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SERVICE QUALITY STANDARD 5

POLICY ON STAFF RECRUITMENT, CONTRACTING, DEVELOPMENT, TRAINING,

ASSESSMENT, DEPLOYMENT AND DISCIPLINARY PRACTICES
OF
SOCIAL WORK SERVICES DIVISION

1. Objectives

1.1 This policy is to ensure the Division and service unit have policies and procedures on staff
(including part-time staff) recruitment, deployment and promotion, employment
contracting and disciplinary actions, and such policies and procedures are accessible to staff.

Content

The policy content include:

2.1 Policies and procedures on staff recruitment, deployment and promotion, employment
contracting and disciplinary actions.

2.2 The Division and service unit have induction policy and procedures for new staff.

2.3 The Division and service unit provide on-going supervision for staff and conducts regular
performance reviews/ appraisals for identifying areas for performance improvement and
needs for ongoing training and development.

2.4 The Division and service unit have a training policy and a plan for staff training and
development.

Relevant documents
3.1 Policy on human resources of Social Work Services.
3.2 New Staff Orientation Manual (internal circulation) of Social Work Services.

POLICY ON HUMAN RESOURCES MANAGEMENT

Rationale of the Policy

2.1

The Social Work Services Division is committed to promote integral human development
and a caring community grounded on truth, love, justice, freedom and peace through an on-
going process of awareness, participation and sharing.

In order to achieve this mission, the Division will implement effective staff recruitment,
contracting, development, training, assessment, deployment and disciplinary practices.
Besides, appropriately qualified and trained staff from the Division will provide a range of
comprehensive services based upon individual service user’s or community needs according
to the nature of service.

Staff recruitment, deployment, transfer and promotion

(@) The Division will ensure the recruitment, deployment, transfer and promotion of right
person who understands and recognizes the mission and values of the agency; or holds
similar life values and mission; as well as possesses the core competencies of the job
required.

(b) The Division will ensure that the recruitment, deployment, transfer and promotion
process is fair and just, and will not discriminate unfairly against potential applicants on
grounds of gender, age, health condition, family status, religion or disability.

(c) In order to ensure a fair and just recruitment, deployment, transfer and promotion process,

5
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2.2

2.3

2.4

when the applicants are close friends or relatives of the responsible staff/committee
members, the members should declare an interest and abstain from the process.

(d) The Division ensure that the process of hiring, deploying, transferring and promoting

staff within the service unit/agency is in a planned manner. Vacancies will be identified
through the process of staff need analysis. Information on job vacancy will be
publicized to all staff members in Social Work Services Division and/or to the public.
The selection for appointment, deployment, transfer and promotion should base on the
decision of the selection panel and/or endorsement of Director of Social Work Services
or Service Head.

Staff employment contracting

(a)
(b)
(©)

(d)

(€)

(f)

The Division will ensure that every staff member will have a written contract prepared
by the agency.

This contract has to be signed by both parties for confirmation. It will be issued before
the end of the first month of the employment.

The contract will clearly state the details for employment, including, the job title, salary,
probation period (if any), employment period, and other benefits offered with
employee’s work content attached to it.

Any parties have the rights to request for change of contract terms but any final
amendment should be agreed by both parties (employer and employee) concerned.
Social Work Services will ensure that there is a fair and just procedure in handling such
matters.

The Division would follow the policies of Termination of Contract, Notice of
Resignation and Termination of Employment without Notice or Payment in lieu of
Notice as stated in Caritas Employee Handbook in Sections 5 and 6.

New staff members are employed on the basis of Fixed-term Contract which refers to a
contract of employment for a specified period of time normally not longer than three
years and renewable at the discretion of Director of Social Work Services, Service Head
or the relevant Senior Social Work Supervisor. Permanent or Open Contract which
refers to a contract of employment for an unspecified period of time will be offered to
staff members that have been serving the same rank for 3 years or above in the agency
subject to satisfactory performance and recommendation of the relevant Senior Social
Work Supervisor and endorsement of Service Head.

Staff induction and orientation

(@)
(b)

(©)
(d)

In order to provide high quality service, the Division will provide staff induction and
orientation programme for all new staff members.

The Division is committed to providing all important information related to the agency
and the service itself to all new staftf members in the orientation programme. The contents
include the agency service and history, mission, agency and service unit policies and
procedures, organization structure, work roles and responsibilities and service users’
information.

The Division is committed to providing adequate resources to ensure that the orientation
programme’s objectives be achieved.

Orientation programme will be held at regular interval depending upon the rate of
recruitment, and all new staff members will be asked to attend the programme.

Staff supervision and performance

(@)
(b)

In order to provide a high quality service, the Division will provide on-going supervision
and performance appraisals to the staff members on regular basis.
The Division will ensure that the process of performance appraisal be objective, based

6
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2.5

2.6

upon observable information, developmental, focused upon standards of performance
derived from task and work role analysis of the position.

(c) The Division will have an appeal system to handle the disagreement of employees on
the appraisal content/ process.

(d) The Division will ensure that all the content of supervision and performance appraisal
will be kept confidential.

Disciplinary Actions related to Staff Matters

(@) The Division is committed to ensure that all staff members behave according to the job
required and codes of practices being set by agency as well as related professions.

(b) A fair procedure for taking disciplinary actions related to staff matters is established in
order to deal with those staff members who are committing any of the listed deviant/
unacceptable behaviour in the staff disciplinary guidelines.

(c) The Division will ensure that proper investigation of every case is conducted before
taking disciplinary action.

(d) Staff members will have the right to appeal if they disagree with the disciplinary action
determined.

(e) In order to ensure the disciplinary actions are fair and just, when the staff members are
close friends or relatives of the staff/committee members responsible for the actions, the
members should declare an interest and abstain from the process.

Staff training and development

(@) Inorder to provide a high quality service, the Division will ensure that all staff are highly
trained in their particular roles and responsibilities.

(b) The Division is committed to providing ample opportunities for staff training and
development which is relevant to their work role and to the programme plans of their
work unit. Delivery methods may include a combination of training options such as in-
service training, attendance at conferences and workshops and formal training.

(c) Training requirements will be identified through training needs analysis, performance
appraisal results or service user’s needs analyses and will be compiled into an annual
training plan.

(d) The Division is committed to providing adequate resources to ensure that the training
targets are achieved.

Policies on human resources are applicable to all types of staff members, including but not
limited to full-time, part-time, contractual or temporary ones

Part I1: Policies and Procedures and Part IV: Condition of Service of the Human Resources
Management Manual 2015 have stated the agency’s policies and procedures on staff
recruitment, appointment, transfer, staff promotion, employment contracts, probationary
period and notice period of resignation or termination of employment etc. The Division
must follow these policies and procedures unless Director of Social Work Services have
issued separate notices/circulars to announce the other policies and procedures for The
Division.
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