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Handicapped Youth (hereinafter referred as ’Employer’) and

SQS05/07/HO
CONDITIONS OF SERVICE AND EMPLOYMENT AGREEMENT

This contract of employment is entered into between The Hong Kong Federation of

(hereinafter referred as ‘Employee’) on under the terms and
conditions of employment below:

1.

COMMENCEMENT OF EMPLOYMENT:
With effective from for a one-year contract ends on
(renewable subject to funding availability and performance satisfaction)

POSITION:
(Reporting to )

SERVICE UNIT:
Head Office

PLACE OF WORK:
No.16 - 21, G/F, Wang Kei House, Wang Tau Hom Estate, Kowloon

SALARY:
Basic salary of HK$ per month. (twelve-month pay).

WORKING HOURS:

The Employee is required to work on Monday to Friday from 0930 hours to 1730
hours with a one-hour lunch and Saturday from 0930 hours to 1330 hours, or to
work on shift basis with 44 hours per week. Leave Compensation, referring to
the Staff Handbook, will be granted to the Employee should he/she is assigned to
work overtime.

PROBATION PERIOD:
The probation period for the employment is 3 months.

PAID ANNUAL LEAVE:
The Employee will be entitled to a total of 12 days paid annual leave in the
contract period.

MEDICAL BENEFIT:
The Employee is entitled to medical benefit specified in the Staff Handbook and
the relevant Medical Insurance Menu.




10. WORK ARRANGEMENTS DURING TYPHOON AND BLACK RAINSTORM WARNING:
The Employee is not required to work when typhoon signal no.8 or above or the
black rainstorm is hoisted. No wages will be deducted for the absence. The
Employee is required to resume duty if the typhoon signal no.8 or the black
rainstorm is lowered not less than 2 hours before close of working hours.

11. OTHERS:
The Employment is abided by the Federation’s Staft Handbook, the Employment
Ordinance, the Employees’ Compensation Ordinance, Minimum Wages Ordinance
and any other relevant Ordinances.

The Employer and the Employee hereby declare that they understand thoroughly the
above provisions and further agree to sign to abide by such provisions. They shall
each retain a copy of this contract for future reference.

Signature of Employee Signature of Employer’s Representative
Name in full: Name in full: LAU Ka-lun, David
HK I.D.No.: Position held: Executive Director
Date: Date:

Chop of the Federation

Revised 07/2023 (SQS 05)
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Hong Kong Federation of Handicapped Youth
Annual Budget (April 2014 - March 2015)

SQS06/02/SE

Service Unit: Employment Service Centre (ESC) Updated:
Jan 2014 Sept 2014
Income Whole-year Half-year Half-year Year-end
Budget Spending Adjustment Actual
HKS HKS HKS HKS$
1 Social Welfare Department Subventions
a Lump Sum $0.00 $0.00 $0.00 $0.00
b Rent & Rate $0.00 $0.00 $0.00 $0.00
Sub-Total $0.00 $0.00 $0.00 $0.00
2 Course Income
a Employment Retraining Course (ERB) $0.00 $0.00 $0.00 $0.00
b Others $0.00 $0.00 $0.00 $0.00
Sub-Total $0.00 $0.00 $0.00 $0.00
3 Other Funds $0.00 $0.00 $0.00 $0.00
4 Membership Fee $0.00 $0.00 $0.00 $0.00
5 Program Income
a Working Training Program Income $0.00 $0.00 $0.00 $0.00
b. Job Order Referral Program Income $0.00 $0.00 $0.00 $0.00
c. Typing Team $0.00 $0.00 $0.00 $0.00
d. Leaflet Distribution Team Income $0.00 $0.00 $0.00 $0.00
e. Secondment Service $0.00 $0.00 $0.00 $0.00
Sub-Total $0.00 $0.00 $0.00 $0.00
8 Fund Raising Projects $0.00 $0.00 $0.00 $0.00
9 Donations $0.00 $0.00 $0.00 $0.00
10 Bank Interest $0.00 $0.00 $0.00 $0.00
11 Other Income $0.00 $0.00 $0.00 $0.00
Total: $0.00 $0.00 $0.00 $0.00




