THE CHINESE UNIVERSITY OF HONG KONG

MEMO
From Human Resources Manager To College Heads/Masters
Deans of Faculties/Graduate School
Ref. T™MO012/21 School Directors/Department Chairpersons/
Tel. No. 3943 8607 Unit Heads/Institute/Centre Directors
Date September 24, 2021 Your Ref.

Staff Training and Development Programmes
(October to December 2021)

I am pleased to inform you that the following programmes will be organised during the period
from October to December 2021 and are now open for enrolment:-

New Programmes

(1) Workshop on Influencing and Communication Skills (for managerial, executive and
research staff at Post-doctoral Fellow / Research Associate / Research Assistant
ranks)

(ii) Workshop on Enhancing Team Effectiveness i 7 &[5 385 T /ELH
(for all staff M Za[F5E)

(i) ~ Mindfulness Practices in Everyday Life H ¥4 &Y IE 4075
(for all staff ZJEk £ [H =)

(iv) D&I@CUHK series: Workshop on Cultural Competency and Arabic Calligraphy
(for all staff, will be conducted in English)

V)  FHEEELIED GEESIE DS REEHERIEESM)

(vi)  FERETAREEIIE (B AREE)

(viD)  EIEBAREHEI TR (BRI AR SRS AL S BREL_ B T20)
(viii) " SRR AL %ﬁ%‘ﬁb (B A F S —fir 5 BEEPA_ERYF-20)

Re-run Programmes

(ix) Positive Workplace and Work Safety (supervisory staff, especially for supervisors of
frontline workers)

(x) Workshop on Performance Appraisal Skills for New Reviewers (for reviewers who
have been newly recruited/promoted)

»55-PALE 2



(xi) Workshop on Mental Health First Aid (for all staff, will be conducted in English)
(xii)  Workshop on Youth Mental Health First Aid (for all staff)

Please be informed that the programmes will be conducted in face-to-face mode. We will
update successfully enrolled colleagues of changes in mode of delivery subject to the pandemic
situation.

Please help disseminate the programme information to your staff members for their application.
Individual participant may seek approval from supervisor and submit their enrolment(s) through the
following CUPIS navigation path. The enrolment deadline is October 8, 2021 (Friday).

Main Menu —» Self-Service —» Learning and Development —> Request Training Enrolment

Please note that a seat will be allocated to an applicant only after it is APPROVED by the
supervisor. Please check your enrolment status through the following CUPIS navigation path.

Main Menu —» Self-Service —»> Learning and Development —» Training Summary

The programme outlines are enclosed for your reference. For enquiries, please contact me at
3943 8607 or Ms. Jennifer Chung at 3943 7876.

Many thanks and with best regards,

Fion Law

Encl.
/CKYljc



Target Participants

Date
Time
Venue

Training Approach

Language

Class Size

Facilitator

YV VYV

YVVVVVYY

To learn how to exert influence without authority

To learn how to understand and communicate effectively with
stakeholders

To understand work-style of oneself and others

To appreciate the science and psychology behind influencing skills

The basic of influencing skills
People's work style
Understanding the stakeholders
Effective communication
Psychology of persuasion

YVVVVYY.

. For managerial, executive and research staff at Post-doctoral Fellow /

Research Associate / Research Assistant ranks

. October 18,2021 (Monday)
: 9:30 am — 5:30 pm

: Room 203, 2/F, Cheng Yu Tung Building, CUHK campus

Lectures
Storytelling
Discussion
Video
Role-play
Games

. Cantonese (English handouts)
: 30

: Professor Dominic Chan is the Associate Professor of Practice in

Entrepreneurship and the Associate Director, EMBA Programme of
CUHK Business School. He has over 19 years of experience in
management consulting and operation in Asia. He has worked for a
number of prominent international companies and Asia companies in
business consulting, technology and education areas.



Objectives HER

2N

Target Participants $f58 :

Date HEH

Time HBERY

Venue HiEL

Workshop on Enhancing Team Effectiveness

B BRI GE L Ly

: Upon completion of the workshop, participants will be able to

S0 R VB A TAEY)

>

>

Understand the practical concepts of team effectiveness

H i J X AR Y B RS

Grasp the team effectiveness skills in communication
respect, trust and coaching

EiREE - BHE - [SEMBUE )T EEVE R
Apply these concepts and skills at work, at home and
elsewhere £ T{F ~ 52 REMIEAth 37 8 A 15 Soml AT

Explore the effect of team effectiveness on organization,
employee health and happiness

REEBCUEE LSS, - B TR e

How team works and communicates even during change

B B4 AT DA BB B 85 o AR RIS 8

Building relationships with empathy (level 2.0) and respect
PAEERCy (2.0 R FIBEE T A PERR{A

