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Committee on Home-School Co-operation

EDB(HSC)ADM20/1/3A2014/2015)

20 October 2014
Dear Principal / Chairperson of Parent-Teacher Association,

Parent-Teacher Association Executive Committee Member
Training Programme
(2014/15 School Year)

Every ycar therc are new executive committee members joining the
Parent-Teacher Associations (PTAs). Some of them may not be familiar with the
operations of PTA. In order to help them better understand the operations of PTA, the
Committee on Home-School Co-operation will organize a PTA Executive Committee
Member Training Progranume. All serving and designated PTA executive committce
members of your school are welcome to join.  For defails of the programme, please refer
to the Appendix.

The training programme comprises five sessions. Upon completion of any one
of the sessions, each parlicipant will be awarded a Certificate of Attendance.  Participants
having completed four sessions or more will be awarded a Cettificate of Training. To
show our appreciation of the active participation of PTAs, a “Q-Mark Parent-Teacher
Association Certificate” will bc awarded to the PTA with five or more of their serving or
designated executive committee members having been awarded the Cettificate of Training

in the 2014/15 school ycar.

For application, please complete and return the attached Reply Slip to the
Secretariat on or before 5 November 2014 by fax at 2710 9970 / 2391 0470. Applications
are accepted on a first-come-first-served basis. The Secretariat will notify your school
/ PTA about the application results in due course.  All applicants will be notified of the
results of their applications repardless whether it is successful or not,

For cnquirics, please contact Ms Lisa LEUNG at 3698 4379.

Yours sincerely,

naly

Mr. Henry TONG Sau-Chai, Ml
Chairman
Committee on Home-School Co-operation
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Appendix
Parent-Teacher Association (PTA)
Executive Committee Member Training Programme
(2014/15 School Year)
L W301, West Block, Kowloon Tong Education Services Centre, 19
' Suffolk Road, Kowloon Tong, Kowloon
Organization: The programme comprises 5 sessions

Duration of session:

2:30 p.m. to 5:00 p.m.

Medinm of Instruction:

et e d et Pl

Cantonese

Course Contents and Dates held:

Session 1

Functions and operations
of PTA

Contents

1. Roles and functions of PTAs in schools

2. Constitution, registration and elections of PTAs
3. PTA cxccutives and duties

4. Meeting practice of PTAs

Questions and Answcrs

Date: 19 November 2014
Time: 2:30 p.m, to 5:00 p.m.

Session 2

Planning and organisation
of PTA activities

Contents

1. Programme planning and implementation
Resource management

Tnsurance maitets

Legal considerations

B

Questions and Answers

Date: 26 November 2014
Time: 2:30 p.m, to 5:00 p.m.

Session 3

Financial matters of PTA

Contents

1. Home-school Cooperation Grant

2. Accounts and audit matters

3. Prevention of corruption duting procurement

Questions and Answers

Date: 3 December 2014
Time; 2:30 p.n, to 5:00 p.m.

B1-JAN-2085 B1:56
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Session 4 Contents

1. Publicily and recruitment of members
2. Harmonisation and team-building

3. Handling of complaints

Team-building and
communication of PTA

Questions and Answers

Date: 10 December 2014
Time: 2:30 p.m. to 5:00 p.m.

Session 5 Contents
1. To have an understanding of Incorporated Management Committee —
PTA and Parent _ . .
Governance Framework and Spirit
Managers

2. Parent Manager Election
3. Role of Parent Managers

Questions and Answers

Date: 17 December 2014
Time: 2:30 p.m. to 5:00 p.m,

Target Participants: Serving and designated PTA & FPTA Executive Committee Members

Application Deadline: 5 November 2014 (Wednesday)

Special Arrangements for Bad Weathcr
a.  The afternoon session of the Training Programme will be resumed when Typhoon Signal No.8 or above or Black
Rainstorm Warning Signal is cancelled al or before 11:30 am.  Otherwise, the afternoon session of the programme

will be cancelled.
b.  Participants will be notified separately ahout the venue and time to make up for the cancelled session.

B1-JAN-2885 B1:57 S56% P.88
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Name of School :

Name of Parent-Teacher Association (Chinese) :

Name of Parent-Teacher Association (English, if applicable) :

Fax No. :

FROM EDB (HSC)
[Please return on or before 5 November 2014 by fax at 27109970 / 23910470.]

Reply Slip
Parent-Teacher Association Executive Committee Member Training Programme

TO 27891918

(2014/15 School Year)

P.28

The following execcutive commiltee members/designated committee members of Parent-Teacher Association

Phone No. :

(PTA) would like to apply for the training programme: (Please insers a v in the appropriate box of the applied session.)

Session 1 Session 2 Session 3 Session 4 Session 5
. R Application Result
Serial Name Name Post in the | Functions and T)I:‘:]?';i:r? Financial 'Thnmai:::llldmg FTA and (Filled in by the
No. (English) (Chinese) FTA aperations of L:i.",‘,[.,\ ! maters of P Parent Secretariat of
TTA :n;liviu:cs ITA qu"ll'A . Managers CHSC)
(19/11/2013) @6/1172014) (311212014) (10n2/2014) (17/12/2014)
1 E Accepted/
: Not Accepted
2 Accepted/
Not Accepted
5 Accepted/
: Nol Accepled
4 Accepted/
Not Accepted
5 Accepled/
’ Not Aceepted
6 Accepted/
Nol Accepted
7 Accepted/
Not Aceepted
8 1 Accepted!
j Not Accepled
[Duration of Session :  2:30 p.m. — 5:00 p.m.]
Signature of Principal/Chairperson* of Parent-Teacher Association :
Name of Principal/Chairperson* of Parent-Teacher Association :
Date :
* Please delete where inappropriate.
TOTAL P.B8B
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