Less Expenses Whole-year Half-year Whole-year Year-end
Budget Spending Budget Actual
HKS$ HKS$ HKS$ HKS
1 Rent and Rate $0.00 $0.00 $0.00 $0.00
2 Personnel enmolument
a. Basic Salary $0.00 $0.00 $0.00 $0.00
b. Mandatory Provident Fund $0.00 $0.00 $0.00 $0.00
c. General Insurance $0.00 $0.00 $0.00 $0.00
d. Clerical Support Fee $0.00 $0.00 $0.00 $0.00
e. Others $0.00 $0.00 $0.00 $0.00
Sub-Total $0.00 $0.00 $0.00 $0.00
3 Staff Welfare
a. Medical Benefit $0.00 $0.00 $0.00 $0.00
b. Training Subsidy $0.00 $0.00 $0.00 $0.00
c. Mobile Allowance $0.00 $0.00 $0.00 $0.00
d. Entertainment Allowance $0.00 $0.00 $0.00 $0.00
Sub-Total $0.00 $0.00 $0.00 $0.00
4 Repair and Maintainence
a. Assets/Minor Purchase W off $0.00 $0.00 $0.00 $0.00
b. Minor Fitting-out $0.00 $0.00 $0.00 $0.00
c. Furniture and Equipment $0.00 $0.00 $0.00 $0.00
d. Repair and Maintainence Charge $0.00 $0.00 $0.00 $0.00
Sub-Total $0.00 $0.00 $0.00 $0.00
5 Fundraising Projects $0.00 $0.00 $0.00 $0.00
6 Course Training Expenses
a. Employment Retraining Course (ERB) $0.00 $0.00 $0.00 $0.00
b. Vocational Training Course (VTC) $0.00 $0.00 $0.00 $0.00
c. Others $0.00 $0.00 $0.00 $0.00
Sub-Total $0.00 $0.00 $0.00 $0.00
7 Program Expenses
a. Working Training Program $0.00 $0.00 $0.00 $0.00
b. Job Order Referral Program $0.00 $0.00 $0.00 $0.00
¢. On the Job Training $0.00 $0.00 $0.00 $0.00
d. Typing Team $0.00 $0.00 $0.00 $0.00
e. Leaflet Distribution Team $0.00 $0.00 $0.00 $0.00
f. Secondment $0.00 $0.00 $0.00 $0.00
Sub-Total $0.00 $0.00 $0.00 $0.00
10 Promotion & Publicity
a. Annual Report $0.00 $0.00 $0.00 $0.00
b. Service Leaflets $0.00 $0.00 $0.00 $0.00
c. Newsletter $0.00 $0.00 $0.00 $0.00
d. Other Publications $0.00 $0.00 $0.00 $0.00
Sub-Total $0.00 $0.00 $0.00 $0.00




11 Utilites

a. Electricity $0.00 $0.00 $0.00 $0.00
b. Water $0.00 $0.00 $0.00 $0.00
¢. Telephone $0.00 $0.00 $0.00 $0.00
d. Internet Charge $0.00 $0.00 $0.00 $0.00
Sub-Total $0.00 $0.00 $0.00 $0.00
12 Printing & Stationery $0.00 $0.00 $0.00 $0.00
13 Bank Charge $0.00 $0.00 $0.00 $0.00
14 Audit Charge $0.00 $0.00 $0.00 $0.00
15 Insurance $0.00 $0.00 $0.00 $0.00
16 Traveling $0.00 $0.00 $0.00 $0.00
17 Advertising $0.00 $0.00 $0.00 $0.00
18 Postage $0.00 $0.00 $0.00 $0.00
19 Newspaper & Magazines $0.00 $0.00 $0.00 $0.00
20 Cleaning $0.00 $0.00 $0.00 $0.00

21 Miscellaneous
a. Sundry Expenses $0.00 $0.00 $0.00 $0.00
b. Office Supplies $0.00 $0.00 $0.00 $0.00
¢. Meal & Entertainment $0.00 $0.00 $0.00 $0.00
d. Transportation $0.00 $0.00 $0.00 $0.00
e. Cleaning Material $0.00 $0.00 $0.00 $0.00
Sub-Total $0.00 $0.00 $0.00 $0.00
Total: $0.00 $0.00 $0.00 $0.00
* Annual Surplus/Deficit : $0.00 $0.00 $0.00 $0.00

Center Income :