Handling conflicts due to diversity

BRER R 73 I 5 [HEEAY i 2E

Developing trust with outreaching skills and confidence
I MERTI S LS

Coaching for success under limited resources
HEEIFARIED T 1T EE RS

Putting learning into action through tips cards
TR R R SR TTE

For all staff &1k Z\ 5=

November 22, 2021 (Monday)
2021 F£ 11 H 22 H (BHi—)

9:15 am — 5:30 pm
BN RO E TR AR

Room 203, 2/F, Cheng Yu Tung Building, CUHK campus
HHSCRERERATIAR 2 18 203 =
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Training Approach
BRER

Language 565

Class Size AR}

Facilitator 2EH

: This workshop will be activity-based and conducted with a

balanced combination of experiential activities, role-plays,
discussion, practices and reflection.

KTAEYGEB R - B FSBREORE) - Fataini - 513
BRI B AT -

: Cantonese EHEE

: 30

: Dr. Johnny Wan is a management consultant. He has worked for

CUHK as Associate Professor in Management, teaching both
undergraduate and MBA courses in strategic management and
people development. Dr. Wan has also worked for Hong Kong
Police as Superintendent (Training) and Hong Kong Disneyland
Resort as Learning & Development Director. Dr. Wan is a Fellow
Member in Hong Kong Institute of Human Resource
Management. He is also an honorary fellow in the Asia Pacific
Institute of Business at CUHK and a mountain craft coach in
China Hong Kong Mountaineering and Climbing Union.
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Mindfulness Practices in Everyday Life
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D& I@CUHK series: Workshop on Cultural Competency
and Arabic calligraphy

(Co-organised by the Diversity and Inclusion Office and Human Resources Office)

Objectives  » Recognise and understand unconscious bias and the impact
> Enhance cultural competency and knowledge
> Experience and appreciate cultural diversity

Contents - : » Introduction of unconscious bias, and stereotype
» Introduction of enhancing cultural competency
» Cultural workshop: Arabic calligraphy

Target Participants : For all staff

Class / Date / Venue : (lass A:

October 25, 2021 (Monday)
Room 203, 2/F, Cheng Yu Tung Building, CUHK campus

Class B:
November 9, 2021 (Tuesday)
Room 308, 3/F, Esther Lee Building, CUHK campus

Time ¢ 2:15-5:15 pm

Training Approach  : Lecture, sharing & cultural experience
Language . English

Class Size . . 20

Facilitator : Representative from WEDO Global

WEDO Global is a social enterprise that advocates multicultural education.
The company aims to enhance cultural understanding of local Chinese on
ethnic minorities, so as to reduce the negative perceptions and racial
discrimination against ethnic minorities.

Remark . This workshop is one of the events of the Diversity and Inclusion Week.
For details, stay tuned to the announcement of the Diversity and Inclusion
Office in late September 2021.
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POSITIVE WORKPLACE AND WORK SAFETY

Objectives: 4+ To raise awareness of positive workplace attributes, in the area of
B i work safety in particular, among the supervisors of frontline
selerkplace hazards - workers.

s dution PROTECT] 4 To share observations on work accident cases reported by CUHK to
Work SQF ek the Labour Department.
HEALTH ‘ %+ To share tips for maintaining a safe workplace environment and good

sdfeky procedures

practices through case study.

Contents: ' + Sharing on the Positive Leadership and Staff Well-being Survey
2021 and colleagues’ concerns and expectations for leadership
attributes and working environment at CUHK

=

/"

=

@ + How safe are CUHK workplaces (Part I): Work accident cases
- reported to the Labour Department

! ' > A brief recap on the statutory Employees’ Compensation (EC)

i ) provisions

”H » What is a “Work Accident’? How and when should the accident be
° reported?

Q Work Safe » A sharing on the EC statistics of CUHK

a @}‘ » How damaging work accidents can be at the workplace relationship?

®
0
(i

+ How safe are CUHK workplaces (Part II): Current safety policy,
operation system and infrastructure at CUHK

> A brief recap on the statutory occupational health & safety provisions
(especially for EMO frontline workers, hostel workmen)

» A brief recap on the University safety policy statements

» Some practical workplace safety tips

» Role of departmental safety coordinators

Target Participants: Supervisory staff, especially for supervisors of frontline workers
Date and Time: November 26, 2021 (Friday) 12:30 pm —5:30 pm
(A semi-buffet lunch at The Gastronomy Club will be included)
Venue: 12:30 — 2:00 pm The Gastronomy Club, 5/F, Cheng Yu Tung Building
2:00 — 5:30 pm Room 203, 2/F, Cheng Yu Tung Building
Training Approach: » Mini-lectures
» Case Studies & Group Discussion
Language: Cantonese (English handouts)
Class Size: 40
Speakers: Representatives from the Human Resources Office and
University Safety Office

Remark: Colleagues who have joined at least THREE programmes in the training series on statutory regulations
(e.g. corruption prevention, personal data privacy, labour legislation, anti-discriminatory provisions, work safety)
within a two-year period will be awarded a continuous learning certificate by the Human Resources Office.




