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Caritas — Hong Kong
Youth and Community Service
Community Centre Advisory Committee
Terms of Reference and Constitution

Name

The name of the committee is the Caritas Community Centre Advisory Committee — XXX
(Hereinafter referred to as the Committee).

Accountability

The Committee is a standing committee of Caritas Social Work Committee to which it
will report through the Caritas Youth and Community Service Head Office on all its
functions and responsibilities. The Committee shall conform to any regulations that may
be set by the Caritas Social Work Committee.

Objectives

The objectives of the Committee are :

1. Tosuggest ways and means to enlist local participation and involvement in planning
and running programmes for the community centre, mainly with reference to SWD

subvented services.

2. To advise the official management of the community centre to help ensure that its
services meet the needs of the local community, and

3. To project the image of the community centre to the local community as a focal point
for serving and building the local community.

Functions of the Committee

The functions of the committee are :

1. Inperforming its tasks, the Committee shall give due regard to the general purposes,
aims and objectives of Caritas — Hong Kong, facilitating their integration into the
services provided by the community centre.

2. To advise on the allocation of resources and utilization of the premises and facilities
of the community centre.

3. To help identify and assess the needs of the local community and to recommend
strategies to meet these needs.

4. To help provide social, cultural and recreational activities and programmes geared to
the needs of local residents.
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5. To help organize and publicize community programmes, and

6. To help provide programmes for the development of leadership potential and
voluntary service.

E. Membership

1. Composition
a. Appointed Voting members

i. 3 staff members from Caritas - Hong Kong

Manager, Local Service Coordination (or his/her delegate)of Caritas Social
Centre

Community Centre Senior Social Work Supervisor (SWO of the
Community Centre)

A representative from Youth & Community Service Head Office

ii. A representative from the parish of the Roman Catholic Church
iii. A representative from the Social Welfare Department

b. Appointed / Elected VVoting members

(Not less than 8 or not more than 10 local personalities from residents / members
/ or persons in the social service field)

There shall be at least 4 elected voting members. The candidates must be
nominated by 5 members aged 18-or-above who hold effective membership
cards of the centre, and elected by effective members aged 18-or-above on an
one-person-one-vote basis. The qualifications requirement of the candidates,
nomination procedures and election arrangements are stated in the attachments.
The election working group which is appointed by Youth & Community
Service Head Office is responsible for the election arrangements.

Apart from elected voting members, the centre may appoint not more than 5
personalities from residents / persons in the social service field as voting
members.

c. Non-Voting members :

i. Advisor : The Director (or his/her delegate) of the Social Work Division
of Caritas - Hong Kong

il Secretary : Social Work Supervisor of the Community Centre

iii Observer : A representative from Home Affairs Department
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2. Chairperson/Vice-chairperson
The Chairperson and Vice-chairperson of the Committee shall be elected by and from
voting members during the first meeting.

3. Terms of Office
Each term of office for members is 2 years. Appointed personalities may be invited
to extend their membership for not more than two consecutive terms. Elected
members may extend their membership for any number of terms.

4.  Appointment
All members of the Committee (appointed / elected) are to be appointed by the

Caritas Social Work Committee. Before appointment, the basic information of the
members will be released for 2 weeks for information of the local community, e.g.
by means of Community Centre Newsletter or poster. The appointments are to be
endorsed by the Caritas Board of Management.

Meetings

1. Frequency of Ordinary Meetings

Ordinary meetings shall be convened by the Chairperson at an interval of not less
than 3 months, unless members agree otherwise.

2. Special Meetings

The Chairperson shall call a special meeting within 14 days if a written request to
this effect is lodged with him by at least 4 members.

3. Quorum of Meetings

The quorum of any meeting shall consist of not less than one half of the voting
membership. If within half an hour from the time appointed for the meeting a quorum
is not present, the meeting shall be adjourned to a date 14 days thereafter at the same
time and place.

4. Egquality of Votes

In the case of an equality of votes, the Chairman shall have a casting vote.

The Chinese version of this Terms of Reference is the official version.

Caritas - Hong Kong
Youth and Community Service
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ASWO of Overnight Outreaching Service for Young Night Drifters