Expenses:

Reserve for SE:

HO- Supervisory & Account Support :

Surplus:
Prepared by: Approved by:
Center Manager Executive Director
Date : Date :

Revised 07/2023 (SQS 6)




Service Unit: JOCKEY CLUB ACTIVITY CENTER [Subvented Service Unit (Non-FSA)]
BUDGETING INCOME & EXPENDITURE ACCOUNT

For the period from 1Ist April, 20 to 31 March, 20

SQS06/02/WTH

Non-Subvented Subvented Whole-year Half-year Half-year Year-end
(i.e.Non-FSA) (i.e.FSA) Budget Income Adjustment Actual
Jockey Club Activity Center Total (HK$) Total (HKS) Total (HK$) Total (HK$)
INCOME
Lump Sum Grant(LSG)
a) LSG (excluding Provident Fund) 0.00 0.00
b) Provident Fund 0.00 0.00
Lottery Fund Block Grant (F&E, Vehicle Overhauling) 0.00 0.00
Other Fund (Non-FSA) 0.00 0.00
Rent and Rates from SWD 0.00 0.00
Membership Fees 0.00 0.00
Central Item 0.00 0.00
Walk Aids Rubber Income (Non-FSA) 0.00 0.00
Other Income (Non-FSA) 0.00 0.00
Other Income (FSA) 0.00 0.00
Program Income 0.00 0.00
General Donation (Non-FSA) 0.00 0.00
Interest from bank deposit 0.00 0.00
TOTAL INCOME 0.00 0.00 0.00 0.00 0.00 0.00
EXPENDITURE:
Personal Emoluments
a) Salaries 0.00
b) Mandatory Provident Fund 0.00
Other Charges:
- Utilities 0.00 0.00 0.00 0.00 0.00




- Administrative Expenses

- Stores and Equipment

- Programme Expenses

- Transportation & Travellin

- Outgoings from General Donation

- Miscellaneous
Total Other Charges
Central Items
Lottery Fund Block Grant (F&E, Vehicle Overhauling)
Fund Expenditure (Non-FSA)
Rent and Rates (incl. parking rental)
TOTAL EXPENDITURE:

Surplus/(Deficit) for the year

Prepared by:

Unit In-Charge

Date :

0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00

0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00

0.00 0.00

0.00 0.00
0.00 0.00

0.00 0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00 0.00




JOCKEY CLUB ACTIVITY CENTER

NOTES

Utilities:-
- Electricity
- Water charge

Administrative Expenses:-
- Audit Fee
- Professional Charges
- Postage
- Telephone Charge
- Internet Charge
- Cleaning Charge
- Clerical Support Exp.
- Advertising
- Promotion & Publicity
- Staff Training
- Bank Charge

Stores and Equipment:-
- Cleaning Material
- Printing & Stationery
- Office Supplies
- Newspapers & Periodic
- Repair & maintenance

Whole-year Half-year Half-year Year-end
Non-Subvented Subvented Budget Expenditure Adjustment Actual
(i.e.Non-FSA) (i.e.FSA) _
Jockey Club Activity Center TOTAL TOTAL TOTAL TOTAL

HKS$ HKS$ HKS$S HKS$ HKS$ HK$
0.00 0.00
0.00 0.00

0.00 0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00

0.00 0.00 0.00 0.00 0.00




- Accessory or Minor Purchases

Transportation & Travelling:-
- Other Vehicle Exp. (Incl. licence & repair)
- Vehicle Insurance
- Vehicle Fuel Cost
- Vehicle Parking Fee
- Vehicle Tunnel Fee
- Other transporation & travelling

Miscellaneous:-
- Sundry expenses
- Long Service Payment
- Membership Fee
- Medical Expenses
- Meal & Entertainment

Programme:-
- Program Income
- Program Expense

General Donation less outgoing:-
Income
- Charity Sales (CS) Sales
- Charity Sales (CS) Bazaar Sales
- General Donation

0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00




0.00 0.00 0.00 0.00 0.00 0.00
Less: Qutgoing
- Charity Sales -Travel, Transport, Meal, & Sundry
- Bazaar Sales -Travel, Transport, Meal & Sundry
0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00

Prepared by:

Unit In-Charge

Date :

Revised 07/2023 (SQS 6)
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