WORKSHOP ON PERFORMANCE APPRAISAL SKILLS

FOR NEW REVIEWERS

Objectives

Target Participants

Date

Time

Venue

Training Approach

Language

Class Size

Facilitators

The workshop aims at familiarising the new reviewers in the
University with knowledge and skills in conducting the
performance reviews for non-teaching staff.

v Overview of the Performance Review and Development
System in the University

v' Deciding job accountabilities

v" Dealing with weightings and ratings

v" Tips on PRD report writing

v Preparing for the review interviews

v' Achieving effective review interviews

v" Handling difficult situations

v' Avoiding common pitfalls

v' Understanding the Positive Performance Management Culture
of the University '

It is designed for new reviewers who have been newly
recruited/promoted. Reviewers who would like to refresh related
skills and knowledge are also welcome to join the workshop.

October 6, 2021 (Wednesday)

9:30 am — 12:30 pm

Lecture Theatre 3, G/F, Executive Foundation Suite, Cheng Yu
Tung Building, CUHK campus

> Lecture
» Case Study

Cantonese (Handouts in English)

30

Representatives from the Human Resources Office



WORKSHOP ON

MENTAL HEALTH FIRST AID

Programme
Objectives

Contents

Target Participants

Date and Venue

Time

Training Approach

Language

Class Size
Facilitator

Remark

Upon completion of the workshop, participants are expected to be

able to:

» Provide early identification and prevention of mental health
problems for students

> Apply knowledge and skills of first aid to ease mental health
crisis situations

» Use University and community resources appropriately to
facilitate rehabilitation of those affected students

Y

Mental Health First Aid

<> What is Mental Health First Aid?

<> 5-Step Action Plan: ALGEE

Causes & First Aid of Depression

Suicide assessment and intervention

Causes & First Aid of Anxiety / Panic Attack
Causes & First Aid of Psychotic Disorders: Early Psychosis,
Schizophrenia Bipolar Disorder

First Aid of Aggressive Behaviors

Causes & First Aid of Substance Abuse / Overdose
Community Resources for Social Rehabilitation

YVV V VYV

For all staff

October 22, 2021 (Friday) (Day 1)

Room 203, 2/F, Cheng Yu Tung Building, CUHK campus
And

October 29, 2021 (Friday) (Day 2)

Room 303, 3/F, Wu Ho Man Yuen Building, CUHK campus
Total: 2 days (12 hours)

9:30 am — 5:00 pm

» Mini-lectures

> Experiential Exercise

» Group Discussion

English

30
Student Counsellors from the Office of Student Affairs

Participants who have successfully completed the 12-hour
training will be awarded a Certificate.



WORKSHOP ON YOUTH

MENTAL HEALTH FIRST AID

Objectives

Contents

el
v
., @
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v I v
Target Participants

Date and Venue

Time

Training Approach

Language
Class Size

Facilitator

Remark

Upon completion of the Workshop, participants are expected to

>

>

>

be able to:

Provide early identification and prevention of mental health
problems for students

Apply knowledge and skills of mental health first aid to
ease mental health crisis situations 4

Use University and community resources appropriately to
facilitate rehabilitation of those affected students

Mental Health First Aid (MHFA): Definition and the MHFA

Action Plan “ALGEE”

Youth bio-psycho-social development, and mental health

problems’ impact on it

MHFA for the following problems and crises:

4+ Developing mental health problems: depression; anxiety
problems; eating disorders; substance use problems; early
psychosis

4 Mental health crises: suicidal thoughts and behaviours;
non-suicidal self-injury; early psychosis

Community resources

For all staff

November 26, 2021 and December 3, 2021 (Fridays)
Room 201, 2/F, Cheng Yu Tung Building, CUHK campus

Total: 2 days (14 hours)

9:00 am — 5:30 pm

>

Mini-lectures

» Role-plays
> Video Illustrations

>

Group Discussion

Cantonese supplemented with English

30

Student Counsellors from the Office of Student Affairs

Participants who successfully completed the 14-hour training
will be awarded a Certificate.