BHES/ DE Rt ERRRS
Caritas Youth and Community Service
BB B R A
Job description for each rank
PN T T
1. & T/EIRTEEE Director, Social Work Services SQS46-01 it
T ERR#5 80 & .docx
2. |IRBHETAE (S8t E T/EFA(E) Service Head (SSWO) SQS4.6-02_fRHE
REMT (SHRLE.
3 S B E T F (¢t TAEF{E) Senior Social Work Supervisor W
. SQS4.6-03_B#k
(SWO) \
BEXE (g1t
4 JINEHH ARG T S 4B 2 (£ Senior Social Work Supervisor of W )
" |Primary School Guidance Service SQ54.6-04 /NER
HERESHRES:
5. B (£ Social Worker Supervisor 5Q54.6-05_ i
FE.docx
6. B TE FF (=L ) ASWO of Community Centre (CC) $SQS4.6-06_H152
HETEEME (#L
L ERE TR (A RERE D ERBL) =
) : : SQS4.6-07_Bhie
ASWO of Integrated Children and Youth Services Centre (ICYSC) AB T (4t
o |[PUEMETIEE(E GHERVEINEIL G TR w
. L . . SQS4.6-08_BhiE
ASWO of District Youth Outreaching Social Work Team B TR ( 0
5 s TIEEE CRABHEYEEE L) W
. _ . SQS4.6-09_Bhie
ASWO of Counselling Centre for Psychotropic Substance Abusers AETEEE (B
o, [T (RS AR DAL =
. - SQS4.6-10_B#&
School Social Worker (Attachment Mode to ICYSC) AT (HEEa
| [PEEEETAEELE (R SMRI) w

SQS4.6-11_Bn3E
HETFERE (B
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Yo BB &
b |PORRHCNE R (L TR w
: : SQS4.6-12_ME
Team Leader (ASWO) of Life Zone Xt/ N2 B =
la SRR (BUERRLE TEEE) w
: - - - - SQS4.6-13_#8.F
Assistant Social Work Officer of Cyber Youth Project SN ( BhA
. [VEEPERSAEE A S GEMET)  Student Guidance 5
" |Personnel (RSW) of Primary School Guidance Service SQS4.6-14 /B2
HEREELHE,
s [FRLT (L TR (LB =
" |Senior Social Worker (SSWA) of Community Centre SQ54.6-15_S7&
T (sRagIt
BT (S8t TEE) (SFaREREFVERBES L) W :
16.  |Senior Social Worker (SSWA) of Integrated Children and SQS46-16 &R
Youth Services Centre L (BATE L
17.  [ft& TEBHE ($EFL, ) SWA of Community Centre SOS46-17 HE
TEBIE (L&D
FEE TARBNEE (L3RR o
18. SQS4.6-18_it&
SWA of Children & Youth Centre TR (RERS
1o, [FEELIEBNE (&ra W KA DERB L) o ‘
" |SWA of Integrated Children and Youth Services Centre SQS4.6-19_it&
TR (#HRE5RE
s [EETAEBIE (MBS N TR w
. L . . SQS4.6-20_ttE
SWA of District Youth Outreaching Social Work Team THRENE (HES
o [HETAERE CRAS S E ) o=
" |SWA of Counselling Centre for Psychotropic Substance Abusers SQS4.6-21_#t&
TEBNIE (BB
J,  [RETAEBYE (F AR SRS ) o
: , : : : - SQS46-22_itE
SWA of Overnight Outreaching Service for Young Night Drifters TIRBNE (BOES
. [HETIFDIE (R LSRR o
" |SWA of Infinity Teens - Cyber Youth Support Team SQ54.6-23 i1 &
TEEME (8 LINR
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Y |BE h

e TIEEE (B RIEERESRETED i

SWA of Adolescent Emotional Health Service SQS4.6-24_11

24. =
TEBNE ( SV EL

S o :
25.  |EERIEF] TAEE Senior Welfare Worker SQS4.6-25_ B4

BRI EE.docx

26.  [tEAILfEE Welfare Worker SQS4.6-26_iEF|
TYEE.docx

TS = m
27. 4 EEN T/EE Programme Worker | SQS4.6-27 —4
58 TfFE.docx

I 0
8. —aEEI T /EE Programme Worker 11 SQS4.6-28_ 4
&8 TYEE.docx

29. |VE#EIENH Programme Assistant SQS4.6-29 &
Bh3E.docx

SQS4.6-30_"#k
BR#% 8 .docx

30. | 4R E Workman I (WM 1)

31.  H{TECEE Administrative Officer SQS4.6-31_FE

FE.docx
SQS4.6-32_BniE
T FEE.docx

32. (BHEEITECFEA{E Assistant Administrative Office

— m :
33. | & & (Clerk 1) SQS4.6-33_— 4

X 8.docx

34, |k E (Clerk I1) SQS4E—34 3

X 8.docx

35.  [FT5E Typist SQS4.6-35_ 1=
&E.docx
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Y |BE h
36. |HEE Office Assistant (OA) SQS4.6-36_EH#
B.docx
37, |EFEETEAE SQS4.6-37_EE
BEEE.docx
FEffL GRS HEE S0 0
38. Registered Nurse _ SQS4.6-38_zfh
(Counselling Centre for Psychotropic Substance Abusers) L (CERERE
39. | TEREGEVEIERAT SQS4.6-39_ " #&
i3 A EERD.docx
40. [ EEEF{F Social Media Officer SQS4.6-40 155
yERe F 1 .docx
41. |fAZE$Z & Peer Support Worker (PSW) SQS4.6-41_fi%E
ZE8.docx
42. R T/E& Social inclusion Worker SQS4.6-42_£E
TfF&.docx
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